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Creating an Expense Report (ER)

1. Navigate to the UMass ‘Connect To’ page: https://www.umassp.edu/connect

2. From this page, click on the Finance Production link.

£(2) 2] abouttabs %A Connect To University of ... £ifl EO Select Check ] Home - Shared Services £ Suggested Sites (1) v & Suggested Sites v () UMass President’s Office .. i v B v 1 dem v Pagev Safetyr Tools v

Qverview Connect TO

Services

The Connect to page provides University employees with access to key shared service applications. Any applications that are not
shared across all five campuses and the President's Office have one or more campus initials next to them denoting which campuses
utilize the service (Legend: A = Amherst, B = Boston, D = Dartmouth, L = Lowell, M = Medical School, P = President's Office).

Secure Computing
Connect To

About Us

Business Intelligence Student Administration
- Summit - Student System (B.D.L)
= Cognos - Cognos will be retired on 12/31/2016 = Student Daily Status Report / Subscribe

- Document Imaging WebNow (B.D.L)

Finance « Sunapsis (B.D.L)

= Finance Production

Operational /Project Tools

- Finance Reporting

= Finance Daily Status Report / Subscribe = Chartfield Lookup
- Effort Certification - Citrix Web Desktop
= UMass BuyWays = Confluence (UITS

= Service Status Page
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https://www.umassp.edu/connect

3. Log in with your ID and password and select ‘President’s Office’ from the drop down
menu.

ﬂ University of Massachusetts

JMAS!

Secure Access Login

Password

President's Office

Important Signout Message: You must always sign out completely from a UMass Secure Access

Please to click the ion's Sign out or Logout link and elese out of all internet windows.

Forgot Password | Need Help?

4. From the Main Menu, navigate to Employee Self Service /Travel and Expense Center.
Click ‘Create’ under the Expense Report menu.

TFST 01
Favarites | Main Menu > Employes Seff-Sevice  Travel and Expense Center
v H v v

Trave! and Expense Cenfer
ﬁ Travel and Expense Center

Employes Travel and Expense Center

=L Expense Report F Time Report Tavel Authorization
{z| Create, modify, M~y or delete an Expense Report ‘ Create, modiy, pint, view and delete a Time Report reate, modify, print, view, cancel or delete a Travel Authorization
[ Create B Create B Creale

Home | Worist | AddloFavries | §

—r I Moy 2 Moy

I3 Prin E Pt Pt
=I.. Cash Advance @ Forecast Time Print Reports

Create, medify, print, view and delete a Cash Advance, Q Create, modiy or view forecast data Print any one of your expense fransactions,
[ Create [ Forecast Time ] Expense Report
2] Mody [ Review Forecasted Time ] Bar Code Receipt Form
) Print ] Time Report

'E Profiles and Preferences ’:__@I ReviewPayments Other Expense Functions

q Manage your personal, erganizafional and financial detais for travel and expense reporfing, Review history of expense payments View contents in My Wallet, create your own template, or modify and exisfing template,
7] Review/Edit Profil [ Review Expense History ] Create/Update User Template
7] Deleqate Entry Authority [ Review Payments ] My Walket

[ Review Payrol Payments



5. The users Employee ID will automatically default.

a. If the user is entering a report for themselves, click ‘Add a New Value’.

Expense Report

[ Eind an Existing Valug” | RGLLER VAT

Empl ID:|1000X%X%] L

Add

Find an Existing Value | Add a New Value

6. If the user is creating an Expense Report for another employee, click on the
magnifying glass and the list of employees that the user is authorized to
enter for will be returned. Click on the Employee ID link to the left of the

name. Click Add.

Look Up Empl 1D

Search by: EmpiD v Mqlmwmr
-LookUp | | Cancel | Advanced Loohup

Search Resuits
TSt g 1 g L

Erol N
10000mam  Sulivan Audrey J

7. The navigation will then route to a screen that will enable the selection of a Travel
Authorization to populate the Expense Report.

= If a Travel Authorization for the travel being expensed was required per
policy, the TA must be populated into the Expense Report (step 7a below)

= Ifa TA was not required per policy for the incurred expenses the Expense
Report can be created with a TA (step 7b below)



a. If populating the ER with a Travel Authorization- Adjust the ‘From Date’ & ‘To
Date’ as needed to return the applicable TA and Click Search. A list of the
employee’s approved TAs will appear in the ‘Travel Authorization Description’ field.
Click on the link of the applicable TA and the Expense Report will automatically be
populated with the Expense Lines that were entered in the TA. Be sure to update
expense lines as needed to reflect correct amounts, dates and detail for actual
expenses incurred... (See Step 6 below to continue with entry steps).

Favorites | Main Menu > Employee Self-Service

Create Expense Report
Populate From A Travel Authorization

Audrey Sullivan Report ID: MEXT
From Date: 08252016 [¢] To: 01252017 =] Search
avel Autl s
Travel Auth Description Authorization ID Date From  Date To Amount Currency
0.000

b. If a Travel Authorization will not be used to populate the TA click the ‘Return
to Expense Report Entry’ link

Create Expense Report
Populate From A Travel Authorization

Audrey Sullivan Report ID: MEXT

From Date: 09/12/2016 [z To: 011272017 [=] Search

Travel Auth Description Authorization 1D Date From Date To Amount Currency
0.000

Return to Expense Report Entry



8. If the ER is not populated from a TA, it will default to a blank Expense Report Entry
page.

Favclr'ita I‘v'lainvl'«'lenu > Employeegelfﬁemce

Create Travel Authorization
Travel Authorization Entry

Audrey Sullivan User Defaults Authorization ID: NEXT

Quick Start: | A Blank Authorization v | [Go-]

~ General Information

"Event/D inati I Comment:
*Business Purpose: | A |

]

Default location | |

GSA Per Diem Rates
*Date From: [FH*Date To: [E1]
Accounting Defaults More Options: ~|l-eo |

Personalize | Find | B | i

First K 14 of 4 ] La:
Select *Expense Type *Date A t ©

y Type  *Billing Type
[ ]
[ -]
[ v]
[ ]
| Copy Selected | | Delete Selected ] | Check For Errors | [New Expense v Add |
Totals
Authorized Amount: 0.00 USD
| update Totals |
[ Save for Later | Submit | Greate A Cash Advance Project Summary Printable View

Return to Travel and Expense Center

In the Expense Report Entry page complete the fields in the ‘General Information’
Section (*required):

a. *Description- Enter the description of the purpose of travel
b. *Business Purpose- From the drop-down menu, choose the purpose of travel. If

‘Other’ is chosen the business purpose should be clearly defined I the Comments
section.

c. Comment- This field should be used to enter any additional information related to
the travel that is not included in any of the other description fields.

Favuvntes Main_Menu > EmplweegeIf—Service

Create Expense Report

Expense Report Entry
Audrey Sullivan User Defaults Report ID: NEXT
~ General Information I
*Description: [NACUA Conference New York, NY | comment: Attended NACUA Conference in New
York City 12/2/16-12/6/M6.
*Business Purpose: [ Conference V|
Reference:
Default Location:

GSA Per Diem Rates



9. Next click on the ‘Accounting Defaults’ hyperlink.

[ ——

Default Location:
GSA Per Diem Rates

Accounting Defauits Apply Cash Advance(s) More Options:

a. A generic department ID will automatically default in the ‘Dept’. field.

Create Expense Report
Accounting Defaults

Audrey Sullivan Report ID: NEXT
Accounting Summary £}
% *GL Unit  SpeedChart Fund Dept Program Class Eﬁ:“’ Project Activity Oper Unit Affiliate Fund Affil
ffou0o | [UmcElQ, Q @ |[CT000000/Q, Q Q Q| Q| Q| a Q| Q =
Add ChartField Line J Load Defaults | User Defaults
oK

b. Enter the speedtype that the expenses will be charged to in the ‘Speedchart’ field (this
information can be obtained from your department manager). Then tab over to the Fund

field. _

Create Expense Report
Accounting Defaults

Audrey Sullivan Report ID: NEXT
Accounting Summary
% GLUnit  SpeedChart Fund Dept  Program Class PeBus  project Activity OperUnit  Affiliate Fund Affil
fonoo | [ovceiQ [roooer] (@ [ @ [y | A @[ @l @ Ql al @ @ =
Add ChariField Line | LoadDefaults | User Defaults
OK

c. When you tab out of the ‘Speedchart’ field, the fields for the speedtype that was entered
will populate and the speedtype entered will disappear from the field. (This is okay as the
Speedchart field does not be populated to move to the next step). Click OK



10. Next, enter the expenses to be included in the Expense Report. If the ER has been
populated from a Travel Authorization, be sure to update expense lines with
applicable dates, amounts and detail as needed to reflect actual expenses incurred:

= To add additional expense lines-, click on the + icon. A dialogue box will
appear where the number of rows to be added can be entered. Click ok

Accounting Defaults More Options: v|[ eo |

# First Kl 14074 D Last

|
| 7

Personaize | Find | &

Select *Expense Type *Date *Amount Currency *Payment Type  *Billing Type
| v] @
[ ]
[ v
[ ]
| copySelectsd || Delete Selected | | Check For Errars | [New Expense v || Ada |

Authorized Amount: 0.00 UsSD

= To delete expense lines that have been entered, click the ‘Select’ checkbox at
the beginning of the expense line. Then click the ‘Delete Selected’ button. A
dialogue box will appear to confirm deletion.... click the OK button to
complete the deletion of the selected line.

[ vl eo |
Personaiize | Find | B | % First £ 15075 1 Last
Select *Expense Type *Date A t C Pay Type *Billing Type
A ¥ | Airfare v | [12n9z016 5 | 750.000 USD Paid via Prc v | | Procard v | Detail
| a2
| v]
| v]
| v]
| Copy Selected | [ Delete Selected | | Check For Errors | | New Expense v ||W|
Totals
Authorized Amount: TROOND 118N



11. Enter the expense lines as follows (*required fields):

AT VWL Ty

Audrey Sullivan User Defaults Report ID: 0000319438
~ General Information i
*Description: [NACUA Conference New York, NY |  comment: Attended NACUA Conference in New [
York City 12/2/16-12/6/16.
*Business Purpose: [Conference v]
Reference:
Default Location:
GSA Per Diem Rates
Accounting Defaulis Apply Cash Advance(s) Aftachments More Options: v| i GO
*Owverview
Select *Expense Type *Expense Date *Amount Spent *Currency *Payment Type *Billing Type
| Hotel/Lodging v| [ziozzote | 350.00/[USD @, [Paid via Procard | [Procard  w| Detail [+]
| Mileage v| 120222016 5 82.08 USD [Out of Pocket  v| [Out-of-State v| *Detail [*]
| Meals (Per Diem)  v| [12/02/2016 5] | 185.00 [USD Q, [Outof Pocket | [Out-of-State v| *Detai [+]
O Business Meeting /| [12/02/2016 [ | 53.00 USD C [Outof Packet | [Out-of-Stat v| *Defai [+]
| CopySelecled | | DeleteSeleced || CheckForEmors [New Expense V|| Add
Totals
Employee Expenses: 670.08 USD Due Employee: 320.08 USD
Non-Reimbursable Expenses: 0.00 UsD Due Vendor: 0.00 USD
Prepaid Expenses: 350.00 USD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 USD
Cash Advances Applied: 0.00 USD
Definition of Totals . Update Totals
Save Forlater || Submit | Expense Report Project Summary Printable View

Return fo Travel and Expense Center

a. *Expense Type- from the drop-down choose applicable type of expense.
= |f an expense is being reported 120 days or more past the date of the expense,
it is considered to be taxable income per IRS regulations and must be entered
with the Expense Type of ‘Taxable Reimbursement’.
= |f reimbursement is being sought for food purchased for a business meeting,
the Expense Type ‘Business Meeting’ should be selected and a completed
Entertainment Expense Form must be attached to the ER.
b. *Expense Date- date of expense/travel date.
c. *Amount Spent- Amount of expense (See letter g. below (Detail Link) below for
entering mileage and Per Diem



o Calculating Mileage- click on the ‘Detail’ link. Enter the required
fields into the Details page and enter the total miles for the travel date.
Dollar amount for mileage ($.54/mile) will automatically be calculated
when tabbing out of the ‘Miles ‘field or by clicking the ‘Calc Mileage’
button. Then enter the Description.... this should include the
identification of the departure and the destination locations. Once
fields are complete, click the ‘Return to Expense Entry’ link. Please
refer to page of the Travel Manual for policy detail on calculating
mileage.

Create Expense Report
Expense Detail Tor Mileage (Line 3)
Audrey Sullivan Report ID: MEXT

About This Expense iy
*Expense Date: 12/02/2016  |[5]

*Payment Type: [Cut of Pocket | O ne Receipt
~Billing Type: | Out-of-State Travel v| HNon-Reimbursable
*Miles: 152 »  0.5400
*Description: Round trip from Ludlow, MA (home)
1o Mew York City
=Amount Spent: 2208
= urrency: uUsD
*Exchange Rate: 10000 DD o By
& Default Rate
Reimbursement Amit: 22 08 UsSD

e 11T T —————————————————————

Location Amount: |

Mo Receipt: |

Accounting Detail
Check Expense For Ermmors

Beturm to Expense Report

o Calculating Per Diem amounts- click on the ‘GSA Per Diem Rates’ link
(highlighted below). You will be navigated to the GSA website to access a table
of Per Diem rates based on the travel destination. See the ‘Meal Expenses’ section
of the Travel Manual for detailed use of this table and calculating Per Diem
rates. Travel Manual


https://www.umassp.edu/sites/umassp.edu/files/content/resources/central-guidelines/travel/Travel%20Manual_2016_01052016.pdf

Create Expense Report

Expense Report Entry

Audrey Sullivan User Defaulis Report ID: MEXT
~ 7
*Description: [NACUA Conference New York, NY |  comment: Aftended NACUA Conference in New 2
York City 12/2/16-12/6/16.
*Business Purpose: [Conference ]
Reference:

Default Location:

GSA Per Diem Rates

Accounting Defaults Apply Cash Advance(s More Options: vl GO
e HH < ]
Select *Expense Type *Expense Date *Amount Spent *Currency *Payment Type *Billing Type
| 12/02/2016 300.00 [USD @ [Paid via Procard v [Procard | Detail 3]
] Meals (Per Diem) ~| [1210212018 [ 58.00[USD @, [Out of Pocket ~| [Out-of-State »| “Detail ]
] Other Travel Expense ‘| [12/02/2016 [ 225.00/[USD ) [Out of Pocket w| [Out-of-State v| “Detail +]
=
Copy Selected Delete Selected Check For Emors [New Expense || Add
Employee Expenses: 583.00 USD Due Employee: 283 00 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 300.00 USD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 USD
Cash Advances Applied: 0.00 USD
Definition of Totals Update Totals

Currency- will automatically default to “‘USD’.

*Payment Type- from the drop-down choose intended form of payment ‘Paid via
Procard’ or ‘Out of Pocket’.

*Billing Type- this field is used to identify if the travel was In-State, Out-of-State or

Foreign. Non-Travel should be used for supplies or business meals. If ‘Paid
via ProCard’ is chosen as the Payment Type, ‘ProCard’ must be chosen for the
Billing Type.

*Detail Link - Click the Detail Link. This opens a view where the expense
description and additional information is entered. Populate all (*) required fields
not already auto-populated.

= A full description of the type of expense incurred must be included here for
Expense Types entered as ‘Taxable Reimbursement’

* The ‘No Receipt ‘box should not be checked if a receipt is not available,
however a Missing Receipt Affidavit must be completed and attached to the
ER for expenses over $25 per Central’s Travel Policy. A notation of the
Missing Receipt Affidavit should be added to the ‘No Receipt’ field under
the Exceptions Comments section.

10



Create Expense Report

Expense Detail for Business Meeting (Line 1)
Audrey Sullivan Report 1D: MEXT

“Expense Date: 12/020/2016 | [F)

*Payment Type: | Out of Pocket « | [ Mo Receipt
“Billing Type: | Dut-of-State Travel - | Non-Reimbursable
Theseription: the ABC Company 1o aecies | = r—?‘

conulting] contract L
“Amount Spemnt: IW
FHCUrTency: s o
*Exchange Rate: Im o B

= Drefault Rate
Reimbursement Amt: 532.00 LUSD
Exception Comments £

Location Amount: [

Mo Receipt: |

Accounting Dretail
Add Additional Attendees
Receipt Split
Check Expense For Errors

Return to Expense Report

> Additional links within ‘Detail’ view:

= Accounting Detail Link- this will show the accounting detail for the expense
line. You should never have to change the account code listed here, it should
default from the combination of Expense Type and Billing Type chosen.

= Add Additional Attendees Link- This is link is visible used when “Business
Expense” is selected for food purchased for/at a business meeting. Per IRS
regulations, all attendees at the meeting must be identified. To add attendees,
click on the link. The employee name will be returned. Click on the ‘+’ sign
to add the additional attendees

Expense Report
Attendees
Audrey Sullivan Report ID: 0000319438

Aftendees are required for the Business Meeting expense on line 4. Please list
the attendees associated with this expense.

L N

|Sullivan, Audrey J |Univ of Mass Pres Office [ProCard and Travel 5p x +] [=]
|Doe,Jane |Gray Manufacturing [Marketing Director [+][=]
Ok

11



» Additional options in the Expense Entry page:

= The Expense addition drop down menu can be used to add new Expense rows,
add multiple expense rows from a list of expenses. Expense Types can be
selected to appear only once in the ER or to appear within all days for a date
range for the individual ER (similar to the Saved Template option). Expenses can
also be accessed from the ‘My Wallet’ feature which can be set up in the ‘Other
Expense Functions’ page of the Employee Self Service/Travel and Expense
Center.

L S 1

Audrey Sullivan User Defaults Report ID: 0000319438
~ General Information g
*Description: [NACUA Conference New York, MY | C NACUA C in Mew
York Cily 12/2/16-12/6/16_
i P [Conference ~]
Reference:

Default Location:
GSA Per Diem Rates

Accounting Defaulls Apply Cash Advance{s} More Opti: ~] GO
~Overiew
Select *Expense Type *Expense Date Spent ~Cu ! Type *Billing Type

_ Hotel/lodging ~| [12r0z2016 |[FEH [ 350.00|[USD < [Paid via Procard ~| [Procarg ~| Detan
|| Mileage ~| 1270272016 [5] 32.08 USD [Cut of Focket ~] [Cutof-State ~]| *Detail
—_ Meals (Per Diem) ~| [12m0220186 |[F) [ 185.00/[USD <, [Out of Pocket ~| [Out-of-State ~| “Detail
_ Business Meeting ~| [12/022016 [53 [ 53.00 [USD =[O ~| |Out-of-State ~
Copy Selected Delete Selected Check For Errors [Mew Expense <] Add

Employee Expenses: 670.08 USD Due Employee: 320.08 USD

N i sable 0.00 USD Due Vendor: 0.00 USD

Prepaid Expenses: 350.00 USD

Employee Credits: 0.00 USD

Vendor Credits: 0.00 USD

Cash Advances Applied: 0.00 USD

Definition of Totals Update Totals

SaveniCosl-alon 1 b Submi, J Report Project Printable View

Return 1o Travel and Expense Cenler

= Check for Errors button- this option can be used to check for errors in the ER.
The ER will automatically be checked for errors upon saving.

AP T BN S L iR Y

Audrey Sullivan User Defaulis Report 1D: 0000319438
~ General Information i3
*Description: [NACUA Conference Mew York, NY | C NACUA Ci in New
York City 12/2/16-12/6/16.
i P [ Cenference ~
Reference:

Default Location:
GSA Per Diem Rates

Accounting Defaults Apply Cash Advance(s} More Opti

Select *Expense Type *Expense Date Spent *Cu ¥ Type *Billing Type

(] Hotel/lodging ~]| [12r022016 5] [ 350.00|[USD <y [Paid via Procard ~| [Procarg | Detail
] Mileage ~| 1270272016 =) 82.08 USD [Out of Pocket ~| [Oui-of-State ~| “Detail
= Meals (Per Diem) ~| [12/02/2016 3] [ 185 00/ [USD <, [©ut of Pocket ~| [Cui-of-State ~| *Detail
(| Business Meeting ~| [12r02r20; [ | 53.00 [us <y [ Out of Pocket ~| [Out-of-state «| *Detail
Gopy Selected ] [ Delete Selected | Check For Ermors ] [Mew Expense ]| Agd

Employee Expenses: 670.08 USD e Employee: 320.08 USD

N il sable 0.00 USD Due Vendor: 000 USD

Prepaid Expenses: 350.00 USD

Employee Credits: 0.00 USD

Vendor Credits: 0.00 USD

Cash Advances Applied: 0.00 USD

Definition of Totals Update Totals

Savesbokl-aten Submit Report Project v Printable View

Return to Travel and Expense Center

12



12. An Expense Report can be submitted upon completion or saved for
modification/completion at a later date-

» If report is being saved for later entry/submission, click ‘Save for Later’. See step
1-a. on pg. 14 below if error flags exist. See step 2 on pg. 15 below if ready to attach
documents.

» The report can be accessed later by navigating to- Employee Self-Service/Travel and
Expense Center/Expense Reports/ Create/click on Find an Existing Value.

York City 12/2/16-12/6/16_
*Business Purpose: [Conference ~|

Reference:

Default Location:

GSA Per Diem Rates

Accounting Defaults Apply Cash Advance(s) Aftachments More Options:

“Overviow

Select *Expense Type *Expense Date *Amount Spent *Currency *Payment Type

*Billing Type

| Holel/Lodging ~v| 121022016 [ [ 350.00 [USD @, [Paid via Procard ~| [Procard | |Detail =]
| Mileage | 121022016 [[5]) 82.08 USD [Out of Pocket  w| [Out-of-State ™| *Detail *]
| Meals (Per Diem) v 121022016 [[5) [ 185.00/[USD Q [Outof Pocket  ~| [Out-of-State | *Detail ]
O Business Meeting ~| [hzr0z2016 [3) [ 53.00 [USD ), [Outof Pocket | [Out-of-State v| *Detail [+]
Copy Selected | | Delete Selected Check For Errors [New Expense || Add |

Totals

Employee Expenses: B70.08 USD Due Employee: 320.08 USD

Mon-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD

Prepaid Expenses: 350.00 USD

Employee Credits: 0.00 USD

Vendor Credits: 0.00 USD

Cash Advances Applied: 0.00 USD

Definition of Totals Update Totals

5o ey = i it Expense Report Project Summary Printable View

Return to Travel and Expense Center

> IfERis ready to be submitted proceed to the next step below.

13



Submitting an Expense Report for Approval

1. If the Expense Report has been completed in full and is ready to be submitted, click ‘Save for
Later’.

York City 12/2/16-12/6/16_ |

| Conference ~|

Reference:

Default Location: | ]

GSA Per Diem Rates

Apply Cash Advance(s} More Opti

Accounting Defaulis

Select *Expense Type *Expense Date *Amount Spent *Currency *Payment Type *Billing Type
O HotellLodging ~| [12r0212016 [[FH) | 350.00/[USD C [Paid via Procard ~| |Procard | |Detail
O Mileage ~| [12r022016 [FH) 8208 USD [out of Pocket ~| [Out-oF-State ~| “Detail
O Meals (Per Diem) | [12/0272016 [5) [ 185.00 [USD Q@ [Out of Pocket ~| [Out-of-State »| *Detail
(| Business Meeting ~| [hzrozrzo16 [5) [ 53.00 [USD < [Out of Pocket | [Out-ofState | *Detail
| Copy Selected | | Delete ] Check For Ermors | [New Expense <] Add |

Employee Expenses: 870.08 USD Due Employee: 320.08 USD
Non-Reil sable E: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 350.00 UsSD
Employee Credits: 000 USD
Vendor Credits: 0.00 USD
Cash Advances Applied: 0.00 USD

Definition of Toials | Update Totals |

| SaveForLater |

Submil Report Project

Return to Travel and Expense Center

Printable View

a. Any existing errors in the Expense Report will be indicated with a red flag. Click on
the red flag to navigate to the field in error. A description of the error will be detailed
in red.

Create Expense Report
Expense Report Entry
Audrey Sullivan

User Defaulls Report 1D: 0000319438

General Information

“Description: [NAaCUAC New York, NY ] < Attended NACUA Conference in New
York City 12/2/16-12/6/16.
~Business Purpose: [Conference ~]
Reference:
Default Location: | |
GSA Per Diem Rales
Accounting Defaulls Apply Cash Advance(s} Allachmenls More Options: o |

eleXxy *Expense Type *Expense Date Spent *C v Type *Billing Type

(] HotelLodging ~| [1z2roz/z016 [[E [ 350.00/ [USD <y [Paid via Procard _~~ Procard | |Detail =1
(| P [mileage ~| [12r0z2/2016 [E] 82.08 USD [ Out of Pocket ~]| [Out-of-Statc ~| =Detan =]
[} Meails (Per Diem) ~] [12r02/2016 |5 [ 18500/ [USD < [Out of Pocket ~]| [Out-ofStatc ~]| *Detail
—_ P [Business Meeting ~] [12r02/2016 |[= [ 53.00/[USD < [Out of Pocket ~| [CutofState ~]| *Detail
Copy Selected ] 1 Delete Selected ] 1 Check For Errors | Mew ~] [ Add |

Employee Expenses:
- €

Prepaid Expenses:
Employee Credits:
Vendor Credits:

Cash Advances Applied:

670.08
0.00
350,00
o.00
0.00
o.00

usD
usD
usD
usD
usD
usD

Due Employee:
Due Vendor:

320,08 USD
0.00 USD

Definition of Totals

Update Totals

14



e

-
Favorites @ Main Menu > Employves Self-Service

Create Expense Report
Expense Detail for Mileage (Line 2)
Audrey Sullivan Report ID: Q000319438

Please enter or update the following information:

= Description

About This Expense 5§

*Expense Date: [2/02/2016  |[=]

“Payment Type: [ Out of Pocket ~| [ No Receipt

*Billing Type: [Cut-of-State Travel ~| [ Non-Reimbursable
“Miles: 152 ® 0.5400

*Description: LEd]

*Amount Spent: a2.08
~Currency: uso |
*Exchange Rate: 100000000 L) B

M Default Rate

Reimbursement Amt: 82 08 uUsoD

Exception Comments =z

Location Amount:
No Receipt:

Accounting Detail
| Check Expense For Emmors |

Retum to Expense Report

b. Once all errors have been corrected, click Save for Later again. No red flags should
exist.

2. Next click on the ‘Attachments’ link. This will be used to attach receipts and backup
documentation required for the Expense Report.

Create Expense Report

Expense Report Entry

Audrey Sullivan User Defaults Report ID: 0000319438
~ General Information i
*Description: [MACUA Conference New York, NY ] « NACUA Cor in New
York City 12/2/16-12/6/16.
*Business Purpose: = ~]
Reference:
Default Location: | \ |
GSA Per Diem Rates
Cash Advance(s) Aftachments More Options: ~|| ‘o |
Select *Expense Type *Expense Date Spent *Ci i Type *Billing Type
(] HotellLodging ~| [12r0z/2016 ([H [ 35000/ [USD . [Paid via Procard ~| [Procard ~| |Detan
[} Mileage ~]| [12/02/2016 |[5H] 82 08/ USD [Out of Pocket ~]| [Out-of-State ~| *Detail
(] Meals (Per Diem) ~]| [12/02/2016 |[5H] [ 185 00/ [USD < [Out of Pocket ~]| [Out-of-State ~| ~Detai
(| Business Meeting ~| [Fzr0zz046 [5 [ 53_00|[USD <y [Out of Pocket ~| [Out-oi-State ~| *Detail
| Copy Selecied ]| Delste ]| Check For Emors ] [Mew || Add |
Employee Expenses: 670.08 USD Due Employee: 320.08 USD
N i sable 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 350.00 USD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 USD
Cash Advances Applied: 0.00 USD
Definition of Totals | Update Totals
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a. Click on the ‘Add Attachment’ icon

Favorites | Main Menu > Employee Self-Service
- : - -

Create Expense Report
Expense Report Entry
Audrey Sullivan Report ID: 0000319438

View Attachments Personalize | Find | B | =

b. Click Browse to search for the applicable file. Attachments should be in PDF or other
imaging format such as JPEG or TIFF. MS Word or Excel should NEVER be used.

File Attachment

c. Choose file and click ‘Upload’ to attach.

File Attachment
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d. Additional attachments can be added by clicking on the ‘+’ icon

e nm—— e e e g . ——————

Create Expense Report

Expense Report Entry

Audrey Sullivan Report ID: 0000319438

View Attachments Personalize | Find | B | First K 1 of 1

Altachment ynique Sys Filename Delete Attachment  View Attachment
0000319438_ 012_25_ 2016FW__procard_fransaction.pdf | E2)

OK |

AL IS IV L iy

Audrey Sullivan User Defaults Report ID: 0000319438
~ General Information
*Description: [NACUA Conference New York, NY | comment: NACUA C e in New
York Gity 12/2/16-12/6/16.
*Business Purpose: (€ v|
Reference:

Default Location: | |

GSA Per Diem Rates

Select *Expense Type *Expense Date *Amount Spent *Currency *Payment Type *Billing Type

O Hotel/Lodging | [12/022016 5] [ 350.00 [USD @ [Paid via Procard ~| [Procard | Detail

O Mileage | [12/022016 |5 82.08 USD [Out of Pocket | [Out-of-State w| *Detail

| Meals (Per Diem) | (121022016 [ [ 185.00/[USD Q, [Outof Pocket  ~| [Out-of-State | *Detail

] Business Meeting | [12/022016 [ [ 53.00 [USD Q) [Out of Pocket  ~| [Out-of-State | *Detail
| CopysSelected || Delste Selected J | Check For Errors J [New Expense ]| Add |
Employee Expenses: 670.08 USD Due Employee: 320.08 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 350,00 USD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 USD
Cash Advances Applied: 0.00 USD

Definition of Totals Update Totals |

| saveForiater || Subm | Expense Report Project Sum Printable View
Return to Travel and Expense Center
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3. Once all documents have been attached and report is ready to be submitted for
approval, click ‘Submit’.

B AP T BV T L Rl ERE Y

Audrey Sullivan User Defaults Report ID: 0000319438
~+ General Information i
*Description: [NACUA Conference Mew York, NY = NACUA C e in New
York City 12/2/16-12/6/16.
*Business Purpose: [€ v
Reference:

Default Location: | |

GSA Per Diem Rates

Accounting Defaults Apply Cash Advance(s) Aftachments More Options: v
Personalize | Find | View !/

Select *Expense Type *Expense Date *Amount Spent *Currency *Payment Type *Billing Type
] Hotel/Lodging wv| [12/022016 5] [ 350.00 [USD Q [Paid via Procard ~| [Procard  w| Detail
O Mileage | [12r022016 [[F) 82.08 USD [Out of Pocket  v| [Out-of-State v| Detail
O Meals (Per Diem) | [12/0272016 [[5) [ 185.00/[USD @, [Out of Pocket | [Out-of-State | *Detail
] Business Meeting | 12022016 [5H] [ 53.00/[USD ), [Outof Pocket  ~| [Out-of-State | *Detail
| Copy Selecied | | Delete Selected | | Check For Errors | [New Expense ] | Add |
Employee Expenses: 670.08 USD Due Employee: 320.08 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 000 UsSD
Prepaid Expenses: 350.00 USD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 USD
Cash Advances Applied: 0.00 USD
Definition of Totals | Update Totals |
| saveForlater || Submit | Expense Report Project Sumi Printable View

Return to Travel and Expense Center

4. A page will appear to allow final validation of submission. To proceed with
submission, click ‘OK”’

TEST Q1
Favorites : Main Menu > Employee Self-Service

Create Expense Report

Save Confirmation

Audrey Sullivan Report ID: 0000319438

Expense Report Totals

Employee Expenses: 670.08 USD Due Employee: 32008 UsSD
MNon-Reimbursable Expenses: 0.00 USD 0.00 USD
Prepaid Expenses: 350,00 USD
Employee Credits: 0.00 USD

Vendor Credits: 0.00 USD

Cash Advances Applied: 0.00 USD

V Click OK to submit, or click Cancel to retumn to the expense report without submitting.

- oK || cancel |
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5. The navigation will automatically return to the Expense Entry page. A printable
version of the report can be produced by clicking the “Printable View’ link.

o

e
avorites | Main Menu > Employee Self-Service
Audrey Sullivan User Detaulls Heporo i DUDOZTE43E

General Information

Description: MACUA Conference Mew York, NY Comment: Aftended NACUA Conference in Mew
N York City 12/2M16-12/6/16.
Business Purpose: Confarence
Status: Suwbmission in Process Reference:
Default Location: Last Updated: 12/25/2016 By: CASULLIV
Post State: Mot Applied

GSA Per Diem Rates

More Options: =

Personalize | Find | \

*Expense Date *Amount Spent *Currency *Payment Type
Hotel/Lodging 12/02/2016 35000 USD Paid via Procard Procard Detail
Mileage 12/0272016 82,08 USD Out of Pocket Out-of-State Travel |Detail
Meals (Per Diem) 12/02/2016 185.00 USD Qut of Pocket Out-of-State Travel |Detail
Business Meeting 12/0252016 53.00USD Out of Pocket Out-of-State Travel Detail
Totals
Employee Expenses: 67008 UsSD Due Employee: 320 08 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.0 UsD
Prepaid Expenses: 35000 USD
Employee Credits: 0.00 USD
Vendor Credits: 000 UsSD
Cash Advances Applied: 0.00 UsD
Definition of Totals / \

Expense Report Project Summary Printable View
| [ERetumn to Search | |[=] Notify ]

6. As the last step, the employee’s department manager/designated approver(s) must be
notified that the Expense Report is ready for approval. To proceed to this step, make
note of the Expense Report ID and click the Notify button at the bottom page.

:avo'rit&s MainvMenu > Employee §eIffServi|:e
Audrey Sullvan User Letaults Hepor iu: 00U0319438

~ General Information

Description: MNACUA Conference Mew York, MY Comment: Attended NACUA Conference in New
York City 12/2/16-12/6/16_
Business Purpose: Conference
Status: Submission in Process Reference:
Default Location: | | Last Updated: 12/25/2016 By: CASULLIV
Post State: HNaot Applied

GSA Per Diem Rates

(I ] GO

Personalize | Find |

Accouniing Defaults

More Options:

*Expense Type *Expense Date =Amount Spent *Currency *Payment Type *Billing Type
Hotell odging 124022016 35000 USD Paid via Procard Procard Detail
Mileage 12/02/2016 82,08 USD Out of Pocket Out-of-State Travel Detail
Meals (Per Diem) 120022016 185 00 USD Out of Pocket Oui-of-State Travel Detail
Business Meeting 120272016 53 .00 USD QOut of Pocket Qut-of-State Travel Detail
Employee Expenses: 67008 USD Due Employee: 32008 USD
Non-Reimbursable Expenses: o0 UsD Due Vendor: 0.00 USD
Prepaid Expenses: 35000 USD
Employee Credits: 000 UsSD
Vendor Credits: 000 UsD
Cash Advances Applied: 000 USD
Definition of Totals

Expense Report Project Summanry Printable View

[[E*Retum to Search | [[=] Notity |

19



a. This navigation will lead to the Send Notification page (below). This page allows for the
creation of a PeopleSoft generated e-mail to be sent to the Expense Report approver(s).
The e-mail acts as notification that the Report is ready for approval.

* Donahue Institute employees, please see below for specific departmental
workflow notification requirements:

» Donahue Institute employees- It is not necessary to send an e-mail notification once an
ER is submitted. As the next step in the workflow, Debbie Rice will monitor and review
all D.I. department ERs from her worklist and then notify the applicable
Department Manager/PI that the ER is ready for their approval.

Send Notification

Type names or email addresses in the To, CC, or BCC fields, using a semi-colon as a separator.
Click LODKUP RECIFIENT to search for a name. Click DELIVERY OPTIONS to view or change the method ofthe send.

Lookup Recipient

To: Delivery Options
< RichText
CcC:
4
BCC:
V
Priority: ¥
Subject: |<Enter Subject here= @
4
Template: |\Workflow Notification
Priority: % MotificationPriority
-
Date Sent: 2016-12-12 P
Message: Qé

£

Click OK to send this notification and exit this page. Click Cancel to exit this page without sending a notification.
Click Apply to send this notification and remain on this page.

OK Cancel Apply
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b. To enter the recipient’s e-mail address, click the ‘Lookup Recipient’ link.

Send Notification

Type names or email addresses in the To, CC, or BCC fields, using a semi-colon as a separator.

Click LOOKUP RECIPIENT to search for a name. Click DELIWVERY OPTIONS to vieywe ange the method o esgnd.
Notification Details Lookup Recipient

Tor Delivery Options
= [ RichText

ccC:

BCC:

Priority: hl |

Subject: |=Enter Subject here= l@
=
-
P

Template: |Workflow Motification
Priority: %% MotificationPriority

Date Sent: 2016-12-12

Message:

Click OK to send this notification and exit this page. Click Cancel to exit this page without sending a notification.
Click Apply to send this notification and remain on this page.

| ok || cancel | Apply |

c. Enter the first recipient’s name in the Name field of the Recipient Search section and
click Search. A list of key word search results will be returned.

Send MNMotification

Lookup Address

Recipient Search

Personalize | Find | view =i | B | =i
To T boo Recipiend Email Address User ID
1 1 1

| Add to Recipient List |

Recipient List

Lol -

BCC:
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TEST a1
Favorites © Main Menu > Employee Self-Service
- : - =

Send Notification

Lookup Address

Search Results Personalize | Find | view on | B | #E
To cc bco Recipient Email Address User ID
1 ] (| ) WWang,Holly T. hwang@umassp.edu CHWANG
] O (| wang, Holly T. SUMI0062977

| Add to Recipient List |

Recipient List

d. Check the appropriate box --To, CC, BCC-- for the recipient and then click the ‘Add to
Recipient List’ button. Repeat search/add steps for all required e-mail addresses. Once
all recipients are added, click OK.

Send Motification

Lookup Address

Recipient Search

Mame: [wang,holly
| Search |
Search Results Personalize | Find | View A0 | =l 1 [==
To cC boc Recipient Email Address User ID
[~ 1 1] - Wang, Holhy T. hwang@umassp. edu CHWANG
— 1 | & VWang, Holly T. SUMI0062977T
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e. Enter the Expense Report number as reference in the ‘Subject’ field. Additional detail
can be entered in the ‘Message’ field. Once complete, click OK.

worites M™Main Menu > Employee Self-Service
- : - -

Send Notification

Type names or email addresses in the To, CC, or BCC fields, using a semi-colon as a separator.

Click LOOKUFP RECIPIENT to search for a name. Click DELIVERY OPTIONS to view or change the method of the send.

MNotincation Detaills Lookup Recipient

To: |Wang,Holly T /ACHWANG Delivery Options

[ RichText

L e

BCC:

Priority: .
Subject: |ER 0000319438

Template: |Workflow Motification

Priority: %MNotficationPrionty

Date Sent: 2016-12-25

[+
-~
~

=23

Message: | Expense Approval 219432 has been submitted for yvour
approval. Thank you, Audrey|

lick Ok to send this notification and exit this page. Click Cancel to exit this page without sending a notification.
dick Apply to send this notification and remain on this page.
Ok ] | cancel ] | Apphy ]

f. Once ‘OK’ is clicked the navigation will route back to the Expense Report Entry page.
This page can be exited at this point.

o

e
Favorites | Main Menu > Employee Self-Service

WView Expense Report
Expense Report Detail

Awudrey Sullivan User Defaults Report 1D: 0000319438

~ General Information

Description: MNACUA Conference Mew York, NY Comment: Attended NACUA Conference in Mew
York City 12/2/16-12/6/M16.
Business Purpose: Conference
Status: Submission in Process Reference:
Default Location: Last Updated: 1272572016 By: CASULLIV
Post State: Mot Applied

GSA Per Diem Rates

A efaults Attachments More Options:

*Expense Type *Expense Date *Amount Spent *Currency *Payment Type: *Billing Type

Hotell odging 1270272016 35000 USD Paid via Procard Procard Detail
Mileage 1270272016 82 08 USD Out of Pocket Out-of-State Travel Detail
Meals (Per Diem) 1270272016 18500 USD Out of Pocket Out-of-State Travel Detail
Business Meeting 1270272016 53 .00 USD Out of Pocket Out-of-State Travel Detail

Employee Expenses: 67008 USD Due Employee: 32008 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 350,00 USD
Employee Credits: 0.00 USD
Vendor Credits: 000 UsSD
Cash Advances Applied: 000 UsSD

Definition of Totals
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g. The recipient will receive the notification in their Outlook inbox (example below). A link
to the Expense Report will be included in the body of the e-mail.

2 Reply [Ea Reply All 3 Forward

asullivan@umassp.edu Sullivan, Audrey 7:52 PR

ER 0000219438

-~

Actio ems + Get more apps

wworkflow MNotification

Priority:

Date Sent: 2016-12-25

Sent To: Sullivan,Audrey 1/ CASULLIW

cc:

Please click on the link below to access this transaction (You must be logged into PeopleSoft Finance Application before
clicking on link):

hitps: /s

tst.fs.umasscs.net/psp/fststo91/EMPLOYEE/ERP/c/APPROWE EXPEMSE TRAMSACTIOMNS.EX APPRVL WORKLIST.GEL?
Page=EX ALL TN APPRE&SHEET ID=0000319438&Action=U

MMessage Text:

Expense Approval 319438 has been submitted for your approwval. Thank you, Audrey

*Note- Once an Expense Report is submitted, it can no longer be accessed by the employee or
authorized user unless it is “sent back” by an approver. If an Expense Report is sent back for
revision, the creator of the Expense Report will receive an e-mail notification from the approver
who has sent it back. The notification will include the reason that the Expense Report is being
sent back and the steps needed to correct it. The Expense Report will then need to be submitted
through the full cycle of workflow approval again.

Additional Expense Report Actions (Modify , View, Print, Delete)
Please note the following regarding additional action on an ER:

o An Expense Report cannot be deleted or modified if it has been fully approved by
the PrePay Auditor.

o Ifan ER has already been submitted (but not fully approved), the ER can be
returned to the Creator to complete the applicable action.

o An ER can be viewed and printed at any phase of the approval process including
after it has been fully approved.
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Follow the steps below to access these actions via the Expense Report Menu:

1. From the Main Menu, navigate to Employee Self-Service/ Travel and Expense
Center (folder). Under the Expense Report header, click on the hyperlink of the

applicable action to be performed.

Favorites © Main Menu > Employee Self-Service > Travel and Expense Center
.o - >

Travel and Expense Center

KVJ Travel and Expense Center

Employee Travel and Expense Center

Expense Report
Create, modify, print, view or delete an Expense Report

Time Report
) Create, mndliy print, view and delete a Time Report
=

[ Create
=] Modify
=] Print
2 More...
¥=| Cash Advance i Forecast Time
& Create, modify, print, view and delete a Cash Advance. reate, modify or view forecast data
5] Create " [E Forecast Time
5] Modify = Review Forecasted Time
1= Print
2 More.
== Profiles and Preferences } Review Payments

Manage your personal, organizational and financial details for travel and

-a Review history of expense payments
expense reporting.

eview Expense History

=] Review/Edit Profile eview Payments
[= Delegate Entry Authority = Review Payroll Payments

# Travel Authorization
-=| Create, modify, print, view, cancel or delete a Travel Authorization
= |- Create
Modify
F Print
3 More...

e Print Reports
\'}v Print any one of your expense transactions.
=] Expense Report
= Bar Code Receipt Form

B T\me Report
More...

Other Expense Functions
View contents in My Wallet, create your own template, or medify and existing
template.
B Cleate/Update User Template
= My Wallet

Click ‘2 More’ to display the full menu including the Delete and View hyperlinks

TECT Q1
Favorites : Main Menu > Employee Self-Service > Travel and Expense Center
- B - >

Travel and Expense Center

W Travel and Expense Center
Employee Travel and Expense Center

Expense Report
Create, modify, print, view or delete an Expense Report

Time Report
O Create, modify, print, view and delete a Time Report

B Crea|e ’V: Create
lodify Modify

=] Pnnl = Print

ZMore... 2More_
Cash Advance Forecast Time
Create, modify, print, view and delete a Cash Advance. Create, modify or view forecast data
= Create =] Eorecast Time
= Modify F=l Review Forecasted Time
=] Print

ZMore...
== Profiles and Preferences = ’J Review Payments

Manage your personal, organizational and financial details for travel and “19)" Review history of expense payments

expense reporiing. = Review Expense Histol
=) Review/Edit Profile = Review Payments
=] Delegate Entry Authorit =] Review Payroll Payments

# Travel Authorization
reate, modify, print, view, cancel or delete a Travel Authorization

e Print Reports
\3‘ Print any one of your expense transactions.
I Expense Report
I Bar Cods Recsipt Fom
1= Time Report
Ziae

Other Expense Functions
View contents in My Wallet, create your own template, or modify and existir
template.
[=l Create/Update User Template
= My Wallet

2. Once the applicable hyperlink has been selected, follow the field prompts to complete

the action.

1ENT Ul
Favorites © Main Menu > Employee Self-Service » Travel and Expense Center

Travel and Expense Center

Expense Report

Create, modify, print, view or delete an Expense Report

; Create = Modify
Create an Expense Report 1| Modify an Expense Report

= Delete

= View e
View an Expense Report I Delete an Expense Report

o Print
i~ | Print an Expense Report
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