Controller’s Office — Travel and Expense

Expense Report
Preparing an Employee Reimbursement (non-travel)
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I. Objectives

By the end of this procedure, you should be able to:
e Enter an Expense Report
e Splitting the accounting distribution on an Expense Report
¢ Modify an Expense Report before submitting by adding an expense line
e Fix Errors
e View an Expense Report
e Print an Expense Report
e Delete an Expense Report before submitting

II. Action Grid for Expense Reports

EXPENSE REPORT ACTIONS

Create/Modify View Delete Withdraw
Add anewvalueto  View transactions Save for Later, but Submitted for
create and submit (Any Status) not submitted for approval
or Save for Later to approval (Pending (Submitted
modify (Pending Status). Status), but not
Status) Returned by the budget
approver for checked

modifications.

Or, withdrawn
placing it back into a

Pending Status.

PROXY 4 v v v

EMPLOYEE v v v v

Print

Print
transactions
(Any status)

Cancel

Contact the
Accounts Payable
Department to
cancel an
approved expense
report

Note: If you have any problems processing an Expense Report please contact the Accounts Payable Department.
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III. Tips and Tricks
Here are few tips and tricks that will help when creating an Expense Report:
e Asthe Proxy, your USC ID will default. Be sure to change if creating on behalf of an employee.

e Use the Default Accounting for Report action to populate the accounting detail for each
expense line. Just be sure to change it if different for a line(s).

e Be sure to have all receipts scanned as one document, ready to upload at the Header level.

I
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IV. Prerequisites
Before creating an Expense Report have the following available:
e All of the receipts for the trip scanned into one document
e Avalid chartfield string
To retrieve a valid chartfield combination navigate to:
Main Menu > USC Conversion > USC Charfield Mapping > USC Department/Fund Inquiry
Use the “Crosswalk” page to identify the chartfield string is valid PeopleSoft. When using the Crosswalk, be
sure to enter the current fiscal year to ensure you are using the correct chartfield string. You can perform a

search using any of the fields at the top of the page to further refine your results.

Step 1: Enter the appropriate information in any of the available fields to validate the chartfield string. For this
example, the Operating Unit and Department are entered.

Step 2: Click in the Fiscal Year field and enter the current fiscal year.

Step 3: Click the Search button.

Favorites ¥ | Main Menu USC Conversion ¥ 5 USC Chartfield Mapping ¥ >  USC DepartmentFund Inquiry Worklist A Home Sign Out

oo FUA T e s ... 2o M9 9

Notification

New Window | Help | Personalize Page

USC Dept/Fund Inquiry

USC Department/Fund Oper Unit Fund Code Dep Class Field Product
Q CLO71 Q Q 130200 Q Q Q

Fiscal Year PC Business Unit Project Activity
5 Q
USC Department USC Fund ‘ Description Fiscal Year Operating Unit Department Fund Code Class Field PC|

|
|
K ]
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Step 4: Notice several valid chartfield strings are returned. Search for the one you need to verify.

Favorites ~ Main Menu ¥ USC Conversion ¥ USC Chartfield Mapping ¥ USC Department/Fund Inquiry Worklist #A Home Sign Out

% oomcronna U A s . s PR ©

Notification NavBar

New Window | Help | Personalize Page
USC Dept/Fund Inquiry
USC Department/Fund Oper Unit Fund Code Dept Class Field Product
Q CLo71 Q Q 130200 Q
Fiscal Year PC Business Unit Project Activity
2020 Q Q Q
5 Q
USC Department USC Fund Description Fiscal Year Operating Unit Department Fund Code Class Field Pq

113020 A000 CHEMISTRY 2020 | CLO71 130200 A0001 101

213020 A0B4 AARON VANNUCCI STARTUP FUND 2020  CLO71 130200 AN300 202 uscip

313020 A067 PARASTOO HASHENMI STARTUP 2020 CLO71 130200 AN300 202 uscIP

4113020 E012 CHEMISTRY/TANG STARTUP; 2020 CLO71 130200 EN300 202 USCIP

V. Searching for USC ID

To populate the USC ID field, use the Look Up USC ID button and search by last name. This search will
find the USC ID linked to a USC employee.

Main Menu > Employee Self Service > Travel and Expenses > Expense Reports > Create/ Modify
Step 1: Click the Add a New Value tab.

Step 2: Click the Look Up USC ID button.

Step 3: Click in the Name field and enter the appropriate last name.

Step 4: Click the Search button.

Favorites ¥ Main Menu ¥ Employee Self-Service ¥ Travel and Expenses * Expo: s ¥ Create/Modif Worklist # Home Sign Out

| SOUTH CAROLINA FU AT‘ e o mo M9

Notification NavBar

Help New Window | Help

USCID  begins with j
Expense Report

INama begins with 'I Blackburn|
uscip E
Y61544101 Clear Cancel  Basic Lookup

Search Results

m Only the first 300 results can be displayed.

View 100 130001300 -

Empl ID  begins with j

Find an Existing Value | Add a New Value Empl ID uscio Name
A00444586 A00444586 Smith,Karen Rounds

A02345130 A02345130 Winnington,Mary F

A02672804 A02672804 KNEAS,DAVID
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Step 5: Click the Name link, this will populate the USC ID field with your ID. When entering an expense
transaction on someone’s behalf, be sure to select their USC ID here.

Favorites * Main Menu ¥ Employee Self-Service Travel and Expenses *

Worklist #& Home Sign Out

SOUTH CAROLINA F U AT.Z ot Al mee 2 9

Notification NavBar
Help

New Window | Help
USCID  begins with j
Expense Report

EmplID  begins with j
Find an Existing Value Add a New Value
Name  begins with j Blackburn

USCID Y61544101 Q

. Search | Clear Cancel = Basic Lookup

Search Results

m View 100 12012 -

Empl ID uscip Name

Find an Existing Value | Add a New Value K83595946 K83595946 BLACKBURN,MCKINLEY

|Y30709434 Y30709434 Blackburn,Katherine S I

Step 6: Notice the USC ID is now populated with the ID for the appropriate individual.

Favorites ¥ | Main Menu Employee Self-Service ¥ >  Travel and Expenses ¥ Expense Reports ¥ > CreateModify Worklist # Home Sign Out

A

iloomcroma FUA | S . oo wn- ¥ @

Notification  NavBar
New Window | Help

Expense Report

Eind an Existing Value Add a New Value

USCID Y30709434 Q

| A

Find an Existing Value | Add a New Value
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VI. Create an Expense Report

An Expense Report in PeopleSoft makes it easy to transform a handful of receipts into a final
document for expense reimbursement(s).

This example creates an expense report for the business purpose of Employee Reimbursement (non-travel).

Main Menu > Employee Self Service > Travel and Expenses > Expense Reports > Create/ Modify
Step 1: Click the Add a New Value tab.

Step 2: Click in the USC ID field and enter the appropriate ID. See section V. Searching for USC ID for help
with populating this field.

Step 3: Click the Add button.

Favortes ¥ Main Menu Employee Self-Service ¥ > Travel and Expenses Exponse Reports ¥ > Create/Modify Worklist #A Home Sign Out

| FUA Tereer—— e O
o - . igator ~ Search Advanced Search AddTo
: | SOUTH CAROLINA [ A g 1 Notification ~~ NavBar

New Window | Help

Expense Report

Find an Existing Value Add a New Value
USC ID |Y30709434 Q

Find an Existing Value | Add a New Value

Step 4: Verify you are creating the Expense Report for the correct individual.

Step 5: Click in the Business Purpose dropdown arrow.

Favorites ™ Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ™ Create/Modify Worklist #A Home Sign Out
FUA Trrecr—— S g @
.| SOUTHCAROLINA UA'T e Nostmion TNt
Related Content v | New Window | Help | Personalize Page
Create Expense Report as
By: Quick Start
Purpose Travel B Default Location Q
*Report Description *Trip Location
Reference Q *Date From *Date To
4 Attachments @ Notes
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Step 6: Select Employee Reimbursement (non-travel) from the list. Remember, this option will become
available October 1.

Favortes ¥ Main Menu ¥ Employee Self-Service ¥ > Travel and Expenses ¥ Expense Reports ¥ > CreateModify Worklist #& Home Sign Out

A | universiTy oF " ar VGtOr T S P’
B soomceoma FUA T e . e ¥ @

Related Content v | New Window | Help | Personalize Page

Create Expense Report =S

Katherine Blackburn (2)

Employee Reimburse(Non-Travel) Quick Start
*Business Purpose Y Employee Travel Defaiit Location Q

Procurement Card
*Report Description Team Card *Trip Location

Reference Q *Date From *Date To

4  Attachments ©  Notes

Step 7: Notice some fields disappear. Add a Report Description. Be sure to use something that will help you
identify the report.

Favorites ¥ Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ Create/Modify Worklist A Home Sign Out

& oo FUA Tec— s e ©
<= | SOUTH CAROLINA [ 4% 1 Notification  NavBar

L2

Related Content v | New Window | Help | Personalize Page|
Create Expense Report =9
Katherine Blackburn (?)

By: Quick Start

*Busi Purpose Employee Reimburse(Non-Travel) j &+ Attachments O Notes

|‘Rspon Description Clean/Office Sup for Chem Lab I

Reference Q

Step 8: Click the Attachments link to add important documentation. Use this link to attach all documentation
at the Header level. All important documentation should be attached as a single attachment.

Favorites ¥ | Main Menu Employee Self-Service ¥ > Travel and Expenses ¥ Expense Reports ¥ 5 CreateModify Worklist # Home Sign Out

2 | university o » T P & F
B soomcroma FUA T e . wo- & @

Related Content v | New Window | Help | Personalize Page
Create Expense Report as
Katherine Blackburn (2)

By: Quick Start
Purpose  Empl Reimburse(Non-Travel) j 4 Attachments O Notes

*Report Description Clean/Office Sup for Chem Lab

Reference Q
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Step 9: Click the Add Attachment button.

Expense Report Attachments

View

Adding large attachments can take some time to upload, therefore, it is advisable to save the
transaction before adding large attachments.

Step 10: Click the Browse button to search for the document to be attached to the Expense Report.

Step 11: When you find the scanned receipts for this reimbursement, click the Upload button.

File Attachment x

I
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Step 12: The document is attached, click the OK button.

Main Menu ¥ Employee Self-Service ¥ Travel and Expenses Expense Reports Create/Modify

Worklist & Home Sign Out
UNIVERSITY OF

Soméromna P UA sy o

Related Content v | New Window | Help | Personalize Page

Creata E: R. 54
F Expense Report Attachments x B
Ka

Help
ReportID  NEXT )
Details
5 Q 1-1 0]
File Name Description User Name
Receipt_for_Employee_Rei Ll travel)_Script.pdf

Adding large attachments can take some time to upload, therefore, it is advisable to save the
transaction before adding large attachments.

Add Attachment

Step 13: You can use the Note area to provide your approvers some additional information. Click the Notes
link.

Favorites ¥ | Main Menu ¥ Employee Self-Service Travel and Expenses ¥ Expense Reports ¥ Croate/Modify

Worklist # Home Sign Out
UNIVERSITY OF

. | SOUTH CAROLINA F U A T Advanced Soarch M (©)

Notification  NavBar
Related Content v | New Window | Help | Personalize Page

Create Expense Report s
Katherine Blackburn (2)
By:

Purpose ploy i (Non-Travel) j #  Attachments (1)

*Report Description Clean/Office Sup for Chem Lab

Quick Start

Reference Q

S —
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Step 14: Use the text box to add any additional information you feel is important for approvers to know.

Step 15: Click the Add Notes button.

Travel and Expens:

Expense Reports Create/Modify Worklist # Home Sign Out

Employee Self-S:

UNIVERSITY OF o »
S FUA g . ©)

icatior N

Related Content v | New Window | Help | Personalize Page

Expense Notes

This expense was necessary due to last minute lab schedule changes.

1-10f1 j

Action Date/Time

Expense Notes

5 Q 1-10f1 j

Name Action Date/Time

Notes

[This expense was necessary due to last minute lab Joanne Callahan Employee 08/20/2019 11:06AM I

Expand All |

S —
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Step 17: Squiggles identify that there is a note.

Favorites ¥ Main Menu ¥ Employee Seif-Service ¥ Travel and Expenses ¥ Expense Reports ¥ Create/Modify Worklist | # Home Sign Out
A

& oomcroma FUA T s - oo - ¥ @

Notification NavBar

Related Content v | New Window | Help | Personalize Page
Create Expense Report as
Katherine Blackburn (2)

By: Quick Start

Purpose  Employ i (Non-Travel) j & Attachments (1) Notes
*Report Description Clean/Office Sup for Chem Lab

Reference Q

Now let’s add the first expense line.

Step 18: Click in the Date field and add the date that is on the receipt you attached to the report for this
expense line.

Step 19: Select the Expense Type from the drop-down list. Be sure to select a type that matches the attached
receipt for this expense line.

Favorites ™ Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ Create/Modify Worklist #A Home Sign Out

P

B omcroma FUA T e . e el ©

Notification NavBar

Related Content v | New Window | Help | Personalize Page

Create Expense Report as
Katherine Blackburn (2)

Quick Start
Purpose i Travel) #  Attachments (1) @ Notes

*Report Description Clean/Office Sup for Chem Lab

Reference
Athletic Supplies
Computer Hardware Under $5000
Computer Software
Food or Catering
Furniture
Intemet Monthly Services
Licenses and Fees

Non-Travel Registration

Postage Total 0.00
Professional Membership Fees
Study Abroad - PLEF

Expand All | Collapse All Subscriptions
Supplies
*Date | Telephone Description *Payment Type *Amount
12212019 El 4 & _—J 4 0.00

254 characters remaining
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Step 20: Click in the Description field and enter an appropriate description for the expense.
Step 21: Click in the Amount field and add the amount identified on the receipt for which you are being

reimbursed. Be sure to include the tax. The Amount field in the Chartfield string will populate when you tab to
a new field.

Favorites ¥ | Main Menu Employee Seff-Service ¥ > Travel and Expenses ¥ > Expense Reports ™ >  Create/Modify Worklist | i Home Sign Out

A |, = —

FUA Thrrecr—— e | ©

4% | SOUTH CAROLINA UA'T = e i | o

Related Content v | New Window | Help | Personalize Page
(2 Save for Later | [2 Summary and Submit|
Actions j Go
Inployee Reimburse(Non-Travel)  ~ & Attachments (1) © Notes
pan/Office Sup for Chem Lab
Q
Total 0.00 USD
xpense Type *Description *Payment Type *Amount *Currency
hiscellaneous Supplies - * [cleaning supplies from Target for Chem Lab | Personal Reimbursement - & uso a * =
212 characters remaining

Step 22: The amount field is populated and the Account automatically defaults to 53009 for miscellaneous
supplies and does not require a change.

Favorites ¥ | Main Menu Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ Create/Modify Worklist A Home Sign Out
A

B omiceomna  FUA TS g oo L)

Notification

Expand All | Collapse All

*Date *Expense Type *Description *Payment Type *Amount
07/2212019 Miscellaneous Supplies j * Cleaning Supplies from Target for Chem Lab @ Personal Reimbursement LJ 4

212 characters remaining

Default Rate

*Billing Type AVNLABLEj [ Receipt Split Non-Reimbursable
No Receipt

*Exchange Rate

Base Currency Amount

Accounting Details (?)

Chartfields 1>

Amount *GL Unit Oper Unit Dept Fund Account Class

J Y
Amount Code Rate

uscot Q 9.04 USD 1.00000000 Q 010000 Q Q  |53009 Q q

Preparing an Employee Reimbursement (non-travel) August 2019
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Now add the chartfield information.

Step 23: If the chartfield information is the same for all expense lines added to this report, go up to the top
right of the screen and click the Actions dropdown arrow. The Actions dropdown option does not become
available until an Expense line is added.

Favorites ¥ Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ Create/Modify Worklist A Home Sign Out

S

B omcroma FUA T S e . pREE e ©

Notification NavBar

Related Content v+ | New Window | Help | Personalize Page

(2 Save for Later | [2 Summary and Submit

Actions B GO

Inployee Reimburse(Non-Trave!) j & Attachments (1) O Notes

pan/Office Sup for Chem Lab

Total 9.04 USD

Step 24: Select Default Accounting for Report from the list. This is helpful when using the same chartfield
string for all expense lines as it will populate the accounting details for all lines. If using a different chartfield
string for an expense, be sure to make the change on that line.

Step 25: Click the GO button.

Favortes ¥ Main Menu ¥ Employee Self-Service ¥ >  Travel and Expenses ¥ Expense Reports ¥ > CreateModify Worklist #A Home Sign Out

& Snceoma FUA T e e -——, . )

Notification NavBar

Related Content v | New Window | Help | Personalize Page

) Save for Later | [2 Summary and Submit

st ¢ (=
...Choose an Action

Cop pense Lines

Default Accounting For Report
pan/Office Sup for Chem Lab Expense Repor(mject Summary
Export to Excel

Inployee Reimburse(Non-Travel)  ~ &  Attachments (1) @ Notes

Total 9.04 USD

S —
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Step 26: Enter the Chartfield string (Make sure these are valid CF values from the Crosswalk table). Be sure to

change the Department as it defaults to 010000.

Step 27: Click the OK button.

Favorites ¥ | Main Menu Employee Self-Service ¥ >  Travel and Expenses ¥ Expense Reports ¥ 5 CreateModify Worklist A Home Sign Out

8 | o : 3 T,
@loomcroma  FUA | e . o W ©)

'~ Notification

Related Content v | New Window | Help | Personalize Page

Create Expense Report
Accounting Defaults

ReportID NEXT

Accounting Summary

5 Q 1001 <
% *GL Unit  Oper Unit Dept Fund Class :ﬁ“a"' Project Activity Cost Share Product Funding Source
100.00 usco1Q [ CLO71Q 130200 Q  A0001Q 101 Q Q Q Q Q Q Q -
Add ChartField Line Load Defaults User Defaults

Step 28: Notice the chartfield string is populated for each expense line.

Favorites ¥ Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ Create/Modify Worklist A Home Sign Out

2% | universiTy oF [ A anr \ of @

4 N = Navigator ~ Search Sea AddTo ~

40 | SOUTH CAROLINA P | l o | Advanced Soarch Notmoaten T
xpense Type *Description *Payment Type *Amount *Currency
" . . @ . ’ + -
fiscellaneous Supplies :J Cleaning Supplies from Target for Chem Lab 4 Personal Reimbursement ;I . 9.04 usD Q

212 characters remaining
B - ‘ @ Default Rate *Exchange Rate 1.00000000 ~ B
NAILABLE -| B Receipt Spit Non-Reimbursable
No Receipt Base Currency Amount 9.04 UsD

ting Details (2)

Chartfields I

Y C Y PC Bus
hount *GL Unit Asout Code R Oper Unit Dept Fund Account Class Unit

Project

9.04 usco1 Q 9.04 USD 1.00000000 | CLO71 Q 130200 Q  A0001 Q 53009 Q 101 Q Q

S —
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To add an additional Expense line:

Step 29: To add an additional expense line for the miscellaneous expenses, scroll to all the way to the right of
the first line and click the Insert Line icon.

Favorites ¥ Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ Create/Modify Worklist #A Home Sign Out

S

B oomcroma FUA T e s - s T SN,

Notification NavBar

xpense Type *Description *Payment Type *Amount *Currency
fiscellaneous Supplies j * Cleaning Supplies from Target for Chem Lab & Personal Reimbursement j A 9.04 uso Q -
212 characters remaining

- ) ) Default Rate *Exchange Rate 1.00000000 v B
VAILABLE - | B8 Receipt Spit Non-Reimbursable
No Receipt Base Currency Amount 9.04 USD
ting Details (2)
Chartfields  I»
Y c Y PC Bus
hount *GL Unit AP Code Rat Oper Unit Dept Fund Account Class Unit Project
9.04 uscot Q 9.04 USD 1.00000000 CLO71 Q 130200 Q A0001 Q 53009 Q 101 Q Q

Step 30: Click in the Date field and add the date that is on the receipt you attached to the report.

Step 31: Select the Expense Type from the drop-down list. Be sure to select a type that matches the attached
receipts.

Favorites ¥ Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ Create/Modify Worklist A Home Sign Out
A

Notification NavBar

B omiceonmna FUA TS g oo e @

212 characters remaining

Default Rate

*Billing Type AVAILABLE j € Receipt Split Non-Reimbursable
No Receipt

*Exchange Rate

Base Currency Amount

Accounting Details (2)

v
Athletic Supplies
Computer Hardware Under $5000
Computer Software
Food or Catering
Fumniture Currency Exchange
Intemet Monthly Services Code Rate
Licenses and Fees
Miscellaneous Supplies
Non-Travel Registration
Postage
Professional Membership Fees
Study Abroad - PLEF
Subscriptions

‘elephone W
07/2412019 [i7) \B 4 @ - &

254 characters remaining

Oper Unit Dept Fund Account Class

9.04 USD 1.00000000 CLO71 Q 130200 Q  A0001 Q 53009 Q 101 ¢
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Step 32: Click in the Description field and enter an appropriate description for the expense.

Step 33: Click in the Amount field and add the amount identified on the receipt for which you are being

reimbursed. Be sure to include the tax. The Amount field in the Chartfield string will populate when you tab to

a new field.
Favorites ¥ | Main Menu Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ Create/Modify Worklist A Home Sign Out
A | un : =YY T,
£ | poemanss F | T —— LA C)
£ | SOUTH CAROLINA [ U A L e °7 Notfcaton  Navear
upplies j H IOfﬁce Supplies from Walmart for Chem Lab Ar_f Personal Reimbursement :J PA usb Q + =
213 characters remaining
i . v Default Rate *Exchange Rate 1.00000000 © &
AVAILABLE :J 0 Receipt Split Non-Reimbursable
No Receipt Base Currency Amount 000 USD
ting Details (7)
Chartfields 1>
. s Monetary Currency Exchange & PC Bus &
hount 'GL Unit R Code & Oper Unit Dept Fund Account Class Unit Project
uscot Q usD 1.00000000 CLO71 Q 130200 Q A0001 Q 53001 Q 101 Q Q Q
Total 9.04 USD

Step 34: The amount field is populated, the chartfield information is the default accounting added for the first
line, and the Account automatically defaults to 53001 for office supplies and does not require a change.

Favorites ¥ | Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ™ Create/Modify Worklist #A Home Sign Out
& | unversiry or » e e T @
b soviiGeomne TTU AT e — " s
Supplies j * Office Supplies from Walmart for Chem Lab &% Personal Reimbursement j 4 %628 uso q T~
213 characters remaining
- ) ) Default Rate *Exchange Rate 1.00000000 v B
lo AVAILABLEj 03 Receipt Split Non-Reimbursable
No Receipt Base Currency Amount 3628 USD
Founting Details (3)
Chartfields  1»
o Monetary Currency Exchange PC Bus
Amount 'GL Unit Ol Code Rate Oper Unit Dept Fund Account Class Unit Project
usco1 Q 36.28 USD 1.00000000 | CLO71 Q 130200 Q A0001 Q 53001 Q 101 Q Q Q
Total 4532 USD

Preparing an Employee Reimbursement (non-travel)
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Step 35: This expense report is complete, scroll up to the top right of the screen and click the Save for Later
link. This will identify any errors you may have and allow to you to go back to this Expense Report and modify
it if necessary. You can click the Summary and Submit link if ready to submit for approval.

Favorites ¥ | Main Menu Employee Self-Service ¥ > Travel and Expenses ¥ > Expense Reports ™ >  Create/Modify Worklist # Home Sign Out

& Oomicweouna T U A s e oo e A ©

Notification NavBar

Related Content v | New Window | Help | Personalize Page

Actions j GO
Inployee Reimburse(Non-Travel) j & Attachments (1) O Notes
pan/Office Sup for Chem Lab

Q
Total 4532 USD
xpense Type *Description *Payment Type *Amount *Currency
i ppli j " Cleaning Supplies from Target for Chem Lab y & Personal Reimbursement ;] P 9.04 USD Q + -
212 characters remaining
B . . Default Rate go Rate 1 v B
AVAILABLE j 0 Receipt Split Non-Reimbursable
Base Currencv Amount and4 LsSD

Step 36: Notice a Report ID is assigned when you click the Save for Later link.

Favorites ¥ Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ Create/Modify Worklist A Home Sign Out

B oomcroma FUA T e e o e ©

Notification NavBar

Related Content v | New Window | Help | Personalize Page

Modify Expense Report as
Katherine Blackburn (%)
By: Actions
Purpose i Travel) j Report 3000034878 Pending
&  Attachments (1) © Notes
*Report Description Clean/Office Sup for Chem Lab
Reference Q
Expenses (2
Total 45.32

Preparing an Employee Reimbursement (non-travel) August 2019
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The Expense Report is now complete and ready to submit for approval.

Step 37: Click the Summary and Submit link if ready to submit for approval.

Favortes ¥ Main Menu ¥ Employee Self-Service ¥ > Travel and Expenses ~ Expense Reports ¥ >  CreateMModity [l Worklist A Home Sign Out

i [ FU 2 v ®
N UNIVERSITY OF

~, ~ 2 Navigator ~ Search Last Search Result AddTo «
ﬂiﬁi SOUTH CAROLINA [ U M_M“"MS“W‘ B Loet Saarch Resulte erSiml| o

Related Content v | New Window | Help | Personalize Page
[ Save for Later || [ Summary and Subm|

p: Actions j Go

mployee Reimburse(Non-Travel) j Report 3000034878 Pending

Attachments (1) © Notes
pan/Office Sup for Chem Lab
Q
Total 4532 USD

Step 38: Click to select the box certifying the expenses submitted were incurred for official business of
the University.

Step 39: Click the Submit Expense Report button.

Favorites ™ Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ CreateModify B Worklist A& Home Sign Out

Sy ) : = ——
ZIS | UNIVERSITY OF Aot ::
ﬁ S < = U Navigator = Search @l Advanced Search [l Last Search Results AddTo

ﬂ' SOUTH CAROLINA l ) _ e dmemsckanial) L Notification  MavBar

Related Content v | New Window | Help | Personalize Page

Modify Expense Report

Katherine Blackburn Actions

*Business Purpose  Employee Reimburse(Non-Travel) j Report 3000034878 Per|

Created 08/20/2019  Joa|
Last Updated 08/21/2019  Kat

“Description  Clean/Office Sup for Chem Lab

Reference Q
Post State  Not Applied
& View Printable Version & View Analytics ¢ MNotes s Attachm|
Totals (?) ‘
Employee Expenses (2 Lines) 45.32 UsSD Non-Reimbursable Expenses 0.00 USD Employee Credits
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits
Amount Due to Employee 45.32 USD Amount Due to Supplier 0.00 USD

By checking this box, | certify that the expenses were incurred for official business of the University, and they
will not be reimbursed from any other source. The University reserves the right not to reimburse expenditures
without receipts or proof of payment.

| Submit Expense Report

S —
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Step 40: Review to ensure there are no errors. Click the OK button.

Favorites Main Menu ~ ploy Travel and Expenses Expense Reports ¥ CreateModify W Worklist

20

# Home Sign Out

Expense Report Submit Confirm

Expense Report
Submit Confirmation

Katherine Blackburn
Totals (2)
Employee Expenses (2 Lines) 45.32 USD Non-Reimbursable Expenses 0.00 USD Employee Credits
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits

Amount Due to Employee 45.32 USD Amount Due to Supplier 0.00 USD

-

Help

0.00 USD
0.00 USD

Step 41: Notice the message indicating the Expense Report has been submitted for approval.

Step 42: Click the Refresh Approval Status to update the status to Submitted for Approval.

Favorites ™ Main Menu ™ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ CreateModity [l Worklist

UNIVERSITY O

& Home Sign Out

5 S()UIII(}} ROLINA j‘ E"""R"“ ~  Search B idvanced Search  [Bl Last Search Results AddTo ~ \+ @

Notification MavBar

Related Content v | New Window |

View Expense Report

Katherine Blackburn

|\ruur expense report 3000034878 has been submitted for approval.

Purpose E Reir -Travel)

Description  Clean/Office Sup for Chem Lab

“ By checking this box, | certify that the expenses were incurred for official business of the University, and they
will not be reimbursed from any other source. The University reserves the right not to reimburse expenditures
without receipts or proof of payment.

Submit Expense Report Submitted On  08/20/2019 Submitted By Joanne Callahan

Refresh Approval Status Save Changes

Last Updated 08/21/2019  Jo:

Reference
Post State  Not Applied
& View Printable Version & View Analytics @ Notes Attachm|
Totals (7) e vt ¢ s
Employee Expenses (2 Lines) 45.32 USD Non-Reimbursable Expenses 0.00 USD Employee Credits
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits
Amount Due to Employee 4532 UsD Amount Due to Supplier 0.00 UsD

Help | Personalize Page

Actions

Report 3000034878 Su|
Created 08/20/2019  Jo:

Preparing an Employee Reimbursement (non-travel)
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Step 43: The Report status is Submitted for Approval.

Step 44: Click the Expand Section Approval History button to review the Approval level.

Favorites ¥ Main Menu ¥ Employoe Seif-Service ¥ Travel and Expenses ™ Expense Reports ~ CreateModity W Worklist A Home Sign Out

2 | uxiversiry o
2loomcroma  FUA T ] o 8 s o * @

Related Content v | New Window | Help | Personalize Page

View Expense Report i3 Expense

Katherine Blackburn Actions _.]

Purpose i Travel) Report 3000034878 Submitted for Approval I
Created 08/20/2019  Joanne Callahan
Last Updated 08/21/2019  Joanne Callahan

Description  Clean/Office Sup for Chem Lab

Reference
Post State  Not Applied
& View Printable Version # View Analytics © Notes 4 Attachments (1)
Totals ()
Employee Expenses (2 Lines) 45.32 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 4532 UsD Amount Due to Supplier 0.00 USD

By checking this box, | certify that the expenses were incurred for official business of the University, and they
will not be reimbursed from any other source. The University reserves the right not to reimburse expenditures
without recelpts or proof of payment.

Submit Expense Report Withdraw Expense Report Submitted On  08/21/2019 Submitted By Joanne Callahan

Save Changes

Dpproval History

Step 45: Review the Approval History.

Favorites ~ Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ CroateModity W Worklist #A Home Sign Out

Blomceomnn  FUA T s i . 8 oo aao- T @

Save Changes

¥ Approval History

Expense Report Employee
SHEET_ID=3000034878:Pending (View/Hide Comments
(Employee Approval Required

Pending
Katherine Blackburn
© Emvoyee

Comment History
Expense Report Approval 1
SHEET_ID=: g Further App @ Comments
Level 1 Approval

Not Routed
Multiple Approvers
Department Approvers.

Comment History
Expense Report Approval 2
SHEET_| g Further App! @ Comments
Level 2 Approval

Not Routed
Multiple Approvers
Lovel 2 Approvers

Comment History
Controller's Office Approval
SHEET_| iting Further App! (O View/Hide Comments
Accounts Payable Approval

Not Routed
Multiple Approvers
Accounts Payadle Approval

Comment History

S —
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VII.
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Splitting the Accounting Distribution on an Expense Report

Use the Default Accounting for Expense action to charge the expense to two departments.

Main Menu > Employee Self Service > Travel and Expenses > Expense Reports > Create/ Modify

To create an Expense Report, follow the steps in Section VII. Create an Expense Report. The steps below show
how to split the accounting distribution for an expense report.

To split the accounting distribution by percentage using Default Accounting for Report:

Step 1: Click the Actions dropdown arrow.

Favorites ¥ Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ Create/Modify Worklist #A Home Sign Out

B oomcroma FUA T e e . )

Notification

Related Content v | New Window | Help | Personalize Page

2 Save for Later | [2 Summary and Submi

y: Actions B GO
fmployee Reimburse(Non-Travel) j Report 3000034878 Pending

#  Attachments (1) © Notes
lean/Office Sup for Chem Lab

Total 4532 USD

Step 2: Select Default Accounting for Report from the actions list.

Step 3: Click the GO button.

Favorites ¥ | Main Menu ™ Employee Self-Senvice ¥ Travel and Expenses ¥ Expense Reports ¥ Create/Madify Worklist #& Home Sign Out

Blotmceome FUA T .. . )

Notification NavBar

Related Content v | New Window | Help | Personalize Page

(= Save for Later | [ Summary and Subm

...Choose an Action

mployee Reimburse(Non-Travel) j Report 3000034878 Pending Copy Expense Lines
7 Attachments (1) @ Noles Default Accounting For Report
ean/Office Sup for Chem Lab Expense Reporlmjsct Summary
Export to Excel
Q
Total 45.32 uso
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Step 4: Click in the Percentage field and enter the appropriate percentage.

Step 5: Enter the Chartfield string (Make sure these are valid CF values from the Crosswalk table).

Step 6: Click the Add Chartfield Line to add the second chartfield line.

Favortes ¥ Main Menu ¥ Employee Self-Service ¥ >  Travel and Expenses Expense Reports ¥ > CreateModify Bl Worklist #A& Home Sign Out
B | s FU AEeer—— il ©)
N, 1 r Navi ~ Search AddTo v
2% | SOUTH CAROLINA [ ‘ ERSISUS ] Sex e O N oaton L N
Related Content v | New Window | Help | Personalize Page]
Expense Report
Accounting Defaults
ReportID 3000034878
Accounting Summary
5 Q o1 -
%~ *GL Unit Oper Unit Dept Fund Class ;:KB ) Project Activity Cost Share Product Funding Source
|50.00 I |USCO1Q cLo71 Q 130200 Q A0001 Q 101 Q Q Q Q Q Q Q
I Add ChartField Line Load Defaults User Defaults
OK

Step 7: Click in the Percentage field and enter the appropriate percentage.

Step 8: Enter the Chartfield string (Make sure these are valid CF values from the Crosswalk table). A different

Department was entered on this line.

Step 9: Click the OK button.

Favorites ¥ Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ CreateModify B Worklist #A Home Sign Out

Al

< — —
=3 UNIVERSITY OF | i @

o | Navigator ~ Search Last Search Resull AddTo ~ '
40 | SOUTH CAROLINA 1’_‘ l l me’ww B Lost Search Resuts Notrn | TR

Related Content v | New Window | Help | Personalize Page

Expense Report
Accounting Defaults

ReportID 3000034878

Accounting Summary

5 Q 1202 j
% *GLUnit  Oper Unit Dept  Fund Class poRus Project Activity CostShare  Product Funding Source
50.00 USCO1Q  CLO7TIQ 130200 Q  A0001 Q 101 Q Q Q Q Q Q Q -
[5000 | | USCOIQ  CLOTIQ 130290 Q  A0001Q 101 Q Q Q Q Q Q Q -
Add ChartField Line Load Defaults User Defaults

S —
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Step 10: Notice the cost is split between the two chartfield strings.

Favorites ¥ Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ CreateModity W

ERSITY OF I, —op
YUTH CAROLINA " U Navigator ~  Search Advanced Search [l Last Search Results

*Date ‘Expense Type *Description

212 characters remaining

“Billing Type  AVAILABLE - [ Recaipt Spiit

0712212019 Miscellaneous Supplies j * Cleaning Supplies from Target for Chem Lab 4 L

24

Worklist & Home Sign Out

AddTo P

©)

Notification NavBar

*Payment Type *Amount

Personal Reimbursemeni j &

Default Rate
Non-Reimbursable

*Exchange Rate

Base Currency Amount

No Receipt
Accounting Detalls (7
Chartfields I
e Monetary Currency Exchange
Amount GL Unit Amount Code Rate Oper Unit Dept Fund Account Class
452 uscot Q 452 USD 1.00000000 CLOTI Q130200 Q  A0001 Q53009 Q 101
452 usco1 Q 452 USD 1.00000000 CLOTT Q@ 130290 Q  A0001 Q53009 Q101

To split the accounting distribution by amount on the expense line:

Step 1: Click the Expand Accounting Lines button.

Favorites ¥ Main Meny ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ CreateModify W

B ooiceomna T U AT S o e 8w so o

Expenses (2

Expand All | Collapse All

*Date *Expense Type *Description

212 characters remaining

*Billing Type AVAIU\BLE:J 0% Receipt Split

DAccounﬂng Details (2

. -
07/22/2019 Miscellaneous Supplies _] Cleaning Supplies from Target for Chem Lab &

Worklist | 4 Home Sign Out

AddTo v v

©)

Notification NavBar

Total 45.32
*Payment Type *Amount
Personal Reimbursement j A 9.04
@ Default Rate Rate 1

Non-Reimbursable
Base Currency

No Receipt Aimotint

9.

S —
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Step 2: Click in the Amount field and add the amount Department A is responsible for.

Step 3: Enter the Chartfield string (Make sure these are valid CF values from the Crosswalk table).

Favorites ¥ | Main Menu Employee Self-Service ¥ Travel and Expenses ¥ Expense Roports ¥ CreateModify B Worklist | #i Home Sign Out
- ~, ~ =] Navigator ~ Search v R AddTo ~
“’)6 SOUTH CAROLINA ' = g : oa Advanced Search Bl Last Search Results I
*Date *Expense Type *Description *Payment Type *Amount g
07/22/2019 j Miscellaneous Supplies j d Cleaning Supplies from Target for Chem Lab 4 = Personal Reimbursement j & 9.04 u
212 characters remaining
. Default Rate *Exchange Rate 1.0000000/
*Billing Type AVAILABLE ;J U5 Receipt Split Non-Reimbursable _ % ;
No Receipt ase Currency Amoun 9|
Accounting Detalls (2
Chartfields |
o Yy [ Y PC Bus
Amount 'GL Unit Amount Code Rate Oper Unit Dept Fund Account Class Unit
E’ usco1 Q 452 USD 1.00000000 |CLO71 Q 130200 Q A0001 Q 53009 Q 101 Q Q

Step 4: Use the scroll bar to view the Add a New Row (+) button.

Step 5: Click the Add a New Row button to add a second accounting line.

Favorites ¥ Main Menu ¥ Employee Self-Service ™ Travel and Expenses ~ Expense Reports ™ CreateModify [l Worklist # Home Sign Out

UNIVERSITY OF
T ~ l Navigator = Search J Advanced Search [l Last Search Resuits AddTo ~
"'U"‘ SOUTH CAROLINA [ o e o rancod Sear : i Nolification  MavBar
7

212 characters remaining
B , , @ Default Rate *Exchange Rate 1.00000000 = &
AVAILABLE j UE Receipt Split Non-Reimbursable
No Receipt Base Currency Amount 9.04 USD
punting Details (?)
Chartfields  |I»
Amount Activity Cost Share Product Funding Source  Subcategory Category Source Type
j.52 Q Q Q Q Q

S —
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Step 6: Click in the Amount field and add the amount Department B is responsible for.

Step 7: Enter the Chartfield string (Make sure these are valid CF values from the Crosswalk table).

Note: The account code populates when the Expense Type is selected and does need to be changed.

Favorites ¥ | Main Menu ¥ Employee Self-Service

A

S UNIVERSITY OF
2 | SOUTH CAROLINA

Travel and Expenses ¥

Expense Reports ¥

F l Navigator ~ Search Advanced Search [l Last Search Results

CreateModify B

Default Rate

Worklist #A& Home

AddTo v v @

Notification NavBar

Sign Out

2z : ’ *Exchange Rate 1.00000000
*Billing Type AVAILAELE;I B4 Receipt Split Non-Reimbursable Base G N
No Receipt ase Currency Amount 9.04
Accounting Details ()
Chartfields  II»
. Y C Y PC Bus
Amount GL Unit Aanotint Code Rate Oper Unit Dept Fund Account Class Unit P
452 uscot Q 452 USD 1.00000000 CLO71 Q 130200 Q A0001 Q 53009 Q 01 Q Q
452 uscot Q 4.52 USD 1.00000000 | CLO71 Q 130290 Q A0001 Q 53009 Q 101 Q Q

Preparing an Employee Reimbursement (non-travel)
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VIII. Modifying an Expense Report

Modify an unsubmitted expense report or an expense report that was submitted and returned by an
approver.

Main Menu > Employee Self Service > Travel and Expenses > Expense Reports > Create/ Modify

Modifications can include:
e Changing Amounts
e Adding additional Expense Lines
e Removing an Expense Line
e Updating the Accounting Detail
e Confirmation of the receipts to the expense report dollar totals

Step 1: Click the Find an Existing Value tab.
Step 2: Click in the Report ID field and enter the appropriate ID.

Step 3: Click the Search button.

Favorites ¥ Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ CreateModify B Worklist | # Home Sign Out

| FU fe r ®
UNIVERSITY OF
N = Navigator ~ Search Advanced Search [Bl Last Search Results AddTo ~
2 | SOUTH CAROLINA U AT — - v s 8o B SR

New Window | Help

Expense Report

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

¥ Search Criteria

lReportlD begins with j 3000034878

Report Description  begins with j
Name begins with j

Empl ID  begins with j Q
USCID  begins with _vJ

Business Purpose  begins with j Q

Creation Date = ;]

Case Sensitive

Clear | Basic Search & Save Search Criteria

S —
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Step 4: Click the Expand All link to view the expense lines and accounting details.

Favorites ¥ | Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ CreateModity [l Worklist | i Home Sign Out

UNIVERSITY OF r Y v @
-~ - Navigator ~ Search Advanced Search [l Last Search Results AddTo ~
SOUTH CAROLINA l [ _ - i e Nostcation | ¥ Nevear

Related Content v | New Window | Help | Personalize Page
Modify Expense Report 25
Katherine Blackburn (2)
By: Actions
Purpose ployee Rei lon-Travel) j Report 3000034878 Pending
7 Attachments (1) O Notes
*Report Description Clean/Office Sup for Chem Lab
Reference Q
Expenses ()
Total 4532
- Collapse All
*Date *Expense Type *Description *Payment Type *Amount
07/22/2019 Miscellaneous Supplies j ' Cleaning Supplies for the Chem Lab 4 @ Personal Reimbursement ;] & 9.04
220 characters remaining
4 . = iz 2 5
07/24/2019 Supplies j Office Supplies from Walmart for Chem Lab £ Personal Reimbursement j & 36.28
213 characters remaining

Step 5: To modify this report by adding an additional expense line, scroll all of the down to the end of
the report and click the Insert Line icon.

Favorites ¥ | Main Menu ¥ Employee Self-Service ™ Travel and Expenses ¥ Expense Reports ~ CreateModify | Worklist A Home Sign Out

UNIVERSITY OF § P @
3 N Navigator ~  Search Advanced Search [l Last Search Results AddTo ~
\/
SOUTH CAROLINA _ Notification ~ NavBar

Supplies j * Office Supplies from Walmart for Chem Lab % Personal Reimbursement j 4 %28 USD Q g
213 characters remaining

= ) ) Default Rate i Rate 1 y o |

AVAILABLE j B2 Receipt Spiit Non-Reimbursable
No Receipt Base Currency Amount 3628 USD
nting Details ()
Chartfields  |»
c PC Bus
» ¥ 2
mount 'GL Unit ioairt Code Rate Oper Unit Dept Fund Account Class Unit Project
36.28 uscot Q 36.28 USD 1.00000000 CLO71 Q 130200 Q A0001 Q 53001 Q 101 Q Q Q
Total 4532 USD

S —
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Step 6: Click in the Date field and add the date that is on the receipt you attached to the report.

Note: Be sure to attach the receipt for this expense at the Header level, not the line level.

Favortes ¥ Main Menu ¥ Employee Self-Service ¥ > Travel and Expenses Expense Reports ¥ 5  CreateModify Bl Worklist #A Home Sign Out

¥ , - Ao (©)
UNIVERSITY OF
~ = Navigator ~ Search Advar Search Last Search Results AddTo ~
A% | SOUTH CAROLINA l; U e M Sl e Notfication  NavBar

Related Content v | New Window | Help | Personalize Pagf
Modify Expense Report =
Kathorine Blackburn (?)

By: Actions

Purpose Employ i Travel) j

*Report Description Clean/Office Sup for Chem Lab

Reference Q

Expenses (?)

Step 7: Select the Expense Type from the drop-down list. Be sure to select a type that matches the attached
receipts.

Favorites ¥ | Main Menu Employee Self-Service ¥ Travel and Expenses Expense Reports ¥ CreateModify B Worklist | i Home Sign Out
S | UNIVERSITY OF » a e \ of
5 S | vigator ~ Search Adh AddTo v @
] vanced Search [l Last Search Results
22 | SOUTH CAROLINA l U o Notfcaton  NavBar
Crarair o R ) & oy o Cuna B o - =) o

213 characters remaining

Default Rate
[ Receipt Spl
*Billing Type AVNLABLEj eceipt Split Non-Reimbursable
No Receipt

*Exchange Rate

Base Currency Amount

Accounting Details ()

v

Athletic Supplies
Computer Hardware Under $5000
Computer Software
Food or Catering

4 :‘:n:;:emwy Services g:::w :::.Mngo Oper Unit Dept Fund Account Class
Licenses and Fees
Miscellaneous Supplies
Non-Travel Registration
Postage
Professional Membership Fees
Study Abroad - PLEF
Subscriptions
Supplies

Telephone

254 characters remaining

.28 USD 1.00000000 CLO71 Q 130200 Q  A0001 Q 53001 Q 10 Q
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Step 8: Click in the Description field and enter an appropriate description for the expense.

Step 9: Click in the Amount field and add the amount identified on the receipt for which you are being
reimbursed. Be sure to include the tax. The Amount field in the Chartfield string will populate when you tab to a
new field.

Favortes ¥ | Main Menu Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ CreateModify [ Worklist | #i Home Sign Out
2& | university or » < i \ of @
- 2 5 = Navigator ~ v AddTo
2 | SOUTH CAROLINA [ el P i A e e °7 Notfcaton  Nevowr
Details (3
partfields  |I»
e Monetary Currency Exchange PC Bus
nt 'GL Unit ATOUR Code Rate Oper Unit Dept Fund Account Class Unit Project
36.28 usco1 Q 36.28 USD 1.00000000 CLO71 Q 130200 Q A0001 Q 53001 Q 101 Q Q Q
phone j * ITL Verizon Cell Phone Reimbursement //J & Personal Reimbursemenl :] P A 140.90 usD Q L oy
219 characters remaining
- Defauit Rato *Exchange Rate 1.00000000 v B
LABLE _.J ¥ Receipt Split Non-Reimbursable
No Receipt Base Currency Amount 000 USD
i Details (%)

Step 10: Notice the new line populates the accounting details with the default accounting added to this
report. If the chartfield information is different for this line, make the changes on this line.

Favortes ™ Main Menu ™ Employee Self-Senvica ¥ Travel and Expenses ¥ Expense Reports ¥ Create/Modify [ Worklist #A& Home Sign Out

e - . = = = P @
UNIVERSITY OF
~ ~ = Navigator = Search Adv: cl o AddTo +
] A ] A anced Search [l Last Search Results
¥ | SOUTH CAROLINA l [ ] [ Hxcouto R

&

08113/2019 Telephone j * TL Verizon Cell Phone Reimbursement Personal Reimbursement j & 140.90

RN

219 characters remaining

Default R
efault Rate *Exchange Rate 1.00000000

F— AVAILABLE ~ [ Receipt Spit Non-Reimbursable
Billing Type J No Reeelpt Base Currency Amount 1404
Accounting Details (7)
Chartfields  I»
Monetary Currency Exchange PC Bus
Amount *GL Unit ‘Amount Code Rate Oper Unit Dept Fund Account Class Unit
usco1 @ 14090 USD 100000000 CLO71 @ 130200 Q A0001Q 52035 Q@ 101 Q Q
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Step 11: Notice the Total has been updated to reflect the change.

Step 12: Click the Save for Later link to save the changes. This will identify any errors that need to be
corrected and will allow you to make changes to this report.

Favorites ¥ | Main Menu ¥ Employee Setf-Service ¥ Travel and Expenses ¥ Expense Reports ¥ CreateModifty [l Worklist | i Home Sign Out

Z5S | UNIVERSITY OF » ‘ Navigator v | Search = F
7 Advanced Search [l Last Search Results Add To
=i | SOUTH CAROLINA ( - e 2 g ol g Notification  NavBar

Related Content v | New Window | Help | Personalize Page
2 Save for Later | [& Summary and Submit

Actions j GO

pyee Reimburse(Non-Travel) j Report 3000034878 Pending
#  Attachments (1) © Notes
Office Sup for Chem Lab
Q
ITotaI 186.22 USD
pnse Type *Description *Payment Type *Amount *Currency
_'J * Cleaning Supplies for the Chem Lab 4 & Personal Reimbursement :J P A 9.04 usD Q o=
220 characters remaining
Default Rate *Exchange Rate 1.00000000 © &
LABLE ;] [ Receipt Split Non-Reimbursable
No Receipt Base Currency Amount 9.04 usD

The Expense Report is now complete and ready to submit for approval.

Step 13: Click the Summary and Submit link if ready to submit for approval.

Favorites ¥ | Main Menu Employee Self-Service ¥ Travel and Expenses ¥ Expense Roports ¥ CreateModify [l Worklist | 4 Home Sign Out

< = —~

;;%“ UNIVERSITY OF . 0= @

~ N | Navigator ~ Search Advanced Search Last Search Result: AddTo ~
L iiiceoua U A EE T e 8w
Related Content v | New Window | Help | Personalize Page
(2 Save for Later | [2 Summary and Submit
Actions j GO
pyee Reimburse(Non-Travel) j Report 3000034878 Pending
7 Attachments (1) ©  Notes
'Office Sup for Chem Lab
Q
Total 186.22 USD

Preparing an Employee Reimbursement (non-travel) August 2019



32
Step 14: Click to select the box certifying the expenses submitted are accurate.

Step 15: Click the Submit Expense Report button.

Favorites ~ Main Menu ¥ Employee Self-Service ™ Travel and Expenses ¥ Expense Reports ™ CreateModity W

UNIVERSITY OF

Worklist | #iy Home Sign Out
1: ] A v @
. Navi ~ Search » sanced Soa Last Search Resul AddTo ~ v
= | SOUTH CAROLINA [ e A Homtouioa oo
Related Content v | New Window | Help | Personalize Page
Modify Expense Report

Katherine Blackburn

Actions
Purpose Empl

3Py

Non-Travel) j

Report 3000034878 Pel
*Description  Clean/Office Sup for Chem Lab

Created 08/20/2019 Jog
Last Updated 08/20/2018 Jog
Reference Q
Post State  Not Applied
& View Printable Version & View Analytics @ Notes 4 Altachm|
Totals (?) “
Employee Expenses (3 Lines) 186.22 USD Non-Reimbursable Expenses 0.00 USD Employee Credits
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits
Amount Due to Employee 186.22 USD Amount Due to Supplier 0.00 USD

By checking this box, | certify that the expenses were incurred for official business of the University, and they

will not be reimbursed from any other source. The University reserves the right not to reimburse expenditures
without receipts or proof of payment.

| Submit Expense Report |

Travel and Expenses Expense Reports CreateModify W Worklist A& Home Sign Out
Expense Report Submit Confirm x
Help
Expense Report
Save Confirmation
Katherine Blackburn
Totals (@
Employee Expenses (3 Lines) 186.22 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 186.22 USD Amount Due to Supplier 0.00 USD
oo
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Step 17: Notice the message indicating the Expense Report has been submitted for approval.

Step 18: Click the Refresh Approval Status to update the status to Submitted for Approval.

Favortes ¥ | Main Menu Employee Self-Service ¥ > Travel and Expenses ™ > Expense Reports ¥ > CreateModify [l Worklist A Home Sign Out

UNIVERSITY OF F ' = ? @
~ N | Expense Reports ~ Search Advanced Search [l Last Search Results AddTo ~
0 ‘] ‘
SOUTH CAROLINA { - - Notification  NavBar

Related Content v | New Window | Help | Personalize Page

View Expense Report

Katherine Blackburn Actions |

Your expense report 3000034878 has been submitted for approval.
Busi Purpose i Travel) Report 3000034878 S|
Created 08/20/2019  Jo:
Last Updated 08/20/2019  Jo:

Description Clean/Office Sup for Chem Lab

Reference
Post State  Not Applied
¢ View Printable Version & View Analytics (@ Notes s Attachm|
Totals (2 g
Employee Expenses (3 Lines) 186.22 USD Non-Reimbursable Expenses 0.00 USD Employee Credits
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits
Amount Due to Employee 186.22 USD Amount Due to Supplier 0.00 USD
By checking this box, | certify that the were for official of the L y, and they

will not be reimbursed from any other source. The University reserves the right not to reimburse expenditures
without receipts or proof of payment.

Submit Expense Report

Refresh Approval Status Save Changes

Step 19: The Report status is Submitted for Approval.

Favorites ¥ Main Menu ¥ Employes Sef-Service ¥ Travel and Expenses ™ Expense Reports ™ CreatwModity B Worklist | i Home Sign Qut

Blomicroma  FUA T St - s 8 s o ran- @

ﬁhﬁ« Notification NavBar
Related Content = | New Window | Help | Personalize Page

View Expense Report 5 Expense
Katherine Blackburn Actions j
Purpose i Travel) Report 3000024878 Submitted for Approval |
Deseription  Clean/Office Sup for Ghem Lab Created  08/20/2019  Joanne Callahan
Last Updated 08/20/2018  Joanne Callahan
Reference
Post State  Not Applied
j View Printable Version & View Analytics (> MNotes Attachments (1
Totals @ o Vi L S W [yt ¢ Vi (1
Employee Expenses (3 Lines) 186.22 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 186.22 Usp Amount Due to Supplier 0.00 usD

C By checking this box, | certify that the expensas were Incurred for official business of the University, and they
will not be reimbursed from any other source. The University reserves the right not to reimburse expenditures
without recelpts or proof of payment.

Submit Expense Report Withdraw Expense Report Submitted On  08/20/2019 Submitted By Joanne Callahan

Save Changes
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Step 20: Click the Expand Section Approval History button to review the Approval level.

Favorites ™ Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ CreateModify W Worklist | A Home Sign Out

Z5S | UNIVERSITY OF @
~ 1 = Expense Reports ~ Search Advanced Last Search Results AddTo ~
£ | SOUTH CAROLINA l; [_ =3 ekl 1 bedeiilig Notfican  NavBar

| Approval History
Exp Report Employ
SHEET_|D=3000034878:Pending

Employee Approval Required

Pending
Katherine Blackburn
ployee

@ E&m

Expense Report Approval 1

SHEET_ID=3000034878:Awaiting Further Approvals
Level 1 Approval
Not Routed

Multiple Approvers
(@ Dopaniment Approvers

Expense Report Approval 2

SHEET_ID=3000034878:Awaiting Further Approvals
Level 2 Approval

Not Routed
Multiple Approvers
(@, Level2 Approvers

Controller's Office Approval

SHEET_ID=3000034878:Awaiting Further Approvals
Accounts Payable Approval
Not Routed

Multiple Approvers
(@ Accounts Payable Approval
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IX. Correcting Errors when Creating an Expense Report

When you attempt to save for later or submit the expense report for approval and a transaction line has
missing or invalid information red flags and red boxes appear. You can save an expense report with
missing or invalid information; however, you cannot submit an expense report for approval with missing
or invalid information. Additionally, once the expense report is submitted for approval no additional
changes can be made to the expense report without having the Approver return your expense report for
updates and corrections, or you withdraw the report before it is budget checked.

Main Menu > Employee Self Service > Travel and Expenses > Expense Reports > Create/ Modify

Step 1: Click the Missing or invalid information was found icon to access the Expense Detail for [expense type]
page to view and correct missing or invalid information pertaining to the expense transaction line.

Favorites ¥ | Main Menu Employee Self-Service ¥ 5>  Travel and Expenses Expense Reports ¥ > CreateModify [l Worklist #A Home Sign Out

UNIVERSITY OF [ e \ ot @
A -~ - Navigator ~ Search Advanced Search Last Search Results AddTo ~
0= | SOUTH CAROLINA l U _ o o e s ’ Notification ~ NavBar

Related Content v | New Window | Help | Personalize Page
Modify Expense Report as
Katherine Blackburn ()

By: Actions

*Busi Purpose Y i Travel) j Report 3000034878 Pending
/ Attachments (1) © Notes
*Report Description Clean/Office Sup for Chem Lab
Reference Q
Expenses ()
Total 4532
Expand All | Collapse All
*Date *Expense Type *Description *Payment Type *Amount
07/22/2019 Miscellaneous Supplies j * 1”.‘7 Personal Reimbursement j e

254 characters remaining

Default Rate

*Billing Type AVAILABLE j [ Receipt Split Non-Reimbursable
No Receipt

*Exchange Rate

Base Currency Amount
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Step 2: Read the message carefully. The system indicates what needs to be entered or updated.

Step 3: Click the Return button to correct the error. Keep in mind that correction of one error could create
another error. Simply continue reviewing and correct errors until fully resolved.

Favorites ¥ Main Menu ~ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ CreateModify B Worklist # Home Sign Out

UNIVERSITY OF - ! :)
I T S Navigator ~ Search Bl Advanced Searc! ast Search Results AddTo ~
e | SOUTH CAROLINA I U B e s Notfication  NavBar

Related Content v | New Window | Help | Personalize Page
Modify Expense Report =5
Katherine Blackburn ()

By:

Actions
Purpose | Travel) j Report 3000034878 Pending
& Attachments (1) 2 Notes
*Report Description  Clean/Off =
3 Expense Report Line Errors X
Reference
Help
g Please entor or update the following Information:
Return

Expenses (2)

—_ Total 45.32

Expand All | Collapse All

*Date *Expense Type *Description *Payment Type *Amount|
v P 07/22/2019 Miscellaneous Supplies J 4 g Personal Reimbursement j 4
254 characters remaining

Step 4: The required Description field is missing information. Click in the Description field and enter
‘Cleaning Supplies for the Chem Lab’.

Step 5: Click the Save for Later button.

Favortes ¥ | Main Menu ~ Employee Self-Service ¥ Travel and Expenses ¥ > Expense Reports ¥ > CreateModify M| Worklist #A Home Sign Out

8 wowiceoma  F L e ose|| O
== | SOUTH CAROLINA \ R Notification  NavBar

() Save for Later | [ Summary and Submi
Actions j GO
[mployee Reimburse(Non-Travel) j Report 3000034878 Pending
#  Attachments (1) @ Notes
pan/Office Sup for Chem Lab
Q
Total 4532 USD
kpense Type *Description *Payment Type *Amount *Currency
fliscellaneous Supplies j 7 _g‘ Personal Reimbursement j PA 9.04 usbD Q * =
aracters remaining
Default Rate *Exchange Rate 100000000 ~

AVAILABLE j B Receipt Split Non-Reimbursable

No Receipt Base Currency Amount 9.04 usoD
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Step 6: Notice the Missing or invalid information was found icon and red box are no longer there
because the error has been corrected.

Favorites ¥ Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ CreateModify W Worklist #A Home Sign Out

85 | usvexsiry o FU A . : .o @
~ | ced Search [Bl Last Search Resuits Add To
;{lﬂ; SOUTH CAROLINA | wer e i Notification ~ NavBar

Related Content v | New Window | Help | Personalize Pag

Modify Expense Report a
Katherine Blackburn @

By: Actions

Purpose Employ i Travel) j Report 3000034878 Pending
# Attachments (1) ® Notes
*Report Description Clean/Office Sup for Chem Lab

Reference Q

Expenses (3

Total 45.32
Expand All | Collapse All

*Date *Expense Type *Description *Payment Type *Amou

D 07/22/2019 rj Miscellaneous Supplies j 2 | Cleaning Supplies for the Chem Lab 4 & Personal Reimbursement ;] P A
4
220 characters remaining
Default Rat
na 4 i DolaltRate *Exchange Rate
*Rillinn Tuna  AVAILABLE ~ [% Receipt Split Non-Reimbursable
o M0 G _SHEET_ENTRY.EOTL_ULBTN_ID.ER_TOOLBARSSAVE); sl oritoemiptems Bays Currency Amount

The Expense Report is now ready to submit for approval.
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X. Printing an Expense Report

You can obtain a printable version of your expense report.
Main Menu > Employee Self Service > Travel and Expenses > Expense Reports > Print
Step 1: Click in the Report ID field and enter an appropriate ID.

Step 2: Click the Search button.

Favorites ¥ Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ Print Worklist A Home Sign Out

P . ) - ©
= UNIVERSITY OF

~ = Navigator ~ Search Last Search Resuit AddTo ~
& omiceomna T U At o s 8 sw s

New Window | Help|

Expense Report

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

v Search Criteria

Searchby: Report ID =] begins with [ 3000034878
Advanced Search

Step 3: Select the Report ID for the Expense Report you would like a printable version of.

Favorites ¥ Main Menu ™ Employee Self-Service ¥ > Travel and Expenses ¥ > Expense Reports ¥ > Print Worklist A Home Sign Out

@EJ ig\(')\{ [‘T}l:[ ‘((‘:‘.\ROUN‘\ F U Advanced Search [l Last Search Resuits AddTo ~ Nmrwlmn Ng?m

New Window | Help

Expense Report

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value
¥ Search Criteria

Searchby: Report ID j begins with 3000034878

Search | Advanced Search

Search Results

View Al 1-10f1 j

ReportID  Report Description Name Empl ID uscip Business Purpose Report Status Creation Date

3000034878 Clean/Office Sup for Chem Lab Blackburn,Katherine S Y30709434 Y30709434 Emp! i Travel) i 19
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Step 4: Click the Print Express Report link to view a printable version of the expense report.

Favortes ¥ | Main Menu ¥ Empioyeo Sex-Service ~ > Travel and Expenses ™ > Expense Roports ™ > Print

Worklist A& Home Sign Out

28 | univirsity o A A of ®
b7 ~ 1 3 Navigator ~ Sear AddTo
20 | SOUTH CAROLINA i o | Advanced Search B Last Search Resuts ST,
New Window | Help | Personalize Page
Expense Report & print Expenso Report
Katherine Blackbum
Description  Clean/Office Sup for Chem Lab Report 3000034878  Submitted for Approval USCID Y30709434
Purpose Travel)
Date Exponso Type Non-Reimbursable No Receipt Receipt Roquired Payment Type Transaction Amt Exchange Rate Amount
Descripton Additional Informaton Merchant Location
07/22/2019 Miscellaneous Supplies ) ’ Personal Reimbursement 9.04 USD 1.00000000 9.04 USD
&)
Cleaning Supplies for the Chem Lab =
V.
07/24/2019  Supplies . - Personal Reimbursement 36.28 USD 1.00000000 36.28 USD
&l
Office Supplies from Walmart for Chem Lab o
4
08/13/2019  Telephone ) ’ Personal Reimbursement 140,90 USD 1.00000000 140.90 USD
&)
TL Verizon Cell Phone Reimbursement -
V
Employee Expenses 186.22 USD Non-Reimbursable Expenses 0.00 USD Amount Due to Supplier 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Amount Due to Employee 186.22 USD

Step 5: Review the Expense Report.

CORACLE Expense Report PeopleSoft Expenses EXCA500
Report
3000034878
Employee Uscip
Katherine Blackburn Y30709434
Reference Business Purpose
Employee Reimburse{Non-
Travel)
From Date To Date
Trip Location
Expense Lines
Date | Expansa Type Hon- Na Recelpt | Recelpt Required | Paymant Type | Transactlon Amount Exchanga Rats | Amount
Relmbursable
| Additional Information | Merchant | Location |
GHEEFIE] Misoolanecus Suppios | | B Fersonal Reimbursemant l 904 USD 100 | B04 USD
Tioaning Supphes for the Cham Lan
OR2ANE | Suppios | | B Pessonal Reimbursemant ] 3628 LSD 100 | 828 USD
Ot Supplios fom Waimael lor Cham Lab
TR 32018 Tokphons | | E Fersanal Rimbursernant I 1%0.80 USD. 100 | 14090 USD
TL Verizon Coll Prone Reimbursemont
Employas Expenses 188.22 USD
Cash Advances Applied 0.00 USD
hon-Reimbursable Expenses 0.00 USD
Propaid Expenses 0.00 USD
Amount Due to Supplier 0.00 USD
Arnount Due to Employes 186.22 USD
Employee Phone Department Enlered By wer Receipt Creation Date Print Date Page Number
DI0000 JOANNEC A0S R20/2019 Page laf |
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XI. Viewing an Expense Report

The View navigation displays the Expense Report in a read-only mode. You can view only the Expense
Reports you submitted for approval.

Main Menu > Employee Self Service > Travel and Expenses > Expense Reports > View
Step 1: Click in the Report ID field and enter an appropriate ID.

Step 2: Click the Search button.

Favorites ¥ Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ View Worklist | i Home Sign Out

8| o b U e S —) o 8 s e P e P
2= | SOUTH CAROLINA | plagudip: Notification ~ NavBar

New Window | Helg

Expense Report

Enter any information you have and click Search. Leave fields blank for a list of all values.
Realtime Search Keyword Search
¥ Search Criteria
ReportID  begins with j
Report Description  begins with j
Name begins with ;]
EmplID  begins with j Q

USCID  begins with j

Business Purpose  begins with :] Q
Report Status = j j
Creation Date = j m

Case Sensitive

Clear | Basic Search ' Save Search Criteria
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Step 3: Click the View Printable Version link to view a read only page of the Expense Report that can be

printed.

Step 4: Click the Notes link to view any additional notes provided by the Employee or Proxy.

Step 5: Click to Attachments link to review all important documents/ receipts.

Favorites ¥ Main Menu ¥ Employee Seif-Service ™ Travel and Expenses ~ Expense Reports View
8 | universiry o
=0 | SOUTH CAROLINA
View Expense Report
Katherine Blackburn
Purpose i Travel)

)
Description  Clean/Office Sup for Chem Lab
Reference

&) View Printable Version

Totals (%)

Employee Expenses (3 Lines) 186.22 USD
Cash Advances Applied 0.00 USD
Amount Due to Employee 186.22 USD

v

without receipts or proof of payment.
Submit Expense Report Withdraw Expense Report
Save Changes

» Approval History

3 View Analytics

Non-Reimbursable Expenses

Prepaid Expenses

Submitted On

By checking this box, | certify that the expenses were incurred for official business of the University, and they
will not be reimbursed from any other source. The University reserves the right not to reimburse expenditures

08/20/2018

Worklist #A Home

Sign Out

FUA T i e s 8 s o AN )

Related Content v | New Window | Help | Personalize Page
¥ Expense

Actions j

Report 3000034878 Submitted for Approval
Created 08/20/2019  Joanne Callahan
Last Updated 08/20/2019  Joanne Callahan

Post State  Not Applied

0.00 USD

Employee Credits 0.00 USD
0.00 USD Supplier Credits 0.00 USD
Amount Due to Supplier 0.00 USD
Submitted By Joanne Callahan

Step 6: Click the Expense Details link to review the expense lines and accounting details

Faverites ~

Worklist # Home

Sign Out

Main Menu ™ Employes Self-Servica ¥ Travel and Expenses ¥ Expensa Reports ¥ View
Iﬂ\l\l RSITY t‘n
2% | SOUTH CAROLINA
kpense Report
f Blackburn
Business Purpase i Travel)

Description  Clean/Office Sup for Chem Lab
Reference
& View Printable Version

& View Analytics
®

fmployee Expenses (3 Lines) 186.22 USD Non-Reimbursable Expenses
Cash Advances Applied 0.00 USD Prepaid Expenses.
Amount Due to Employee 186.22 UsD

without receipts or proof of payment.

Submit Expense Report Withdraw Expense Report

Save Changes

By checking this box, | certify that the expenses were Incurred for official business of the University, and they
will not be reimbursed from any other source. The University reserves the right not to reimburse expenditures

Submitted On  08/20/2019

0.00 USD
0.00 USD

Amount Due to Supplier

Submitted By Joanne Callahan

{ UA | RN EY - oo searcn B Last Seacn Resin P R C)

Notification NavBar
Related Content v | New Window | Help | Personalize Page

5 Expense Details

Actions j 60

Report 3000034878 Submitted for Approval
Created 08/20/2019  Joanne Callahan
Last Updated 08/20/2019  Joanne Callahan

Post State  Not Applied

@ Notes s Attachments (1)

Employee Credits 0.00 USD

Supplier Credits 0.00 USD

0.00 USD
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Step 7: Click the Expand All link to review expense line details.

Favortes ¥ Main Menu ™ Employeo Seif-Service View

l l I Expense Reports v Search Advanced Search [l Last Search Results

Travel and Expenses ¥ Exponse Reports ¥

24 ERSITY O

JTH CAROLINA

2= | vy
2 | SOU

Worklist

Related Content v | New Window | Help | Personalize Page
View Expense Report s
Katherine Blackbum (7)
Actions _..Choose an Action -l o
Purpose Travel) Report 3000034878 Submitted for Approval
@
Report Description  Clean/Office Sup for Chem Lab Altachments (1) > e
Reference
Expenses (3)
Total 186.22 USD
Collapse All
*Date *Expense Type *Description *Payment Type *Amount *Currency

0772212019 Miscellaneous Supplies Cleaning Supplies for the Chem Lab Personal Reimbursement PA i S

220 characters remaining

. = ol ;

0712412019 Supplies Office Supplies from Walmart for Chem Lab y Passsad Foksbiacat A o

213 characters remaining

. i@

08132019 Telephone TL Verizon Cell Phone Reimbursement 4 Porsonal Relmbursement & 14090 USD

219 characters remaining

42

#A Home

v

Notification

Sign Out

©)

NavBar

AddTo ~

Step 8: Click the Summary link to return to the view page.

Favortes ™ Main Menu ™ Employeo Seif-Service ¥ Travel and Expenses ¥ Exponse Roports ¥ View

Worklist

#A Home

Sign Out

2 | uxiversiry o FUA - ©)
~ 1} Ex; Rey v S AddTo v
.ﬁ& SOUTH CAROLINA [ M 1 Advanced Search Bl Last Search Resufts 2 Noitcaton Thovosr
Related Content v | New Window | Help | Personalize Page
¥ Expense Report
erine Blackburn (7)
Actions  _.Choose an Action j GO
Purpose T 0} Report 3000034878 Submitted for Approval
(o]
Report Description Clean/Office Sup for Chem Lab 2 Abucheans (1) v el
Reference
enses (7)
Total 186.22 USD
jand All | Collapse All
*Date *Expense Type *Description *Payment Type *Amount *Currency
07/22/2019 Miscellanoous Supplies Cleaning Supplies for the Chem Lab 4 Personal Reimbursement P A ook U
220 characters remaining
* Office Suppiies from Walmart for Chem Lab ;2 ‘
07/24/2019 Supplies ce Supplies from Walma emlab 4 Personal Reimbursement o= 3628 USD
213 characters remaining
08132019 Telephone TL Verizon Cell Phone Reimbursement 4 o Personal Reimbursement e 14090 USD
219 characters remaining
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Step 9: Click the Expand Section Approval History button to view the approval history.

Favortes ¥ Main Menu ¥ Employee Se¥-Service ™ Travel and Expenses ¥ Exponse Roports ¥ View Worklist #A Home Sign Out

SOUTHCAROLINA T R v 81 BT e P
the right not to

Notficaton  NavBar

ny other source. University reserves

not be reimbursed from al reimburse expenditures
without receipts or proof of payment.

Submit Expense Report Withdraw Expense Report Submitted On  08/20/2019 Submitted By Joanne Callahan

Save Changes

BApproval History

Expense Report Employee
SHEET_ID=3000034878:Pending
Employee Approval Required

Pending
Katherine Blackbum
Empioyoe

Expense Report Approval 1
SHEET. g Further App

Level 1 Approval
Not Routed
Multiple Approvers
Depanment Appeovers

Expense Report Approval 2
SHEET, g Further Appi

Lavel 2 Approval
Not Routed

Multiple Approvers
@ Levei2Aoprovens

Controller's Office Approval
SHEET_| g Further App
Accounts Paysble Approval
Not Routed
Muitiple Approvers
Accounts Payatie Approval
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XII. Delete an Expense Report

You can delete expense reports:
e If you create an expense report and decide not to process it, you can delete it before you submit it
for approval.
e If you submit an expense report and the approver returns it to you, you can delete the expense
report.
e If you submit an expense report and withdraw it, you can delete the expense report.
Main Menu > Employee Self Service > Travel and Expenses > Expense Reports > Delete

Step 1: Click in the Report ID field and enter an appropriate ID.

Step 2: Click the Search button.

Favortes ¥ Main Menu ™ Employse Self-Service > Travel and Expenses ¥ > Exponse Roports ¥ > Delete Il Worklist # Home | SignOut

Blommcromna FUART S o o 8 s )

New Window | Help

Delete Expense Report

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value
¥ Search Criteria
EmplID  begins with _-J
USCID  begins with _j
Name begins with _~]

Case Sensitive

Clear | Basic Search  Save Search Criteria

Step 3: Select the Expense Report you would like to delete.

Step 4: Click the Delete Selected Report(s) button to delete the selected Expense Report.

Favortes ¥ Main Menu ¥ Employse Self-Servico ¥ > Travel and Expenses ¥ > Expense Reports ¥ > Delete W Worklist A Home Sign Out

w" UNIVERSITY OF
. - = Goon o Ay
Blommiceomna FUAT s s s S ©)

New Window | Help | Personalize Page

Travel and Expense
Delete an Expense Report

Katherine Blackbum

Delete an Expense Report @

Select Report ID Report Description Creation Date Amount Currency
3000034873  Supplies and Food 08/12/2019 150.00 USD
3000034872  Supplies and Food 08/12/2019 150.00 USD
| Delete Selected Report(s)
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Step 5: Click the OK button.

Favorles ¥ | Main Menu ™ Employes Sall-Seriea ™ > Travel and Exponses ™ > Exponsa Reports ™ > Deiste [

Blomicrona FUAT Srcmmmm . 8 s o

Travel and Expense
Delete Confirmation

Katherine Blackburn

‘/ Thae selected transaction{s) have been delated.

45

Worklist A Home 8ign Out

AddTo = \e’ @

Notification  NavBar
New Window | Help | Perscnalize Page

Step 6: Notice the Expense Report is no longer in the list.

Favorites ¥ Main Menu ¥ Employee Sell-Service ¥ > Travel and Expenses ¥ > Expense Reports ¥ > Delete W

omarons. FUART i oo 8 ss o

Worklist #& Home Sign Out

AddTo ¥ \v ®

Notficaton  NavBar

Travel and Expense
Delete an Expense Report

Katherine Blackbum

Delete an Expense Report D

Select Report ID Report Description Creation Date Amount Currency
3000034872  Supplies and Food 08/12/2019 150.00 USD
Delete Selected Report(s)

New Window | Help | Personalize Page
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