How to use Travel Reduction Expense Type
A new Expense Type in E-Reimbursement has been created called: Travel Reduction

You cannot select the Payment Type of University Prepaid if the Expense Type is Travel Reduction. Also,
the total amount for the overall report cannot be negative.
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Once you enter a negative amount and submit the expense report or check for errors, a page called
Credit Information will be displayed. A short description (60 characters or less) is required to be
entered. Click OK.



Create Expense Report

Credit information for line 2.
SHARON SCHWARTZ Report ID: NEXT

Please enter information about the original expense that you are backing out with this negative amount. This
could be the ID and line number of the expense report that contains the original expense, or some other
reference as defined by your administrative department.

Credit Reference: _/
A=

OK &

The screen/image shown below will be displayed when a negative amount is entered for an expense

line. The message is to notify and confirm that the traveler acknowledges that their reimbursement will
be reduced. After you have read, click Return.

Create Expense Report
Credit information for line 2.
SHARON SCHWARTZ Authorization ID: NEXT

Please check the payment type that you are using for this expense line. For correct credit handling the
payment type should be the same value as the one used in the original transaction.

If the expense line is reimbursable to the employee then the action will reduce the total reimbursement to the
employee. If the expense line is reimbursable to a vendor, such as a corporate card, then the action will be to
reduce the total reimbursement to the vendor.

Examples:

If the employee used their own cash then the credit will result in reducing the reimbursement to the
employee.

If a corporate card was used where the vendor is reimbursed directly the credit will result in reducing the
reimbursement to the vendor.

If you are unsure of the correct payment type to use please contact your administrative department.

Return t—



Description box is required to be completed for the Travel Reduction expense type.

Create Expense Report

Expense Detail for Travel Reduction (Line 2)

SHARON SCHWARTZ Report ID: NEXT
About This Expense

*Expense Date: 02/16/2016 |34

*Payment Type: Personal Funds
“Billing Type: In-State Non-Reimbursable
*Description: (Ed|
*Amount Spent: | -150.00
*Currency: |USD Q
*Exchange Rate: | 1.00000000 % B
[¥] Default Rate
Reimbursement Amt: 15000 USD

Location Amount; |

In the event that the traveler receives additional funding for the trip at a later date and the original
expenses were filed within the required timeframe, additional reimbursement may be claimed by

completing the following:

Reference the original Expense Report ID Number in the Expense/travel justification and supporting
details box and submit a positive expense line amount with the Expense Type of Travel Reduction.

Create Expense Report

Expense Report Entry
SHARON SCHWARTZ User Defaults ReportID: EXT

~ General Information |}

“Report Name: Travel Reduction Test “Expenseltravel justification  Report ID 331000 had a travel reduction (2
and supporting details: amount of $-300. | am now claiming back
“Business Purpose: Business - $200 of that amount.

[Spell out acronvms) Attarhmantz (M



How to Use the Receipt Split Function in the Expense Module

Note: The expense type Mileage cannot be split for these purposes.

1) Click on the Receipt Split link located near the bottom of the page.
Create Expense Report

Expense Detail for Airfare and Change Fees (Line 1)

SHARON SCHWARTZ Report ID: NEXT
About This Expense

*Expense Date: 02/16/2016 [3)

*Payment Type: Personal Funds W

“Billing Type: Dut-of-State v [INon-Reimbursable

*Ticket Number: |abcxlz

*Merchant (Choose One)

Preferred: [avercan M

Non-preferred: |
Description: Kl
“Amount Spent: IW
*Currency: uUsD Q
*Exchange Rate: lm v B
Default Rate
Reimbursement Amt: 500.00 USD

Location Amount: |

Accounting DelV
Receipt Split

| Check Expense For Errors

Return to Expense Report

2) Perform the following actions on the Receipt Detail page that appears:



*Expense Date: 02/16/2016 |31

*Payment Type: ‘ Personal Funds W ‘
*Billing Type: ‘ Out-of-State v ‘
*Ticket Number: ABCXTZ

*Merchant (Choose One)
Preferred: [ AMERICAN V|

Non-preferred:

‘ | E

Description:
\ [ Non-Reimbursable

*Amount Spent: 500.00 ——
*Currency: usD Q
*Exchange Rate: 1.00000000| ¢, |_:j*

Default Rate

Reimbursement Amt: 500.00 USD Upﬂate

Expense Type: W Split

Split with another expense will subtract from original expense while leaving current total unchanged

d

Done

Date Type

02/16/2016

Current Total:
Receipt Total:

Balance:

Airfare and
Change Fees

Amount

500.00USD

500.00 USD

0.00 USD

Click the Expense Type drop-down menu and select the appropriate expense type of the non-
reimbursable portion of the expense line. In some cases, this might be the same expense type

as the original expense line. Click the Split

button. A new zero-dollar expense line appears in the box to the right
and the information on the left now pertains to this new expense line.
b. Inthe Amount Spent field, enter the non-reimbursable amount. Click the

Update button. The totals on the right will adjust.

c. Click the Non-Reimbursable checkbox. Update the Description field with
details explaining why the expense line is non-reimbursable.

d. Click the Done button.

3) Click the Return to Expense Report link and note the new expense lines in the Expense

Line Items.



