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PeopleSoft Expenses
 
PeopleSoft Enterprise Expense Management allows your employees to capture and submit time and expenses in online, disconnected, or wireless mode. Employees save time and you save on processing costs. This module reviews the fundamentals you will need to use PeopleSoft Expenses. 
Upon completion of this module, you will be able to: 
 
· Prepare travel authorizations.
· Prepare cash advances.
· Prepare expense reports.
· Process expense report exceptions.
· Use commitment control with Expenses.
· Manage approvals in Expenses.
· Process expense payments.
· View accounting transactions in Expenses.
· Run reports.
Preparing Expense Reports
 
Expenses makes it easy to transform a handful of receipts into a final expense reimbursement. This chapter discusses how to convert expense transactions into expense reports that meet your auditing standards, approval policies, and tax reporting requirements. Expenses supports a variety of features designed to streamline your entry from defaults to importing credit card transactions. The way in which you set up your expense system determines what data is required and how your accounting system processes it. For example, if an employee takes a business trip that different departments within your organization fund, the expense report can reflect this so that the appropriate departments share the expenses. 
 
Expenses provides functionality to decrease the time that you spend entering expense reports. You can: 
· Create expense reports populated with information from user defaults.
· Populate information from My Wallet to expense reports.
· Apply cash advances to expense reports.
· Copy multiple expense lines at one time on an expense report.
· Insert multiple rows at one time on the Create Expense Report page.
· Save an expense report with errors or missing information.
Upon completion of this lesson, you will be able to: 
· Create user templates.
· Create expense reports.
· Copy expense report expense lines.
· Add multiple expense report expense lines.   
· Attach a document to an expense report.
· View or modify default accounting.
· View or modify accounting details.
· View analytics for an expense report.
· Apply cash advances to an expense report.
· Correct expense line errors.
· Split receipts.
· Itemize hotel bills using the Hotel Wizard.
· View expense reports.
· Modify expense reports.
· Delete expense reports.
· View My Wallet transaction details.
· Apply My Wallet transactions to expense reports.
· Attach a document to a My Wallet transaction.
Creating Expense Reports
Creating Expense Reports
When you create an expense report, you have several options from which to base the new document. The selections that you make trigger other choices that prompt you for details about the report. You can start with a blank expense report or populate one with data from another source.
In this topic, you will create an expense report for an internal off-site meeting.
Procedure
In this topic you learn the following:
- How to create an expense report.
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	Step
	Action

	1. 
	Click the Expense Reports Create/Modify link on the Travel and Expense Center.
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	Action

	2. 
	Click the Add button.
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	Step
	Action

	3. 
	Use the Create Expense Report page to create a new expense report from an approved Travel Authorization.


[image: image6.png]dows Internet Explorer

M1
O © + [ mosiicsncetimsicarsmireiovcesrioy O] B[4 ][] @ croamodey = l- A
Fawrites ~ ‘ Main Menu~ > Employee SelfSenice ~ > Travel and Expenses ~ > Expense Reports = > Create/Modify
Home | Workist | AddtoFavories | Sign out
ORACLE"
New Window | Help | Personalize Page |
Saveror Later | b Home | [ Summaryand Submit
Quick start [ETTETIES =[ oo
= Destination Y
& Atachments
Y
Totals (0 Lines) 000 usD
Description “Payment Type “Amount  *Curtency
=T =32 | 000 [uso Jo, [
Totals (0 Lines) 000 usD
‘ I
Erston] | [ reteraty i

IEE=EE)

By 29Pn

Zjgjeote B




	Step
	Action

	4. 
	Note: You must have an approved Travel Authorization to create an Expense Report.


[image: image7.png]dows Internet Explorer

M1
O © + [ mosiicsncetimsicarsmireiovcesrioy O] B[4 ][] @ croamodey = l- A
Fawrites ~ ‘ Main Menu~ > Employee SelfSenice ~ > Travel and Expenses ~ > Expense Reports = > Create/Modify
Home | Workist | AddtoFavories | Sign out
ORACLE"
New Window | Help | Personalize Page |
Saveror Later | b Home | [ Summaryand Submit
Quick start [ETTETIES =[ oo
= Destination Y
& Atachments
Y
Totals (0 Lines) 000 usD
Description “Payment Type “Amount  *Curtency
=T =32 | 000 [uso Jo, [
Totals (0 Lines) 000 usD
‘ I
Erston] | [ reteraty i

IEE=EE)

By 29Pn

Zjgjeote B




	Step
	Action

	5. 
	Click the Quick Start list.
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	Action

	6. 
	Click the A Travel Authorization list item to populate from.
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	Action

	7. 
	Click the GO button.
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	8. 
	Locate the Travel Authorization and click the Select button.
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	Step
	Action

	9. 
	The information from the approved Travel Authorization populates the fields on the Expense Report. 
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	10. 
	Click the Preferred option.
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	Step
	Action

	11. 
	Click the Expand Accounting Lines button.
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	Step
	Action

	12. 
	Verify that the accounting line chartfields are correct.
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	Step
	Action

	13. 
	Click the Attachments link.
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	Step
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	14. 
	Use the Expense Report Attachments page to add new attachments, view existing attachments, or remove attachments.
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	15. 
	Click the Add Attachment button.
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	Step
	Action

	16. 
	Click in the Browse button. 
[image: image27.png]Browse.






[image: image28.png]£ choose File to Upload =181 x|

{0 v 22

Recept.t
Text Document
Obytes

| & - [Ev@0o [FEBG





	Step
	Action

	17. 
	Select the desired attachments and click the Open button.
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	Step
	Action

	18. 
	Click the Upload button.
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	Step
	Action

	19. 
	Click in the Description field if you wish to add a description.
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	Step
	Action

	20. 
	Enter the desired information into the Description field. Enter "OPTIONAL".
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	Step
	Action

	21. 
	Click the OK button.
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	Step
	Action

	22. 
	Use the horizontal scroll bar to navigate to the right.
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	23. 
	Click the Summary and Submit link.
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	24. 
	Check the Submit Checkbox option to confirm the submission.
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	25. 
	Click the Submit Expense Report button.
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	26. 
	Click the OK button.
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	27. 
	Note: that a message appears on the Expense Report confirming that the report was submitted for approval.
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	28. 
	In this topic you will learn the following:
- How to create an expense report.
You have successfully completed this training session.
End of Procedure.


Viewing Expense Reports
Viewing Expense Reports
When you access the View  Expense Report page, Expenses displays the page in read-only mode. After you submit an expense report for approval, you can only view it. You can view expense reports with these statuses: Approved, Closed, Denied, In Process, Paid, Pending, Submitted, and On Hold.
In this topic, you will view an expense report that is in a Pending status.
Procedure
In this topic you will learn the following:
- How to view an expense report.
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	29. 
	Click the Expense Reports View link on the Travel and Expense center.
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	30. 
	Click the Search button.
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	31. 
	Click the 0000000075 link.
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	32. 
	Use the View Expense Report page to view an expense report in read-only mode. 
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	33. 
	Note: Next to the report ID, the system displays the status of the expense report. This report is in a Submitted for Approval status.
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	34. 
	Use the horiztonal scroll bar to navigate to the right to view the entire expense report. 
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	35. 
	In this topic you have learned the following:
- How to view an expense report.
You have successfully completed this training session.
End of Procedure.


Viewing Analytics for an Expense Report
Viewing Analytics for an Expense Report
Procedure
In this topic you will learn the following:
- How to View Analytics for an Expense Report.
[image: image58.png]Travel and Expense Center - Windows Internet Explorer I

%v [@ veps:jcchtan ccc.equppspicesnierpLovee enprsiwee O @ ][4 | @ wavelandErperse conter % l- 0 v 5

ORACLE"

Traveland Expense Corler
[ Travel and Expense Center

Enployee Travel and Expense Center

Fawrites ~ ‘ Main Menu~ > Employee SelfSenice ~ > Travel and Expense Center

Home | Workist | AddioFawrites | Sign out

e s T— ey
et e s | o e e s L o e e o s
ol Sesen ol
Eon Eow Eom
o = o
: . ot
Pri £ o Review Payments
it (-

Eeme o Ereven oo
i Ee )
S
[FEbpsiffcccFstrn cec.edufpspleccrstrm/EMPLOVEE JERP/c/ADMINISTER EXPEN...]
art ravel and Expense C... B 3:06 P
Etstar] | [ Trave andwpense. [BaE00 |Pmk oome





	Step
	Action

	36. 
	Click the Expense Reports View link on the Travel and Expense Center. 
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	37. 
	Click the Search button.
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	38. 
	Click the 0000000075 link.
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	39. 
	Use the View Analytics link to view expenses by week, department, and project and activity for this expense report.
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	40. 
	Click the View Analytics link.
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	41. 
	The Expenses by day page is to view an expense report in read-only mode. 
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	42. 
	Click the Totals by Department link.
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	43. 
	The Totals by Department page is used to view totals based on department IDs entered in the Accounting Detail section of the expense report. 
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	44. 
	Click the Totals by Project / Activity link.
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	45. 
	The Totals by Project/Activity page is used to view totals based on the projects and activities entered in the Accounting Detail section of the expense report. 
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	46. 
	Click the Return button.
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	47. 
	In this topic you have learned the following:
- How to View Analytics for an Expense Report.
You have successfully completed this training session.
End of Procedure.


Modifying Expense Reports
Modifying Expense Reports
 
Expenses enables you to edit the fields on the Modify  Expense Report p age, when an expense report has been previously saved, but not submitted it for approval, or if an approver sends it back for revision or correction. 
In this topic, an expense report has been returned by the approver. You will modify the expense report and resubmit it. 
Procedure
In this topic you will learn the following:
- How to modify and expense report.
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	48. 
	Click the Expense Reports Create/Modify link on the Travel and Expense Center.
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	49. 
	Click the Find an Existing Value tab.
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	50. 
	Click the Search button.
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	51. 
	Click the 0000000056 link.
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	52. 
	Use the Horizontal scrollbar to navigate to the part of the expense report you would like to modify.
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	Step
	Action

	53. 
	In this example we will modify the Amount.
Enter the desired information into the Amount field. Enter "230.00".
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	Action

	54. 
	Click the Save for Later link.
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	55. 
	Click the Summary and Submit link if you are ready to Submit.
[image: image90.png]% Summary and Submit






[image: image91.png]dows Internet Explorer

I
O © + [ mosiicsnacetimsicarsmieiovcesrioy O] B[4 @ croamodey | A
Fawrites ~ ‘ Main Menu~ > Employee Self-Senice ~ > Travel and Expenses ~ > Expense Reports ~ > Create/Modify
Home | Workist | AddtoFavries | Sign out
ORACLE"
New Window | Help | Personaiize Page | £ ]
Modify Expense Report
Actions |
*Business Purpose [Training Report 0000000056 Pending
*Description TEST Created 06/132014  Wil_TestMoore
Reference @ Last Updated 06/132014  Will_Test Moore
Totals (2 & View Printable Version T View Analyiics @ Notes
Employee Expenses (1 Line) 23000 USD Non.Reimbursable Expenses 000 USD Employee
Cash Advances Applied 000 USD Prepaid Expenses 000 USD Suppier C;
Amount Due to Employee 230.00 USD Amount Due to Supplier 0.00 USD
™ By checking this box, I certfy the expenses submitted are accurate and comply with expense policy. &

SubmitEpense Report

Al

|
Erstan] | [ ceserrioaty -vane

IEE=EE)

A Soo A
2 [ By gromre B




	Step
	Action

	56. 
	In this topic you have learned the following:
- How to modify and expense report.
You have successfully completed this training session.
End of Procedure.


Correcting Expense Line Errors
Correcting Expense Line Errors
 
After you add expense lines on the Create  Expense Report page, you can click the Save for Later button or the Summary and Submit button. Expenses immediately validates the data and displays visual indicators next to expense lines that have missing or invalid information. 
 
You can click the Missing or invalid information button to access the Expense Report Line Errors window . This window displays an explanation of the problem. 
 
When you correct the errors, the messages and visual indicators disappear. 
 
In this topic, you are going to add an expense line without all the required fields. You will click the Save for Later button and view the line errors. You will then correct the errors before saving the expense report.
Procedure
In this topic you will lean the following:
- How to correct expense line errors
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	57. 
	Click the Expense Report Create/Modify link on the Travel and Expense Center.
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	58. 
	Click the Find an Existing Value tab.
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	59. 
	Click the Search button.
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	60. 
	Click the 0000000055 link.
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	Step
	Action

	61. 
	Use the Create Modify Report page to make changes to expense reports that have not been submitted or that have been returned for correction.
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	Action

	62. 
	Click the Expand Section button.
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	63. 
	Click the Insert Line button.
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	Action

	64. 
	Note that the Amount field turns red.
Use the horizontal scroll bar to navigate to the left.
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	65. 
	If errors exist, Expenses displays the Missing or invalid information button next to the expense type with the error. It also highlights the field that has the missing or invalid information in red.
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	66. 
	Click the Missing or invalid information was found button.
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	Action

	67. 
	The error cause is explained.
Click the Return button.
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	Step
	Action

	68. 
	Click in the Amount field to correct the error.
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	Step
	Action

	69. 
	Enter the desired information into the Amount field. Enter "110.00".
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	Step
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	70. 
	Click the Del button to remove the extra line.
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	71. 
	Click OK.
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	72. 
	Click the Preferred option.
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	73. 
	Click the Save for Later link.
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	Step
	Action

	74. 
	In this topic you have learned the following:
- How to correct expense line errors
You have successfully completed this training session.
End of Procedure.


Splitting Receipts
Splitting Receipts
 
Receipt splitting enables you to divide a receipt into multiple expense lines. Expenses supports two utilities for itemizing receipts: Receipt Split and Hotel Wizard. For example, a hotel bill may enter Expenses through a credit card feed as one expense transaction; however, the bill may include charges for telephone calls, laundry service, room service, and parking. You can track, report, and book these items individually if your organization requires it. You may have a receipt for several purchases, one of which is a personal expense. You can then split out the individual purchases in order to mark the personal expense as non-reimbursable. 
You can: 
· Split an expense on a receipt into small, detailed expenses.
· Add more expenses to a receipt.
· Edit an expense on the receipt.
· Change the receipt total amount.
If you split a receipt that came from a credit card feed, Expenses prevents you from changing some fields on the Receipt Detail For Expense page, such as exchange rate and currency code. In addition, if the receipt came from a credit card feed, the sum of all the split lines must equal the original receipt total amount. 
In this topic,  you will split a receipt into two expense lines. 
Procedure
In this topic you will learn the following:
- How to Split Receipts.
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	Step
	Action

	75. 
	Click the Expense Reports Create/Modify link from the Travel and Expense Center.
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	76. 
	Click the Add button.
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	77. 
	Click the horizontal scrollbar.
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	Step
	Action

	78. 
	Use the Create Expense Report page to add expense lines and provide information that is specific for each expense type.
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	Action

	79. 
	Click in the Default Location field.
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	80. 
	Enter the desired information into the Default Location field. Enter "New York, New York".
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	Step
	Action

	81. 
	Click in the Date field.
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	82. 
	Enter the desired information into the Date field. Enter "08/13/2013".
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	83. 
	Click the Expense Type list.
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	Action

	84. 
	Click the Dinner list item.
[image: image139.png]Dinner






[image: image140.png]New Window | Help | Personaiize Page |

Create Expense Report [E savefor
Kenneth Schumacher (2) Actions |
*Business Purpose [General Travel and Bpense 3] Deaut Location ew York,New York Y
“Report Description |Consulting and product demo & tachments
Reference =Y
Expenses ()
Expand Al | Collapse Al Add: | B MyWallet (10) | # QuickFill Totals (1
“Date “Expense Type “Description
v 081132013 |j  [Dinner ] &
“Biling Type[IMermal 5] BEReceipt st “exchange
“Location [New York, New York % Atendees Reimbursemer
) Accounting Details (%)
Expand Al | Collapse All Totals (1




	Step
	Action

	85. 
	Click in the Description field.
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	86. 
	Enter the desired information into the Description field. Enter "Dinner at Bills Grill".
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	87. 
	Click the Payment Type list.
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	88. 
	Click the American Express list item.
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	89. 
	Click the horizontal scrollbar.
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	90. 
	Click in the Amount field.
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	91. 
	Enter the desired information into the Amount field. Enter "85.93".
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	92. 
	Click the horizontal scrollbar.
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	93. 
	Click the Billing Type list.
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	94. 
	Click the Billable list item.
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	Action

	95. 
	Click the Add Additional Attendees button to access the Attendees page and enter names (lastname,firstname), companies, and titles for an expense type that requires a list of attendees on your expense report.
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	96. 
	Click the Receipt Split link.
[image: image160.png]Receipt Split






[image: image161.png]New Window | Help | Personalize Page

Create Expense Report
Receipt Detail for Expense Dinner - Total 85.93 USD

Report D NEXT

‘The detailed information for the receipt of the expense you have selected appears below. There are four activities available for this receipt.
(1) Split an expense on this receipt info smaller, detailed expenses.

(2)° Add addiional expenses to this receipt.

(3) Editan expense on this receipt.

(4)" Adjust the Receipt Total amountin‘Current Expenses on Receipt section,

(7~ Not available for Supplier supplied receipts)

Expense Information (2 Current Expenses on Receipt (2
*Expense Date 08/13/2013 |
Date  Type  Amount
B T w—
B T — | 0&32013  Dinner s593UsD
*Location |New York, New York @ Current Total 8593 USD
*Description [Dinner at Bills Grill ] Receipt Total 8593 usn
- . Balance 000 usp
Hon-Reimbursable
I Mo Receipt
‘Add Additional Atiendees
“Amount Spent| 8593
“Currency[USD |,
“Exchange Rate| _1.00000000] % [
[ Defauit Rate
Reimbursement Amt 8593 USD Undate
‘Split With Another Expense (2)
Expense Type st

‘Splt with another expense wil subiract from original expense whie leaving current fotal unchanged.

Done




	Step
	Action

	97. 
	Use the Receipt Detail for <expense type> page to itemize receipts into multiple expense lines. 
Notice the instructions at the top of the page that describe the actions you can do with this feature.
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	Step
	Action

	98. 
	The Current Expenses on Receipt section displays each item that is associated with the receipt with the transaction date, expense type, and amount. 
Click the Type link to edit the information for that receipt item. 
This section is automatically updated when you perform an add or split action. 
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	99. 
	Current Total displays the total of all receipt items, including those that you add to the original receipt total.
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	100. 
	Receipt Total displays the total of the original receipt amount. The expense system does not change this field when you add new items, but you can enter a new total if the transaction did not originate from a credit card feed.
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	101. 
	Balance displays the Current Total minus Receipt Total.
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	102. 
	To split an item with another expense, select an expense type and click the Split button.
Click the Expense Type list.
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	103. 
	Click the Dinner list item.
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	104. 
	Click the Split button.
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(2)° Add addiional expenses to this receipt.
(3) Editan expense on this receipt.
(4)" Adjust the Receipt Total amountin‘Current Expenses on Receipt section,

(*- Not available for Supplier supplied receipts)

Expense Information (2 Current Expenses on Receipt (2

Expense Dinner 85.93 USD i being spit wit this expense, Dinner.
*Expense Date /1312013 |
B T —| e g rew
“giingType[Babe =] 0&32013  Dinner 000usD

“Location New York, New York Y ComentTotl oo s
“Description [Dinner at Bills Grill =] Recept Total 8593 usn

Date  Type  Amount

I Non-Rei Balance 000 UsD

T o Receipt

Add Addiional Afeendees

“Amount Spent. 000
“Currency [05D

“Exchange Rate|__100000000] % B

Default Rate

Reimbursement Amt 000 USD Uimin

expense Tye B

‘Spit with anather expense willsublract from original expense whik leaving current total unchanged.





	Step
	Action

	105. 
	Expenses refreshes the page, clears the expense information fields, and adds the selected expense type to the Current Expenses on Receipt section. 
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Create Expense Report
Receipt Detail for Expense Dinner - Total 85.93 USD

Report D NEXT
‘The detailed information for the receipt of the expense you have selected appears below. There are four activities available for this receipt.
(1) Split an expense on this receipt info smaller, detailed expenses.
(2)° Add addiional expenses to this receipt.
(3) Editan expense on this receipt.
(4)" Adjust the Receipt Total amountin‘Current Expenses on Receipt section,

(*- Not available for Supplier supplied receipts)

Expense Information (2 Current Expenses on Receipt (2

Expense Dinner 85.93 USD i being spit wit this expense, Dinner.
*Expense Date /1312013 |
B T —| e g rew
“giingType[Babe =] 0&32013  Dinner 000usD

“Location New York, New York Y ComentTotl oo s
“Description [Dinner at Bills Grill =] Recept Total 8593 usn

Date  Type  Amount

I Non-Rei Balance 000 UsD

T o Receipt

Add Addiional Afeendees

“Amount Spent. 000
“Currency [05D

“Exchange Rate|__100000000] % B

Default Rate

Reimbursement Amt 000 USD Uimin

expense Tye B

‘Spit with anather expense willsublract from original expense whik leaving current total unchanged.





	Step
	Action

	106. 
	Edit the new receipt item to enter an amount and modify any information that is different.
Click the Billing Type list.
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Create Expense Report
Receipt Detail for Expense Dinner - Total 85.93 USD

Report D NEXT

‘The detailed information for the receipt of the expense you have selected appears below. There are four activities available for this receipt.
(1) Split an expense on this receipt info smaller, detailed expenses.

(2)° Add addiional expenses to this receipt.

(3) Editan expense on this receipt.

(4)" Adjust the Receipt Total amountin‘Current Expenses on Receipt section,

(7~ Not available for Supplier supplied receipts)

Expense Information (2 Current Expenses on Receipt (2
Expense Dinner 8593 USD i being spit wit this expense, Dinner.

Date  Type  Amount

*Expense Date [08/13/2013 |
“Payment Type [American Bxpress =] 08132013 Dinner 8293080
“gilingType[Bilabe 5] 08132013 Dinner 0.00UsD
m@ Curent Tt 9 uso
“Description Nonbilable ReceptToal | 5553 s
I Non-Reimbursable Balance 000 UsD
I No Receipt
‘Add Adaitional Atiendees
“Amount Spent| 0.00
“currency [05D]
“Exchange Rate| __1.00000000] % B
[ Defauit Rate
Reimbursement Amt 000 USD Update |
‘Split With Another Expense (2)
Expense Type I

‘Spit with anather expense willsublract from original expense whik leaving current total unchanged.





	Step
	Action

	107. 
	Click the Nonbillable list item.
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Create Expense Report
Receipt Detail for Expense Dinner - Total 85.93 USD

Report D NEXT
‘The detailed information for the receipt of the expense you have selected appears below. There are four activiies available for this receipt.
(1) Split an expense on this receipt info smaller, detailed expenses.

(2)° Add addiional expenses to this receipt.

(3) Editan expense on this receipt.

(4)" Adjust the Receipt Total amountin‘Current Expenses on Receipt section,

(7~ Not available for Supplier supplied receipts)

Expense Information (2 Current Expenses on Receipt (2
Expense Dinner 85.93 USD i being spit wit this expense, Dinner.

Date  Type  Amount

“Expense Date 0811312013 |5
et e e oo S e ssoavs0
Biling Type [T = 1813015 Daner 000Us0
“Location New York, New York Q Current Total 8593 USD
e e @ ReceptTonl [ 6553 uso
I Non Reimbursable Bance 000 UsD
I o Receipt
‘Add Additional Atiendees
“Amount Spent| 0.00
“Currency [0S0
“Exchange Rate 1.00000000] 7 [
¥ Default Rate:
Reimbursement Amt 000 USD Undate |
‘Split With Another Expense (2)
Expense Type [ seit

‘Spit with anather expense willsublract from original expense whik leaving current total unchanged.





	Step
	Action

	108. 
	Click in the Description field.
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Create Expense Report
Receipt Detail for Expense Dinner - Total 85.93 USD

Report D NEXT
‘The detailed information for the receipt of the expense you have selected appears below. There are four activiies available for this receipt.
(1) Split an expense on this receipt info smaller, detailed expenses.

(2)° Add addiional expenses to this receipt.

(3) Editan expense on this receipt.

(4)" Adjust the Receipt Total amountin‘Current Expenses on Receipt section,

(7~ Not available for Supplier supplied receipts)

Expense Information (2 Current Expenses on Receipt (2
Expense Dinner 85.93 USD i being spit wit this expense, Dinner.
Date  Type  Amount
*Expense Date 08/13/2013 |
*Payment Type [American Express =l 08/132013 - Dinner ss9ausD
“Billing Type [Nonbillable = 08132013 Dinner o00usD
“Location [New York, New York @ Cument Total s uso
“Description [Dinner a1 Bils Gl @ Recept Total =57 uso

I Non R Baince 000 uso

T o Receipt

Add Addiional Afeendees

“Amount Spent. 000
“Currency [05D

“Exchange Rate|__100000000] % B

Default Rate

Reimbursement Amt 000 USD Uimin

expense Tye B
‘Spit with another expense wil subtract from original expense whil leaving current total unchanged.





	Step
	Action

	109. 
	Enter the desired information into the Description field. Enter "Friend's dinner".
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Create Expense Report
Receipt Detail for Expense Dinner - Total 85.93 USD

Report D NEXT
‘The detailed information for the receipt of the expense you have selected appears below. There are four activiies available for this receipt.
(1) Split an expense on this receipt info smaller, detailed expenses.

(2)° Add addiional expenses to this receipt.

(3) Editan expense on this receipt.

(4)" Adjust the Receipt Total amountin‘Current Expenses on Receipt section,

(7~ Not available for Supplier supplied receipts)

Expense Information (2 Current Expenses on Receipt (2
Expense Dinner 85.93 USD i being spit wit this expense, Dinner.
Date  Type  Amount
*Expense Date 08/13/2013 |
*Payment Type [American Express =l 08/132013 - Dinner ss9ausD
“Billing Type [Nonbillable = 08132013 Dinner o00usD
“Location [New York, New York @ Cument Total s uso
“Description [Fiends amnef @ Recept Total w5 uso

I Non R Baince 000 uso

T o Receipt

Add Addiional Afeendees

“Amount Spent. 000
“Currency [05D

“Exchange Rate|__100000000] % B

Default Rate

Reimbursement Amt 000 USD Uimin

expense Tye B
‘Spit with another expense wil subtract from original expense whil leaving current total unchanged.





	Step
	Action

	110. 
	Click the Non-Reimbursable option.
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Create Expense Report
Receipt Detail for Expense Dinner - Total 85.93 USD

Report D NEXT

‘The detailed information for the receipt of the expense you have selected appears below. There are four activiies available for this receipt.
(1) Split an expense on this receipt info smaller, detailed expenses.

(2)° Add addiional expenses to this receipt.

(3) Editan expense on this receipt.

(4)" Adjust the Receipt Total amountin‘Current Expenses on Receipt section,

(7~ Not available for Supplier supplied receipts)

Expense Information (2 Current Expenses on Receipt (2
Expense Dinner 85.93 USD i being spit wit this expense, Dinner.
Date  Type  Amount
*Expense Date 08/13/2013 |
*Payment Type [American Express =l 08/132013 - Dinner ss9ausD
“Billing Type [Nonbillable = 08132013 Dinner o00usD
“Location [New York, New York @ Cument Total s uso
*Description [Friend's dinner ] Receipt Total 85.93] usp

. Baince 000 uso
T o Receipt
Add Addiional Afeendees
“Amount Spent. 000
“Currency [05D
“Exchange Rate|__100000000] % B
Default Rate

Reimbursement Amt 000 USD Uimin

expense Tye B

‘Spit with anather expense willsublract from original expense whik leaving current total unchanged.





	Step
	Action

	111. 
	Click in the Amount Spent field.
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Create Expense Report
Receipt Detail for Expense Dinner - Total 85.93 USD

ReportiD NEXT
The detailed information for the receipt o the expense you have selected appears below. There are four acties available for this receipt.
(1) Split an expense on this receiptinto smaller, detailed expenses.
(2" Add addiional expenses to this receipt.
(3)Editan expense on ths receipt.
(4)" Adjust e Receipt Total amount in‘Current Expenses on Receipt secion.
(*~ Not available for Supplier supplied receipts)
Expense Information (2 Current Expenses on Receipt (2
Expense Dinner 85.93 USD i being spit wit this expense, Dinner.
Date  Type  Amount
*Expense Date 08/13/2013 |
“payment Type [mercan Eress 3] e s o
“Billing Type [Nonbillable =l 0a122013  Dinner 000Us0
*Location [New York, New York Q Current Total 8593 USD
*Description [Friend's dinner ] Receipt Total 85.93] usp

. Baiance 000 usD
I No Receipt
‘Add Adaitional Atiendees
“Amount Spent b.oo]
“Currency [0SD
“Exchange Rate| _1.00000000] % [
Defauit Rate

Reimbursement Amt 000 USD Uimin

expense Tye B

‘Spit with anather expense willsublract from original expense whik leaving current total unchanged.





	Step
	Action

	112. 
	Enter the desired information into the Amount Spent field. Enter "42.23".
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Create Expense Report
Receipt Detail for Expense Dinner - Total 85.93 USD

Report D NEXT

‘The detailed information for the receipt of the expense you have selected appears below. There are four activiies available for this receipt.
(1) Split an expense on this receipt info smaller, detailed expenses.

(2)° Add addiional expenses to this receipt.

(3) Editan expense on this receipt.

(4)" Adjust the Receipt Total amountin‘Current Expenses on Receipt section,

(7~ Not available for Supplier supplied receipts)

Expense Information (2 Current Expenses on Receipt (2
Expense Dinner 85.93 USD i being spit wit this expense, Dinner.
Date  Type  Amount
*Expense Date 08/13/2013 |
*Payment Type [American Express =l 08/132013 - Dinner ss9ausD
“Billing Type [Nonbillable = 08132013 Dinner o00usD
“Location [New York, New York @ Cument Total s uso
*Description [Friend's dinner ] Receipt Total 85.93] usp

\ Satnce oo uso
I o Receipt
Add AdationalAtendees
“Amount spent 4223

“currency[050
“Exchange Rate|__1.00000000] @ [
Detaut Rate

Reimbursement Amt 000 USD Uimin

expense Tye B

‘Spit with anather expense willsublract from original expense whik leaving current total unchanged.





	Step
	Action

	113. 
	Click the Update button.
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Create Expense Report
Receipt Detail for Expense Dinner - Total 85.93 USD

Report D NEXT

‘The detailed information for the receipt of the expense you have selected appears below. There are four activiies available for this receipt.
(1) Split an expense on this receipt info smaller, detailed expenses.

(2)° Add addiional expenses to this receipt.

(3) Editan expense on this receipt.

(4)" Adjust the Receipt Total amountin‘Current Expenses on Receipt section,

(7~ Not available for Supplier supplied receipts)

Expense Information (2 Current Expenses on Receipt (2
Expense Dinner 85.93 USD i being spit wit this expense, Dinner.
Date  Type  Amount
*Expense Date 08/13/2013 |
*Payment Type [American Express =l 08/132013 - Dinner #a70usD
“Billing Type [Nonbillable = 08132013 Dinner 22080
“Location [New York, New York @ Cument Total s uso
*Description [Friend's dinner ] Receipt Total 85.93] usp

. Baince 000 uso
T o Receipt
Add Addiional Afeendees
“Amount Spent. 22
“Currency [05D
“Exchange Rate|__100000000] % B
Default Rate

Reimbursement Amt 4223 USD Uimin

expense Tye B

‘Spit with anather expense willsublract from original expense whik leaving current total unchanged.





	Step
	Action

	114. 
	Expenses subtracts the amount from the expense item in the Expense Information section, but the receipt total remains the same. 
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Create Expense Report
Receipt Detail for Expense Dinner - Total 85.93 USD

Report D NEXT

‘The detailed information for the receipt of the expense you have selected appears below. There are four activiies available for this receipt.
(1) Split an expense on this receipt info smaller, detailed expenses.

(2)° Add addiional expenses to this receipt.

(3) Editan expense on this receipt.

(4)" Adjust the Receipt Total amountin‘Current Expenses on Receipt section,

(7~ Not available for Supplier supplied receipts)

Expense Information (2 Current Expenses on Receipt (2
Expense Dinner 85.93 USD i being spit wit this expense, Dinner.
Date  Type  Amount
*Expense Date 08/13/2013 |
*Payment Type [American Express =l 08/132013 - Dinner #a70usD
“Billing Type [Nonbillable = 08132013 Dinner 22080
“Location [New York, New York @ Cument Total s uso
*Description [Friend's dinner ] Receipt Total 85.93] usp

. Baince 000 uso
T o Receipt
Add Addiional Afeendees
“Amount Spent. 22
“Currency [05D
“Exchange Rate|__100000000] % B
Default Rate

Reimbursement Amt 4223 USD Uimin

expense Tye B

‘Spit with anather expense willsublract from original expense whik leaving current total unchanged.





	Step
	Action

	115. 
	Note: you can split a receipt into more than two expense types. 
Expenses displays a message directly under the Expense Information section title that advises you which expense item that you are splitting. 
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Create Expense Report
Receipt Detail for Expense Dinner - Total 85.93 USD

Report D NEXT

‘The detailed information for the receipt of the expense you have selected appears below. There are four activiies available for this receipt.
(1) Split an expense on this receipt info smaller, detailed expenses.

(2)° Add addiional expenses to this receipt.

(3) Editan expense on this receipt.

(4)" Adjust the Receipt Total amountin‘Current Expenses on Receipt section,

(7~ Not available for Supplier supplied receipts)

Expense Information (2 Current Expenses on Receipt (2
Expense Dinner 85.93 USD i being spit wit this expense, Dinner.
Date  Type  Amount
*Expense Date 08/13/2013 |
*Payment Type [American Express =l 08/132013 - Dinner #a70usD
“Billing Type [Nonbillable = 08132013 Dinner 22080
“Location [New York, New York @ Cument Total s uso
*Description [Friend's dinner ] Receipt Total 85.93] usp

. Baince 000 uso
T o Receipt
Add Addiional Afeendees
“Amount Spent. 22
“Currency [05D
“Exchange Rate|__100000000] % B
Default Rate

Reimbursement Amt 4223 USD Uimin

expense Tye B

‘Spit with anather expense willsublract from original expense whik leaving current total unchanged.





	Step
	Action

	116. 
	An Add Additional Attendees link is available on this page.
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Create Expense Report
Receipt Detail for Expense Dinner - Total 85.93 USD

Report D NEXT

‘The detailed information for the receipt of the expense you have selected appears below. There are four activiies available for this receipt.
(1) Split an expense on this receipt info smaller, detailed expenses.

(2)° Add addiional expenses to this receipt.

(3) Editan expense on this receipt.

(4)" Adjust the Receipt Total amountin‘Current Expenses on Receipt section,

(7~ Not available for Supplier supplied receipts)

Expense Information (2 Current Expenses on Receipt (2
Expense Dinner 85.93 USD i being spit wit this expense, Dinner.
Date  Type  Amount
*Expense Date 08/13/2013 |
*Payment Type [American Express =l 08/132013 - Dinner #a70usD
“Billing Type [Nonbillable = 08132013 Dinner 22080
“Location [New York, New York @ Cument Total s uso
*Description [Friend's dinner ] Receipt Total 85.93] usp

. Baince 000 uso
T o Receipt
Add Addiional Afeendees
“Amount Spent. 22
“Currency [05D
“Exchange Rate|__100000000] % B
Default Rate

Reimbursement Amt 4223 USD Uimin

expense Tye B

‘Spit with anather expense willsublract from original expense whik leaving current total unchanged.





	Step
	Action

	117. 
	When adding or splitting expenses, it may result in an out of balance receipt total. To correct the out of balance situation, you can adjust the receipt total or adjust one of the expense line entries for the receipt. 
If you do not adjust the out of balance total and click Done, Expenses displays a message stating that the total of the items entered exceed the receipt amount and asks if you want to update the receipt total amount. 
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Create Expense Report
Receipt Detail for Expense Dinner - Total 85.93 USD

Report D NEXT

‘The detailed information for the receipt of the expense you have selected appears below. There are four activiies available for this receipt.
(1) Split an expense on this receipt info smaller, detailed expenses.

(2)° Add addiional expenses to this receipt.

(3) Editan expense on this receipt.

(4)" Adjust the Receipt Total amountin‘Current Expenses on Receipt section,

(7~ Not available for Supplier supplied receipts)

Expense Information (2 Current Expenses on Receipt (2
Expense Dinner 85.93 USD i being spit wit this expense, Dinner.
Date  Type  Amount
*Expense Date 08/13/2013 |
*Payment Type [American Express =l 08/132013 - Dinner #a70usD
“Billing Type [Nonbillable = 08132013 Dinner 22080
“Location [New York, New York @ Cument Total s uso
*Description [Friend's dinner ] Receipt Total 85.93] usp

. Baince 000 uso
T o Receipt
Add Addiional Afeendees
“Amount Spent. 22
“Currency [05D
“Exchange Rate|__100000000] % B
Default Rate

Reimbursement Amt 4223 USD Uimin

expense Tye B

‘Spit with anather expense willsublract from original expense whik leaving current total unchanged.





	Step
	Action

	118. 
	Click the vertical scrollbar.
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(1) Split an expense on this receiptinto smaller, detailed expenses.

(2" Add addiional expenses to this receipt.

(3)Editan expense on ths receipt.

(4" Adjust the ‘Receipt Total amount in‘Current Expenses on Receipt section
(%~ Not available for Supplier supplied receipts)

Report D NEXT
‘The detailed information for the receipt of the expense you have selected appears below. There are four activiies available for this receipt.

Expense Information (2

Current Expenses on Receipt (2/

Expense Diner §5.93 USD i being pit with i expense, Dinner.
“Expense Date 0811372013 |

B T w—

B T —

*Location [New York, New York @

“Description [Fiends dmner @

Non-Reimbursable
I No Receipt

‘Add Additional Attendees
4223

100000000] % B

4223 USD

Update

Expense Type

split

‘Splt with another expense wil subiract from original expense whie leaving current fotal unchanged.

Dane

Date  Type
08132013 Dimer
08132013 Dimer

Current Total
Receipt Total

4370UsD

223080

583 USD

000 UsD





	Step
	Action

	119. 
	Click the Done button.
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Create Expense Report [ save
Kenneth Schumacher (2) Action:
“Business Purpose [ General Travel and Expense =l Default Location New York, New York @
“Report Description Consulting and product demo & tachments
Reference =Y
Expenses @
Ewand Al | Colapse Al Add: | By Wallet(10) | § QuickcFil Totals
“Date “Expense Type
v 08132013 | [Dinner
“Billing Type[Bilable v]
“Location [New York, New York @
) Accounting Details (%)
v 081132013 |  [Dinner’ *[Friend's dinner
“Billing Type [Nonbillable=] B Receipt Spit
“Location [New York, New York @ & Attendees

) Accounting Details (2)

Expand All | Collapse All

Totals (;





	Step
	Action

	120. 
	The split item appears as separate line items. 
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Create Expense Report [ save
Kenneth Schumacher (2) Action:
“Business Purpose [ General Travel and Expense =l Default Location New York, New York @
“Report Description Consulting and product demo & tachments
Reference =Y
Expenses @
Ewand Al | Colapse Al Add: | By Wallet(10) | § QuickcFil Totals
“Date “Expense Type
v 08132013 | [Dinner
“Billing Type[Bilable v]
“Location [New York, New York @
) Accounting Details (%)
v 081132013 |  [Dinner’ *[Friend's dinner
“Billing Type [Nonbillable=] B Receipt Spit
“Location [New York, New York @ & Attendees

) Accounting Details (2)

Expand All | Collapse All

Totals (;





	Step
	Action

	121. 
	Click the horizontal scrollbar.
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[E SaveforLater | @@ Home | [& Summary and Submit

Actions [_Ghoose an Acion = [eo]
Default Location [New York, New York @
& Attachments
A
, Totals (2 Lines) 8593 USD
*Description *Payment Type “*Amount
5l [oinnerateis G TIE)  [Amenican Express A 4370]
B Receipt Spit ¥ Default Rate. “Exchange Rate | 1.00000000]
Y & attendees I NonReimbursable  Reimbursement Amt 27 UsD
I No Receipt.
S Frendsamer & [AmercanSoress 4 229 [
B Receipt Spiit ¥ Default Rate. “Exchange Rate | 1.00000000 % E
Y & attendees ¥ NonReimbursable  Reimbursement Amt 4223 UsD
I No Receipt.

Totals (2 Lines) 8593 USD





	Step
	Action

	122. 
	The amount displayed in the Totals field reflects the Total amount of the expense report.
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[E SaveforLater | @@ Home | [& Summary and Submit

Actions [_Ghoose an Acion = [eo]
Default Location [New York, New York @
& Attachments
A
, Totals (2 Lines) 8593 USD
*Description *Payment Type “*Amount
5l [oinnerateis G TIE)  [Amenican Express A 4370]
B Receipt Spit ¥ Default Rate. “Exchange Rate | 1.00000000]
Y & attendees I NonReimbursable  Reimbursement Amt 27 UsD
I No Receipt.
S Frendsamer & [AmercanSoress 4 229 [
B Receipt Spiit ¥ Default Rate. “Exchange Rate | 1.00000000 % E
Y & attendees ¥ NonReimbursable  Reimbursement Amt 4223 UsD
I No Receipt.

Totals (2 Lines) 8593 USD





	Step
	Action

	123. 
	Click the Save for Later link.
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@saer

Kennetn Schumacher (2)

“Business Purpose [General Travel and Expense. =l

Report 0000000089 Pending

Action:

“Report Description|Consulting and product demo. Defauit Location [New York, New York Y
Reference Q & tachments
Expenses (2)
Expand Al | Collpse Al Add: | B Mywallet(10) | # QuickFil Totals (;
*Date “*Expense Type *Description *Payment Type
v 081132013 ) [Dinner *[Dinner atBills Grit =1 [American Express. =l
g e FTE 5] Smecetooi et “excnan
“Location [New York, New York % Atendees I NonReimbursable  Reimbursen
I o Receipt
) Accounting Details (7)
v 08/13/2013 [ [Dinner *[Friend's dinner
“Billing Type [Nonbilable¥] B§Receipt spitt
“Location [New York, New York % Atendees

) Accounting Details (2)

Expand All | Collapse All





	Step
	Action

	124. 
	In this topic you have learned the following:
- How to Split Receipts.
You have successfully completed this training session.
End of Procedure.


Itemizing Hotel Bills Using The Hotel Wizard
Itemizing Hotel Bills Using Hotel Wizard
Expenses provides Hotel Wizard for you to split a Hotel/Lodging expense type into multiple expense lines. For example, a hotel bill may enter your expenses system through a credit card feed as one expense transaction. Use Hotel Wizard to create expense lines for room charges for each day of a business trip and to separate charges for telephone calls, laundry service, room service, parking, and so on. You can itemize these items individually and daily. If you must make any adjustments after you complete Hotel Wizard, you may use the receipt split functionality to reconcile the bill later. 
In this topic, you will use the Hotel Wizard to enter an itemized hotel bill.
Procedure
In this topic you will learn the following:
- How to itemize hotel bills using the Hotel Wizard.
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Wil_Test Moore (2) Actions |
“Business Purpose Destination Chicago oY
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Reference oY
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v 077112014 |5 [Hotel [Hotel Test =IC0  [Employee Paid
“Billing Type [Inemal =] § Receipt Spit 7 Defauit Rate “Exchange
“Location Chicago B, temize Hotel il I NonReimbursable  Reimbursomer
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	Step
	Action

	125. 
	Begin by clicking on the Itemize Hotel Bill link on the Expense Report.
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	Action

	126. 
	Use the Itemize Hotel Bill page to break down individual expenses in a hotel bill.
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	127. 
	The data in the General Hotel Bill Information section comes from the information that you entered on the Create Expense Report page. 
You can modify the fields just as you did when you originally added the expense item.
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	Action

	128. 
	Select the Checkout Date option to indicate that the value in the Transaction Date field is the last day of the hotel stay. If selected, Expenses starts from the transaction date and creates expense lines moving backwards in time. 
Clear the option to indicate that the value in the Transaction Date field is the first day of the hotel stay. If not selected, Expenses starts from the transaction date and creates expense lines moving forward in time. 
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	129. 
	In this example, we we select hotel charges to itemize.
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	130. 
	Click the Room Service option.
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	131. 
	Click the Parking option.
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	132. 
	Click the Continue button.
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	133. 
	Click the Meal Type list.
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	134. 
	Click the Meals list item.
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	135. 
	Click in the Amount field.
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	136. 
	Enter the desired information into the Amount field. Enter "150.00".
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	137. 
	Click the Add Room Service Charge button.
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	138. 
	Note that the Hotel Wizrad keeps count and seperates the expenses. 
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	139. 
	You can navigate to the different itemized pages by using the icons at the top of the page.
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	140. 
	Click the Continue button to move to the next expense type.
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	141. 
	Click in the Amount field.
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	142. 
	Enter the desired information into the Amount field. Enter "150.00".
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	143. 
	Click the Add Parking Charge button.
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	144. 
	Click the button.
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	145. 
	Click the Done button to return to the Create Expense Report page, which displays all the itemized expense items as individual lines.
IMPORTANT! If you return to the main expense report grid without clicking Done, you will lose your itemized expenses.
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	146. 
	Click the scrollbar to navigate to the top of the page.
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	147. 
	Click the Save for Later link.
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	Step
	Action

	148. 
	In this topic you will learn the following:
- How to itemize hotel bills using the Hotel Wizard.
You have successfully completed this training session.
End of Procedure.


Withdrawing an Expense Report
Withdrawing an Expense Report
Procedure
In this topic you will learn the following:
- How to withdraw an Expense Report.
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	149. 
	Click the Expense Reports View link on the Travel and Expense Center.
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	150. 
	Click the Search button.
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	Action

	151. 
	Click the 0000000075 link.
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	Action

	152. 
	Use the View Expense Report page to view an expense report in read-only mode. 
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	153. 
	When an Expense Report is in pending status, you can withdraw it.
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	154. 
	Click the Withdraw Expense Report button.
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	155. 
	You will get a message that confirms that the expense report has been withdrawn from the approver's queue.
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	156. 
	In this topic you will learn the following:
- How to withdraw an Expense Report.
You have successfully completed this training session.
End of Procedure.


Deleting Expense Reports
Deleting Expense Reports
You can delete an expense report if you have not submitted it for approval. If it has been submitted, you can still delete it if the approver returns it for modifications or if the status is Denied.
In this topic, you will delete an expense report that was entered incorrectly.
Procedure
In this topic you will learn the following:
- How to delete an expense report.
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	157. 
	Begin by navigating to the Delete Expense Reports Page. 
Click the Main Menu button.
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	158. 
	Click Employee Self-Service.
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	159. 
	Click Travel and Expenses.
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	Step
	Action

	160. 
	Click Expense Reports.
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	Step
	Action

	161. 
	Click Delete.
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	Step
	Action

	162. 
	Click the Select option next to the expense report you would like to delete.
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	Step
	Action

	163. 
	Click the Delete Selected Report(s) button.
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	164. 
	Click the OK button.
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	Step
	Action

	165. 
	In this topic you have learned the following:
- How to delete an expense report.
You have successfully completed this training sesion.
End of Procedure.



