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Login

* Open an internet browser (Firefox seems to be most compatible)
* Go to the UWL Website Homepage i GESssE

[ ) CIiCk On A_Z directory Admissions  Academics  Murphy Library  Athletics, Rec  Diversity & Inclusion ~ CampusLife = A-Z directory
e Scroll down and click on Business Services
At the Business Services Homepage -
Busmess Servlces
 Click on e-Reimbursement login
* Logging into e-Reimbursement “

« Select UW-La Crosse o= L = 0 m [ e ]

« Click on Go
« Enter your Netld and Password



Homepage & Navigation

n
o I I O l I l e p a g e . Expenses Expense WorkCenter Travel Authorizations

» Contains Navigation Tiles

* When clicked on they take you to a navigation tile collection

Exp e




Expense Report

M F UNIVERSITY
U"’ WISCONSIN SYSTEM ™ Homepage

Travel Authorizations

=

« Use the Expenses tile to get into Travel and Expense functions



Expense Report

< Homepage Expenses

Notices Create Expense Report

My Wallet
300

: 200 -

REGFEES

1 Wallet Transactions

My Expense Reports Expense History

g% .
20 A el
10 -
0 L

Returned Pending

40 Active Expense Reports

From the Expense tile, you can
- Enter a new expense report
- Enter expenses into your wallet for later use
- View expense history



Expense Report — Custom Funding eeeoe-

Mo expenses have been entered.

» Click on Create Expense Report Custom Funding (UWLACI072400/102)

« Click on Custom Funding

* You will see the funding string(s) from where you are paid or other funding strings that
you have set up and utilized for e-Reimbursements in the past:

Select Business Unit Fund Dept Dept Name Prgm Project

1 Select UWLAC 13 021154 ER Intl Admiss & Recruit 0
2 Picked UWLAC 136 048991 Assistant Coach Fund 0

3 Select UWLAC 136 048849 Women's Basketball Camps 5

* Click on the funding string you want to use for this report

» The status will change to Picked for that item
* Click Done (Upper Right Hand Corner)

 If you need to enter a new funding string for this report: Business Unit |LWLAC 2
 Click on Use Custom Values .
 Enter funding information hssistan Coach Fune
* Click Done (Upper Right Hand Corner) Fund 126 a

Program |0 Q
Project Q



Expense Report — Add / Split Funding

» Click on Accounting Defaults

General Information

*Business Purpose | Conference o

& Aftach Receipt 3
*Description |Nacas
*Default Location |LAS VEGAS, NV Q I {1 Accounting Defaults I 1>
*Reference |QUTSTATE Q
2 Justification and Supporting Details 1
Date of departure | 09/11/2018 T
Date of return | 09/14/2018 [_]

» The screen below will appear
« Click on the + to add an additional funding string for allocation of expenses
« Update the % for each and funding string(s) for the desired expense allocation
» Click Done when completed — this split funding for the entire report based on the % allocation entered

Cancel Expense Report Defaults

Description MNacas

Accounting Details

| GL ChartFields || Froject ChanFields || Show All

%o Iﬁl'& . Fund & Description & Dept © *Description © Program < Descr © Class © Description ©
+ - 50.00 | UWLAC 128 Q. Auxiliary Enterprises Q| 072412 @, Business Services Q| 1 Q § Institutional Support @, Q
+ - 50.00 UWLAC 102 Q, | | Auiliary Enterprises Q.| | 072400 Q, | | Business Services Q| 1 Q, B Institutional Support @, Q




Enter a Report as an Alternate

 Click on Create Expense Report Actons.
» Click on the down arrow next your name  moweosese)
° SeleCt Change Employee General Information

* Then select the name of employee from the list for whom you
are completing the expense report

Employee Search

Search Employee

Empl ID < Hame &

00157071 JOSEPH HEIM

00347388 MICHAEL GASPER

* Please note that you must be set up by the individual as an alternate



Creating an Expense Report — Add Expense

< Expenses Expense Report A Q = @

Report NEXT
EXUSERO01-Stefanie Employee ()

General Information

*Busi P i v
usiness Purpose | Business & Attach Receipt N

*Description | User Conference

[ Accounting Defaults >
*Default Location | MADISON, WI Q
*Reference | INSTATE a @ Justification (IS MISSING) 0>
Date of departure | 06/25/2018 Creation Date 07/30/2018 EXUSERO01-Stefanie Employee
Updated on 07/30/2018
Date of return |P6/27/2018 |

Expense Details

No expenses have been entered.

Custom Funding (UWMSN 062020)

m == Add Expense I

%+ Quick-Fill

Instate/outstate are now at the header level (entry is saved on each expense line)
Enter the header information and justification

Attach receipts, agenda, itinerary, etc.

Click Add Expense to get started



Creating an Expense Report — Quick Fill Option

General Information

Quick Fill Option for Adding Expenses

Cancel

*Description

Click on the Quick-Fill button

Quick-Fill

Enter the date range you want applied to the expenses you will be adding to the report. Then choose the expense
types and whether you wantto add one instance ofthe expense type or have an entry of that expense type for each

day within the date range.

Quick-Fill Options

Date From J[10/09/2018 ﬁ| Date To

Add Expense Types
One Day

O

O O o o o o o d

]

All Days

O

O O o o o o o d

]

Expense Type

Air-Baggage Fees

Airfare

Airfare Change/Cancel Penalty

Athletic Pre/Post Game

Athletics Team Meals

Day Trip Meal Allowance

Event-Audio Visual Equipment

Event-Catering

Event-Meeting Space

T Y

10/09/2018

29 rows

*Reference |OUTSTATE
Date of departure
Date of return

Expense Details
Mo expenses have been entered.
Custom Funding (UVWLACIOT2400/102)

== Add Expense

I %, Quick-Fill I

* A screen will prompt you to select
expense types for a single day or date
range and to populate the report

« Select date(s)

* Click on Done



< Expense Report
User Conferenc
EXUSERO01-Stefallle Employee ()

Total (1 Item) 500.00 USD
_ € -
+ ® i} v
Add Wallet Delete Filter More
« Monday, June 25, 2018

Airfare
Air Ticket

500.00
usD

Airfare - 06/25/2018
*Date

*Expense Type

Description

Payment Details

*Payment
*Amount
Merchant
Merchant
Preferred Merchant
Additional Information

*Ticket #

fi Accounting

Creating an Expense Report — Wallet Option

A Q=@
Review and Submit

Last Saved 06/25/2018 10:53AM

06/25/2018
Airfare Q

Air Ticket

Personal Funds v

500.00 usb Q

Preferred v

DELTA v

00693489835

The wallet stores single expense items entered for future use on an expense report.
Click on Wallet for list of stored items.

Note: Click on the pencil to return to the Expense Report — General Information Screen



Creating an Expense Report — Wallet Option

Select the radio button next to the item to add item to expense report
Then, click on Import

12



Creating an Expense Report — Saving or Submitting

Expense Entry

Save Review and Submit

Last Saved 10M15/2018 3:35PM

Lodging-Individual - 05/17/2018
*Date |05M17/2018

*Expense Type Lodging-Individual Q

Description

*Number of Nights |1

Payment Details

*Payment | Persona | Funds w
*Amount |82.00 usb Q@
Herchant Non-Reimbursable:
Merchant | Preferred ¥ No = reimbursed
Preferred Merchant | COUNTRY INN & SUITES ~ Yes = non-reimbursed
Additional Information
eErpomse Locaion [EETETTE a When to use: For non-reimbursable

items based on policy.
4 Accounting

Example: a movie rental on a hotel
receipt.

Ff Receipt Split

I Non-Reimbursable ‘ No :Z' I

Once you have entered all your expense lines, you can either Save the report for
later or Review and Submit.
**If you did not enter justifications/support, it will force you to enter this.**

13



Creating an Expense Report — Add Justification

< Expense Entry Expense Summary a Q = (

Controllers Conf-Oshkosh [#] Update Details | Submit
SHERRI VOIGT®

Last Saved 09/12/2018 7:55AM

P Please enter justification Approval Status
Expense Report Summary Report ID 0000599626 Pending
Total (2 Items) 42.00 USD
Due to Employee 42.00 USD

Additional Information

Travel Authorization

You have 1 approved Travel Authorization(s) that can be associated to this report. 2

a, View Analytics 5

I =| Justification (IS MISSING) 5 I

If you forget the justification (supporting details), you will get the flag and message.
Click on Justification at bottom of screen to add information. Then resubmit

14



Look up Expense Reports

< Homepage Expenses

Notices Create Expense Report

Welcome to our new expense users in the SFS system. If
you need any help on the Expense Module, please contact
the Travel Manager/Office at your institute...

Add Quick Expense My Wallet
300

200
100

0

REGFEES
1 Wallet Transactions

My Expense Reports Expense History

'E 30 -
§ 0 A fol
1 -

. — . L

Returned Pending

40 Active Expense Reports

15
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Expense Report — Status Review

< My Expense Reports /ﬁ\ Q E
EXUSERO01-Stefanie Employee )
EXUSERO1
Returned Awaiti A |
waiting Approva 1 row
(et e Lt e v Create Expense Report
Awaiting Approval 1 : T
g App . Actli)ns Dfscrlptlon prort ID Status & Approver © Role ¢ ggtiat,t\ed Amourlt
Pending Payment 0 )
©  associateta 0000479627 Submittedfor EXMRGB5C — Expense  gg1050018  15.00 USD [ 3
Approval Employee Manager
View All 42

You can view all of your expense reports from this summary screen. Clicking
on the heading will show a list of items in that category. You can take action
on them by clicking on the arrow to the right of the report. Iltems not
submitted can be opened and reviewed & submitted. Items awaiting approval
can have reminder notifications sent.




My Expense Reports — Options

MICHAEL GASPER ()

00347888

Returned 0 Not Submitt Actions  x

Not Submitted z - Creatl CCPY ToNew Report I

Awaiting Approval 2 Actions| Delete Report o Business Purpose © Report D & Updated Date © Amount <

Pending Payment 0 =)/ Send Motification ence Conference 0000609314 10/04/2018 459.00 USD

View All 7 @ Nacas Conference 0000609311 10/04/2018 63473 USD
& nacas Business 0000609289 10/03/2018 3473 UED
@ SFE 9.2 Training Conference 0000609298 10/0312018 41318 USD
@ Macas Mon-Travel 0000609306 10/03/2018 750.00 UsSD

« Copy to New Report — will create a new report based on an existing report which
can then be modified.

« Delete Report — will allow you to delete a report in your queue.

« Send Notification — allows you to send a message regarding the report selected.

17



Expense History — Options

< Expenses Expense Report History )

MICHAEL GASPER®
00347888

7' Expense Report History 13 Expense Report History

~ h 4 Create Expense Report

B My Wallet History 4  ————

Actions Actions x Business Purpose = ReportID < Status = Updated Date = Amount =

() | Copy To New Report fg - Milwaukee Conference 0000600342 Paid 08/23/2018 183.18 USD
(=) Send Nofification ship - Class 5 Professional Development 0000577246 Paid 05/22/2018 22082 USD
(O] l Servant Leadelrship—CIaSS 4 Professional Development 0000571176 Paid 05/15/2018 22082 USD
(o] Servant Leadership - Class 3 Professional Development 0000565179 Paid 04/26/2018 22082 UsD
(&) Spring Controller Conference Conference 0000562214 Paid 04/26/2018 30176 USD

« Copy to New Report — will create a new report based on an existing report which
can then be modified.

« Send Notification — allows you to send a message regarding the report selected.

18



How to Assign an Alternate

Reports/Queries
@y Links

C a

= Approve Transactions and

» Click on the Expense Work Center Tile iz

0 Reassign My Workflow

0 Resssign Workflow to Me

» Click on Delegate Entry Authority
 Click on the + sign

Entering new UserlDs on this page will give those users the ability to enter
] u u expense transactions on behalf of the employee.
* Click on the magnifying glass e

*Authorized User 1D Name *Authorization Level

e Search for a user by: R e

| a [Edita submit | #l [=

e User ID or -

() Description [employee name] Look Up Authorized User ID

Search by: [DserD __[begins wih] il
e Select the user T
 Click on Save u

Cnly the first 300 results can be displayed.
View 100 First ‘% 130001300 "% Last
User IN  Description

00000001 SHEILD, JEAN

00000003 LEWIS,ROBERT

19
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Travel Authorizations

§ Ay UNIVERSITY OF

Iy
S W WISCONSIN SYSTEM

¥ Homepage

Use the Travel Authorizations tile on the Homepage
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Creating a Travel Authorization

< Homepage

EXUSERO01-Stefanie Employee ()

EXUSERD1

Pending 4
Submitted 1
Approved 1
View All 6

Travel Authorization Search

Pending Authorizations

b4 IAdd Travel Authorization I

Action

~
~

© 66 & 6

Description

A
funding errors

generic testing
2

generic testing

Authorization ID

W

0000031940

0000031938

0000031937

0000031936

Business Purpose Trip Date

N

Business

Business

Business

Business

~

02/13/2018

04/16/2018

02/13/2018

02/08/2018

Location ¢

MILWAUKEE,
Wi

DALLAS, TX

MILWAUKEE,
Wi

MILWAUKEE,
WI

Amount ¢

100.00 USD

700.00 USD

500.00 USD

100.00 USD

Click on Add Travel Authorization button to add a new TA




Creating a Travel Authorization

< Travel Authorization Search Travel Authorization

Report NEXT Pending
EXUSERO1-Stefanie Employee (=)

*‘Descriptior  Meeting at UWOSH
‘Business Purposs Business v

Required meeting approved by Dean.
*Justification anc
Supporting Details

*Reference  INSTATE v

Accounting Default

! Custom Funding _;mmumezm | " Attachments (0)

Details

Expense Type = Description = Merchant =

Airfare -Mon-Preferred Merchant v
Lodging-Individual OSHKOSH WI-BEST WESTERN v

Registration Fea

Travel Miscellaneous

Travel Reduction I I

Vehicle Rental -

Save Submit
*Travel From MADISON, Wi Q,
*Travel To | OSHKOSH, Wi Q
*Date From | 08/13/2018 [z
*Date To | 08/15/2018 [ Trip Duration 2 Days
Neon-
Non-Preferred Merchant = Preferred Amount =
Comments

Complete the Details section of the Travel Authorization request.

Notes: 1) In Travel Miscellaneous - enter the description Meals & Incidental and estimated amount.
2) If you have a Travel Reduction, enter a description and the amount as a negative number.

If the TA is for yourself after entry is complete. Verify the totals on the screen and click Submit.

22

Complete the General Information Panel with the
following information:

a.

b.

Description: Enter a brief description of the future
trip in 30 characters orless.

Business Purpose: Click on the drop-

down arrow and select the category that

best describes the official business

purpose of the travel or expense. See

Business Purpose Descriptions for the

Expense Module.

Justification and Supporting Details:
Enter a detailed description of the future
trip including expense/travel justification
and supporting details. This field allows
an unlimited number of characters.
Note: All acronyms must be spelled out.
Reference: Click on the drop-down arrow and select
the type of travel

Travel From/Travel To: Enter the
travel from/to location where the
expenses will be incurred (e.g. San
Diego, CA). To look up specific
locations, enter the first three
characters of the city name and click

on the magnifying glassicon.

Date From: Enter a future date to
reflect the departure date of the trip.
Date To: Enter a future date to

reflect the return date of the trip



Creating a Travel Authorization - Submitting

£ Travel Authorization Travel Authorization

~ Report NEXT Pending

WILLIAM TRACY @ [} Save "lﬂ'y’ Traveler '
*Description *Travel From Q
*Business Purpose = *Travel To Q
*Date From E
*Justification and Supporting
Details
*Date To [:]  Trip Duration 1 Day
*Reference | Qut of State Travel "|
Accounting Default | Custom Funding
scais Q
Expense Type < Description = Merchant < Non-Preferred Merchant < Non-Preferred Comments Amount & Accounting
| = | - =
Airfare -Non-Preferred Merchant il &= =1
Lodging-Individual -Non-Preferred Merchant I'i @ =1

When entry is complete, proceed as follows:
a. If entering on behalf of another employee, click Notify Traveler.
« The traveler must login to the Expense Module, click Travel Authorization in the Home page — locate the pending
Travel Authorization, verify the totals on the screen that follows and click Submit.
Note: If further entry is required, click Save for Later. To retrieve the existing Travel Authorization, click Travel Authorization
in the Home page.

23



Travel Authorization — Copy to Expense Report

After submission, the
Travel Authorization is

¢ Homepage Travel Authorization Search routed to the appropriate
Approver.
EXUSER01-Stefanie Employee () PP .
EXUSER01 Travelers/Alternates will
receive e-mail
; . notification of Travel
Pendng ! Approved Authorizations .
Authorization request
Submitted ' approval or denial. If
E v Actions  x PP
| approved, the
Approved 4 - | traveler/alternate will be
Actit Copy To Expense Report AuthorizationID ¢ Business Purpose ¢ TripDate ¢ Location & Amount
able to create an
Ceni] fr - \ expense report from the
(), Send Notification ents 0000038054 Business 05/08/2018  OSHKOSH, W 20000 USD p _ P
existing Travel
©  PatalDeny 0000038050 Busiess 05042018 OSHKOSH WL 56700 USD Authorization after the
completion of the trip by
©  Allevels 0000037904 Business 04022018  OSHKOSH,WI 50000 USD selectln_g a _Travel
Authorization from the
©  TABxpMyony 0000037903 Business 04022018 CHCAGO,IL 40000 USD Approved Authorizations

using Action menu and
selecting Copy To
Expense Report

24
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Travel Authorization — Status Review

EXUSERO1-Stefanie Employee (=)

Travel Authorization Search

EXUSERO1
Pending 4 Submitted Authorizations
Submitted 2 I
by Add Travel Authorization
roved
App ! Actlon Description ¢ Authorization ID
Wiew All 7 _
@  Meetngat 0000032081
&) reference field 0000032079

Business

. T,r\lp Date Location © Amount <
Purpose = L+
Business 0762018 OSHKOSH, WI 100,00 UsSD
Business 06/04/2018 M'ILWF*U'{EE- 44400 USD

You can review submitted Travel Authorizations to check status.




Workflow Approvals (Approve Expense Reports)

 Expense workflow
 HR Supervisor
« WISDM Manager
« If fund 133, 144 or 233 — goes to Grant Accountant
« UW System Audit

« Approvers can still see alert bubbles, funding, etc.

» Benefits:
- Approvers can now add attachments
— Approver links will be done through the Expenses WorkCenter

26



WorkCenters

27

A J UNIVERSITY OF
!..-'i J WISCONSIN STSTEM

Expense WorkCenter

Travel Authorizations

g

4 Pending Requests

From the homepage, click on the Expense WorkCenter tile.

* Homepage

Expanses

X ol
- =

£250.00 uUnapplied Charges

WISPER




Expense WorkCenter

 Central location for most used functions for a business area

* Two Tabs
* Main — has links that navigate you to commonly used menu items

» Reports/Queries — most commonly used items for the work center
selected

Expenses WorkCenter o «

Main Reports/Cueries
% Links S o

= Approve Transacticns and

Reassign
0 Approve Transactions
0 Reassign My Worflow

0 Reassign Workflow to Me

= [Delegate Entry Authority
0 Delegate Entry Authority

28
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Expense WorkCenter - Menu

< Homepage Expenses WorkCenter

Expenses WorkCenter o
Main | ReponsiQuene Welcome to the Expenses WorkCenter
@y Links S o~

“Task Panel” and one "Work Area”. The "Task Panel"

et
CESpRAYS

Approve Transactions and T LCIRCT Page and e P

B Approve Transactions
Reassagn My Workflow

nl_'[l'_-'_-"; n VWorkflow to Me

Delegate Entry Authority
- Dedegate Entry Authonty

Cash Advance (Approval Required)
Infermation Central

Informabon - Central
AET

Process Monitor

Process Montod

Employee Data
VoidReissue Payment
Review Payments
Google Maps

Googie Maps

Fleet Management System

A

Q = @

Mew Window | Help

Expense Report approvals will be completed through the link on the

Expenses WorkCenter list.




Expense WorkCenter — Transactions Pending Approval

TE DBl All 1Ear All
Transactions to Approve (7 Personalize | view Al | 2| R Fist ‘4 1-5of5 'b Last
Select Urgency Alert Transaction Type Total Unit MName :El:r.npll:rgree Description Transaction ID E:Emitted Status Role
v iy Expense Report 3150.18 UsSD PREUSS,RYAN )  007BE988 Grand Rapids 0000809234  09/28/2018 Submitted for Approval HR Supervisor
A Expense Report 25989 USD  PREUSSRYANJ 00788966 EEE diiiia” Lz 0000808225 10/01/2018  Submitted for Approval HR Supervisor
] v Evpenss Report 15228 USD  PREUSS.RYANJ (00785986 ';::LEE’G:IHS Meeting in 0000809244  10/01/2018  Submitted for Approval HR Supervisor
v A Travel Authorization 2317.39USD  PREUSSRYAN) 00788988 oo oh o oe LAS 0000044542 10/01/2018  Submitted for Approval HR Supervisar
. A Travel Authorization 2078.15 USD  FREUSS.RYANJ OOTEESBE C3X COMFERENCE 0000044544  10/01/2018  Submitted for Approval HR Supervisor

A list of transactions awaiting your approval will appear.
To open a transaction, double click on the hyperlink in the Description or Transaction ID field.

Urgency: The Urgency column provides a visual guideline to help you prioritize
your approval queue based on the number of days from submission. The
categories are defined as follows:

@ Green circle (low): 0 — 7 Days t:’ GOAL: Try to approve ail
V Yellow triangle (medium): 8 — 29 Days rr?nsgcﬂ_on_s within seven days
B Red square (high): 30 — 999 Days of submission

30



31

Expense WorkCenter — Expense Summary Page

Expense Summary Page

Provides details necessary to determine the appropriateness
of the expense lines (e.g. Date/Time of Departure/Return
fields determine which meals a traveler is eligible to claim).

Review the information for accuracy and verify that the

contents of the report coincide with the mission of your
Division/Department.

TIP: The UW Summary Report is available near the top of the Expense

Report. Use this feature fo review the accounting for this expense report.




Expense Approver — Expense Summary Page

Approve Expense Report - Expense Summary fe Expense Details

Actions | ---Choose an Action v| GO

RYAN PREUSS

*Business Purpose | Conference v Report 0000809234 Submitted for Approval
Created 028/2018  RYAM PREUSS

Description Grand Rapids
OUTSTATE Q Last Updated 10/04/2018 MICHAEL GASPER

*Reference
Date of departure |07/22¢2018 |[#

i Date of ret 1022 b
Accounting Date  10/01/2018 Accounting Template STANDARD e of return | 02/02/2018 |

Budget Status Mot Budget Cheded Budget Options

Default Location GRAND RARIDS, MI
I i LW Summary Report II{:" Justification and Supporting Details II & Attachments {1) I

Totals + Urgency: 7
Employee Expenses (16 Lines) 3.1650.18 UsD Noen-Reimbursable Expenses 0.00 UsD Employee Credits 0.00 uUsD
Cash Advances Applied 0.00 usD Prepaid Expenses 2,898.93 UsD Supplier Credits 0.00 usD
Amount Due to Employee 253.25 USD Amount Due to Supplier 0.00 USD

UW Summary Report - provides a summary of accounting for expenses

Justification and Supporting Details — information entered by submitter regarding the request for
reimbursement. This will also have any comments from approvers or auditors any workflow reassignment

information

Attachments — information provided as supporting documentation for the report. Approvers can now add
attachments instead of returning the expense report to the traveler to add an item.
32



Expense Approver — Expense Details Page

Approve Expense Report - Expense Summary

In the Expense Summary Page, click on “Expense Details” That will bring to the Expense Details Page

shown below.

Approve Expense Report - Expense Details

RYAN PREUSS

f o
*Business Purpose |*—-G”fEfEI'IEE

Description Grand Rapids
+*Reference L TSTATE

Accounting Date 10/01/2018

Default Location GRAMND RAFIDS, MI

Expenses 7 Urgeney: ¥

Q Last Updated

10/04/2018

Accounting Template STAMDARD

& W Summary Report

Expand Lines Collapse Lines Expand All Collapse All

Receipt Information

l:l Receipts Received

“Date “Expense Type

Description

O7/28/2018 ) | Airfare

o |

|F{T Travel LAX W to Grand Rapids r’l

0 characters remaining

O7/2%2018 W) |F{|:—gistrsti:>n Fes

o |

*Payment

|F'rEpsi::| Purchasing Ce Vl

Type
*Billing Type Out-of-Ste

*Locatien GRAND RARIDS, MI

Accounting Details (7

|F{|:—g istration to attend CACUBO r"-—

138 characters remaining

*Exchange Rate

Base Currency
Amount

“Amount

633.80

595.00

1.00000000

595.00

RY¥AMN PREUSS

MICHAEL GASPER

Actions

@e Summary and Approve

Expense Report Project Summa .. GO

Vl Report 0000809224 Submitted for Approval
Created 08/28/2018

Date of departure |07/22018 ([H)
Date of return|08/02/2018 ([

= Justification and Supporting Dl:—tails\_-_:' Attachments [1)

“Curmrency
uso

uso

a

Total 3,150.18

Approve

l:l Receipt Verified

EI Receipt Verified

Drefault Rate

Hon-Reimbursable

I Receipt Split

uso

Clicking on the arrow will provide a
a detail view of the expense line.

Clicking on “Expand Lines” will
provide a detail view for all
expense lines in the report.

Clicking on “Expand All” will
provide a detail view with the
Accounting Details for all expense
lines in the report.

Clicking on “Collapse All” will bring
the report back to the summary
view for the expense line.

Clicking on “Summary and
Approve will bring you back to the
Expense Summary screen



Expense Approver — Alert Bubbles

Approvers should review alert bubbles located at the beginning of the
expense lines.

The alerts are intended to inform Approvers/Auditors of the following
situations that may require further investigation:

' The claimant entered meals and/or lodging expenses that
exceed the allowable maximum.

V' The claimant entered one or more duplicate expenses.

V' The funding on the expense line is different from the default.

e IS LT LD VST W

Expense Line (7 i Expenze Details
Expense Line liems Fersonalize | Find | Y] &
FE . Reimburse Receipt
Diate Expense Type Description Business Project BActivity Amit Currency Verified Approve
Unit )
— e e . Mileage fram my home in Elroy to LW - - -
T | THTrr d Al A | I
& (07/31/2018 Mileage Eau Claire and then to Hotel LWLAC 38.02 UsSD
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Expense Approver — Actions

Approve Expense Report - Expense Summary [ Expense Details
RYAN PREUSS Actions | -.-Choose an Action v] | G0 Approve — will send the report
*Business Purpose | Conference -] Report 0000809234 Submitted for Approvel forward in the workflow process.
Description Grand Rapids Created 082/28/2018 AN PREUSS .
*Reference |THTSTATE Q Last Updated 10/04/2018  MICHAEL GASPER Send Back — will _Send the report
Date of departure|07/28/2018 |[#) back to the submitter. Please note
027018 |6 that you must enter a information
Accounting Date  10/01/2018 Accounting Template STANDARD Date of return|08/02/2018 L y

Budget Status Mot Budget Cheded Budget Options in the Comments box.

Default Location GRAMD RAFIDS, MI Hold — will hold the report in the
Totals ¢ Urgency: ¥V By Summary Report @ Justification and Supporting Details & Attachments (1) approvers queue until following up
) ) ) for processing.
Employee Expenses (16 Lines) 3,150.18 USD Non-Reimbursable Expenses 0.00 UsD Employee Credits 0.00 UsD
Cash Adwances Applied 0.00 UsD Prepaid Expenses 2,898.93 USD Supplier Credits 0.00 UsD .
Deny — will delete the report and
A {Due to E A ¢ Due to Subpii not allow further action. Please
mount Due to Employee  253.25 USD mount Due to Supplier 0.00 USD note that you must enter a
Approval History information in the Comments box.
=l o= = -
\ﬂ\% ﬁ] : t “@
i R SupevEs P - Save Changes - If you have made
RY&M PREUSS MICHAEL GASFER [Fooled) EXAUDEOL Auditor ayment any changes to the report, you
would click to save the changes.
Action Role Name Date/Time
Submitted Employee AN PREUSS 05'28/2018 4:04:23PM
Comments
A
I Approve Send Badk Hold Deny Save Changes I

Dorming lofmormm atioom
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Resource Links

UW TravelWlse

Business Services Expense Reimbursement Procedures
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https://uw.foxworldtravel.com/
https://www.uwlax.edu/business-services/our-services/expense-reimbursement/#tab-procedures
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Questions?
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