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4. To easily add multiple expense lines that occur on a single day or a range of days, select

the Quick -Fill link.

Create Expense Report
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t anglied tn the mymenses uou will he, Aidinn.tn the reno.Then rhopse the exnense hnes,..
add one instance of the expanse type or have an entry of that expense type for each day

a. Enter a date or a range of dates in the From and To fields.

With a checkmark, select the expense type that applies to one day or all days.

c. Select the OK button. Expense lines populate with the date, expense type, and if
it is a meal, the appropriate per diem amount for the Destination Location you
entered.

d. Complete any missing details on the Quick -Fill expense lines you just added.

e. You may also add lines individually by using the plus (+) button instead of using
Quick-Fill which was detailed in Step #4 above. See Step #5 below.

c

5. For each expense:

a. Enter/select date in the Date field. (Please note: This date must be a current or
past date.)

b. Inthe Expense Type drop down, select the appropriate expense type.

c. Enter a Description for the Expense Type if needed. (Certain expense types
require a description.)

d. Select the Payment Type.
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e. Enter the Amount if not automatically populated based on Expense Type .
f. Billing Type cannot be changed because it is always Internal.

6. For mileage continue. Otherwise go to Step #7.
a. Forthe Expense Type, select the appropriate mileage type.
b. Enter/select the Originating Location .
c. Select the Payment Type
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Check the Deduction Flag.

c. Select the OK button.

d. The per diem amount will have been reduced by 25% to meet the state
requirement of 75% reimbursement.

9. To copy expense lines, select Copy Expense Lines from the Actions drop down menu;
otherwise go to step #10.

a. Click GO.

b. Inthe Copy Expense Lines window, you can either copy the expense line to a
single date or to a range of dates. You also have the option to include weekends
or holidays.

c. Enter the appropriate date or range of dates in the Copy Option section.

d. Check the box(s) to select the expense line(s) you wish to copy.

e. Select the OK button.

10. To save the expense report, select the Save for Later button.

Favortes ¥ ManMenu ¥ > Employee SelfService ¥ > Traveland Expenses ¥ > ExpenseReporls ¥ > Create/Modify

———— e e e . —— I

11. Please note: If you see a red flag like the one below, click the flag to see information
about what is causing the error.
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13. The Summary and Submit page displays. Your Report ID should have the word
Pending after it. A report is assignhed Pending status when it has been created and
saved.

Main Menu ~ Employee Self-Senace ™ Employee TEE Center ™ Expense Report ™ Create Workdist ﬁ Home Sign out

Maodify Expense Report

Karen Schwind il
*Business Purpose | Attend Conference % l Report 0000585485 Pending l
“Description ATD ACE Conference
Reference
Totals & View Printable Version B View Analytics ) Netes & Atachments (2)
Employes Expenses (1 Line) 129.00 USC Nen-Reimbursable Expenses 000 USD Employes CredhlE 0.00 UsD
Cash Advances Applied 0.00 USE Prepaid Expenses 0.00 USC Supplier Credits 0.0 i
Amount Due to Efyployee 129.00 USD Amount Due to Supplier 0.00 USD

| do salemnly swear, under criminal penalfl of a felony for falss statemants subject to punishmant by fins

of not more than $1000 or by imprisonmer for not less tha

statements are true and | have incurrdll the. Jexcribed expenses and t

discharge 'my official duties for the state

14. To submit the expense report for approval, you must first check the verification checkbox
indicating that the travel was for official business.

15. After checking the verification checkbox, the Submit Expense Report button becomes
enabled. Click the Submit Expense Report button to submit the expense report for
approval.

16. The Expense Report Submit Confirm  window displays. Click OK to submit your
expense report.

17. You should see red text verifying that your expense report has been submitted.
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