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Travel and Expenses

Expense Report Administrator Quick Guide
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Begin at the Expense Report – Add a New Value page. Enter the employee’s EmplID and click Add.
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Select the Use a Template option, or Copy From Travel Authorization if a corresponding Travel Authorization exists.
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Choose Public Template and search by clicking �.
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Choose the Administrator Process ONLY template.
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Select one Expense Type that reflects the primary travel destination. Select Supplies and Materials as well, if necessary.
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Enter the Dates of Travel.
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Complete the General Information page. Note the required fields.





To edit the accounting distribution, click on Default Accounting For This Expense Report.
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Click on an Expense Type.
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Enter expense details, noting required fields.





To edit the accounting distribution for this Expense Type, click on Accounting For This Expense.
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Select the Expense Type from the drop-down menu. Make sure to choose the same Expense Type that was used to report reimbursable expenses.
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Click on Accounting For This Expense.
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Click Update.
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Edit the Expense Type Details. Be sure to choose a Payment Type of Prepaid Expenses.
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Click Add.





STOP!


If this Expense Report includes any PrePaid expenses, go to Step 9a. Otherwise, continue to Step 10.











Change the Account field to 15101 to reflect the Prepaid Account.
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Click OK.
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Review the Expense Type for accuracy, then click Done.
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Review the Expense Report for accuracy, then click Submit For Approval.








PrePaid Expense entry complete.
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If there are any Cash Advances to add to the Expense Report, click the Apply Cash Advance(s) link to add them.
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Click OK once to confirm the submission…
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…then click OK again to return to the Expense Report Summary page. 
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The Expense Report is Approved and has been assigned a Report ID.








EXPENSE REPORT COMPLETED.
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