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PURPOSE AND DESCRIPTION

Purpose
This document explains the sub-processes and key activities involved in the Creating an Expense Report sub-

process. The Steps section of this document provides the step-by-step procedure to perform the key activities of
the Creating an Expense Report sub-process.

Description
The Creating an Expense Report sub-process is a step-by-step instruction on how to initiate an expense report and

save it and submit it.

The key activities involved in the creating an expense report sub-processes are:
e Navigating to the Create Expense Report
e Understanding the Fields on the Page
e  Filling out an Expense Report
e Save an Expense Report
e Submit an Expense Report
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TOPIC 1: CREATING AN EXPENSE REPORT

Process Flow

Below is the business process flow for creating an Expense Report process. This process flow explains the flow of
the various activities involved in this sub-process. This process flow will help you understand the system-generated
actions as well as the tasks that are performed manually.

PeopleSoft
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Start Mew Epense Yesp Reposwin Rea?y _for No Request for Yes
Report? attachments as Submission? Later?
necessary i
No
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No
v l Y
PeopleSoft PeopleSoft PeopleSoft PeopleSoft

Update Expense Submit Expense Delete Expense Save Expense Report
Report Report for Approval Report for Later
A
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Expenses Employee

PeopleSoft
Budget Check
Expense Reports
(creates
encumbrance)
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TASK 1: CREATING AN EXPENSE REPORT

Role: Expenses Employee

There are multiple ways to enter an expense report. Follow the steps explained below.

> STEP 1: Navigate to the FSCM Employee Self-Service Home Page.

Finance & Procurement QOps A

FSCM Employee Self-Service

» STEP 2: Click on the Travel and Expenses tile.

Travel and Expenses

T

» STEP 3: There are three different ways to enter an expense report.

» Option 1 —Click on the Create Expense Report tile. (This will take you directly to the expense
report entry page.)

Create Expense Report

T4

» Option 2 (Recommended) — Click on the My Expense Reports tile. (This allows you to review
what expense reports you may have pending before you create a new one.)

My Expense Reports

: --

Pending

i
m

s
=1
=
)
Amount

m

# of Reports
5

=

o
=}

3 Active Expense Reports
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» Option 3 —Click on the ESS Travel and Expenses tile.

ESS Travel and Expenses

A

A

ESS Travel and Expenses Tile is displayed. Click on Create Expense Report. (This will take you
directly to the expense report entry page and open a new window.)

< Travel and Expenses ESS Travel and Expenses

i | My Expense Reports A~
Employee Payroll Payment

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

Create Expense Report Find an Existing Value |

1 My Cash Advances v w Search Criteria

7 My Travel Authorizations v Search by | Employee ID[V]  begins with “

T Delegate Entry Authority
Search | Advanced Search

> STEP 4: Your Name and Employee ID should default in. If you are entering as a delegated user for other
employees, click on the green circle with the downward arrow.

< Expenses
Stacey Beatti m
Returned 0 .
Not Submitted
(i) 10 v Create Expense Report
Awaiting Approval 10

Actions © Description <

Click on Change Employee.

Actions X

Stacey Beattie &) Change Employee

A listing of the employees that you have the authority to enter for will be displayed. You can also search
for an employee if you are a delegated enterer for multiple employees by entering the name in the search

box.
Employee Search x
Y
‘ »
2 rows
Empl ID & Name &
Kalsang Chokey
Stacey Beattie

Select the appropriate name from the listing.
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< Travel and Expenses

Stacey Beattie ©)

Returned

Not Submitted
Awaiting Approval
Pending Payment

View All

~STAR

FROJEC

» STEP 5: If choosing the recommended Option 2, My Expense Reports page will be displayed. There are 5
categories of expense reports — Returned, Not Submitted, Awaiting Approval, Pending Payment, and View
All. The number of expense reports in each category will be displayed along with the first category that
contains expense reports will be expanded.

Not Submitted

12 -

® ® 6 ®© 6 6 ® @ 6 6 ©

Actions ©

v Create Expense Report

Description

Testing

Alliance Conference

UAT Test

Fluid Testing

attachment test

Testing2

testing

test

test

STAR Training

test

My Expense Reports

Business Purpose <

Training/Education-In State
Confrnce/Convention-OutofState
Business Travel-In State
Business Travel-In State
Business Travel-In State

Business Travel-In State

Business Travel-In State
Business Travel-In State
Business Travel-In State
Training/Education-In State

Business Travel-In State

» STEP 6: Click on the Create Expense Report button.

< Travel and Expenses

Stacey Beattie &)

Returned

Not Submitted
Awaiting Approval
Pending Payment

View All

Not Submitted

v Create Expense Report

Actions & Description &
© Testing
© Alliance Conference

Report ID ©

0000432979

0000432977

0000432976

0000432974

0000432972

0000432969

0000432966

0000432965

0000432958

0000432956

0000432961

0000432960

Updated Date ©

12/20/2018

12/12/2018

12/04/2018

11/28/2018

11/14/2018

10/31/2018

10/19/2018

10/19/2018

10/15/2018

10/08/2018

10/08/2018

10/08/2018

Amount &

8.00

0.00

99.76

93.07

0.00

110.00

0.00

10.00

T

»

usD

usD

usD

=X

12 rows
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» STEP 7: Employee Information is displayed. If the incorrect GL BU is displayed, please work with your
agency travel staff to troubleshoot. (This can occur when an employee has more than one expense
employee profile.)

Expense Report

Report NEXT
S —

Employee Information

Empioyee GL Bu 50500 - DOA Employee Headquarter City ADMINISTRATION, DEPARTMENT OF 101 EAST WILSON ST MADISON, W1
53703

Employes Profile (#) 0
plies: Prome () Employee Home City MADISON.WI 53704

General Information

g v
*Description
i o
Reference S‘ Creation Date 03/08/2024

Updated on 03082024

[ Accounting Defaults 4

Expense Details

» STEP 8: Select a purpose from the Business Purpose list. This field is required due to tax laws requiring a

business purpose for business expenses. Click Business Purpose drop down and select the item that best
describes your purpose.

» STEP 9: Enter the desired information into the report Description field. This field is required.
The Report Description is a text field and should be used to name some details of your trip, i.e., “Attended

ASTD Conference”. This will help you identify your expenses when you are looking them up later. Please
be sure to follow your agency’s procedures and guidelines.

General Information

“Business Purpose | Business Travelln State  v|

*Description | Training Class - STAR |

Default Location Q

Reference Q

» STEP 10: The Default Location is the destination location. This field is not required to be completed. If
you choose to complete this field, select a city, country, or geographical area where the expenses were
generally incurred. This location will then appear on each expense line where applicable, and you can
change it throughout the expense report entry process.
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Click Look up Default Location by choosing the magnifying glass icon.

You will need to click on the sideways arrow to expand the Search Criteria fields.

| Cancel | Lookup
Search for: Default Location
¥ $earch Criteria
~ Search Results
Only the first 300 results can be displayed
| = E 300 rows
Expense Location O Description &
AKO0O other, Alaska ~
AKD1 Anchorage, AK
AKO2 Juneau, AK

To be able to have more flexibility in the search criteria, click on Show Operators hyperlink.

Cancel Lookup

Search for: Default Location

« Search Criteria

Show Operators

setiD
{begins with) SHARE Q

Expense Location
{begins with}

Description
{begins witn)

o |

This will allow you to have dropdown menus in the Expense Location and Descriptions to choose different
criteria in the criteria.

Cancel Lookup

Search for: Default Location

« Search Criteria

Setil] | begins with w | SHARE [=}
Expense Location] = begins with hd

Descriptiony =~ begins with v

=

Enter the city name in the Description field. Once you have entered the search criteria, click the Search

button.
| cancal | Lookup
Search for: Default Location
|= Search Criteria
SetlD
{begins with} SHARE Q
Expense Location
{begins with}
Description
{begins with}

[~ =
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If you cannot find your city select other, STATE NAME. See examples below.

Cancel Lookup

Search for: Default Location

w Search Criteria Show Operators

SellD | gpape Q

{bagins witn)

Expense Location
[hemins witnt

Description
{begins with} other

| cear |

w Search Resuits L\\)
| BB = | 52 rows
Expense Location & Description <

10178 OTHER, Canada

11055 OTHER, Puerto Rico

Wi00o Other, Wl

HIDg Others, HI

sDooo other South Dakota

ALOCO other, Alabama

AK000 other, Alaska

Select the value that matches your location link.
» STEP 11: If desired, select the Reference value for this Expense Report. This field is not required.

Even though you can enter text in the Reference box, it is recommended to choose one of the pre-defined
values for consistency. Use the magnifying glass to search for this entry. Please be sure to follow your
agency’s procedures and guidelines.

> STEP 12: (Optional) - To set the expense report defaults so that every expense line in this expense report
has the same chartfields, click on Accounting Defaults. (These values are populated by the Default
Accounting on your expense employee profile.)
General Information

“Business Purpose | Business Travel-In State ﬂ

& Attach Receipt

“Description | Training Classes - STAR 0
| [ Accounting Defaults 1
Default Location Q E

Creation Date 01/16/2019 Stacey Beattie
Updated on 01/16/2019

Reference Q

A popup window appears that may contain defaults from your expenses profile. These fields can be
edited as needed. Click the Done button when finished.
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Cancel Expense Report Defaults m

Description Training Class - STAR

Accounting Details

GL ChartFields | Show Al

% & *GL Unit & Bud Ref & Fund Appropriation © Dept & Program &
| +| | — | 100.00] | 50500 Q  |Fy2021 Q| 18100 Q13800 Q.| 5057000001 Q

» STEP 13: To attach a receipt at the header level that relates to the entire expense report, i.e. conference
agenda, click on Attach Receipt.

General Information

P N -| v
Business Purpose | Business Travel-In State :‘ & Attach Receipt

“Description |test T
| 5 Accounting Defaults

Default Location Q

Creation Date 01/16/2019 Stacey Beattie
Reference Q
Updated on 01/16/2019

» STEP 14: An Attachments box will be displayed with attachment information. Click on the Add
Attachment button.

NOTE: RDA (Records Disposition Authorization) information is pre-populated based upon the type of
transaction. There is no need to change this unless this is part of your agency’s business process.

Cancel Attachments m

Expense Report

Select RDA
Description STAR Training Default: FIS00020-FIS00020: RECEIPTS AND DISBURSEMENT TRAN

Report ID 0000921766
Attachments Details
Mo attachments exist. Upload an existing file or caplure receipt image.

| 4+ Add Attachment |

» STEP 15: A pop-up File Attachment window will appear. Click My Device to search for an attachment
from your device.

File Attachment

Choose From

| My Device

10
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» STEP 16: This will display a directory to the files on your device from where you can choose the file you
wish to attach. Once you have chosen the file and it appears in the File Name field, click the Open button.

' & Choose File to Upload

=)

==

. ju- B Desktop »

Organize + New folder

W0 Favorites
B Desktop
& Downloads

Recent Places

M Desktop

4 Libraries
|| Documents
&) Music
(=] Pictures
BEE videos

A Beattie, Stacey - DOA (STAR]
| .cisco
| AppData
i3 Contacts
i Desktop
14 Downloads
1\t Favorites
W@ Links
7| My Documents
A My Music
£1 My Pictures

W Midene

1

= J &?\ [ Search Desktop ol

Date medified

Mame Size Trem type al
|Ral| WSE File_2 43 KB PNGIimage 1472072018 1222 ..
M) WSE File 133KB  PNG image 12/20/2018 12
M| Voucher 2107 60KB PNGimage 12/20/2018 1131 ..,
|Rs SFMUAT_Announcements 48 KB PNG image 12/ 018 11:42 ... (7
@3_1 Payment Request Approval Screenshots 295 KB  Microsoft Word D...  12/19/2018 11:3, |E|
R Payment Request Approval_Line Details 36 KB PNGimage 12/19/201811:27 ... I
[a Payment Request Approval 3 63KB  BNG image 12/19/2018 11:2
M| Payment Request Approval 2 80KB PNGimage 12/19/2018 11:2
|Ra Payment Request Approval 103KB  PNG image 12/19/201811:23 ..
|Ra| Regular Youcher - Mav Collection 36 KB PNGimage 12/18/2018 2:09 PM
B4l Unpost Voucher 75KB  PNGimage 12/18/2018 2:03 PM
u ER_Updates 19KB Microsoft Excel W... 12/18/2018 9:33 AM
Reinemann 33KB PNGimage 12/18/2018 8:15 AM
R Payment Request Fields 73IKB PNGimage 12/17/2018 9:48 AM
|®a| Batch Team Expense Processing 62KB PNGimage 12/13/2018 7:40 AM
[Ba| Central Payroll Step 32KB PNGimage 12/13/2018 7:39 AM
Expense Processing 53KB PNG image 12/12/2018 11:12 ... |
|Wa| Notify Expenses 3LKEB PNGimage 12/12/201811:12 ...
Ra| Perz 110 KB PNGimage 12/12/2018 7:45 AM
A7 WI_EX_STAGED_ERs_TO_BE_FIXED_2018_SAB_12112... 1418KB  Microsoft Excel W..,  12/11/2018 4:05 PM
| Bxpense_Reports Manual Close_PP14-PP19_And_L... 2KB Text Document 12/11/2018 3:57 PM
|| Expense_Reports Manual_Checks_PP14-PP19_And_... 181 KB Text Document 12/11/2018 3:55 PM

File name: Expense Processing

* |All Files

» STEP 17: Once a file is selected, click Upload.

Choose From

Expense Lab docx
File Size: 307KE

File Attachment

» STEP 18: The upload will show as complete. Click Done.

Choose From

Expense Lab.docx
File Size: 307KB

File Attachment

Upload Comglete

11
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» STEP 19: The Attachments Uploader will again be displayed to show that the attachment has been
uploaded.

The Description field is available and can be used if necessary. An Attachment Type is required. The
default attachment type for expense reports is Travel Receipts. The types that are available for expense
reports are:

Break Expenses

Conference Agendas

Fleet Non-Availability Slip

Hotel Receipts

Non-Travel Expense Documents
Other Related Documents
Travel Authorization

Travel Receipts

Cancel Attachments

Expense Report
Select RDA
Description STAR Training Default: FIS00020-FIS00020: RECEIPTS AND DISBURSEMENT TRAN
Report ID 0000921766

Attachments Details

‘ Add Attachment

Receipt Defaults.png

Enter Description

“Daehiment Travel Receipts w

Select RDA
FIS00020

Cancel is available to cancel adding this attachment in case the incorrect attachment was chosen.

NOTE: This is the only time that the Cancel of adding this attachment to this expense line will be
available. Once the attachment has been added, it will no longer be able to be deleted. The description
field would need to be used to note any errors in the attachment(s).

The User and Name fields will be populated after the attachment has been added.

Cancel Attachments [ Done |
Expense Report
Select RDA
Description STAR Training Default: FIS00020-FIS00020: RECEIPTS AND DISBURSEMENT TRAN

Report ID 0000921766
Attachments Details

Add Attachment

Receipt_Defaults png

Enter Description

« 02/20/2023 11:10:55AM
Attachriont Travel Receipts b
Stacey Beattie
Select RDA
FIS0002¢

12
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» STEP 20: The number of attachments will show in to the far right in the Attach Receipt section.
General Information
“Business Purpose | Business Travel-in State  [v| & Attach Receipt
*Description | Training Classes - STAR
|7 Accounting Defaults I3
Default Location Q
Creation Date 01/16/2019 Stacey Beattie
Reference Q
Updated on 01/16/2019

» STEP 21: Now that you have entered the requisite information for your expense report, you can enter
your expenses. You do this in the Expenses section of the page.

To begin entering expenses, use the dropdown menu in Expense Report Action. Choose Add Expense
Lines. If no receipts have been added, the expense report will be automatically saved at this point.

Expense Details

Expense Report Action

Add Expense Lines

R0 8] WV Valre
Add from Quick-Fill
Copy Expense Report

» STEP 22: Enter the date into the Expense Date field, or use the calendar link to select a date. This date is
the date that the expense occurred.

Expense Entry Calendar X

February w2023 ~

%)

Review and Submit |

5 M ¥ Wt E; § 0212042023 11:13AM

New Expense - 02/20/2023

*Expense Date | 02/20/2023

*Expense Type

Description
Current Date

Payment Details

*Payment | Payroll -

» STEP 23: Click on the magnifying glass to get to the Expense Type search. The Frequently Used expense
types will appear first. This is the default. These are the expense types that you most frequently have

used on past expense reports.

\ Cancel Expense Type Search
‘ Frequently Used All Types
1 row
Expense Type =

Meals In-State MoOwvernight

‘

13
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To view other expense types click on All Types.

[cancal] Expense Type Search

r
‘ Frequently Used ] All Types ‘ |

1 row
Expense Type &

Meals In-State NoOvemnight

The default display option is Expense Category. They are defaulted to be expanded.

Cancel Expense Type Search

| Frequentiy Used All Types |

“Display Option | Expense Category

Search Expense Type | -2 |
Expand All | Collapse All
w (1 - Meals No Overnight

Jrows

Expense Type ©

Meals Bagged NoCvernight
Meals In-State NoCvernight

Meals Out-of-State NoOvernight

You can scroll down to view all the expense types in each category or you can click on Collapse All to view
the categories.

[cancal] Expense Type Search
| Frequentty Used All Types l
*Display Option | Expense Category
Search Expense Type ‘:|

Expand All [f Col
b 01 - Meals No Overnight

b 02 - Meals Overnight
b 03 - Mileage
b 04 - Transportation

b

=]

5 - Lodging

b 06 - Airline

To view every expense type, use the drop down and click on Expense Type.

[ cance Expense Type Search

| Frequentiy Used | All Types l

*Display Option | Expense Category v

Search Expense Type

Expand All | Coliapse All

14
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This will display all expense types in alphabetical order.

[cancel] Expense Type Search
| Frequently Used | All Types ]
*Display Option
Search Expense Type 1:‘ [
Expense Type ©
ATM Fees
Airfare

Airline Fee/Baggage

Bottled Water

You can also search for an expense type by entering it in the search box.

| cancal| Expense Type Search

| Frequentyy Used | All Types l

*Display Option | Expense Type ~

parking

[v

1 row

Expense Type ©

Parking

~5SIAR
FROJECT

» STEP 24: Use the Description field to enter a description of the expense transaction. Enter the desired
information into the Description field. This needs to be entered per the State Accounting Manual. Ensure

that it adheres to any of your agency’s additional specifications.

NOTE: This description field is 254 characters. If you exceed this maximum, you will receive an error once

you tab out of this field.

» STEP 25: The Payment Type field will default to Payroll. There is no other payment type to choose from

in the drop down.

» STEP 26: Use the Amount field to enter the amount that you spent for that expense.

NOTE: When you select any mileage expense types, the dollar amount will be automatically calculated

and you will not be able to override the calculated values.

15
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» STEP 27: When an expense type is chosen, the system determines the remaining required fields for the
expense type, as well as if a receipt is required, as soon as the expense type is selected.

For all Meal expense types, Leave and Return Time is required. The defaulted time for both of these fields
is 12:00AM.

Meals In-State NoOvernight - 03/01/2024

"Expense Date | 03/01/2024

*Expense Type |Meal5 In-State NoOvemight Q.|

travel B
*Description

4

Payment Details

*Payment | Payroll v

*Amount [10.00 |[usp Q]
Additional Information
*Expense Location [Milwaukee, wi 0.]
*Leave Time(HH:MMAM/PM) | 12:00AM
*Return Time(HH:MMAM/PM) | 12:00AM | IS ]
& Attach Recsipt >
£ Accounting 13

If the times are not updated and left to the defaulted values, an error message will be displayed.

Meals In-State NoOvernight - 03/01/2024

P Expense Entry Ermors
Correct the following errors prior to submission:

* Travel Retum Time cannot be same as Travel Leave Time

*Expense Date |03/01/2024

*Expense Type |Meals In-State NoQvernight Q|

» trave! )
*Description

Payment Details

*Payment

*Amount |10.00 ||USD Q|

Additional Information

*Expense Location IMinaukee. Wi

al
*Leave Time{HH:MMAM/PM) |12:00AM
*Return Time{HH:MMANM/PM) grEailInE]

16



STAR Job Aid: Create an Expense Report —_—
Job Aid ~SIAR

FROJECT

If a Meal type is an overnight, the 24 hrs button can be used to have the system default in a 24-hour
timeframe.

Meals In-State Overnight - 03/02/2024

*Expense Date |03/02/2024

*Expense Type |Meals In-State Cvernight Q |

travel -
o =
*Description

Payment Details

*Payment | Fayroll +

*Amount |0.GD ||USD Q|

Additional Information

*Expense Location [Eau Claire, W] Q]

*Leave Time(HH:MMAN/PM | 12:00AM

*Return Time{HH:MMAMPMY | 11:58PM l 24 hrs |

NOTE: If an employee works a non-standard shift, the agency will need to determine the appropriate
time entries that would need to be entered.

For some of the expenses you are entering you may be asked to supply more details or attach a receipt if
required. For example, if you are entering an airfare expense you will be required to supply a Ticket
Number and attach a receipt.

Airfare - 01/10/2019
“Date |0110/2019

*Expense Type |Airfare Q
“Description

Payment Details

“Payment | Payroll ~

*Amount |0.00 ush Q
Additional Information

*Expense Location Q

*Ticket # |

& Attach Receipt (Required) b Mo Receipts 3

i Accounting 13

For some expense types, i.e. Vehicle Rental, you will need to select a Merchant, as well as attach a
receipt. The merchant used for this expense type is either preferred or non-preferred merchant.

17
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If you select Preferred, you must select from a list of merchants where a contractual agreement exists.
The merchant list varies according to the expense type. Below is an example of a Preferred Merchant for
Rental Cars.

Vehicle Rental - 01/10/2019

*Date |01/10/2019
“Expense Type Vehicle Rental Q
*Description
Payment Details
“Payment | Payroll v
*Amount | 0.00 usb Q

Merchant

Merchant | Prefered  [v]

Preferred Merchant
ENTERPRISE/NATIONAL
Additional Information HEHTZ

| @& Attach Receipt (Required) & No Receipts >

i Accounting [

If selecting Non-Preferred, the field becomes a text field in which you will enter the merchant’s name.
You will need to indicate a Non-Preferred Justification.
Merchant
Merchant = Non-Preferred|v|
Non-Preferred Merchant

Non-Preferred Justification ﬂ

NOTE: DO NOT use the Receipt Split or Itemize Hotel Bill (lodging expense types) hyperlinks. These are
not configured for use.

Lodging In-Wi - 01/16/2019
“Date |01/16/2019

“Expense Type |Lodging In-WI x o.\
Description

“Number of Nights
Payment Details
“Payment | Payroll ﬂ
“Amount |0.00 usb Q
Additional Information

“Expense Location Q
& Altach Receipt (Required) A NoReceipts >

[ Accounting 13

E Receipt Split - Itemize Hotel Bill

18
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» STEP 28: The Exceptions section area is where you would indicate if an expense was a hon-reimbursable
expense and the employee should not be reimbursed for it. On Non-Reimbursable Expense, slide the
toggle button would be slid over to “Yes” if this applies to this line. This would most likely never be used.

Exceptions

Non-Reimbursable Expense | No

No Receipt l:_.-_- No

> STEP 29: If an expense type requires a receipt, the No Receipt toggle is grayed out and cannot be
changed.

If a receipt is not attached to the expense line, when saving the expense report, an error message is
displayed.

Lodging in Wisconsin - 02/01/2023

P Expense Enfry Ermors
Correct the following errors prior o submission:

s Mo Receipt — Expense amount is over 0 USD and you do not have a receipt  Explain why.
* Mizsing Receipt

On the No Receipt toggle, it is set to “Yes” if there is no receipt attached to substantiate an expense item
that requires a receipt. Receipt requirements are found in the State Accounting Manual.

Exceptions

Non-Reimbursable Expense (] MNo )

No Receipt Yes

» STEP 30: If the toggle button is indicated as “Yes” for No Receipt for an expense type that requires a
receipt, once the expense report is saved, an Exception Comments section will appear and a comment
will be required to be entered as to why no receipt is attached for that expense line.

Exceptions
Non-Reimbursable Expense "_ | No '_Z'
No Receipt Yes

Exception Comments

Receipt Missing P No Commiants &
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To enter a comment, click anywhere in the Receipt Missing box and an Exception Comment pop-up
window will appear. You can enter your explanation and when finished, click Done. You will be taken
back to the expense report.

| cancel Exception Comment -
Date 0210172021

Expense Type Parking

Missing Receipt Exception
Expense Amount 50.00 USD

Minimum Amount

Required Receipt 2501 UsD

Expense Amount is over 25.01 USD and you do notf have a receipt. Explain why.

NOTE: If an expense report has expense types that require a receipt, the expense report cannot be
submitted for approval until either a receipt is attached or an exception comment is entered for each
expense line that requires a receipt.

» STEP 31: If you are entering an expense that is location specific, such as a hotel room expense, you will be
asked to enter a location. This field will default to the Default Location field if a value was entered or to
any a previous expense line with a location.

Lodging In-WI - 01/10/2019
“Date |01/10/2019
*Expense Type |Lodging In-WI Q
testing
Description
*Number of Nights

Payment Details

*Payment | Payroll M
“Amount |82.00 lusp @
Additional Information
“Expense Location Q
& Attach Receipt (Required) & No Receipts 3
£ Accounting 13
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NOTE: If an In-State, Out-of-State, or International meal or lodging expense type is chosen and the
expense location does not match the expense type, an error message notifying the user that they have
exceeded the authorized amount of $0.01 will be displayed. Either the Expense Type or Expense Location
will need to be updated accordingly.

Expense Entry Errors

P Correct the following errors prior to submission:

* Authorized Amount — Explanation required for amount over authorized limit of 0.01 USD.

"Date | 01/14/2022

*Expense Type  Meals In-State NoOvernight Q I

- Lunch 2
*Description
Payment Details
*Payment | Payroll v
*Amount |10.00 usb Q

Additional Information

| “Expense Location |Chicago, IL Q |

» STEP 32: Expand the Accounting section to view or edit ChartFields by clicking in the accounting box.

Lodging In-WI - 01/10/2019

“Date |p1/10/2018 |
“Expense Type | Lodging In-Wi Q
testing
Description
*Number of Nights
Payment Details
*Payment | Payroll v
“Amount |82.00 usD Q@
Additional Information
“Expense Location Q
& Attach Receipt (Required) A No Receipts >
&4 Accounting 1>
Ef Receipt Split E Itemize Hotel Bill

» STEP 33: Expense items are charged to a set of chartfields that represent the Business Unit or
Department of the employee who is submitting the expense report. These can be changed if they are not
correct for the expenses you are entering. Some of these chartfields may default in from your expense
profile and some may not. At a minimum, the GL Unit, Bud Ref, Fund, Appropriation, Dept, and Account
fields are required. The Account field defaults based upon the expense type that has been chosen. This
should not be changed, per the State Controller’s Office. There may be other chartfields that are required
based upon your agency. Click Done when finished reviewing or editing chartfields.

[cancal| Expense Report Distributions -I

Expense Type Parking

Amount 5000 USD

Accounting Details
GL ChartFields | Snowal

Monetary
Amount ¢ *GL Unit © Amourll g:g:rg:y Exﬂ];ggg Bud Ref © Fund © Appropriation < Dept &
[+][=] 50.00| | 50500 Q| 5000 USD  1.00000000) Fy2021 a/ [10000 al (13500 Q sosmsoo“
L}

21



STAR Job Aid: Create an Expense Report e
Job Aid SSIAR

» STEP 34: To add additional expense lines, click the Add (+) button at the left of your screen.

Expense Entry

TESTING

Roceaira Vorontsov &

Employee Information

Employee GL Bu 44500 -DWD

Empioyee Profile (# 0

Total (2 ltems) 86.50 USD

(o] [¥] [-] [

Delete Filter More

« Friday, February 09, 2024

Parking 10.00
test "
usD

~ Tuesday, March 05, 2024

Mileage Car 76.50
test
usD

As you add expense lines, they will be ordered by date, with the oldest at the top. To change the order they
are displayed, click on the down arrow in the Asc (Ascending) box and switch it to Desc (descending).

Expense Entry

TESTING

Roceaira Vorontsov =)

Employee Information

Employee GL Bu 44500 - DWD

Empioyee Profile (# 0

Total (2 Items) 86.50 USD Mileage
DA B
Add Delete Filter More
AsC
~ Friday, February 09, 2024 | Desc |
Parking 1000
test
usD
~ Tuesday, March 05, 2024 Mileage
Mileage Car oD
test
UsSD
Payment D
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> STEP 35: To delete any of the expense lines, highlight the line you wish to delete (will be green) and click
the Delete (trash can) button at the left of your screen.

Expense Entry

TESTING

Roceaira Vorontsov(©

Employee Information

Employee GL Bu 44500 - DWD
Empioyee Profile (# 0

Total (2 ltems) 86.50 USD

BhE B =

Dalete Filter More

~ Friday, February 09, 2024

Parking 10.00
test .
usp
v Tuesday, March 05, 2024
Mileage Car 76.50
test )
usD

A confirmation window will appear. Click yes if you wish to delete that expense line.

Are you sure you want to delete the selected expense(s)?
Any credit card, enhanced data, or expense items associated with this expense will be deleted as well.

Yes | No

> STEP 36: To add an attachment at the line level, In the Additional Information section, click the Attach
Receipt box (may be required or not) to bring up the Attachments Uploader. Certain expense types may
require receipts to be attached at the line level, i.e. parking, airline baggage fee. Other times, you may
want to attach a receipt(s) at the header of the report, i.e. conference agenda.

Additional Information

“Expense Location | Milwaukee, Wi Q
& Aftach Receipt (Required) A HoReceipis >
[ Accounting 12

» STEP 37: An Attachments box will be displayed with attachment information. Click on the Add
Attachment button.

Attachments

Expense Entry

Date 02/01/2021
Expense Type Parking

Amount 50.00USD
Attachments Details

No attachments exist Upload an existing file or capture receipt image

| + Add Attach
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» STEP 38: A pop-up File Attachment window will appear. Click My Device to search for an attachment
from your device.

File Attachment

Choose From

Wy

. My Device

» STEP 39: This will display a directory to the files on your device from where you can choose the file you
wish to attach. Once you have chosen the file and it appears in the File Name field, click the Open button.

2 Choose File to Upload =
OO— [ Desktop » [ 43 |[ seorch Deskion 3
Organize + New folder =y 0O @

& Favoiites Mame Size ) Trem type D?Fe r\"\cdvm ed A
s R WSE Hile 2 43KB  PNGimage 122012008 12:22
o 5
e R4l WSE File 132KB  PNG image 12/20/201812:21 ...

18 Downloads

v B Voucher 2107 50K PNGimage 12/20/2018 1131 ..
Mliieets s Ml SFNUAT Announcements 48KE PNGimage 12/19/2018 11:42
| @ Payment Request Approval Sereenshots 295KB  Microsoft Word D, 12/19/2018 1132 .. -
BB oo 17| 8] Payment Request Approval Line Details 36KE PNGimage 12/19/20181127 i
S bt Bl Payment Request Approval_3 63KE PNGimage 12/19/2018 11:26 ..
mfmm B Payment Request Approval 2 80KB PNGimage 12/19/2018 11:25
& Msic Bl Payment Request Approval 103K8  PNGimage 121972018 1123 ..
W Pictuees Rl Regular Voucher - Nav Collection 36KB PNGimsge 12/18/2018 2:08 PM
B viceos | Unpost Voucher 75K8  PNGimsge 12/18/2018 2:03 M
SRR T £R Updates 19K Microsoft Bxcel W..  12/18/2018 9533 AM
i B Reinemann 33KB  PNGimage 12/18/20188:15 AM
O Appliata B Payment Request Fields 73KE  PNGimage 12/17/20189:48 AM
AL eni R Batch Team Expense Processing 52KB PNGimage 1271372018 7:40 AM
RO B Central Payroll Step 32KB PNGimage 12/13/20187:39 AM
W Dovuoloac |/ Expense Processing 53KB PNGimage 1271202018 11:22
X Fevoiss [ Notify Expenses 31KB PNGimsge 1271272018 1112
- Lk [ Perz 110KB  PNGimage 12/12/2018 7145 AM
MY ot 15 WLEX_STAGED_ERs_TO_BE_FIXED_2018_SAB 12112, 1418KB  Microsoft Excel W.,  12/11/20184:05 M
e || Expense_Reports_Manual_Close_PP14-PP19_And_L.. 2KB TextDocument  12/11/20183:57 PM
£l My Pictures - || Expense_Reports_Manual_Checks_PP14-PP19_And_.. 181KB Text Document 12/11/2018 3:55 PM

B M Vidane

File name: Expense Processing v Al Files ) -

» STEP 40: Once a file is selected, click Upload.

File Attachment x

Choose From

Clear

Cancel Trave! Authorization docx
@ File Size: 69KB
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» STEP 41: The upload will show as complete. Click Done.

File Attachment [ Done |

Choose From

Cancel Travel Authorization.docx
@ File Size: 69KB

Ugluad Comgleie

» STEP 42: The Attachments Uploader will again be displayed to show that the attachment has been
uploaded.

The description field is available and can be used if necessary. An attachment type is required. The
default attachment type for expense reports is Travel Receipts. The types that are available for expense
reports are:

Break Expenses

Conference Agendas

Fleet Non-Availability Slip

Hotel Receipts

Non-Travel Expense Documents
Other Related Documents
Travel Authorization

Travel Receipts

Attachments

Expense Entry
Date 02/15/2023

Expense Type Parking

Amount 30.00 USD
Attachments Details

Add Attachment

Brazeau png

Enter Description

*
Atfachmenet Travel Receipts v

Select RDA
FIS00020

Cancel is available to cancel adding this attachment in case the incorrect attachment was chosen.

NOTE: This is the only time that the Cancel of adding this attachment to this expense line will be
available. Once the attachment has been added, it will no longer be able to be deleted. The description
field would need to be used to note any errors in the attachment(s).
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The User and Name fields will be populated after the attachment has been added.

<STAR

FROJECT

=

Expense Entry

Attachments Details

‘ Add Attachment ‘

=

Date 02/15/2023

Expense Type Parking
Amount 30.00 USD

Brazeau.png
Enter Description

%
Attachmenet Travel Receipts

Select RDA
FIS00020

Attachments

03/03/2023 11:38:51AM

Lucreca DRYER

> STEP 43: The number of attachments will show in to the far right in the Attach Receipt section.

Additional Information

& Attach Receipt (Required)

& Accounting

> |

» STEP 44: Click Save to save the expense report without submitting it for approval. Itis recommended

that you “save early and save often” so that changes do not get lost.

If there is a line that is identified as a duplicate of another expense line on this expense report or a

different expense report, an error will appear. The Review Duplicate Lines button will appear to view the
other expense line that is potentially a duplicate. A duplicate is defined as having the same Expense Date,
Expense Type and Amount.

Meals In-State NoOvernight - 02/27/2023

p- Expense Entry Errors

Correct the following errors prior to submission:

* Duplicate lines without a reason

” Review Duplicate Lines ‘l

» STEP 45: Click the Review Duplicate Lines button. A pop-up window titled Possible Duplicates Exist is
displayed with the Expense report ID and Line Number of that expense report that is potentially a

duplicate. Click on the Expense Report ID/Line Number hyperlink.

=

Duplicate Lines

[ ReportID / Business Purpose

0000879726-4

O Business Travel-In State

TESTING

0000879729-1
Business Travel-In State

test

Possible Duplicates Exist

Date / Type / Amount
02/15/2023

Parking

30UsD

02/15/2023
Parking

30 USD
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» STEP 46: A new window is opened.

Details button.

<STAR

FROJECT

The header of that expense report is displayed. Click the View

Expense Report

Report 0001006366 Paid
Sandra Murphy &

=

Employee Information

Employee GL Bu 44500 -DWD

Employee Profile (#) 0

General Information
Business Purpose Business Travel-In State
Description TAA Training September, 2023
Default Location ‘West Bend, W1

Reference

Employee Headquarter City WORKFORCE DEVELOPMENT, DEPT OF 2200 GREEN TREE RD WEST
BEND WI 53095

Employee Home City Campbelisport \W1 53010-2437

' Receipt Atiachments >

{# Accounting Defaults >

Creation Date 10/12/2023 Sandra Murphy
Updated on 11/23/2023 Micah Griseta

> STEP 47: The expense report that has been identified is displayed. If the expense report has been fully
approved/paid, this page is view only and no changes can be made. If that expense report has not yet
been fully approved/paid, you would need to open a new window and navigate to that expense report
and line to make any changes/corrections.

Expense Entry

TAA Training September, 2023 | [
Sandra Murphy =

Employee Information
Employee GL Bu 44500 - DWD

Employee Profile (#) 0

Last Saved 11/23/2023 T:00PM

Employee Headquarter City WORKFORCE DEVELOPMENT, DEPT OF 2200 GREEN TREE RD WEST
BEND,WI 53095

Employee Home City Campbelisport,WI 53010-2437

Total (2 Items) 50.78 USD Meals In-State NoOvernight - 09/12/2023

7]

Add Delete Filter More.

v Tuesday, September 12, 2023

Expense Date 09/12/2023

Expense Type Meals In-State NoOvernight

travel to Milwaukee 8:00AM
Departure time -2:30

Meals In-State NoOvernight 100 Decrntion PM Return time for TAA Training
travel to Milwaukee §:00AM Departure A
time -2:30 PM Return fime for TAA uso
Training Payment Details
&
Payment Payroll
Mileage Car Si7e
travel to Milwaukee 8:00AM Departure i Amount 11.00 USD
time -3 PM Return fime for TAA usD
Training With a slop in Germantown fo Additional Information

pick up & coworker

Expense Location Milwaukee, Wi

Leave Time(HH:MMAM/PM) 12:00AM

Return Time{HH: MMAM/PM] 12:01AM 24 hrs

& Receipl Altachments 1)

B4 Accounting 1

Receipt Split

Exceptions

Non-Reimbursable Expense [ Mo

HNo Receipt D No
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If that expense report has not been submitted for approval, the Update Details button is displayed.
Expense Report i

Report 0001026008 Pending
Sandra Murphy =)

Employee Information

Employee GL Bu 44500 - DWD Employee Headquarter City WORKFORCE DEVELOPMENT, DEPT OF 2200 GREEN TREE RD WEST
BEND,WI 53095

Employee Home City Campbelisport W1 53010-2437

Employee Profile (#) 0

General Information
*Busi ¥ v
Business Purpose | Business Travelin State & Attach Receipt
*Description | September,, 2023
Default Location |West Bend, Wi Qq

Reference

@4 Accounting Defaults 1>

Creation Date 12/06/2023 Sandra Murphy
Updated on 02726/2024 Sandra Murphy

|

The expense report can be updated and saved.

Expense Entry

February 2024 | [

Roceaira Vorontsov &

Review and Submit

Last Saved 02/09/2024 7:58AM
Employee Information

Employee GL Bu 44500 - DWD Employee Headquarter City WORKFORCE DEVELOPMENT, DEPT OF 2200 GREEN TREE RD WEST
BEND, W1 53095

Empi Profile (#) 0
mpiloyee Profile (#) Employee Home City Campbellsport,W| 53010-2437

i &
Total (11 ltems) 209.75 USD Meals In-State NoOvernight - 08/01/2023
\E| E B Ase ¥ p Expense Entry Errors
Add Delete Filter More Correct the following errors prior to submission:
.‘_, Tuesday, August 01, 2023 i ® Older Transaction — Explanation required for the expense fine older than 61 days

* Duplicate lines without a reason
Meals In-State NoOvermnight

11.00 Z
travel to Cedarburg 8:00AM Review Duplicate Lines
Departure time -4 PM Return time for usD
Cedarburg Library Oulreach
@ F *Expense Date |08/01/2023
Mileage Car Ay
travel to Cedarburg 3:00AM Depariure - *Expense Type |Meals In-State NoOvemight Q |
time -4 PM Return time for Cedarburg uso

Library Outreach
&

travel to Cedarburg 8:00AM
*Description Departure time -4

P Return time for
Cedarburg Library Qutreach

~ Tuesda_y. Al_.lgusl_ﬂﬂ, 202_’3
Meals In-State NoOvemnight

11.00 i
travel to Cedarburg 8:00AM Depariure Payn'len{' Details
time -4 PM Return time for Cedarburg uso
Library Outreach “Payment | Payroll v
@ F (]

-

— . Amount | 11.00 |lusp aq
travel to Cedarburg 8:00AM for library - .
outreach then to Harfford, Wi for job usD Additional Information

fair planning meeting then Depariure
time -4 PM Return time Note_ long

AR Vmnabine |Rcaniiin wn ~
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» STEP 48: If the duplicate was resolved on either the expense report being entered or the expense report
referenced, click the Cancel button on the Possible Duplicates Exist window.

If the duplicate line is a valid duplicate according to your agency policy, and should be approved as is, on
the Possible Duplicates Exist screen on the expense report that is being created, enter a Reason and tab
out of the field. The Reviewed toggle has changed from No to Yes.

‘ Cancel Possible Duplicates Exist w

Duplicate Lines

[} ReportID / Business Purpose Date / Type / Amount Reviewed Reason
00008797264 02/15/2023

0 Business Travel-In State Parking [ Yes ) testing
TESTING 30 USD
NONNR7A779-1 02/15/2023

» STEP 49: If validating duplicates, click the Done button when all duplicate lines have had comments
entered.

‘Cancel‘ Possible Duplicates Exist m

Duplicate Lines

[ Report ID / Business Purpose Date / Type / Amount Reviewed Reason
00008797264 02H32029

o Business Travel-In State Parking ( Yes ) testing
TESTING 30 USD
00008797291 21152023

o Business Travel-In State Parking ( Yes D) test
1o 30 USD

If a duplicate line had a reason entered and it was incorrectly entered, delete the reason and the
Reviewed toggle will be updated to No.

NOTE: The expense report cannot be submitted for approval until the duplicate issue is resolved either
by correcting the duplicate entry or providing a justification comment.

» STEP 50: Click Review and Submit when you have completed filling out the report and are ready to
submit it for approval.

| Expense Entry

|

Stacey Beattie ™)

Review and Submit |

Last Saved 03/08/2024 Z-18PM
Employee Information

Employee GL Bu 50500 - DOA Employee Headguarier City ADMINISTRATION, DEFARTMENT OF 101 EAST WILSON ST MADISON, W1
53703

Empl Profile (#) 0
mployee Profile (#) Employee Home City MADISON WI 53704
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» STEP 51: Once you have saved the expense report, you will not see any changes to the page that you are
currently on. To see the status of the expense report, you would need to click on the pencil icon to return

to the header of the expense report.

Expense Summary

JOB AID DOL I

Stacey Beattie

Employee Information
Employee GL Bu 50500 - DOA

Employee Profile (# 0

» STEP 52: You can see from this page (header) the expense report ID and the status. You are also able to
update anything else you may need that may have been missed in the initial creation of the expense

report. To return to the details, click on the Update Details button.

Update Details

Expense Report

Report 0001027340 Pending
ey’ 6
Employee Headquarter City ADMINISTRATION, DEPARTMENT OF 101 EAST WILSON ST MADISON,WI
53703

Employee Information
Employee GL Bu 50500 - DOA
Employee Home City MADISON,WI 53704

Employee Profile (#) ¢

» STEP 53: Before you can submit your expense report, any errors would need to be corrected.

Errors are indicated on the Review and Submit page. Click Update Details to return to the Detail page to

view the specifics of the error(s).

Update Details Submit

Last Saved 04/05/2024 3:33AM

; Expense Summary

February 2024
Roceaira Vorontsov (&
Employee Headquarter City WORKFORCE DEVELOPMENT, DEPT OF 2200 GREEN TREE RD WEST

Employee Information
BEND,WI 53095

Employee GL Bu 44500 - DWD
EI QNS RIOMe g0 Employee Home City Gampbellsport Wi 53010-2437
- Ermors exist in this expense report, submission not possible until the srrors are corrected. Approval Status
Expense Report Summary Report 1D 0001037456 Pending
Total (11 items) 209.75USD
209.75 USD

Due to Employee
Additional Infermation
>

ail, View Analytics
>

f=i View Printable Report
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Errors are indicated by a red flag and are visible to the left in the listing of all expense lines.

Expense Entry

JOB AID DOC
Stacey Beattie @

Employee Information

Employee GL Bu 50500- DOA
Employee Profile {# 0

Total (2 ltems) 126.50 USD Parking - 02/20/2024
+ | | L] E] E’ p Expense Entry Errors
Add Delets Fifter Mare Correct the following errors priol
+ Tuesday, February 20, 2024 & s Recel: bxpense amodnt
Parking o 5
travel
=y usoD
] & -
w Thursday, February 15, 2024
Mileage Car FiEg 3
travel
usD

Payment Details

» STEP 54: By clicking on each expense type with a red flag, you will be able to see what the error is.

Total (2 ltems) 126.50 USD Parking - 02/20/2024
[ |[Fommeme
Add Delete Filter Mare Correct the following errors prior to submission:
: Tuesday Februar_v 20, 2024 M = Mo Receipt - Expense amount is over 25.01 USD and you do not have a receipt. Explain why.
Faiking 50.00 *Expense Date |02/20/2024
travel e
@ > | *Expense Type |Parking Q |
v Thursday, February 15, 2024
travel o
Mileage Car 76.50 *Description =
travel
usD Eel

» STEP 55: When you are ready to submit your expense report, Click the Review and Submit button.

Expense Entry

el e -

Stacey Beattie © Last Saved 031082024 2 138PM
Employee Information

Employee GL Bu 50500 - DOA Employee Headquarter City ADMINISTRATION, DEPARTMENT OF 101 EAST WILSON ST MADISON, Wi
53703

Employee Profile {#) 0
mployee Profile (#) Employee Home City MADISON.WI 53704
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» STEP 56: You can select View Printable Version to print a copy of the expense report. Choose View
Analytics to access a window where you can view three tabs: Expense by Day/Type, Totals by
Department, and Totals by Project / Activity.

Expense Summary

-JOB AID DOC Update Datails

Stacey Beattie =) Last Saved D308/2024 28PN

Employee Information

Employee GL Bu 50500 - DOA Employee Headquarter City ADMINISTRATION, DEPARTMENT OF 101 EAST WILSON ST MADISON W1
53703
ErplavacRiolic 0 Employee Home City MADISON WI 53704
Expense Report Summary Approval Status
Total (2 ltems) 126.50 USD Report 1D 0001027340 Pending
Due to Employee 126.50 USD

Additional Information

i, View Analytics >

= Notes 3

= View Printable Report 3

» STEP 57: You can add a note on the Review and Submit page. Click Notes.

Expense Summary i

TESTING Update Detais

Roceaira Vorontsov (=) Last Saved 04/05/2024 923AM

Employee Information

Employee GL Bu 44500-DWD Employee Headquarter City WORKFORCE DEVELOPMENT, DEPT OF 2200 GREEN TREE RD WEST
BEND. W1 53095
Empl: Profile (#) 0
Miployee Proniets Employee Home City Campbelispart Wi 53010-2437
Expense Report Summary Approval Status
Total (2 ltems) 86.50 USD Report 1D 0001037457 Pending
Due to Employee 86.50 USD

Additional Information

i, View Analytics #
= Notes >
{= View Printable Report >

> STEP 58: Click Add Notes.

There are ne notes for this expense report.

[[oeww ]}
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» STEP 59: Enter your note. Click Done.

Cancel Notes
l Testing Motes I

» STEP 60: Your note will be displayed. If another note is needed, click Add Notes. If you need
to delete your note, click Edit. If your note is complete, click Done.

NOTE: Once a note has been added and a save has occurred, a note cannot be deleted.

Notes

Add Motes Edit

Date/Time Name Role Notes

04/05/2024 9:53 AM Roceaira Vorontsov Employee Testing Notes

» STEP 60: A save message will be briefly displayed. The Notes “count” will be updated.

Expense Summary

TESTING

Roceaira Viorontsov 5

Your notes have been saved. X

Employee Information

Employee GL Bu 44500 - DWD

Employee Profile (#) 0

Employee Headquarter City \WORKFORCE DEVELCPMENT, DEPT OF 2200 GREEN TREE RD WEST
BEND.WI 53095

Employee Home City Campbellsport W 53010-2437

Expense Report Summary
Total (2 ltems)

Due to Employee
Additional Information

i, View Analytics

Approval Status
86.50 USD Report ID 0001037457 Pending |

86.50 USD

21 Notes

{= View Printable Report

» STEP 61: If you want to validate your note, click Notes. You will see the comment you added.

Cancel

Date/Time

Add Notes Edit

04/05/2024 953 AM

Notes Done

Name Role Notes

Roceaira Vorontsov Employee Testing Motes
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» STEP 62: When you are ready to submit your expense report, click the Submit button.

Expense Summary

Stacey Beattie®) Last Saved 03/08/2024 2 18PM
Employee Information
Employee GL Bu 50500 - DOA Employee Headquarter City ADMINISTRATION, DEFARTMENT OF 101 EAST WILSON ST MADISON,WI
53703

Employee Profile (#) 0
mployee Profile (#) Employee Home City MADISON,W| 53704

» STEP 63: A Submission Confirmation pop-up window appears. This Submission Confirmation contains a
certification statement. If you agree with the certification statement, click the Submit button.

Submission Confirmation

CERTIFICATION: This is to certify that the
data contained in this expense report is
accurate and complies with expense
policy.

> STEP 64: After you submit the report, the system returns you to a summary My Expense Reports page.
It will default to the Awaiting Approval category and the expense report that you just submitted should be
on top. The status has also updated to Submission in Process. The status will eventually changed to
Submitted for Approval.

< Expense Entry My Expense Reports a Q :

Stacey Beattie (©

100047768

Returned A iti A I

waiting Approval i

UliE L] 12 v Create Expense Report

Awaiting Approval il Actions & Description & ReportID & Status Approver Role & Updated Date & Amount &

Rending Eayipent 0 ® Training Classes - STAR 0000432998 o 0112212019 17825 USD >

e = Testing 0000432996 igsz;d for Michele Young HR Supervisor 01/14/2019 30,00 USD >
® EX Testing - 03 0000432995 igg;‘;’\‘fjd o Michele Young HR Supervisor 01/14/2019 3000 USD >
O] EX Testing 0000432992 ﬁfgcr‘e’:s‘s in (Pooled) Prepay Auditor 01/09/2019 40.00 USD >
®© EX Testing 2 0000432993{5 ﬁf&rg;’:‘s n (Pooled) Prepay Auditer 01/09/2019 46.25 USD >

34



