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Expense Reports

Create an Expense Report from Blank

The Basics:
Please refer to Bulletin 3.4 and your department's policy regarding Expense Reports.

e Economy, prudence, and necessity are of primary concern when planning and paying for travel and
expenses

e Preferred payment methods - Whenever possible, Purchasing Cards (P-Cards) and direct supplier
payments should be used to minimize employee reimbursements

e Clear cache - To minimize errors, delete temporary files and cookies by pressing Ctrl+Shift+Delete.
This shortcut works in Internet Explorer, Firefox, and Chrome

e Save for Later - After every couple lines on your expense report, click the "Save for Later" button to
prevent the "data inconsistent with database" error that prohibits you from saving or submitting

e Timeliness - All employees are expected to submit their Expense Reports within twenty (20) calendar
days after completion of the travel event or the incurrence of a business expense

e Separation of charges - Charges for different expense types must be separated. For example, meals,
internet access, phone charges, parking, etc. charged on a hotel room bill must be separated
from the lodging expense and claimed against the applicable expense type on the employee’s
expense report so the items can be charged to the correct VISION account

e Date expense incurred - Charges should be entered on the date they are incurred. In the case of a
multi-night hotel stay, each day’s lodging expenses should be entered on the date of the stay - not on
the date you checked out of the hotel

e Taxable over 60 days - Any item that is past 60 days is required to have a "Taxable" Billing Type and
an Explanation of Late filing form: http://finance.vermont.gov/forms/vision

e Receipts - Receipts should be attached to the expense line. Refer to your department's policy
regarding handling of receipts

e All out of pocket employment-related expenses must be reimbursed through the Expense module
and any reimbursements will be made directly into your direct deposit (balance or 999) account

Situations when this function is used: Employee has incurred employment related expenses that need to
be reimbursed to you.

Home Page Tile navigation: TE Tile > Expense Reports > Create/Modify Expense Report

Navigator Menu navigation: Employee Self-Service > Travel and Expenses > Expense Reports >
Create/Modify

The Expense Report page displays:
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Expense Report

Find an Existing Valus Add a New Value

Empl 1D[p0D02 =|Q

Your Empl ID defaults in.
1. Click Add

In the event you have an approved travel authorization, the following message box displays as a reminder:

An approved travel authorization exists. If applicable to this expense report, please choose the Quick Start Populate From "A Travel Authorization” and select the appropriate travel authorization.

OK

2. Click OK to continue to the Create Expense Report - Details page:

Create Expense Report

Colin Davidson |

[ Save for Later | E, Summary and Submit

Quick Start [ Populate From v|| so
“Business Purpose I—IV Destination Location Q
*Report Description ,.; Attachmentz
Reference Q
Expenses (7
Expand All | Collapse All Add: | [B My Wallet (0) | £ Quick-Fill Total 0.00  USD
*Date *Expense Type Description *Payment Type *Amount *Currentcy
W [ M| | L v 4 noo uso o HE
254 characters remaining

Expand All | Collapse Al Total 0.00 USD

3. Click the drop-down arrow to choose the Business Purpose - select the option that most closely
identifies the purpose of the trip:

Create EXDE‘I"ISE Report Save for Later | [Z) Summary and Submit
Colin Davidson (7
Quick Start [ Populate From V|| GO
*Business Purpose! _ N
‘Alternate Work Location Destination Location Q
*Report Description |Audit -Inspections - Licensing
Client Support & Atachments
Reference | Conference e}
Caonstruction, Repair, Maint
Economic Development
Emergency Response
. General Expenses

Expenses (2 Hazardous Material Cleanup

Expand All | Collapse Al Judicial Ass.\gnmem il Total 0.00 usD
Legal - Law Enforcement

| Meeting -
*Date —r Description *Payment Type *Amount *Currency
[ [Test CF-05 07252018 V| I v 4 000 [uso @ =

Training 754 characlers remaining

Expand All | Collapse All Total 0.00 USD
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Create Expense Report
Colin Davidson (7

[ Save for Later | |2, Summary and Submit

*Business Purpose|n."|eeting

I Destination Location |P4r
*Report Description

Quick Start [ Populate From v]| o

2]

#4  Attachments
Reference

Expenses (7

Expand &4ll | Collapse All Add: | E‘,_‘My Wallet (D) | ? Cluick-Fill

*Date *Expense Type

N

Description

]

254 characters remaining

Expand &All | Collapse All

Entering a Destination Location is
optional. It will automatically

populate the Location field on
each expense line for you.

Total 0.00  USD

4. Enter the first three letters into the Destination Location field

5. Click the Destination Location look up < icon
The Look Up Destination Location page displays:

Look Up Destination Location

SetiD STATE
Expense Location |
Description bur

Look Up Clear Cancel Basic Lockup
Search Results
View 100 First ‘4 1202 B Last
Expense Location Description
BURKE BURKE T
BRLGT BURLINGTON WT

Help

6. Select the Expense Location link

The Create Expense Report - Details page displays the Destination Location selected:

Create Expense Report [ Save for Later | [ Summary and Submit
Colin Davidson |7
Quick Start [_Populate From ~]| so
*Business Purpose [Meeting w] Destination Location|BURLINGTON VT a
I *Report Description |Annual Meeting I A Attachments
Reference Q
Expenses (¢
Expand All | Collapss All Add: | [ My Wallet () | 4F QuickFil Total 000 usb
*Date *Expense Type Description *Payment Type *Amount *Currency
B | v 2l v o4 000 U |o HE
254 characters remaining

Expand All | Collapse All Total 0.00  USD

7. Enter a short, meaningful description for the trip into the Description field

September 2021

Page 4 of 129




»~~ VERMONT

Expense Training Guide - Employee/Delegate

Create Expense Report [ Save for Later | [£ Summary and Submit
Colin Davidson | 7
Quick Start [ Populate From v|| co
*Business Pllrpose\Meellng ha Desfi Location BURLINGTON VT Q
*Report Description |Annual Mesting &, Attachments
Reference Q,
Expenses (2
Expand All | Collapse Al Add: | [ My Wallet (0) | £ Quick-Fill Total 0.00 USD
*Date *Expense Type Description *Payment Type *Amount *Currency
121032018 [[iff | & [ v A4 noo [UsD  |q =]
254 characters remaining
Expand All | Collapse Al Total 0.00 USD

8. Enter the Date of the expense by either typing a valid date or selecting the date using the

calendar [z1] icon. This date cannot be in the future

9. Choose the expense type by clicking the Expense Type drop-down menu to view the available

expense types

Create Expense Report

Colin Davidson |7

*Business Purpose [Mesting v

[ Save for Later | [B Summary and Submit

Quick Start [ .. Populate From v| | @o

Desti Location BURLINGTON YT Q

*Report Description Annual Meeting

Reference Q

Expenses (7

Expand All | Collapss All Add: | [ My Wallet (D) | £ Quick-Fil

¥

“Date “Expense Type

4% Attachments

Total 0.00 USD

Description “Payment Type *Amount Currency

121032013 _|[iiff [Family Preservaiion Support
‘|Finger Printg & Background Cks A
Foster Parent Damage Claim

Foster Parent Food

Foster Parent Recruitment

Foster Parent Reward-Recognitn

Foster Parent Support Misc

Foster Parent Training

GASOLINE

IN AIR TRANSP

IN BREAKFAST

IN COMMUTER MILE

IN CONFITRAIN REGIST

IN DINNER

IN INCIDENTALS

IN LODGING

IN LUNCH

IN MILES - FULL l

IN TRANSPORT OTHER

IN VEHICLE RENTAL
INTERNET ACCESS

ITEMS FOR RESALE
Judicial only-Court Incentives
LEG NT 50+ MI

LEG NT PER DIEM MEAL
LEG NT PER DIEM ROOM

Expand All | Collapse All

LEG TX PER DIEM MEAL

LEG TXLESS 50 MI v

254 characters remainil

Expense Types are listed in alphabetical order. See
Bulletin 3.4 and the Expense Type list for guidance on
Expense types. For Out-of-State travel, the Expense
Type should be an "OUT" Expense type. Please note

that all expenses for out of state travel should use
the OUT expense type even for expenses incurred
within Vermont. Use the up and down arrows to
scroll through the available options.
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The expense type displays along with the additional fields that need to be populated. The displayed
fields vary depending on the expense type selected:

Create Expense Report

Colin Davidson |7

The Location automatically defaults
Destnaton Location FORIIGTORYT from the Destination Location. Select
o Atactments a Destination Location on the line if a
Destination Location was not defined
Expenses (2 or if it needs to be changed.
Expand &l | Callapse Al add: | [, My Wallet (0) | £F Quick-Fill

*Business Purpose | Meeting ~

*Report Description Annual Meeting

Reference

*Date *Expense Type *Payment Type *Currency
12032018 B ‘IN MILES - FULL

~ I JY [Empioyee ~ 14 noo| UsD HE
254 charactes aining
*Billing Type|Non-Taxabl v [ Default Rate *Exchange Rate | 1.00000000) ¢ [@
*Originating Location Q
- " [IMon-Reimbursable  Base Currency Amount o0ooD  uso
*Destination Location [BURLINGTON VT

N O ne Receipt
“Miles x 0.5450

*Description

2 L

Accounfing Details (¢

Expand All | Collapse All Total 0.00 usp

The Payment Type and Billing Type are set to default as:
e Payment Type = Employee
e Billing Type = Non-Taxable - Internal

Note: Any expense that is over 60 days is considered taxable and is required to have a "Taxable" Billing
Type. If the Date on any of the expense lines is over 60 days, the Billing Type will automatically update to
“Taxable - Internal” when the expense report is saved for later or submitted for approval.

The following warning message displays if the Billing Type is updated on the expense report:

Message

Waming (22000,120)

One or more lines on this expense report is over 60 days old. The Billing Type has been updated fo taxable.

10. Click OK to continue
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Create Expense Report [ Save for Later | [ Summary and Submit
Colin Davidson (7
Actions [ Choose an Action v|| Go
*Business Purpose\ Meeting ~ Destination Location [BURLINGTON VT a
*Report Description |Annual Meeting 4% Attachments
Reference Q
Expenses
Expand All | Collapse Al Add: | [ My Wallet (0) | 4F Quick-Fill Total 0.00 USD
*Date *Expense Type *Description *Payment Type *Amount *Cumency
120032018 |5 [INMILES - FULL ~| Mileage to Annual Mesting [ | Empioyse vl 4 UsD # =
. *Billing Type Non-Taxabl v - ¥ Default Rate *Exchange Rate 0 o R
*Originating Location Q
) ! [INon-Reimbursable  Base Currency Amount D00 USD
*Destination Location BURLINGTON VT Q
~ O ne Receipt
*Miles x 0.5450
Accounting Details |7
Collapse Al Total 000 USD

11. Enter an explanation of the expense in the Description field on the line. If there were locations

travelled to along the way, those can be indicated here
[ Save for Later | E., Summary and Submit

Actions [ Choose an Action v]|_co

Create Expense Report

Colin Davidson
*Business Purwse|‘.4ee:ir; ~ Destination Location [FURLINGTON VT Q
*Report Description [Annual Mesting A Aftachments
Reference Q
Expenses (7
Expand All | Collapse Al Add: | [ My Wallst (0) | £F Quick-Fill Total 0.00 USD
*Date *Expense Type *Description *Payment Type *Amount *Currency
10052018 | [INMILES - FULL ~| ‘|Mnssgsm Annual Masting r Al [Employes ~ A oo0  USD [+ =
229 characters remaining
_ [l T
omomating Locat, - [ Default Rate *Exchange Rate | 1.0
riginating Location mon Q I
W [INon-Reimbursable  Base Currency Amount
IGTON VT 1=
Cne Receipt

*Miles x 0.5450

Accounting Details | 7

Total 0.00 USD

Expand &ll | Collapse All

12. Enter a few letters of where you started your trip into the Originating Location field

13. Click the €3 icon
The Look Up page displays the locations that match your criteria:

Look Up
Help

Search by [Originating Location v |begins with|

Advanced Lookup

Look Up Cancel
Search Results
View 100 First 4 1-3of3 'F Last
Originating Location Description
MT MOMTANA
PaY

o

MNTPR MONTPELIER WT

14. Select the Originating Location link for the appropriate location
Page 7 of 129
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The Create Expense Report - Details page displays the Originating Location selected:

Create Expense Report

Colin Davidson | 7

*Report Description | 4nnual Meeting

Expenses (7
Expand All | Collapse All

*Date

10082018 | [INMILES - FULL

[ Save for Later | E} Summary and Submit
Actions [, Choose an Action || Go
*Business Purpose Mesting ~ Destination Location BURLINGTON VT aQ
A Attachments
Reference Q
Add: | [y My Wallet (0) | £ Quick-Fil Total 0.00 USD
*Expense Type *Description *Payment Type *Amount *Currency
v| *|M|Ieage to Annual Meeting F‘ \Empluyee e EA 00D |USD =
229 characters remaining
o

CRE L y
*Originating Location MONTPELIER VT

'.-j‘l

*Miles b

= The mileage rate of reimbursement is
updated and maintained in accordance

Accounting Details 7

with the State's negotiated agreements.

Expand &ll | Collapse All

Total

0.00 USD

15. Enter the number of miles for the round trip into the Miles field
The Amount automatically populates:

Create Expense Report

Colin Davidson (7

*Business Purpose | Mesting v
*Report Description | Annual Meeting

Reference Q

Attachments that relate to the entire
document should be added at the

Destination Location BURLINGTON \T

header level. Receipts for an expense

should be added on the line.

Expenses (7
Expand All | Collapse Al Add: | [, My Wallet (0) | 4 QuickFil F! 19.08  USD
*Date *Expense Type *Description *Payment Type *Amount Currency
10/082018 |l [INMILES - FULL ~]  “[Miteage to Annual Mesting [ [Emplayee | 15.08 Jusp =
229 characters remaining
*Billing Type| Non-Taxabl v {+/] Default Rate *Exchange Rate 1.00000000) ), [
*Originating Location \MONTPELIER VT Q
_ . [IMon-Reimbursable ~ Base Currency Amount 19.08  USD
“Destination Location BURLINGTON WT Q
) [INo Receipt
“Miles 38 x D.5450
Accounting Details 7
Expand All | Collapse All Total 49.08 USD

16. Click the #% icon on the line to attach a receipt for the expense

NOTE: Most expense types require a receipt. The exceptions are mileage, meals and per diems.

September 2021
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Expense Line Attachments
Help
Report ID MEXT
Date 12032018 Expense Type IN MILES - FULL Amount 18.08 USD
Details Personalize | Find | View Al | L.:|| D First ‘&' 10of1 ‘&' Last
File Mame  Description User Name DateiTime Stamp
Wigw =
Adding large attachments can take some ime to upload, therefore, it is advisable to save the
transaction before adding large attachments.
I T0a ANEChment I
OK Cancel
17. Click Add Attachment
The File Attachment page displays:
File Attachment x
Help
Choose File §No file chosen
Upload Cancel
3
18. Click Choose File
The Choose File to Upload window opens:
Organize v New folder =~ 0 @
¢ Favorites * MName Size Item type |
Bl Desktop = Business_Impact_Statement_for_PSFT_Apps Microsoft |
& Downloads B - e Info I
:,_‘- Recent Places | Test Attachment 1963 KB Microsoft
TR
4 Libraries COverflow 20KB  Adobe Acr
@ Documents r 5| Project Lookup Display No Results on a Travel ... 233 KB Microsoft\
& Music M5 Duplicate Supplier Report Returns Mo Data 620 KB Microsoft)
[E5] Pictures M5 Employee Expense History Page Does Not Displ... 377KB  Microsoft)
E Videos M5 1099 Supplier 136 KB Microsoft
M5 Unable to Update Remit To Supplier on Payme... 382KB  Microsoft |
. Computer i Ed:| Copy of Crystal_To_XMLP_Expenses_Report_Co... 34 KB Microsoft b
& Local Disk (C:) 0 TA Missing Project 141 KB Microsoft\
%&l My Passport (E:) M= EX.CFG.11 Expense Type - Wizard Type 1347KB  Microsoft)
=] Shared [\\wsms.s v imi_— Arrniim PO o 0 N T .....;...."a; ebimbinn Wniirbae | AGE WD Kdicemcn r;.- |
File name: Test Attachment > [AlFiles ) -
I Open |v] ’ Cancel ]
19. Select the file you want to attach and click Open
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The File Attachment page displays with the file path of the document:

File Attachment

Help

C:\Users\imaryellen pfallerDesktop\Test Attachment.do| Browse...

Upload I Cancel

20. Click Upload

The Expense Line Attachments page displays with the File Name as a link to the document:

Expense Line Attachments

Report ID NEXT

Date 12032013 Expense Type IN MILES - FULL Amount 19.08 USD

Details Personalize|Find|mewA|||L’“||-__a' First ‘&' 10f1 ‘B Last

File Mame Description User Mame

DateTime Stamp

I Receipt for expense I

[Adding large attachments can take some ftime to upload, therefore, it is advizable to sa

transaction before adding large attachments. YOU can add additional attaChmentS by
Add Attachment clicking the Add Attachment button or delete

G ¥ an attachment by selection the &l icon.

21. Enter an explanation of the attachment in the Description field and click the OK button

The Create Expense Report - Details page displays. The Attachment icon is updated:

Help

Create Expense Report [ Save for Later | [ Summary and Submit
Colin Davidson (7
Actions [...Choose an Action v|| Go
*Business Furpoee|Meeﬁng ~ Destination Location BURLINGTON VT
*Report Description |Annual Meeting &% Attachments o
H #, -
Reference 2 The icon changes from E& to Ed.
Expenses (7
Expand All | Collapse All Add: | [ My Wallet (0) | £ Quick-Fil Total 19.08  USD
*Date *Expense Type *Description *Payment Type *Amount *Currency
12032015 | [IN MILES - FULL v|  "[Mieage to Annual Meeting [ [Employee “ 19.08 |UsD =
229 characters remaining
__*Billing Type| Taxsble _Ir v M Default Rate *Exchange Rate | 1.00000000 & [
*Originating Location |MONTPELIER T a 0
Non-Reimby bl Base Currency Amount 18.08  USD
*Destination Location [EURLINGTON VT Q 4 R — g
_ No Receipt
*Miles 35 x 0.5450
ccounting Details |7
Expand All | Collapse All Total 19.08 USD

22. Expand the Accounting Details section by clicking the * icon
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The Accounting Details section expands and the ChartFields for the line display:

Create Expense Report

Colin Davidson (7

*Business Purpose iceting hd Destination Location BURLINGTON VT

*Report Description [Annual Mesting i  Aftachments

[ Save for Later | E;, Summary and Submit

v|| o

Actions [...Choose an Action

Expand All | Collapse All

Reference Q .
The default ChartField values can be
Expenses (2 updated for all fields except the
Expand All | Collapse All Add: | [F My Waliet (D) | 4% Quick-Fill oy . . .
? Account. Additional accounting lines
*Date *Expense Type *Deseription . . .
fomaeoia |8 [FALES PO %] * e o Ay can be insert by selecting the Bl icon.
229 characters remaining
*Billing Type[ Non-Taxabl |
*Originating Location MONTPELIER VT Q
o § [INon-Reimbursable ~ Base Currency Amount 1908 USD
*Destination Location [BURLINGTON VT Q
) [ o Receipt
*Miles 35 x 0.5450
Accounting Details (7
Chartfieids | [0
Amount “GLUnit  Monetary Amount gﬂj“‘“’ F—;f:""ﬂ? Fund Dept Program Class Project
115.08] [0a100 | @, 19.08 USD 1.00000000 20105 |@, (3100002000 |, 59290 |@, [zoo17 |@, [zmvT  ooolay [#][=]
Total 19.08 uso

The User Defaults on the employee’s profile defaults the ChartField information into the Accounting
Details section for the following fields: GL Unit, Fund, Dept. Some employees may also have default
ChartField information for the following fields: Program, Class, Project. The Account defaults from the

Expense Type and does not display.

Accounting Details | 7

Chartfields | [0

Currency  Exchange
Amount *GLUnit  Monetary Amount ™ = Fund Dept

[te.08) 0&100 | 19.08 USD

Create Expense Report [ Save for Later I B Summary and Submit I
Colin Davidson (7
Actions | .. Choose an Action v|| so
*Business Purpose | Mesting > Destination Location [BURLINGTON VT Q
*Report Description|Annual Meeting #u Attachments
Reference Q
Expenses (¢
Expand All | Collapss All Add: | [ My Wallet (0} | £ QuickFil Total 19.08  USD
*Date *Expense Type *Description *Payment Type *Amount *Currency
10082013 |[H [INMILES - FULL v]  *[Mileage to Annual Mesting [ [Employee vl 4 18.08) [UsD =
229 characters remaining
_ *Billing Type Mon-Taxabl v [ Default Rate *Exchange Rate | 1.00000000 ¢, [
*Originating Location| MONTPELIER VT Q
o : [JNon-Reimbursable  Base Currency Amount 19.08
*Destination Location BURLINGTOM WT aQ
*Miles 35 x 0.5450

1.00000000 20105 |, 5100002000

Expand &All | Collapse All

Additional expense lines can be inserted
by selecting the Efl icon. Select the

appropriate expense type and enter the
details for any additional expense lines.

23. Click on the Summary and Submit link

September 2021
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The Create Expense Report - Submit page displays:

Expense Training Guide - Employee/Delegate

Create Expense Report

Colin Davidson

*Business Purpose ‘ Mesting hd

*Description Annual Meeting
Reference Q

Totals (2

& iew Printable Version FH View Analytics

Employee Expenses (1 Line) 19.08 USD Non-Reimbursable Expenses

Cash Advances Applied 0.00 USD Prepaid Expenses

Amount Due to Employee 19.08 USD

Amount Due to Supplier

S otes

0.00 UsD

0.00 UsD

0.00 USD

O By checking this box, | certify the expenses submitted are accurate and comply with expense policy.

HS < for Later | [ Expense Details

Actions [_Choose an Action v | GO

i Attachments

Employee Credits 0.00 USD
Supplier Credits 0.00 USD
Total Taxable Expenses 0.00 USD

(applicable taxes will be withheld from your pay)

By submitting this Expense Report | certify under penalties of perjury that the information given on this form the actual to which this employee is legally
entitled.
24. Click the Notes link
The Expense Notes page displays:
Expense Notes
Help
Add Motes
Notes Personalize | Find | [EL | L_-i.| First ‘&' 10of1 '}/ Last
Motes Name Role Action Date/Time
OK Cancel
25. Enter Comments
Expense Notes
Help
Mileage for Annual Meeting|
Add Notes
Notes Personalize | Find |E | L_-i.| First ‘&' 1of1 ‘&’ Last
Notes Name Role Action Date/Time
OK Cancel

26. Click Add Notes

September 2021
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2~ VERMONT Expense Training Guide - Employee/Delegate

The Comments are added to the Notes section. The Name, Role and Date/Time field values are

populated with the user who created the note and when.

Expense Notes
You can add additional notes by

entering comments and clicking the

Add Notes button or delete a comment
by selection the B icon.

Add Notes |
Notes Personalize | Find |L-:I| ks First "4 1&1 b Last
MNotes Mame Role Action Date/Time
mifiaz for Annusl e i Davidson Employee 121202018 3:57-56PM =

Cance
27. Click OK

The Create Expense Report — Submit page displays:

Create Expense Report Save for Later | [ Expense Details

GO

Actions . Choose an Action v

Colin Davidson

*Business Purpose |Mesfing v
*Description |Annual Meeting
Reference a The Notes icon changes
Totals (2 & View Printable Version B view Analyfics
when
Employee Expenses (1 Line) 19.08 USD Non-Reimbursable Expenses 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD comments exist.
Amount Due to Employee 19.08 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.007USD
(apphicable taxes will be withheld from your pay)
E By checking this box, | certify the expenses submitted are accurate and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form rep its the actual exp: to which this employee is legally
entitled.
Submit Expense Report

28. Review the certification message and then select the Certification checkbox

Save for Later El Expense Detailz

Create Expense Report
Colin Davidson Actions [_Choose an Action ]| Ge
*Business Purpose [Mesting v
*Description |Annual Meeting
Reference Q
Totals (2 & View Printable \ersion 3 View Analytics & Notes A4 Attachments
Employee Expenses (1 Line) 19.08 USD Men-Reimbursable Expenses 0.00 UsSD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 UsSD Supplier Credits 0.00 USD
Amount Due to Employee 19.08 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD
(applicable taxes will be withheld from your pay)
ﬁ By checking this box, | certify the expenses submitted are accurate and comply with expense policy.
By submitting this Expense Report | cerfify under penalties of perjury that the information given on this form the actual to which this is legally
l Submit Expense Report I

29. Click Submit Expense Report
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The Create Expense Report - Submit Confirmation page displays:

Expense Report Submit Confirm
Help

Create Expense Report
Submit Confirmation
Colin Davidson

Totals
Employee Expenses (1 Line) 18.08 UsSD Non-Reimbursable Expenses 0.00 UsD Employee Credits 0.00 USD
Cash Advances Applied D.00 USD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 UsD
Amount Due to Employee 19.08 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 19.08 USD

(applicable taxes will be withheld from your pay)

Cancel

30. Click OK

The View Expense Report - Submit page displays with the message 'Your expense report (ER ID) has been
submitted for approval.’' The status is updated to 'Submission in Process'. The Report ID is assigned:

View Expense Report [ Expense Details
_ Actions _._Choose an Action ]| GO
I Your expense report 0000532370 has been submitted for approval. I
Business Purpose heeting I Report DI ) Submission in Process I

Description Annual Mesting Created 12/1 8  Colin Davidson
Reference Last Updated 1211 Colin Davidson
Post State Not Applied
Totals (% J iew Printable \Version EX View Analytics ':‘ Hotes
Employee Expenses (1 Line) 19.08 USD Non-Reimbursable Expenses 0.00 UsSD Employee Credits 0.00 UsD
Cash Advances Applied uso Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 19.08 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 19.08 USD

(applicable taxes will be withheld from your pay)

/| By checking this box, | certify the expenses submitted are accurate and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form represents the actual expenses to which this employee is legally

entitled.
I Refresh Approval Status I
ot Retum to Search =] Motify

31. Click Refresh Approval Status
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The Withdraw Expense Report button displays and is enabled. The Approval History section displays the
approval path for the expense, who submitted the transaction, who it is routed to, the action performed
and the date/time when the action occurred. The status is updated to' Submitted for Approval':

View Expense Report {7 Expense Details

Colin Davidson Actions v}| G0
Business Purpose Megting I Report D00O0S32370  Submitted for Approval I
Description Annual Meeting
Reference Last Updated 12/12/2(

Totals @ 5 e e verein issaalae  Sclect the Withdraw Expense Report button
, if you need to make changes to a submitted
Employee Expenses (1 Line) 19.08 USD Non-Reimbursable Expenses
Cash Advances Applied 000 usD Prepaid Expenses expense report before your approver has
Amount Due to Employee 19.08 USD Amount Due to Supplier approved |t. The transac‘“on |s removed fr‘om
i By checking this box, | certify the expenses submitied are accurate and comply with expense policy, th e a p p rove r's WO rkl ist a n d Ca n be m Od ified .
By submitting this Expense Report | certify under penalties of perjury that the information givggs® i . .
The status is updated to pending.

entitled.
Submit Expense Report l Withdraw Expense Report l #Chitted On 1211272

Approval History

B & =5 =

Submitted EX Module Supervisor Expense Coordinator
Cofin Davidsan Aua Graze (Poaled) Payment
Action Role Name DateiTime
Submitted Employee Colin Davidson 121122018 4:03:57PM
[ Retum to Search || <] Nofify

Create an Expense Report from Blank is Complete
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Create an Expense Report as a Delegate

Situations when this function is used: You need to create an expense report on behalf of another employee.
Home Page Tile navigation: TE tile > Expense Reports > Create/Modify Expense Report

Navigator Menu navigation: Employee Self-Service > Travel and Expenses > Expense Reports >
Create/Modify

The Expense Report page displays:

Expense Report

Find an Existing Value Add a New Value

Empl ID{DOD03

Add

Your Empl ID automatically defaults in.

1. Click on the Empl ID look up 4 icon

The Look Up Empl ID page displays all the employee IDs you have authority to create expense
transactions for:

Look Up Empl ID X

Help

Empl ID| begins with
Mame| begins with

Look Up Clear Cancel Basic
Lookup

Search Results

View 100 First ‘4 1202 ‘R Last
Emgpl 1D Nirne
| 00003 Davidson,Colin |
I == T )
2. Click on the Empl ID link of the employee you want to enter a report for

3. Click Add

NOTE: In the event the employee has an approved travel authorization, the following message box
displays as a reminder.

An approved travel authorization exists. If applicable to this expense report, please choose the Quick Start Populate From "A Travel Authorization” and select the appropriate travel authorization.

0K

4. Click OK to continue
5. Follow steps 3 through 28 in the Create an Expense Report from Blank exercise in this manual
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6. The Create Expense Report - Submit page displays and the Notes icon is updated:

Create Expense Report I [ Save for Later IFJ Expense Details

Colin Davidson Actions [.__Choose an Action v|| 6o

*Business Purpose [Mesting bl

*Description |Annual Meeting

Reference

2

Totals & View Printable Version B3 \iew Analytics & Attachmants
Employee Expenses (1 Line) 18.08 USD Non-Reimbursable Expenses 0.00 UsD Employee Credits 0.00 USD
Cash Advances Applied 0.00 UsSD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 USD
Amount Due to Employee 19.08 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 19.08 USD
dnaleahle daes il be itbel S o ca
By checking this box, | certify the expenses submitted are accurate and comply with expense policy.
By submitting this Expense Report | cerfify under penalties of perjury that the information given on this form the actual to which this ployee is legally

entitled.

NOTE: The Certification checkbox and Submit Expense Report button are disabled. A delegate is
authorized to create an expense transaction on behalf of another employee, but only the employee
being reimbursed can certify and submit the transaction. Contact the VISION helpdesk if you need
authorization to submit on behalf of another employee.

7. Click the Save for Later link

The Modify Expense Report - Submit page displays. The Report ID is assigned, and the Status is
‘Pending’:

Modify Expense Report HSE\ - for Lated | 5] Expense Details
Colin Davidson Actions [...Choose an Action v|| G0
*Business Purpose| Meeting “ I Report DODDS32371 Pending I
*Description | Annual Meeting
Reference Q
Totals & iew Printable Version B View Analytics 2 Notes A Attachments
Employee Expenses (1 Line) 19.08 UsSD Non-Reimbursable Expenses 0.00 UsD Employee Credits 0.00 USD
Cash Advances Applied 0.00 UsD Prepaid Expenses 0.00 usD Supplier Credits 0.00 USD
Amount Due to Employee 19.08 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 19.08 USD
{applicable taxes will be withheld from your pay)
By checking this box, | certify the i are and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form represents the actual expenses to which this employee is legally

entitled.

8. The employee being reimbursed will need to finish and submit the report for approval.

Create an Expense Report as a Delegate is Complete
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Verify/Change Accounting Detail for Expense Line(s)

Situations when this function is used: While creating an expense report, you can review the
accounting details (Chartfields) for each expense line. Please note that the accounting details are
defaulted in and will be the same on each line unless you make changes

Home Page Tile navigation: TE tile > Expense Reports > Create/Modify Expense Report

Navigator Menu navigation: Employee Self-Service > Travel and Expenses > Expense Reports >
Create/Modify

The Expense Report search page displays, click on the Find an Existing Value tab:

Expense Report

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

Find an Existing Value Add a New Value

Search Criteria

l;e::art D[begins with w|[532363
Reporteseronen cegn oo
Name [Bears win ]
Empl ID[begins with V] Q
Report Status= wv| | v|
Creation Date[=_ w]
[Jcase sensitive
Limit the number of results to (up to 300). |300

il
Clear Basic Search 2 Save Search Criteria

1. Enter the expense report number you want to modify
2. Click Search
The Modify Expense Report page displays:

Modify EXpEHSE Repor‘t Save for Later | & Summary and Submit
Colin Davidson (7
Actions | __Choose an Action v GO
~Business Purpose | Training v Report 0000532363 Pending
*Report Description [Travel for VISION training Destination Location MONTFELIER VT a,
Reference (e} 4 Altachments
Expenses (7
Expand All | Coliapse Al Add: | [ My Wallet (0) | £ Quick-Fill Total 26.71  USD
*Date *Expense Type *Description *Payment Type *Amount *Currency
D 12/03/2018 |5 [INMILES - FULL v " [Travel to Montpelier for VISION training 2 [Employee v A 2671 UsD =
214 characters remaining
Expand All | Collapse All Total 2671 USD

3. Click on the icon or the Expand All link to expand the expense line(s)
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Modify Expense Repor‘t Save for Later @-Summar;: and Submit
Colin Davidson (7
Actions | _ Choose an Acfion v|| GO
“Busingss Purpose| Mesting v Report 0000532365 Pending
*Report Description Annual Meeting Destination Location BURLINGTON YT Q
Reference Q # Attachmens
Expenses (2
Bxpanc Al | Colzpss Al Adet | B MyWalet (0) | 4 Quekil Total 1.0 UsD
“Date *Expense Type *Description *Payment Type *Amount *Currency
12102018 [ | INMILES - FULL v " [Travel o Burlington A@ Employes v (% 2180 USD [E
234 characters remaining
& “Billing Type|Non-Taiat ¥ ¥ Default Rate *Exchange Rate 4t E
“Originating Location [ONTPELIER VT Q NonReimbursable ~ Base Currency Amount 2180 USD
*Destination Location BURLINGTON VT Q No Receipt
‘Miles 4 x 05450
Accounting Details (7

4. Clickthe » icon to expand the accounting lines. The accounting detail link is located at the
bottom of each expense line

Expenses (2
Expand All | Collapse Al Add: | [y My Wallet (0) | £F Quick-Fil Total 8720 UsD
“Date *Expense Type “Description “Payment Type Amount *Currency
12102018 |[sj [IN MILES - FULL v]  [Travel to Buriingten B [Empioyee A 2180 [UsD =
234 characters remaining
@ *Billing Type | Non-Taxabl v ¥ Default Rate *Exchange Rate | 100000000 ©» [
*Originating Location MONTPELIER VT Q Non-Reimbursable  Base Currency Amount 2180 USD
*Destination Location BURLINGTON VT Q No Receipt
Miles 40 x 05450
Accounting Details (7
Chartfields
Amount *GL Unit Monetary Amount g:gs"w E:fgange Fund Dept Program Class Project
21.60 08100 |Q 21.80 USD 1.00000000 (20105 |@, 4100002000 |G 59290 Q20017 |Q ZMVT 0004 Qy [+ [=]

5. Accounting lines can be added by clicking the [+] button and can be deleted by clicking the [=]
button
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Expense Training Guide - Employee/Delegate

Save for Later

@ Summary and Submit

Modify Expense Report
Colin Davidson (7
*Business Purpose | Mesting v
*Report Description Annual Meeting
Reference Q
Expenses (7
Expand All | Collapse Al Adg: | [ My Wallet (0) | 4 Quick-Fil

*Date “Expense Type

12102018 [ |IN MILES - FULL

Gy *Billing Type | Non-Taxabl v
*Originating Location MCNTPELIER VT
*Destination Location BURLINGTON VT

0.5450

*Miles 40 x

Accounting Details (7
Chartfields
Amount *GL Unit

21.80 08100 |Qy
08100 |Q

Monetary Amount

21.80 USD

Report 0000532385 Pending
Destination Location BURLINGTON VT
& Attachments

*Payment Type

*Description
v *[Travel to Burlington /l@ Employee

234 characters remaining
¥ Default Rate

a Non-Reimbursable
Q No Receipt
Currency Exchange
Code Rate Fund Dept Program

1.00000000 20105 |@ 3100002000 |Q, 58200 Q

usD 1.00000000 20105 |@ 5100002000 | 58290 Q,

Actions | _ Cheose an Action

Total 87.20
=Amount
M A 21.80
*Exchange Rate | 1.00000000
Base Curmency Amount 2180
Class Project

z0i7 e EwT ooble, [# [
Z0017 |@ fewvT ooole [# [=]

v [ @0
usD
*Currency
usD =
DB
uso

different chartstrings

Note: The account code and GL unit should never be changed.

Save the expense report after making all your changes

Verify/Change Accounting Detail for Expense Line(s) is Complete

September 2021
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Save Expense Report for Later

Expense Training Guide - Employee/Delegate

Situations when this function is used: When entering expense reports, it is important to save often.
We recommend saving after every few lines to avoid losing any work or if you are not ready to submit

the report for approval.

While working in an expense report you can save it to come back to later at any time:

Create Expense Report

Colin Davidson (7

*Business Purpose Training -
*Report Description |Travel for VISION training

Reference Q,

Expenses (7
Expand All | Collapse All Add: | [ My Wallet (0) | ’f Quick-Fill

“Date "Expense Type

*Billing Type Non-Taxabl -
*QOriginating Location WOLCOTT VT
*Destination Location MONTPELIER VT

*Miles

49 x 05450

Accounting Details (7

12/03/2018 |[F INMILES- FULL -

Destination Location [MONTPELIER VT

% Attachments

*Description
* Travel to Montpelier for VISION training

214 characters remaining

Expand All | Collapse All

I Save for Later IIQ Summary and Submit
Actions _Choose an Action - GO
Q
Total 2671 USD
*Payment Type “Amount *Currency
& “Employee - A 2671 |USD =
Default Rate *Exchange Rate | 100000000 ¢, B
[C] Non-Reimbursable Base Currency Amount 2671 USD
[ o Receipt
Total 26.71 uso

1. Click on the Save for Later link

The Modify Expense Report - Details page displays, the Report ID is assigned, and the Status is ‘Pending’:

Modify Expense Report

Colin Davidson (7

*Business Purpose Training -
*Report Description Travel for VISION training

Reference aQ

Expenses (2

Expand All | Collapse All Add: | E,I-;Iy‘.”.’al\et(ﬂ) | fauick—Fm
*Expense Type

IN MILES - FULL

*Date
12/03/2018
*Billing Type MNon-Taxabl +
*Originating Location \WWOLCOTT VT
*Destination Location MONTPELIER VT
*Niles

49 x 0.5450

Accounting Details (7

Save for Later | @ Summary and Submit

Destination Localion [

Ji Attachments

*Description
* Travel to Montpelier for VISION training

214 characters remaining

Report 0000532363 Pending

Actions __Choose an Action - | GO
Q
Total 26.71  USD
*Payment Type *Amount *Currency
Employee - 4 2671 |usD =
Default Rate *Exchange Rate | 100000000 i [

2671 usi

o

[Z) Hon-Reimbursable Base Currency Amount

[T ho Receipt

Expand All | Collapse All

Total 26.71 uso

Save Expense Report for Later is Complete
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Finish and Submit

Situations when this function is used: After all the expense lines, receipts and notes have been added
and the accounting information is verified the expense report is ready to be submitted for approval.

From the Create or Modify Expense Report page:

Creale EXDBHSB RBDOF‘[ [ Save for Later I [& Summary and Submit I
Colin Davidson (%
Actions [_Choose an Action v|| co
*Business Purpose [ Mesting hd Destination Location BURLINGTON VT Q
*Report Description [Annual Mesting 44 Aftachments
Reference aQ
Expenses (7
Expand &1l | Collapse Al Add: | [ My Wallet (D) | £ Quick-Fil Total 19.08  USD
*Date *Expense Type *Description *Payment Type
10082018 |5 [N WILES - FULL v ‘I\‘I\Ieﬁ;sto Annual Meeting r." Employss v 3 HE
229 characters remaining
*Billing Type Non-Taxabl v [ Default Rate *Exchange Rate | 1.0
*Oniginating Location MOMTPELIER VT Q
A . [INon-Reimbursable ~ Base Currency Amount
*Destination Location BURLINGTON VT a,
_ Cne Receipt
“Miles 35 x 0.5450
Accounting Details | §
Charifields | =9
Amount ‘GLUNt  Monetary Amount E‘”’E"C‘! E:f:‘é "8 Fung Dept Program Class Project
he.og jps100 | 19.08 USD 1.00000000 20105 |, 8100002000 |Q 59290 Q20017 |Q [ZMVT D00 QL [+]|[=]
Expand All | Collapse All Total 19.08 USD
. . .
1. Click on the Summary and Submit link
. .
The Create Expense Report - Submit page displays:
Create Expense Report [ Save for Later | [ Expense Details
Colin Davidson Actions| .. Choose an Action || B0
*Business Purpcse| Meeting hd
*Description Annual Meeting
Reference Q
Totals (7 & \iew Printable \ersion B3 View Analytics ] #4 Aftachments
Employee Expenses (1 Line) 18.08 USD Non-Reimbursable Expenses 0.00 usD Employee Credits 0.00 UsD
Cash Advances Applied 0.0D USD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 UsSD
Amount Due to Employee 19.08 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD
denolcabic taes wil o itbneld Som uor oo
O By checking this box, | certify the i are and comply with expense policy.
By submitting this Expense Report | cerfify under penalties of perjury that the information given on this form the actual to which this employee is legally
entitied.

Note: The Modify Expense Report — Submit page displays if you previously clicked the Save for Later link.

2. Review the certification message and select the Certification checkbox
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The Submit Expense Report button becomes available:

Expense Training Guide - Employee/Delegate

Create Expe nse Report [ Save for Later L—T'\I Expenze Detaile
Colin Davidson Actions [ Choose an Action ~| | G0
*Business Purpose| Meeting At
*Description Annual Meeting
Reference Q
Totals (¢ & ‘iew Printable Version B Wiew Analytics & Notes 4 Attachments
Employee Expenses (1 Ling) 18.08 USD Non-Reimbursable Expenses 0.00 UsD Employee Credits 0.00 UsD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 UsD
Amount Due to Employee 19.08 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD
{applicable taxes will be withheld from your pay)
m By checking this box, | certify the are and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form represents the actual expenses to which this employee is legally
I Submit Expense Report I
3. Click Submit Expense Report
The Create Expense Report - Submit Confirmation page displays:
Expense Report Submit Confirm
Help
Create Expense Report
Submit Confirmation
Colin Davidson
Totals
Employee Expenses (1 Line) 18.08 USD Non-Reimbursable Expenses 0.00 UsD Employee Credits 0.00 UsD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 UsSD
Amount Due to Employee 19.08 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 19.08 USD
(applicable taxes will be withheld from your pay)

Cancel

4. Click OK

Note: You must click on OK to complete the submit for approval process.
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The View Expense Report - Submit page displays with the message 'Your expense report (ER ID) has been
submitted for approval.' The status is updated to 'Submission in Process'. The Report ID is assigned:

View Expense Report 5] Expense Details

Actions | __Choose an Action wv|| co
Your expense report 0000532370 has been submitted for approval. I
Business Purpose Meeting I Report DDD0S32370  Submission in Process I
Description Annual Meeting Created 12/12/2018  Colin Davidson
Reference Last Updated 12/12/2018  Colin Davidson
Post State Mot Applied
Totals (7 (& “iew Printable Version EY ‘iew Analytics (@ Notes
Employee Expenses (1 Line) 19.08 USD Non-Reimbursable Expenses 0.00 UsSD Employee Credits 0.00 UsSD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 USD
Amount Due to Employee 19.08 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 19.08 USD

(applicable taxes will be withheld from your pay)
» By checking this box, | cerfify the expenses submitted are accurate and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form represents the actual expenses to which this employee is legally

entitled.
Submit Expense Report
I Refresh Approval Status I
[5F Retumn to Search  |[[=7 Notify

5. Click Refresh Approval Status

The expense report has been routed to the supervisor for approval. The Withdraw Expense Report
button displays and is enabled. The Approval History section displays the approval path for the
expense report, who submitted the transaction, who it is routed to, the action performed and the
date/time when the action occurred. The status is updated to' Submitted for Approval':

View Expense Report [5) Expense Details

Colin Davidson Act\ons GO
Business Purpose Meeting | Report DDODS32370  Submitted for Approval I
Description Annual Mesting T T
Reference Last Updated 12122018

Post State Mot Applied

Click the Withdraw Expense Report button

Totals (7 & View Printable \ersion 9 view Analytics
Employee Expenses (1 Line) 1208 USD NonReimbursable Expenses if you need to make Changes to a submitted
Cn g gl SRR — expense report that has not been approved
Amount Due to Employee 19.08 USD Amount Due to Supplier yet_ The transact|on |5 removed from the
Ly amiting s xponss Rapor ery s ponatiesof portorg et e g i o approver’s worklist and can be modified.
entitled.

SN T [ - — The status is updated to pending.

Approval History

=] ? &El ht;‘ T.i
Submitted £3 Module Supervisor Evpense Coordinatar
Cofn Davidson fwa Grace {Foaled) Payment

Action Role Name Date/Time
Submitted Employee Colin Davidson 1211272018 4:03:57PM
[&* Retum to Search =] Notify

Finish and Submit is Complete
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Duplicate Expense Reports

Situations when this function is used: You will receive a warning message when you save an expense
report for later or submit an expense report and there is a duplicate expense.

Create Expense Report [E Summary and Submit

Colin Davidson

Actions [__Choose an Action v|| so
*Business Purpose | Mssting ~ Destination Location BURLINGTON VT a,
*Report Description Annusl Meefing 4 Attachments
Reference Q
Expenses
Expand All | Collapse All Add: | [Z My Wallet (0) | £F Quick-Fill Total 1908 USD
*Date *Expense Type *Description *Payment Type
232018 |B [INMILES - FULL v]  *[Mieage to Annual Mesting [ [Employee vl 4 FE

229 characters remaining

*Billing Type | Taxable - Ir v

*Originating Location |MONTPELIER VT
- . [INon-Reimbursable ~ Base Currency Amount
*Destination Location [BURLINGTON VT

/] Default Rate *Exchange Rate

2

; Cne Receipt
*Miles 38 x 0.5450

Accounting Details

Expand All | Collapse All

Total 19.08 uso

1. Click on the Save for Later link

NOTE: Duplicates are checked when the Save for Later link is selected and/or when the Submit
Expense Report button is selected.

If a duplicate expense line exists, the following message will display:

Message

Waming, at least one line has been flagged as a duplicate (22000,110)
Click OK to continue or Cancel to go back fo review.

[0k J[CCance ]
NOTE: Clicking the OK button will save the expense report with errors. Click Cancel if you do not want
to save the report. Lines in error should be corrected prior to submitting the expense report.

2. Click Cancel
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The Review Exceptions icon displays on the duplicate expense line:

Create Expense Report

Colin Davidson |

[ Save for Later | |2; Summary and Submit

*Originating Location | MONTPELIER WT
*Destination Location BURLINGTOM T
“Miles 35 x 0.5450

Accounting Details |4

P p

[INonReimbursable  Base Currency Amount

Cne Receipt

Actions [__Choose an Acfion v]| o
*Business Purpose [ Mesting hd Destination Location BURLINGTON VT Q
*Report Description | Annual Meeting J’; Aftachments
Reference Q
Expenses (7
Expand All | Collapse Al Agd: | [ My Wallst (D) | £F Quick-Fill Total 19.08  USD
*Date *Expense Type *Description *Payment Type =Amount *Cumrency
12032018 | [INMILES -FULL V] *[Mileags o Annual Mesiing {7 [Empioyes vl A4 E HE
229 characters remaining
[} *Billing Type| Taxable - Ir v [ Default Rate *Exchange Rate | 1.0

Expand All | Collapse All

Total 19.08 USD

3. Click on the icon

The View Exception Comments and Risks page displays, the Comment field identifies duplicate the

expense sheet and line:

Create Expense Report

General Information

View Exception Comments and Risks

Report Description Annual Meeting
Business Purpose Meeiing

Reference

Report ID 0000532371

Exception Information

Line

1IN MILES - FULL

Exception

Duplicates Exist

Comment

Expense line is a duplicate of Line 1, Sheet Id
Date 20158-12-03, Amt Spent 15.08 USD.

Retum To Expense Report

4. Delete or correct the duplicate line

Duplicate Expense Reports is Complete
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Copy Expense line(s) for an Expense Report

Situations when this function is used: This functionality allows an employee to create one or multiple
new lines by copying an existing line on an expense report.

From the Create of Modify Expense Report page:

Create Expense Report [g Save for Later | B} Summary and Submit
Colin Davidson (2
Actions | ...Choose an Action v|| Go
“Business Purposs | Meeting T Destination Location BURLINGTON VT Q
“Report Description Annual Meeting 4 Attachments
Reference Q
Expenses (7
Expand All | Collapse Al Add: | [ My Wallet (0) | £ Quick-Fi Total 2180 UsSD
*Date *Expense Type “Description “Payment Type *Amount *Currency
12/1022018 |5 |[IN MILES - FULL v *[Travel to Burlington ) [Employes v #. 21.80 |UsSD =
234 characters remaining
“Billing Type Mon-Taxabl ¥ ¥ Default Rate *Exchange Rate | 1.000 o R
*Originating Location MONTPELIER VT Q
_ Non-Reimbursable  Base Currency Amount 2180 USD
“Destination Location BURLINGTON VT Q
N No Receipt
“Miles a0 x 0.5450
Accounting Details (2
Expand All | Collapse Al Total 2180 USD

1. Click the Actions drop-down and select Copy Expense Lines
2. Click GO

The system defaults to Copy to One Date and copies to non-holiday workdays. If you want to copy to a
Weekend day or Holiday, you will need to check the corresponding checkbox:

Copy Expense Lines b

Help

Choose the Copy to One Date option if you want to copy each selected line just once using the To Date as
the new expense date, or choose Copy to Range of Dates if you want to copy each line multiple times with
the expense date for the new lines set to each day within the specified date range. Select the expense lines

0 COpy ﬂml press OK.
Copy Option
® Copy to One Date To Date [12/10/2018 |5
Copy to Range of Dates From Date 5 Include Weekends
To Date Bl Include Holidays

Select Expense Type Expense Date Amount Spent Currency

] IN MILES - FULL 12110/2018 21.80 USD
Gancel

When copying to one date, enter the Date you want to copy to into the To Date field next to the Copy
one Date field. To Copy to a range of dates, click the Copy to Range of Dates option and enter the date
range you want to copy to into the From Date and To Date fields.

3. Select the Option and the Line you wish to Copy and Click OK
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Modify Expense Report |5 Save for Later | B Summary and Submit
Colin Davidson
Actions | Copy Expense Lines v|| 6o
“Business Purpose | Meeting M Report 0000532365 Pending
“Report Description Annual Meeting Destination Location BURLINGTON VT Q
Reference Q ; Attachments
Expenses
Expand All | Collapse Al Add: | [ My Wallet (0) | £ Quick-F Total 87.20  USD
*Date “Expense Type *Description *Payment Type *Amount *Currency
12/10/2018 |[E) |IN MILES - FULL *| Travel ta Burlington Ar(‘ Employee v f.& 21.80 USD + =
234 characters remaining
12/09/2018 |F) [IN MILES - FULL *[Travel to Montpelier Ar(‘ Employee v A 21 uUsD + [=
234 characters remaining
12110/2018 |F) |IN MILES - FULL *|Travel to Burlington Ar(‘ Employee v A 21 usD + [=

5. Click the

Copy Expense line(s) for an Expense Report is Complete

September 2021

icon to expand the lines and adjust the information for the copied lines
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Create Multiple Expense Lines Using Quick-Fill

Situations when this function is used: Another way to save time when creating expense lines is to use
Quick-Fill. The functionality enables an employee to add one or multiple lines to an expense report by
selecting the appropriate expense type and specifying the date or date range for the expense. You will
then enter the remaining information that pertains to each expense type.

Note: This is an excellent way to enter multi-day hotel stays where each day must be entered separately.
From the Create or Modify Expense Report page:

Create Expense Report Save for Later | [& Summary and Submit
Eric Hoefel (2
Quick Start [ Populale From v|| eo
“Business Purpuse\Cane'ence v‘ Destination Location BURLINGTON VT Q
*Report Description Training Conference (%, Aftachments
Reference Q
Expenses (7
Expand All | Collapse All Add: | [ My Wallet (0) | £ QuickFil Total 0.00  USD
*Date *Expense Type Description *Payment Type *Amount *Currency
BN v I vl 4 ooo| [uso | EI[E
254 characters remaining
Expand All | Collapse Al Total 0.00 USD

1. Click on the Quick-Fill link
The Quick-Fill page displays with a list of expense types, the From and To dates default to the current date:

Quick-Fill
Help
Enter the date range you want apphed to the expenses you will be adding to the report. Then choose the expense types
and whether you want to add one instance of the expense type or have an entry of that expense boe faraas v
within the date range
; The defaulted date range should be
From 0EN02019 J§ o (05122019 | updated to ensure the lines are
Skl Expenss Types: created with the appropriate dates.
One Day All Days  Expense Type
O Oa IN AIR TRANSP
O [0  INBREAKFAST
O (|| IN COMMUTER MILE
O 0 IN CONF/TRAIN REGIST
O O IN DINNER
O O IN INCIDENTALS
O E‘ IN LODGING
O [l IN LUNCH .
0 O INMILEAGE ADAPT VAN Use the scroll bar to view
] O  INMILES-FuLL more expense types.
OK Cancel

Note: A single line for the selected expense type is created using the first day in the date range when
the One Day checkbox is selected. If the All Days checkbox is selected, a line is created for each day in
the date range.

2. Update the From and To dates
3. Click the Select checkbox next to the expense type you are adding to the expense report
4. Click OK
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The Create Expense Report - Details page displays. Lines are created for the expense types selected. A single
line is created when One Day was selected, and multiple lines are created when All Days was selected:

Create Expense Report [ Seve for Later | [B Summary and Submit
Eric Hoefel |
Actions . Choose sn Action v| | Go
Purpose [Conference ] Destination Location [EURLINGTON VT Q
*Report Description Training Conference & Attachments
Reference Q
Expenses ¢
Exgpand All | Collapss All Add: | [F My Wallet (0) | 2‘3' Quick-Fill Total f10.00  usD
*“Date *Expense Type *Description ‘DM nwrl *Currency
06/10i2018 | [IN LODGING | | *[Overnight in Burlington j7 [Empioye= vl & 113.3:' usc  |q &=
— _ ,_ - - [ Receipt Spiit M Default Rate *Exchange Rate | 1.00000000 r, [l
*Originating Location mon C
-Rei 0 USD
Lom — oy g Non-Reimbursable  Base Currency Amount 11000 USD
No Receipt
*Merchant () Preferred ® Non-Preferred
Accounting Details (7
DE1172018 |5 [IN LODGING V] & L 4 oo uso  |q &=
354 characters remaining
. atfamli_ng 'rtypE|Nar-_axable- nternal ~ . [Ffi Receipt Spiit o Default Rate Exchange Rate 100000000 7, R
*Originating Location s
. [J Non-Reimbursable ~ Base Currency Amount 0.00  UsD
*Location BURLINGTOMN VT a O
No Receipt
*Merchant () Preferred '® Non-Preferred
Accounting Details (7

the U icon

Payment Type - Select Employee

. Description - Enter a description of the expense

Amount - Enter the amount of the expense

. Originating Location - Enter the first few letters of the location where your trip started and click

The Look Up page displays the locations that match your criteria:

Look Up

Originating

Description| begins with w|/mon

Help
SetlD STATE

Location| begins with

Loak Up Clear Cancel Basic Lookup
Search Results
View 100 First ‘4 140r4 ‘b Last
Originating Location Description
MNKTH MONKTON VT
MT MONTANA
MNTPR MONTPELIER VT I

10. Select the Originating Location link for the appropriate location
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The Create Expense Report - Details page displays the Originating Location selected:

Create Expense Report

Eric Hoefel (7

Purpose | Conference

*Report Description | Training Conferance

Reference

Expenses 7

Expand All | Collapse All

“Date “Expense Type

Add: | [ My Wallet (D) | 4 Quick-Fl

Destination Location EURLINGTON VT

s Attachments

*Description

[ Save for Later

B Summary and Submit

Actions | . Choose an Action

v| | so

Total 110.00

*Payment Type “Amount

DE/10:2018 |5 [N LCDGING

~] *lg.ve'nig'vtir Burlington

y.‘ Employee v 110.00]

73 charadiers remaining

I *Originating Location IONTPELER VT

*Merchant () Preferred

D6/11:2018 |5 [N LODGING

*QOriginating Location

Merchant () Preferred

61212018 |5 [INLODGING

*Originating Location

Merchant () Praferred

Accounting Details 7

® Non-Preferred

[l Receipt Spiit ¥ Default Rate *Exchange Rate | 1.00000000
"“I
- [ Non-Reimbursable Base Currency Amount 110.00
*Location [BURLINGTON VT Q
One Receipt
'# Non-Prefemed
Hilton I
Accounting Details (2
~ & vl £ 0.0
2654 chamacters remaining
*Billing Type|MNon-Tuable - Internsl [ Receipt Split 4 Default Rate *Exchange Rate | 1.00000000
=t
. [ Non-Reimbursable Base Currency Amount 0.00
*Location [BURLINGTON WT Q
[ no Receipt
® Non-Preferred
Accounting Details (7
~| [ ~ 4 0.00
254 characters remaining
*Billing Type|Mon-Taxable - Internsl [ Receipt Split ™ Default Rate *Exchange Rate | 1.00000000
=4
) [Mon-Reimbursable  Base Currency Amount 0.00
*Location [BURLINGTON T a
[ Mo Receipt

*“Currency

usD

v o B[

o R

uso

uso

11. Merchant - Enter the Merchant (always leave Non-Preferred checked)

12. Click on the Attachment link to attach the receipt (see page 10 in this manual)

Note: If you have a multiple night stay during a trip, each night’s stay must be entered separately.

13. Complete any additional lines added via the Quick-Fill function

Create Multiple Expense Lines Using Quick-Fill is Complete
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r an Expense Report
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Situations when this function is used: You need to delete any expense report lines that were
previously added. Lines can be deleted when creating a new expense report or when modifying an

existing expense report.

Home Page Tile navigation: TE tile > Expense Reports > Create/Modify Expense Report

Navigator Menu navigation: Employee Self-Service > Travel and Expenses > Expense Reports >

Create/Modify

The Expense Report searc

h page displays, click on the Find an Existing Value tab:

=
Clear | Basic Search 2 Save Search Criteria

Expense Report

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

Find an Existing Value Add a New Value

Search Criteria

Report D[ begins with v|
Report Descn'ption
Name[Begins wih v/
Empl 1D[begins with_+][00003
Creation Dale

[ case Sensitive
Limit the number of results to (up to 300). |300

@0

1. Enter anyinformation such as a Report ID number or Empl ID to locate a pending expense report

2. Click Search

Create Expense Report [ Save for Later | [E Summary and Submit
Colin Davidson (2
Actions [__Choose an Action v| o
*Business Purpose | Conference v ination Location NEW YORK Q
*Report Description Trip to Albany New York Ji Attachments
Reference Q.
Expenses (2
Expand All | Collapse Al Add: | [ My Wallet (0) | £ Quick-Fil Total 0.00 USD
*Date *Expense Type *Description *Payment Type *Amount *Currency
12122018 [OUT MILES - FULL v]  *[Mieage to Conference [z [Employee v 4 0.00 |USD =
233 characters remaining
*Billing Type|Non-Taxabl v/| 7 Default Rate *Exchange Rate | 1.00000000 ¢ [
*Originating Location mont Q
o - [JNon-Reimbursable ~ Base Currency Amount 0.00 USD
*Destination Location NEW YORK Q
- [no Receipt
Miles x 0.5450
Accounting Details (7
1211372018 |5 [OUT MILES - FULL v I [Employee v & 0.00 |USD E
254 characters remaining
*Billing Type| Non-Taxabi v| 7 Defauit Rate *Exchange Rate | 100000000 ¢, [
*Originating Location Q,
_ ) [INonReimbursable ~ Base Currency Amount 0.00 USD
*Destination Location NEW YORK Q
. CNe Receipt
“Miles x 05450
Accounting Details (7
3. Click the Delete [=] icon for the expense line you want to delete
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The Create Expense Report - Delete Confirmation page displays:

Save Confirmation x

Help

Create Expense Report
Delete Confirmation
Report ID NEXT

You have selected an expense lines to delete. Any credit card, enhanced data, expense lines associated
with this line will be deleted as well. To continue and delete the expense lines, press OK; othenwise, press
Cancel.

i:f Do not show this confirmation again

4. Click OK

The Create Expense Report - Details page displays, and line will no longer exist on the expense report:

Create Expense Repor‘t [ Save for Later | [& Summary and Submit
Colin Davidson (7
Actions [ Choose an Action v]| Go
*Business Purpose |Conference v Destination Location NEW YORK aQ
*Report Description Trip to Albany New York 4  Altachments
Reference aQ
Expenses (7
Expand All | Collapse All Add: | E.—ll My Wallet (0} | ‘f Quick-Fill Total 9265 usb
*Date *Expense Type *Description *Payment Type *Amount *Currency
1211212018 [OUT MILES - FULL v|  *[Misageto Conference [ [Employee vl 4 9265 |USD =
233 characters remaining
“iling Type[Non Taxab v ¥ Default Rate “Exchange Rate | 100000000 ¢, F
*Originating Location MONTPELIER VT Q
. . [INon-Reimbursable  Base Currency Amount 9265 USD
*Destination Location NEW YORK Q
. Cne Receipt
*Miles 170, x 0.5450
Accounting Details (2

Delete Expense Lines for an Expense Report is Complete
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Add an Expense Line to an Expense Report

Situations when this function is used: This functionality enables an employee to add additional
expense lines to an expense report.

Home Page Tile navigation: TE tile > Expense Reports > Create/Modify Expense Report

Navigator Menu navigation: Employee Self-Service > Travel and Expenses > Expense Reports >
Create/Modify

The Expense Report search page displays, click on the Find an Existing Value tab:

Expense Report

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

Find an Existing Value Add a New Value

Search Criteria

Report ID| begins with s
Report Description| begins with

Name| begins with v
Empl ID| begins with | 00003 &}
Creation Dale El
[ case Sensitive
Limit the number of results to (up to 300). |300
) = -
Search Clear | Basic Search 2 Save Search Criteria

1. Enter anyinformation such as a Report ID number or Empl ID to locate a pending expense report

2. Click Search

Modify Expense Report () Save for Later | B Summary and Submit
Colin Davidson (7
Actions v GO
~Business Purpose | Meeting h Report 0000532365 Pending
“Report Description Annual Meeting Destination Location BURLINGTON VT a
Reference Q &4 Attachments
Expenses 7
Expand All | Collapse Al Add: | [, My Wallet (0) | £F Quick-Fi Total 87.20 USD
*Date *Expense Type *Deseription “Payment Type =Amount *Curreney
12/10/2018 | [IN MILES - FULL v *[Travel to Burlington P [Employes v £ 2180 [USD + [=
234 characters remaining
12/09/2018 |54 IN MILES - FULL v *[Travel to Montpelier /F" Employee v p . 21.80 usD + =
234 characters remaining
12/10/2018 |5 [IN MILES - FULL v *[Travel to Burlington P [Employes v £ 2180 [USD + =
234 characters remaining
12/10/2018 |54 IN MILES - FULL v *[Travel to Montpelier /r" Employee v p . 21.80 usD =
234 characters remaining
Expand All | Collapse Al Total 8720 USD

3. Clickthe # icon to add a new expense line
4. Complete steps 8 through 23 of the Create an Expense Report exercise in this manual

Add an Expense Line to an Expense Report is Complete
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Add an Expense Line with Expense Type Amount Limits Exceeded

Situations when this function is used: Certain expense types, such as breakfast, lunch or dinner, have
amount limits. If dollar limit is exceeded, you will need to enter exception comments.

Home Page Tile navigation: TE tile > Expense Reports > Create/Modify Expense Report

Navigator Menu navigation: Employee Self-Service > Travel and Expenses > Expense Reports >
Create/Modify

1. Follow steps 1 through 4 of the Add an Expense Line to an Expense Report exercise in this manual

In this example we will add a IN DINNER expense that exceeds the State’s limit of $12.85:

Expenses (7

Expand All | Collapse All Add: | [g My Wallet (0) | £F Quick-Fill Total 137.20 USD
*Date *Expense Type *Description *Payment Type *Amount *Currency
127102018 5 [INMILES - FULL v *[Travel to Burlingten Aﬁl Employee v A 21.80 [UsD =

234 characters remaining

12/00/2018 [ |INMILES - FULL v *[Travel to Montpelier 2 [Employee v H 2180 [USD [ =

234 characters remaining

12102018 | [INMILES - FULL v *[Travel to Burlington & [Empioyee 4 2180 [UsD =

234 characters remaining

1210/2018 IN MILES - FULL v *[Travel to Montpelier 2 [Employee v 3 2180 [UsD [ =

234 characters remaining

2/10/2018 5] |IN DINNER v Koto's Steakhouse . Employee v 4 s0.00 Qluso a =
iting Type Non T2 * Receipt Spit “| Default Rate *Exchange Rate 1.00000000 L, =
*Originatin;
= Non-Reimbursable Base Currency Amount 50.00 usD
“Location BURLINGTON VT a I
Mo Receipt

Accounting Details (7

2. Click on the Save for Later or Summary and Submit link

The Modify Expense Report page displays, and the Report ID is assigned:

Modify Expense Repor‘t I Save for Later | [g) Summary and Submit
Colin Davidson (7
Actions | _Choose an Action | GO
“Business Purpose | Meeting v Report 000D532365 Pending
*Report Description [Annual Meeting Destination Location BURLINGTON VT Q
Reference Q o Attachments
Expenses (7
Expand All | Collapse Al Add: | [ My Wallet (0) | £F Quick-Fill Total 9220 UsD
. AN . . ” .
You receive a “Missing or Invalid Information was found” flag:
12/10/2012 |5 [IN DINNER - *[oto's Steakhouse 0 [Empioyee - & 50.00 [UsSD aQ =
237 characters remaining
*Billing Type| Non-Taxabl » Receipt Split ¥l Default Rate Exchange Rate | 100000000 ¢, [l
“Originating Location MONTPELIER VT a
— Non-Reimbursable  Base Currency Amount 5000 USD
*Location [BURLINGTON VT a R
No Receipt
Accounting Details (7

Note: The error will also display when you submit the expense report. The expense report can be
saved but cannot be submitted until the error is resolved or an exception comment is added.

3. Clickthe ® icon to view further detail

September 2021 Page 35 of 129



»~~ VERMONT

Expense Training Guide - Employee/Delegate

The Expense Report Line Errors window appears letting you know that you have exceeded the allowed
limit for this expense type:

Expense Report Line Errors

P’ Please enter or update the following information:

Authorized Amount -- Explanation required for amount over authorized limit of 1

4. Click Return
> 12110/2018 |5 [IN DINNER v *[Koto's Steaknouse 0 [Empioyee v &£ 5000 [UsD q &F[=
237 characters remaining
*Billing Type| Non-Taxabl v | Receipt Split ¥l Default Rate “Exchange Rate | 1.00000000 ¢, [
~Originating Location [MONTPELIER v Q
Non-Reimbursable  Base Currency Amount 5000 USD
*Location [BURLINGTON VT e E
No Receipt
Accounting Details (7
5. Click onthe t g icon

The Authorized Amount by Location window opens. An Error is listed letting you know the Expense
type on line 5 was exceeded:

Expense Type Location Limit Exception

usD

-
[e=)
on

Authorized Amount

]

0 UsD

=
[

Transaction Amount 5

Flease pravide an explanation as to why.

Authorized Amount by Location x
Help
Expense Report
Authorized Amount Exceeded
Colin Davidson Report ID 0000532365

0
The authorized amount for expense type IN DINNER in BURLINGTON VT has been exceeded on line 5.

Enter an Explanation as to why you exceeded the amount

Click OK

Important Note: You MUST attach a receipt even though the system will not warn you that you

need one!

Click the Save for Later or the Summary and Submit link
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The previous errors are gone:

Modify Expense Report Save for Later | [E Summary and Submit
Colin Davidson (2
Actions [ Choose an Action v][_so
*Business Purpose | Meeting v Report 0000532365 Pending
*Report Description [Annual Meeting Destination Location BURLINGTON VT a
Reference a i Attachments
Expenses (7
Expand All | Collapse All Add: | [ My Wallet (0) | #F Quick-Fill Total 13720 UsD
*Date *Expense Type *Description *Payment *Amount *Currency
1210/2018 | [IN MILES - FULL v *[Travel to Burlington B [Empio | 4 2180 [usD =
234 characters remaining
12/09/2018_|[5j [IN MILES - FULL b3 *[Travel to Montpelier /El Employee b3 &£ 2180 |usD =
234 character:
2/10/2012 | [INMILES - FULL v *[Travel to Burlington A [Empioyee | A 2120 [usD =
224 characters remaining
2/10/2018 |5 [IN MILES - FULL v *[Travel to Mentpelier /El Employee v &£ 2180 [usD =1
234 characters remaining
12102018 | [IN DINNER - " Koto's Steakhouse A [Empioyee | A 5000 [usD |q =
237 characters remaining
“Billing Type| Non-Taxaol v Receipt Spiit ¥ Default Rate “Exchange Rate | 100000000 &, [
*0riginating Location MONTPELIER VT Q
_ Mon-Reimbursable ~ Base Currency Amount 5000 USD
*Location BURLINGTON VT (s} @
¥I No Receipt
Accounting Details (7

9. Follow the Finish and Submit exercise in this manual to complete the report

Add an Expense Line with Expense Type Amount Limits Exceeded is Complete
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Change Default Accounting for an Expense Report

Situations when this function is used: You have split funding, or your accounting information is going

to be different than your default accounting.

NOTE: It is recommended that you change the default accounting prior to adding any expense lines.
If you have manually changed any chartfield information at the expense line level before changing
the defaults, the changes made via the default page will not be applied to those lines.

Home page Tile navigation: TE tile > Expense Reports > Create/Modify Expense Report

Navigator Menu navigation: Employee Self-Service > Travel and Expenses > Expense Reports >

Create/Modify
The Expense Report search page displays:

Expense Report

Find an Existing Va

Ermpl 1D j00003 x|Q

e Add a New Value

Your Empl ID automatically defaults in.
1. Click Add
The Create Expense Report page displays:

Create Expense Report [ Save for Later | [ Summary and Submit
Colin Davidson (2
Actions _ Choose an Action - | GO
*Business Purpose Conference - Destination Location |FLORIDA Q.
*Report Description Trip to Florida Conference C%, Attachments
WeTeTEnCe
Expenses (7
Expand Al | Collapse All Add: | [y My Wallet(0) | 47 Quick-Fill Total 0.00  USD
Description *Payment Type *Amount *Currency
I 021112018 |[5] | OUT AIR TRANSP - @ Employee - 4 000 uso o HE
254 characters remaining
*Billing Type Mon-Taxable - Internal - Receipt Split 7] Default Rate »Exchange Rate 100000000 %
*QOriginating Location Q,
Non-Reimbursable
*Location FLORIDA Q Base Currency Amount 0.00 USD
No Receipt
*Ticket Number
*Merchant Preferred @ Hon-Preferred
Accounting Details |7

Expand All | Collapse All Total 0.00 USD

2. Complete the required fields in the header and add a date and expense type for the first

expense line
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The Actions drop-down menu becomes available:

Create Expense Report [ Save for Later | [ Summary and Submit
Colin Davidson (¢
I Actions  Default Accounting For Report - (ela] I
*Business Purpose Conference - Destination Location | FLORIDA Q
*Report Description (Trip to Florida Conference ,f, Altachments
Reference Q,
Expenses (2
Expand All | Collapse All Add: | [ My Wallet(0) | 4F QuickFill Total 0.00  USD
*Date *Expense Type Description *Payment Type *Amount *Currency
0211112019 |[5j OUT AIR TRANSP - Employee - A voo [uso @ =
254 characters remaining
Expand All | Collapse All Total 0.00 USD

3. Select Default Accounting For Report
4. Click GO

The Create Expense Report - Accounting Defaults page displays. The ChartField values default from
the User Defaults page on the employee’s profile:

Create Expense Report

Accounting Defaults
Report ID NEXT

Accounting

izati i i 1 3
Summary Set Personalizations | Find | | E_B.’ First 1 of 1 Last

% *GL Unit  Fund Dept Program Class Project

fioo.00 | (08100 @ [20105 |G [a10000200 G [59290 Q [zoo17 | [zMvT  00/@ [=]

Add ChartField Line Load Defaults User Defaults

OK

5. Make any necessary changes to the ChartFields. The Account defaults from the expense type
and cannot be changed
Note: The GL unit should never be changed.

6. To add a ChartField line, click Add ChartField Line

Create Expense Report
Accounting Defaults
Report ID NEXT
Accounting - : ' " )
Summary Set Personalizations | Find | @l L:_Ki’ First 1-20f 2 Last
Y *GL Unit Fund Dept Program Class
100.00 osto0  |Qfz0105 |Q [s100002000 |Q (59290 Q [zoo17 @ =]
0.00 og100 |Qf20105 |@ [s100002000 |Q (59290 Q [zo017 @y =]
Add ChartField Line Load Defaults User Dafaults
OK

7. Update the Percentage and ChartFields for each line
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Create Expense Report
Accounting Defaults

Accounting

Add ChartField Line

e Set Personalizations | Find | (2| ] First ‘&' 1-20f2 &) Last
Ya *GL Unit Fund Dept Program Class

50.00 028100 @, 20105 G, |8100002000 |G |59290 3, |£0017 Q =]

50.00 03100 Q20105 Qi 8100002000 |G 59090 Q |Z0017 (&} ;I

ReportID NEXT

Load Defaults Lser Defaults

8. Click OK to return to the Create Expense Report - Details page:

Create Expense Report
Colin Davidson (7

Save for Later | @ Summary and Submit

Actions _Choose an Action -+ | GO
*Business Purpose Conference - Destination Location |FLORIDA aQ
*Report Description Trip to Florida Conference i Attachments
Reference (&}
Expenses (7
Expand All | Collapse All Add: | [y My Wallet (0) | 4F Quick-Fill Total 213.00  USD
*Date *Expense Type Description *Payment Type *Amount *Currency
02/11/2019 [} OUT AR TRANSP - Travel to Orlando Employee - c%, 213.00 |USD Q FHE
237 characters remaining
) _*Bll\mgType Mon-Taxable - Internal - Receipt Split [?] Default Rate “Exchange Rate 1.00000000] ¢, F%
*Originating Location |MONTPELIER VT Q B
Non-Reimbursable
*Location [FLORIDA Q - Base Currency Amount 213.00 USD
No Receipt
*Ticket Number|123-985 ’
*Merchant © Preferred © Hon-Preferred
American Airlines
Accounting Details (7
Expand All | Collapse All Total 213.00 USD

9. Complete the required information for the expense line

10. Expand the Accounting Details section by clicking the
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The Accounting Details section expands and the ChartFields defined on the Accounting Defaults page

display for the line:

Create Expense Report

Colin Davidson (2

*Business Purpose Conference -
*Report Description Trip to Florida Conference

Reference (&}

Expenses (7

Expand All | Collapse All Add: | [ My Wallet (0) | f,?auw:k—FiH

*Date *Expense Type
02i11/2019 @ OUT AIR TRANSP

Save for Later | @ Summary and Submit

~ | GO I

I Actions __Choose an Action

Destination Location FLORIDA
& Atachments

Remember, you can update the ChartFields after

the expense line is added as long as the ChartField
values were not updated in the Accounting Details
section. Select the Default Accounting For Report

Description
Travel to Orland]
237 characters

Expand All | Collapse All

~Billing Type Mon-Taxable - Internal - Receip|
*0Originating Location MONTPELIER VT Q H H H
option from the Actions drop-down and click the
“Location FLORIDA Q
“Ticket Number 123.985 GO button to change the defaults.
*Merchant © Preferred @ Non-Preferred
American Airlines
Accounting Details (7
Chartfields
Amount *GL Unit 'T:;it:‘w g:gr:m:y ;::a"ge Fund Dept Program Class Project
106.50| 08100 |Q 106.50 USD 1.00000000 20105 | 8100002000 |G 59290 Q [Z0017 |Q ZMVT  000-|Q [+ =
106.50| 08100 |Gy 106.50 USD 1.00000000 20105 |Q_ 8100002000 |G |59080 Q [20017 |Q [ZMVT  000-(Q ==
Total 213.00 USD

Change Default Accounting for an Expense Report is Complete
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Copy an Expense Report - Start from Existing Report

Situations when this function is used: Starting a report from an existing report will copy forward the
information from a prior report. This can save time when entering expenses.

Home Page Tile navigation: TE tile > Expense Reports > Create/Modify Expense Report

Navigator Menu navigation: Employee Self-Service > Travel and Expenses > Expense Reports >
Create/Modify

The Expense Report - Add a New Value page displays:

Expense Report

Find an Existing Value Add a New Value

Empl 1D |DD0D3 = |@

Add

The Empl ID automatically defaults.
1. Click Add

Note: In the event you have an approved travel authorization, the following message box displays as
a reminder:

An approved travel authorization exists. If applicable to this expense report, please choose the Quick Start Populate From "A Travel Authorization” and select the appropriate travel authorization.

0K

Reminder: If a travel authorization was created for the trip, the report must be started from the
travel authorization. Click the OK button and follow the instructions in the Start Expense Report from
a Travel Authorization section.

If there is no travel authorization for the trip continue to the Create Expense Report - Details page:

Create Expense Report [ Save for Later | [ Summary and Submit
Colin Davidson (7
I Quick Start [ An Existing Report v|| so I
*Business Purpose V\ Desti Location Q
*Report Description 4  Attachments
Reference Q
Expenses (7
Expand All | Collapse All Add: | FDM‘,’WaHet 01 fuulckrF\I\ Total 000 USD
*Date *Expense Type Description *Payment Type *Amount *Currency
B v [ v 4 000 [uso | FH[E
254 characters remaining
Expand All | Collapse All Total 0.00 usD

2. Select An Existing Report from the Quick Start drop-down list
3. Click GO
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The Copy from Existing Expense Report page displays a list of expense reports for the employee for
the specified date range:

Copy from Existing Expense Report

Help
From Date p9/12/2017 = |31 Te |12M12/2018 = Search
Expense Reports
Report |D Description Business Purpose Status Created
Select 0000532371 Annual Meeting Meeting Pending 1211272018
Select | 0000532370 Annual Mesting Meeting Submitied for 515015
Approval
Select 0000532369 test Emergency Response Pending 121272018
. : _— Submitted for ;
Select 0000532368 Annual Meeting Meeting Approval 1211172018
Select 0000532366 Work Boots General Expenses Pending 1210F2015
Select 0000532365 Annual Meeting Meeting Pending 121072018
Select 0000532364 Annual Meeting Meeting Pending 121072018
0000532363 Travel for VISION fraining Training Pending 12/06/2018

Retum

NOTE: If you don't see the report you are looking for, it might be necessary to adjust the date range
to include the report.

4. Click Select button for the expense report you wish to use for the expense report

The Create Expense Report - Details page displays. The information from the copied report will have
carried forward:

Create Expense Report [ Save for Lalerl B> Summary and Submit
Colin Davidson | § |
Actions .. Choose an Action ~|| Go
*Business Pur])ose|_rsir|ing A Destination Location [MONTPELIER VT Q
*Report Description | Travel for VISION training A4  Attachments
Reference =}
Expenses (7
Expand All | Collapse All Add: | [, My Wallet (0) | £ Quick-Fill Total 2671 USD
*Date *Expense Type *Description *Payment Type *Amount *Curmrency
12032018 | [INMILES - FULL ]  *[Travel to Montpelier for VISION training |7 [Employee v A 2 USsD ==
214 characters remaining
o t‘BI”II_ng Ttype Man Taxabl v [l Default Rate *Exchange Rate LI
*Originating Location \WOLCOTT VT Q
) ) [INon-Reimbursable ~ Base Currency Amount UsD
*Destination Location [MONTPELIER VT Q 0O
No Receipt
*Miles 49 x 0.5450 .
Accounting Details |7
Expand All | Collanse All Toial 2c 7a pen

10. Make the necessary changes to reflect the current expenses and attach any required receipts

11. Click on the Summary and Submit link
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The Create Expense Report - Submit page displays:
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Create Expense Report

Colin Davidson

*Business Purpose | Training

*Description | Travel for VISION training

entitled.

Reference
Totals (% & View Printable Version
Employee Expenses (1 Line) 2671 USD Non-Reimbursable Expenses 0.00 USD
Cash Advances Applied 0.00 USD 0.00 UsSD
Amount Due to Employee 26.71 USD Amount Due to Supplier 0.00 USD
O By checking this box, | certify the expenses submitted are accurate and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form the actual

() Save for Later

[ Expenss Details

Actions [ .Choose an Action

V]| 6o

&4 Attachments

Employee Credits 0.00 USD
Supplier Credits 0.00 USD
Total Taxable Expenses 0.00 USD

(applicable taxes will be withheld from your pay)

to which this ployee is legally

6. Click on the Notes link

The Expense Notes page displays:

Expense Notes
Help
Add Motes
Motes Personalize | Find | (E] | L_-i-| First ‘&' 10of1 '}/ Last
Notes Name Action Date/Time
OK Cancel
7. Enter Comments
Expense Notes
Help|
“Wigion Training expenses|
Add Notes
Notes Personalize | Find | | = First ‘4’ 1of1 '} Last
Motes Name Action Date/Time
OK Cancel

8. Click Add Notes
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The Comments are added to the Notes section. The Name, Role and Date/Time field values are
populated with the user who created the note and when:

Expense Motes
Help
Add Motes

Motes Perzonalize | Find | LY | =] First %' 1 of1 "®' Last

Motes Name Ruole Action Date/Time

;ﬁgﬂ;@‘””g Colin Davidson Employes 1232018 7:55:50AM =
9. Click OK
10. Follow the Finish and Submit exercise in this manual to complete the report

Copy an Expense Report - Start from Existing Report is Complete
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Start Expense Report from a Travel Authorization

Situations when this function is used: When a Travel Authorization was created for a trip, the report
must be started from the Travel Authorization.

Home Page Tile navigation: TE tile > Expense Reports > Create/Modify Expense Report

Navigator Menu navigation: Employee Self-Service > Travel and Expenses > Expense Reports >
Create/Modify

The Expense Report - Add a New Value page displays:

Expense Report

Find an Existing Value Add a New Value

Empl 1D|p00D03 = |

Add

The Empl ID automatically defaults in.
1. Click Add

NOTE: In the event you have an approved travel authorization, the following message box displays as
a reminder.

An approved travel authorization exists. If applicable to this expense report, please choose the Quick Start Populate From "A Travel Authorization” and select the appropriate travel authorization.

OK
2. Click OK
. .
The Create Expense Report - Details page displays:
Create Expense Report [ Save for Later | [z Summary and Submit
Colin Davidson (7
I Quick Start [ A Travel Authorization v|| Go I
*Business Pumose | Destination Location Q
*Report Description ’:‘ Attachments
Reference Q
Expenses (7
Expand All | Collapse All Add: | [ My Wallet (0) | £F Quick-Fill Total 0.00 UsSD
*Date *Expense Type Description *Payment Type *Amount *Currency
BNl v [ vl 4 000 [usb | =
254 characters remaining
Expand All | Collapse All Total 0.00 USD

3. Select A Travel Authorization from the Quick Start drop-down list

4. Click GO

September 2021 Page 46 of 129



2~ VERMONT Expense Training Guide - Employee/Delegate

The Copy from Approved Travel Authorization page displays a list of travel authorizations for the
employee for the specified date range:

Copy from Approved Travel Authorization
Help
From Date [08/13/2015 ® [ To 011372019 [ Search
Travel Auth Description Authorization ID Date From  Date To Ammournt Currency
Select Trip to Albany MY DODDDDS199 12122018 12132015 235.30UsD
elec Trip to Florida Conference DODDDDS157 121172018 1202172018 350.00USD
Return

Note: If you don't see the travel authorization you are looking for, it might be necessary to adjust the
date range to include the authorization.

5. Click Select for the travel authorization you wish to use for the expense report.

Note: In the event there is a cash advance associated with the travel authorization, the following
message box displays as a reminder:

A cash advance payment was issued for this travel authonization. Please apply the cash advance to the expense report.

OK

5. Click OK
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The Create Expense Report - Details page displays. The expense report is populated with the data from
the travel authorization and the Authorization ID displays:

Create Expense Report I[E] Save for Lalerl B Summary and Submit
Colin Davidson (7
Actions [ .. Choose an Action v|| Go
*Business Furpose\Conierence hd Destination Location [NEW YORK Q
*Report Description | Trip to Albany NY Authol ion 1D 0000005199
Reference a &e Altachments
Expenses (7
Expand All | Collapse All Add: | [ My Wallet (0) | £ Quick-Fill Total 28530 USD
*Date *Expense Type Description *Payment Type *Amount *Currency
12M22016 | [OUT MILES - FULL v]  *[Mileage to Conference [ [Employee vl 4 9265 USD F =
233 characters remaining
o 1jBnnLnthy_;pe Non-Taxabl v R [ Default Rate *Exchange Rate | 1.00000000 o, [
riginating Location MONTPELIER WT =Y
- . [IMon-Reimbursable  Base Currency Amount 8265 USD
*Destination Location [NEW YORK Q
y O ne Receipt
*Miles 170 x 0.5450
Accounting Details 7
121132018 | [OUT MILES - FULL ~]  [Mileage from Conference [ [Emplayes v 4 5265 |USD ==
231 characters remaining
or ;BiIIiLnu Tt:!'pe Mon-Taxabl v o Default Rate *Exchange Rate | 1.00000000 @, [
riginating Location NEW YORK
o N _ ] Non-Reimbursable Base Currency Amount 9265 USD
*Destination Location NEW YORK Q
_ CIne Receipt
*Miles 170 x 0.5450
Accounting Details | 7
12122016 | [OUT LODGING ] [ | [Employee v A wooo [uso @ F =
254 characters remaining
<orioi 1fBiII\i_ng Tgpe_on-TaanI w . B Receipt Spiit ¥ Default Rate *Exchange Rate | 100000000 @, [
riginating Location MONTPELIER WT =Y
[ Mon-Reimbursable  Base Currency Amount
*Location NEW YORK Q Y feooo  UsD
- . O ne Receipt
*Merchant O Preferred @) Non-Preferred
Hilton Hotels
Accounting Details ' 7

6. Make the necessary changes to reflect the current expenses and attach any required receipts
7. Click on the Save for Later link
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The Modify Expense Report - Details page displays, and the Report ID is assigned:
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(2 Summary and Submit

GO

Moadify Expense Report
Colin Davidson (7
Actions [...Choose an Action
*Business Furpose|Conierence it I Report D0DD532373 Pending I
*Report Description Trip ta Albany NY Destination Location NEW YORK Q
Reference Q Authorization ID goo0005199
& Attachments
Expenses
Expand Al | Collapse All Add: | [f My Wallet (0) | £ Quick-Fil Total 286.30
*Date *Expense Type Deseription *Payment Type *Amount
1211212018 |[E [OUT MILES - FULL w|  *[Mieage to Conference [ [Employes vl 4 92,65
233 characters remaining
*Billing Type Non-Taxabl v [ Defautt Rate sExchange Rate | 1.00000000)
*Originating Location MONTPELIER /T Q
- ) [ Mon-Reimbursable ~ Base Currency Amount 9265
*Destination Location [NEW YORK Q
_ e Receipt
*Miles 170 x 0.5450
Accounting Details (7
12132018 | [OUT MILES - FULL ~]  *[Mieage from Conference [ [Employes v 4 9265
231 characters remaining
*Billing Type | Non-Taxabl v Default Rate *Exchange Rate | 1.0000D0000,
*Originating Location [NEW YORK Q
o N [ Non-Reimbursable Base Currency Amount 9265
*Destination Location |NEW YORK Q
. Cne Receipt
Miles 170 x 0.5450
Accounfing Details (7
12122016 | [OUT LODGING v [ [ [Employes vl 4 100.00)
254 characters remaining
*Billing Type Non-Taxabl v B Receipt Spit ] Default Rate *Exchange Rate | 1.00000000
*Qriginating Location \MONTPELIER WT Q
N [ Non-reimbursable Base Currency Amount 100.00
*Location [NEW YORK Q
Ono Receipt
*Merchant O Preferred (® Non-Preferred
Hilton Hotels
Accounting Details (7

usD

*Currency
ush

o

i

uso

8. Click on the Summary and Submit link

The Create Expense Report - Submit page displays:

Create Expense Report

Colin Davidson

There are available Cash Advances thst can be applied fo this expense report
Select the Outstanding Cash Advances link to Apply or View Cash Advances to this expense report.

[0 By checking this box, | certify the expenses submitted are accurate and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form
entitled

the actual to which this

is legally

A Warning message with a link to the

*Business Purpose [Conference v
*Description Trip to Albany NY Ap ply/V|eW Cash Advance page
Reference Q
Totals @ @ viow Prtotie version £ view Ansiycs displays when there is an outstanding
Employee Expenses (3 Lines) 26530 USD Non-Reimbursable Expenses cash advance for the employee.
Cash Advances Applied 0.00 USD Prepaid Expenses
Amount Due to Employee 285.30 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD
(applicable taxes will be withheld from your pay)
Warning
Qutstanding Cash Advance Balance 300.00 USD

9. Follow the Finish and Submit exercise in this manual to complete the report

Start Expense Report from a Travel Authorization is Complete
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Add a Travel Authorization to an Existing Expense Report

Situations when this function is used: The travel authorization needs to be linked to an expense
report after the report has been created.

Home Page Tile Navigation: TE tile > Expense Reports > Create/Modify Expense Report

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Expense
Reports > Create/Modify

The Expense Report - Add a New Value page displays, click on the Find an Existing Value tab:

Expense Report

Enter any information you have and click S=arch. Leave fiskds blank for 3 list of all values.
Find an Existing Value | Add 3 MewValue

Search Criteria

Report 1D [begins with ||
eport Description
Empl ID a,
Creation Date i)
[case sensitive
Lirnit the number of results to fup te 300): 300

Search Clear | Basic Search _*J Save Search Criteria

1. Click Search

Clicking the Search button will list all expense reports in a pending status or if there is only one, the
Modify Expense Report - Details page will display:

P‘."]Odify Expense Repor‘t [ Save for Later | [E Summary and Submit
Colin Davidson |7
Sent Back For Revision By: GraceAva TA not attached I Actions ‘Agsgmte Travel Authorization v\ GO I
*Business F‘urpose|C:)nfEreﬂce v| Report 0DD0S32374 Pending
*Report Description Trip to Florida Conference Destination Location | FLORIDA Q
Reference Q, A4 Attachments
Expenses (7
Expand All | Collapss Al Add: | [ My Wallst (0) | £ Quick-Fill Total 50270 usD
*Date *Expense Type Description *Payment Type *Amount *Currency
121102018 | [OUT CONF/TRAIN REGIST v]  *[Conference Registration Fee [ [Employes vl & 35000 [USD q EE
227 characters remaining
127102018 |[H [OUT MILES - FULL v]  *[Mitesge to and from sirport [ [Employes vl 4 3270/ [usD + [=
227 characters remaining
12/10/2018 | [OUT LODGING ~| [ [ [Employes vl 4 12000 [UsD o EE
254 characters remaining
Expand All | Collapse All Total 50270 USD

2. Select Associate Travel Authorization from the Actions drop-down list

3. Click GO
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The Associate Travel Authorization page displays a list of travel authorizations for the employee for

the specified date range:

Associate Travel Authorization

Help
From Date 09132018 x |[] To |MN32019 £l Search
Trawvel Auth Description Authorization 1D Date From  Date To Amount Currency
Select Trip to Albany NY DODDD0S199 12122018 1213208 285.30UsD

Trip to Florida Conference 00DDD0S197 1271772018 122172018 350,00 USD

Note: If you don't see the travel authorization you are looking for, it might be necessary to adjust the
date range to include the authorization.

4. Click Select for the travel authorization you wish to link to the expense report

5. Click Return

The Modify Expense Report -

Details page displays with the Authorization ID and Detach TA button:

Modify Expense Report

Colin Davidson (7

[ Save for Later E_, Summary and Submit

Sent Back For Revision By: Grace Ava TA not attached Actions ‘ Choose an Action
*Business Purpose [Conference ~] Report 0DO0532374 Pending
*Report Description Trip to Florida Conference Destination Location FLORIDA Q
Reference a Authorization ID pggppos197 Detach TA I
) TECTENTE
Expenses (7
Expand All | Collapse All Add: | [B My Wallet (0) | £F Quick-Fill Total 50270 USD
*Date *Expense Type Description *Payment Type *Amount *Currency
121102013 |[H [OUT CONFITRAIN REGIST v|  "[Conference Registration Fes [ [Employee vl & asnno| [usD a M@=

227 characters remaining

12110/2018 | |OUT MILES - FULL

v‘ "rﬂlleﬁ;em and from airport 'F‘ ‘En'plnyie v L" 3270 USD + =

227 characters remaining

12/10/2013 |B [OUT LODGING

vl |7 [Employee vl 4 12000 [so o HE

254 characters remaining

Expand &l | Collapse All

Total 502.70 uso

6. Make the necessary changes to reflect the current expenses and attach any required receipts

7. Click on the Save for Later link

8. Follow the Finish and Submit exercise in this manual to complete the report

Add a Travel Authorization to an Existing Expense Report is Complete
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Apply a Cash Advance

Situations when this function is used: An outstanding cash advance needs to be applied to an expense

report.

Expense Training Guide - Employee/Delegate

Note: You can apply an advance from the Create Expense Report - Details page or the Modify

Expense Report Details page.

Home Page Tile navigation: TE tile > Expense Reports > Create/Modify Expense Report

Navigator Menu navigation: Employee Self-Service > Travel and Expenses > Expense Reports >

Create/Modify
The Expense Report page displays:

Find an Existing Value

Expense Report

Empl ID [D0003 = @

Add

Add a New Value

The Empl ID automatically defaults in.

1. Click Add

Create Expense Report

Colin Davidson | f

& Save for Later | B Summary and Submit

*Originating Location MONTPELIER /T

*Location FLORIDA

Accounting Details

P p

IACUD’“ Apply/iew Cash Advance(s) n GO I
*Business Purpose [ Conference v Destination Loeation |[FLORIDA Q
*Report Description Trip to Florida Conference Authorization 1D gy 9
Reference Q #,. Attachments
Expenses
Expand Al | Collapse All Add: | [Z My Wallet (0} | % Quick-Fill Total 350.00  USD
*Date *Expense Type *Description *Payment Type *Amount *Currency
21772018 | [OUT GONFITRAIN REGIST v]  *[Conference Regisiration Fee I [Employee v 4 000 [uso o EHE
227 characters remaining
*Billing Type [Non-Taxabl v [1§ Receipt Split ] Default Rate

*Exchange Rate 1.0

[ Non-Reimbursable ~ Base Currency Amount

e Receipt

Expand All | Collapse All

Total 350.00 usD

2. Select Apply/View Cash Advance(s) from the Actions drop-down list

3. Click GO
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The Apply Cash Advance(s) page displays:

Expense Training Guide - Employee/Delegate

Create Expense Report
Apply Cash Advance(s)

Cash Advance Information

*Advance ID Advance Amount

| a 0.000

Add Cash Advance

Total Advance Applied
Totals (1 Line)
Total Due Employee

Balance

0.00

Update Totals

0,00 USD
350.00 USD
35000 USD

OK

Exchange
Rate

Report ID MEXT

Total Applied

D.0D|USD

4. Clickthe O icon

The Look Up Advance ID page displays the outstanding advances for the employee:

5. Select the Cash Advance link that was created from the travel authorization that was populated

to the expense report

Empl

Look Up

View 100

DateTime Stamp

Advance |0 | begins with »

Look Up Advance ID

D

Clear

Search Results

First

Cancel

00003
12132018 10:25AM

4 10f1

Basic Lookup

Help

b/ Last

300

Advance ID Advance Description Balance Currency Code
OO00000833 (blank)

UsD

The Apply Cash Advance(s) page displays with the advance amount, the amount applied and any

remaining advance balance:

Create Expense Report

Apply Cash Advance(s)

Cash Advance Information

*Advance ID

DODDDD0S33

Advance Amount

300.00

Add Cash Advance

Balance

D.0DUSD

Update Totalz

Exchange
Rate

1.00D0D000

Total Advance Applied

Totals (1 Line)

300.00 UsSD
350.00 USD

Total Due Employee

50.00 USD

Report ID NEXT

Total Applied

300.00| |

The Total Advance Applied cannot be
more than the Totals for the expense

report or the Advance Amount.

6. To apply a lower amount, enter that amount in the Total Applied field

7. Click OK
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Create Expense Report

Colin Davidson |§

[ Save for Latell | [ Summary and Submit

*Business Purpose | Conference

Actions [ _Choose an Action || Go
~ Destination Location FLORIDA Q
*Report Description |Trip to Florida Conference Authorization 1D gp00005197
Reference aQ #4 Attachments
Expenses (7
Expand All | Collapse All Add: | [ My Wallet (0) | £ Quick-Fil Total 350.00 USD
*Date *Expense Type *Descripfion *Payment Type *Amount *Cumrency
12172018 |5 [OUT CONFITRAIN REGIST ~]  *[Conference Registration Fee |7 [Employes vl 4 usD q HE
227 characters remaining
~ *Billing Type Non-Taxabl W . B Receipt Spiit [ Defautt Rate *Exchange Rate |1 R
*Originating Location MONTPELIER VT Q
. [J Mon-Reimbursable ~ Base Currency Amount usD
*Location [FLORIDA Q O
No Receipt
Accounting Details |7
Expand All | Collapse All Total 350.00 USD
8. Click on the Summary and Submit link

The Totals are updated to reflect the cash advance amount applied and the total that is due to the
employee:

Create Expense Report i Save foriated | [ Expense Details
Colin Davidson Actions [_Ghoose an Acfion ~v|| Go
*Business Purpose [Conference e
*Description | Trip o Florida Conference
Reference Q
Totals (7 & View Printable Version B4 View Analytics 2 Notes A4 Attachments
Employee Expenses (1 Line) 350.00 USD Non-Reimbursable Expenses 0.00 UsSD Employee Credits 0.00 USD
Cash Advances Applied 300.00 USD Prepaid Expenses 0.00 UsSD Supplier Credits 0.00 USD
Amount Due to Employee 50.00 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD
(applicable taxes will be withheld from your pay)
O By checking this box, | certify the expenses submitted are accurate and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form rep the actual exp to which this employee is legally
entitled.

9. Follow the Finish and Submit exercise in this manual to complete the report

Apply a Cash Advance is Complete
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Modify an Expense Report
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Situations when this function is used: An expense report can be modified if it has been saved for later

or sent back for revision.

Home Page Tile navigation: TE tile > Expense Reports > Create/Modify Expense Report

Navigator Menu navigation: Employee Self-Service > Travel and Expenses > Expense Reports >

Create/Modify

The Expense Report page displays, click on the Find an Existing Value tab:

1. Click Search

Expense Report

Enter any information you have and click Search. Leave fields blank for 3 list of all values.

Find an Existing Value Add 3 Mew Value

Search Criteria

Report 0 g v |
ReportDaserpten

Nams begins wih v/
Empl D a
Creation Dabe #]

[ case sensitive
Lirnit the number of results to (wp to 300): (300

Clear | Basic Search ._i‘] Save Search Criteria

Clicking the Search button will list all expense reports in a pending status or if there is only one, the
Modify Expense Report - Details page will display:

Modify Expense Report

|5 Save for Later | E Summary and Submit

Colin Davidson |7
Sent Back For Revision By: GraceAva {Please update the amount on line 1 and remove the duplicat I Actions [ Chogss an Achion V]| eo
Purpose [C v Report 0000518310 Pendig
*Report Description |Training Conference Destination Location NEW YORK Q
Reference a Authorization ID ppooo04754
4 Aftschments
. i Comments entered by the approver
Xpenses
Expand All | Collapse All Add: | o My Wallet (0} | §F Quick-Fil When an eXpense report iS sent baCk
“Date “Expense Type “Dascription display at the top of the page.
111052018 | [OUT BREAKFAST ]|  *[Breakfastfirst day of conference
221 characters remaining
111082018 |3 [OUT BREARFAST ]  *[Breskfast second day of canference |2 [Employee vl 4 625 UsD  |q [*H (=
220 characters remaining
111052018 |G [OUT DINMER v| |Einnerﬁr5| day of conference }ri [Employ== ~ 4 18.50) [UsSD q =
224 characters remaining
111052018 | [OUT DINNER v |Einnersewnd day of conference ri [Emplay== v 4 18.50) |UsD q =
223 characters remaining
1110772018 |5 [OUT DINNER V] [Dinmer third day of conference |7 [Employ== vl 4 1850 B0 |a FH =
224 characters remaining
2. Click the Comments link
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The View Approver Comments page displays the approver’s name, the date/time the transaction was
sent back and the entire approver’s comment:

View Approver Comments

Approver's Comments

Name GraceAva

Action Sent Back For Revision
DatefTime 11/07/2018 6:28:40FM

Comment Please update the amount on line 1 and remove the duplicate dinner expense.

Help

3. Review the comment to see what changes need to be made to the expense report and click
Return to return to the Modify Expense Report - Details page:

|) Save for Later | E} Summary and Submit

Actions [._Choose an Action

|| 6O

If an expense type needs to be
changed on an expense report linked

to a travel authorization, the line will
need to be deleted and reentered
with the correct expense type.

Modify Expense Report
Coliin Davidson |7
Sent Back For Revision By: Grace fva {Please update the amount on line 1 and remove the duplicat
Purpose [Conferenca | Report ODDCSY™GE  Pending
*Repaort Description | Training Conference Destination Location NEW YORK
Reference aQ Authorization ID ponopp4754
4  Aftschments
Expenses 7
Expand All | Collapse All Add: | [ My Wallet (0) | 57 Quick-Fil
“Date “Expense Type *Description
111052018 | [OUT BREAKFAST v first day of conference
221 characters remaining
111062018 |3 [OUT BREAKFAST v] “:_ second day of |2 [Employee ¥
220 characters remaining
111052018 |&) [OUT DINNER v] [Dinner first day of |2 [Employee w
224 characters remaining
111052018 |&) [OUT DINNER ~| [Dinner second day of conference |2 [Employee w
223 characters remaining
1170772018 | [OUT DINNER | [Dinner third day of |7 [Employee ~
224 characters remaining
11052018 |3 [OUT MILES - FULL v]  *[Mileage from Home to Conference [ [Employe= ~
223 characters remaining
11/07/2018 |5y [OUT MILES - FULL |  *[Mileage from Conference to Home |2 [Employee |

iy

6.25

18.50

18.50

18.50

109.00°

100.00

+ [=

Changes can be made to the expense report like you would if you were entering the report. The
expense report information is editable. See Entering Expense Reports for more instructions.
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View Expense Reports

Situations when this function is used: Expense Reports are available to view in the system and it may
not be necessary to print.

Home Page Tile navigation: TE tile > Expense Reports > View Expense Report

Navigator Menu navigation: Employee Self-Service > Travel and Expenses > Expense Reports > View

The View Expense Report search page displays in the work area.

Expense Report

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

Find an Existing Value

Search Criteria

eport 10 [begins with v] |
Report Deseription
Name
Empl ID Q
Report Status [= v | v
Creation Date i,
[ case Sensitive
Limit the number of results fo (wp to 300): 300

Clear | Basic Search _JJ Save Search Criteria

NOTE: The system will return a maximum of 300 rows. If you have more than that amount, narrow
the search results by and adding additional criteria. If you know the expense report number that you
want to view you can enter the number into the Report ID field.

1. Toview all your Expense Reports, click Search

A list of expense reports displays in the search results:

Search Resulis

Wiewr All First ‘4 1eos ‘B Last

Report 1D Raport Descripiion Hamea Empl ID Raport Stafus Craation Date
D05 19325 RCH Examiple Cravidson, Cofin 00003 In Process 110162018

| E-:-:-D51§313Tmining in EIurIingtl:-n Cavidson, Colin 00003 Approved 11002018 I

000519322 Trip to Mew York Conference Davidson, Colin 00003 Submitted  11/02/2018
000519321 Trip To Florida Conference  Davidson, Codin 00002 Submitted  11/02/2018
D005 19320 Trip to Mew York Conference Davidson, Colin 000032 In Process 11082018

000519318 Training Conference Dravid=on, Codin 00002 Pending 11072018
0000518318 Training Conference Davidson, Colin 00002 Submitted 11052018
D 19317 Supplies for Training Diavidson, Colin 00003 Submitted  11/05/2018
00019316 Mileage for Training Diawvidson, Colin 00003 In Process 11052018

2. Select the Report ID link for the expense report you would like to view
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The View Expense Report - Summary page displays:

View Expense Repon Fo Expense Datails
Colin Davidson The expense report
Report 0000518323  Approved for Payment . . . . .
information displays including

Business Purpose Training

Description  Training in Burlington Created 11/002012  Colin Davidson
Reference Last Updated 11082018  Mary Motor
ot State NotAopies the Totals, Notes and Status.
Totals 7 & View Printable Version E View Analyfics & Notes A” f .
ields will be grayed out
Employee Expenses (2 Lines) 8064 USD Non-Reimbursable Expenses 0.00 UsD When Viewing a report
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 UsD :

Total Taxable Expenses 0.00 USD
(applicable taxes will be withheld from your pay)

Amount Due to Employee 60.64 USD Amount Due to Supplier 0.00 USD

7 By checking this box, | cerfify the expenses submitted are accurate and comply with expense policy.

By submitting this Expense Report | certify under penalties of perjury that the information given on this form the actual to which this is legally
entitled.
Submit Expense Report Withdraw Expense Repart Submitted On  11/08/2018 Submitted By Colin Davidson
Approval History
EinY da=] e =
< dv 73 =
Subemitted EX Macule Supervisar Expense Coordinatar Pan
Calin Dawidsan fora Grace Mary Motee ayment
Action Rols Mamsa DataTime Comments
Subrnitted Employse Colin Davidson 11/09/2018 10:20:04AM
Approved EX Module Supervisar Ava Grace 11/09/2018 11:31:10AM
Sent Back For Revision Expense Coordinator Mary Motor 11092018 11:34:58AM "\-.'-
Resubmitted Employse Colin Davidson 11/09/2018 10:37:45AM
Approved EX Module Supervisar Ava Grace 11/09/2018 11:40:02AM
Approved Expense Coordinator Mary Motor 11/09/2018 11:42:35AM
G Retum to Search | [+ Previous in List | |o] MextinList ||=] Nofify

The Approval History displays the approval path and actions performed, who performed the action and
the date/time the action was performed. Actions can include one or more of the following: Submitted,
Approved, Sent Back for Revision, Resubmitted or Withdrawn.

3. Click on the Notes link
The Expense Notes page displays any comments entered by the employee and/or approver:

Expense Moles

Help

Add Notes

Notes Persanalize | Find | 1 | Q First ‘4 1-2of2 '* Last

Hotes Hama Rola Action DataiTima

‘Sent Back For
Revision - Please

ﬁf:ﬁ":mﬁ:;‘;:;ﬂ;; Ava Grace EX Module Supervisor 11/07/2018 6:28-40PM

duplicate dinner
EXPENEE.

Expense for Training . . ! " -
Conferenca Colin Davidson Employes 11072018 D:44:024M

= [

4. Click OK button to return to the View Expense Report - Summary page
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View Expense Report

Colin Davidson

(applicable taxes will be withheld from your pay)

| By checking this box. | certify the expenses submitted are accurate and comply with expense policy.

to which this l

I [ Expense Details I

Actions [_._Choose an Action

v|| Go

Business Purpose Training Report 0000518323 Approved for Payment
Description Training in Burlington Created 11082018  Colin Davidson
Reference Last Updated 11/0872018  Mary Motor
Post State Mot Applied
Totals 7 &5 View Printable Version = View Analyfics (& Notes # Attachments (1)
Employee Expenses (2 Lines) 60.64 USD Non-Reimbursable Expenses 0.00 UsSD Employee Credits 0.00 UsSD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 UsSD Supplier Credits 0.00 UsSD
Amount Due to Employee 60.64 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD

is legally

By submitting this Expense Report | certify under penalties of perjury that the information given on this form the actual
entitled.
Submit hdraw Submitted On  11/02/2018 Submitted By Colin Davidson
Approval History
d=]
év :
Subrnitterd EX Madule Supsrvsar Expense Coordinatar
Calin Davidson Mo Grace Mary Motor

5

Payment

5. Click on the Expense Details link

The View Expense Report - Details page displays the expense report line information:

View Expense Report
Colin Davidson 7
Sent Back For Revision By: Gracefwa Please update the amount on line 1 and remove the duplicat Actions [Choose an Acion V][ o
Business Purpose Confersnce Report 0000518318 Pending
Report Description  Training Conference Authorization ID poDp0D4T54
Reference
Expenses
Expand All | Collapse Al Total §17.00  USD
“Date “Expenze Type *Descripfion “Payment Type *Amount *Currency
N 5 P
1110572018 OUT BREAKFAST [Breskdast rst day of conference ' emp 4 100 USD
221 characters remaining
* s=cand day of ri i
11/06/2018 OUT BREAKFAST e L P .S 825 USD
220 characters remaining
111052018 OUT DINNER [Dinner first day of ¥ emp # 1850 USD
224 characters remaining
1110572018 OUT DINNER [Dinner second day of canference ¥ emp # 1250 USD
223 characters remaining
111072018 OUT DINNER [Dinn tird day of con P emp # 1850 USD
224 characters remaining
i S P
1110572018 OUT MILES - FULL [Mitz=ge from Home o Canference ' emp 4 10800  USD
223 characters remaining
N 5 P
10772018 OUT MILES - FULL [Mileage fram Gonferencs to Home J# p & 108.00  USD
223 characters remaining
N s — 5
1110502013 OUT CONFITRAIN REGIST [Training © s J# p 30000 USD
222 characters remaining
*[Mileage A £
09012018 INMILES-FULL [Mil=ag ¥ emp # 3725 usD
247 characters remaining
Expand All | Collapse Al Total 4700 USD

The line Attachment icon will display as # when an attachment has been added to the line. The icon
will display as #% when there is no attachment.

6. Click the line Attachment
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The Expense Line Attachments page displays.

Expensze Line Attachments

Report I 0000518318
Expense Type OUT CONFTRAIN REGIST Amount 300.00 USD

Adding large aftachments can take some time fo upload, therefore, it is advisable to save the
transaction before adding large attachrments.

i RN

Date 111052018
Details Personalize | Find |Viewal | 2| B Frst 4 10f1 * Last
Fllz Name& Dascription Usar Name Date/Time Stamp
Test_Aftachment docd Receipt for Conference COAVIDSO Colin Davidson MI0T/20M3 G:44:128M

He=ig

7. Click the File Name link to view the attachment

Attachment/receipt sample document used for training.

o, E—

g

=

e RN RUNE R Sy 'Ti o e
e 1
4 = ok el

-

8. Close the attachment and click OK to return to the View Expense Report page
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View Expense Report B
Colin Davidsan 7
Sent Back For Revision By: Grace Aua Please update the amount on line 1 and remove the duplicat Actions GO
Business Purpose Conference Report 0000518318 Pending
Report Description Training Confersnce Authorization D QDDOC4TE4
Reference
Collapse All Total 61700  USD
“Date “Expens Type “Description “Payment Type “amount “Curmancy
. 5 -
111052018 OUT BREAKFAST Breskiast first day of conference ' Employes & 1000 USD
21 characters remaning
. » y
111062018 OUT BREAKFAST [Breakdast second day of F' empoyes & 825 usD
720 characters remaining
111052018 OUT DINNER [Dinner st day of conference ' Employes & 1850 USD
24 characters remaining
11052018 OUT DINNER [Dinner secend day of canferance = Employes & 1850 USD
77 characters reamaiing
- Dinner third day of | el &
107201 OUT DINNER [ Employes # 1850 USD
! 724 characiers remaining Fleye
o = ;
110572018 OUT MILES - FULL [Mie=ge from Home io Canferenca J# Employes 4 10800  USD
777 characters remaining
. » ;
110712018 OUT MILES - FULL [Mieage from Gonferense to Home J# Employes S 108.00 USD
37 characters remaining
S —— » ;
111052018 OUT CONFITRAIN REGIST [Training Conference R ' employes & 0000 USD
777 charscters remaning
* [Mileage = £
09/012018 INMILES - FULL | o r— Employee el 2728 UsD
47 characters remaining
Expand All | Collapse Al Total s1700  USD

9. Click on the Expand All link to display the expense line details

If the expense report has any exceptions, an &

icon will display:

View Expense Report
Colin Davidson | 7

Sent Back For Revision By: Gracefva

Business Purpose Conferance
Report Deseription Training Canfarence

Reference

Expenses 7
Expand All | Collapsa All

“Date “Expenss Type
111052013 OUT BREAKFAST

Billing Type Non-Taxable - Internal
Originating Location MONTPELIER \T

Location NEW YORK

Accounting Details (7

111062018 OUT BREAKFAST

Billing Type Non-Taxable - Internal
Originating Location MONTPELIER WT

Location NEW YORK

Accounting Details (7

Please update the amount on line 1 and remove the duplicat

[E Summary and Submit

Atons &0

Report 0000518318 Pending

Authorization 10 000004754

Employees are required to enter

an exception comment on an
Deseigton expense report line to explain wh

* [Breakfast first day of conference.

No Receipt
* [Breaifast s=cond day of canference P ecioves £
T30 characters remaining ploy= 625 UsD
i Default Rate Exchange Rate  1.00000000 B
Non-Reimiy

No Receip

An icon displays when
duplicate line exist

111g52013 oUT D)
Ming Type Non Taxable - Intemal

Originating Location MONTPELIER VT
Location NEW YORK

|Dinner first day of conferance j=
224 charaters remaining

Employes ] 18.50

i Default Rate Exchange Rate  1.00000000 B
Hon-Reimbursable  Base Currency Amount 1850 USD
Mo Receipt

mmy an amount has been exceeded.
| Default Rats
Non-Reimbursable ELL o "

10. Click the (g icon
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The Expense Report - Authorized Amount Exceeded page or the View Exceptions Comments and
Risks page displays depending on the exception.

The Expense Report - Authorized Amount Exceeded page displays the authorized and transactions
amounts and the exception comment explaining why the amount was exceeded:

Authorized Amount by Location

Expense Report
Authorized Amount Exceeded
Caolin Davidson Report ID' 0000518218

Expense Type Location Limit Exception

Authorized Amount .26 USD

Transaction Amount 10,00 WSO

The authorized amount for expense type OUT BREAKFAST in MEW Y ORK has been excesdad on line 1
Please provide an explanstion as 1o why.

Breakfast at Hotel

]

11. Click OK
The View Exceptions Comments and Risks page will show all exceptions for the expense report.
View Expense Report
View Exception Comments and Risks .
Employees are required to enter an
General Information exception comment on an expense
report line to explain why an
Report Description Training Conference
Confaranse amount has been exceeded.
Reference
Exception Information
Lins Exceptlon Comment
1 OUT BREAKFAST Amournt Excesded Breakfast at Hotel
2 OUT BREAFFAST MNone Mo exceptions sssociated with this line.
. § Expense line is a duplicate of Line 4, Sheet Id 0000518318,
3 OUT DINHER Duplicates Exist Date 2018-11-05, Amt Spent 18.5 USD.
. 2 Expense line is a duplcate of Line 3, Sheet Id 0000518318
SRR ITIE e Date 2018-11-05, Amt Spent 18.5 USD,
5 OUT DINMER None Mo exceptions associgted with this line.
8 OUT MILES - FULL None o exceptions 3
7 OUT MILES - FULL Nane Stk VISION defaults a comment when
OUT CONFITRAIN ) q q i q T
B pEaiaT None $ aduplicate line exists identifying
81N MILES - FULL MNane Mo exceptions 2 the expense report ID, line, date
[T o] and amount that is duplicated.
" Return o Search t_| Prewvious in List & | Mextin List =] Notify

12. Click on the Return To Expense Report link
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The View Expense Report - Details page displays:

View Expense Report [E Summary and Submit
Calin Davidsan (7
SentBack ForRevision  By: GraceAva Please update the amount on line 1 and remove the duplicat Actions [ GhesseanAdion —v] [ G0
Business Purpose Conference Repert 0000518318 Pending
Report Description Training Conference Authorization I 0000004754
Reference
Expenses 7
Expand All | Callapse Al Total B17.00  UsD
“Date “Expense Type *Description “Payment Type “Amount “Curency
110572018 OUT BREAKFAST [Breakast fist day of conterence > Employes & 1000 USD

227 characters remaining
Billing Type Non-Taxable - Intemal

5 Exchange Rate  1.00000000 =
Originating Location MONTPELIER VT Default Rate xchange Ratz 1 =
Lonation NEWYORK @ Mon-Reimbursable  Base Currency Amount 1000 USD
No Receipt
Dmunﬁng Details
* [Breakfast second day of conferance z £
11062018 OUT BREAKFAST [ Y =~ Employee & 825 USD
T30 characiers remaining
Billing Type Non-Taxable - Infernsl - -
Originating Location MONTPELIER VT Default Rate Exchange Rate 100000000 B
Location NEW YORK Mon-Reimbursable  Base Currency Amount 825 USD
Mo Receipt
Accounting Details
11/05/2018 QUT DINNER Dinner first day of carnference ' Employes &4 1850 USD
- 728 characlers remaining
) Billing Type Mon-Taxsble - Infernsl 7 Detout Rt ExchangeRate 1 B
Criginating Loeation MONTPELIERVT Mon-Reimbursable  Base Currency Amount 1850  USD
Location NEW YORK
No Receipt

Accounting Details (7

13. Click the I+ icon to review the accounting information for the line
The Accounting Details section expands and displays the ChartField information:

View Expense Report [E Summary and Submit
Colin Davidson |7
Sent Back For Revision By: Gracz.Ava Please update the amount on line 1 and remove the duplicat Actions [ Chioasa 3n Acion <[ &0
Business Purpose Conference Report 0DDD519310 Pending
Report Description  Training Conference Authorization 1D goOO004754
Refarenca
Expenses
Expand All | Collapse All Total E1700  USD
*Date “Expense Type *Description “Fayment Type “Amount “Currency
* E) y
111062018 OUT BREAKFAST [Bresfast first day of canferznce ' Employee A 1000 USD

227 charadters remaining
Billing Type Non-Taxabl - Infemal

14 Exch; Rats 00000000 =
Originating Location MONTFELIER VT Default Rate xehange Rate 1. B
. -Rei Base C Amount
Location MEW YORK G Non-Reimbursable ase Currency Amou 1000 USD
IR
Accounting Details 7
Chartfields | [FT%
Amount GL Unit Monstary Amount g:;‘;““‘ E:g‘a"ﬂ’ Fund Dapt Program Clasa Projsct
10.00 08100 10.00 USD 1.00000000 20105 &100002000 59290 Z0017 IMVT  000-
*[Breatk: d day of 7 £
11/08/2018 OUT BREAKFAST [Breabast zecon = ~  Employes & B35 USD
330 characters remaining
Billing Type Non-Taxable - Intemal = -
Exchi Rats 00000000 =
Originating Location MONTPELIER VT Default Rate xenange = ! ]
Location NEW YORE Non-Reimbursable  Base Currency Amount 625 USD
No Receipt
Accounting Details (7
Chartfields | [=#
Amaunt GL Unit Monstary Amount g:;‘:""" E:g‘a“p Fund Dapt Program Clasa Projsct
6.25 08100 8.25 USD 1.00000000 20105 £100002000 59290 20017 ZMVT  000-

View Expense Reports is Complete
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Print an Expense Report

Situations when this function is used: Expense reports needs to be printed.
Home Page Tile navigation: TE tile > Expense Reports > Print Expense Report
Navigator Menu navigation: Employee Self-Service > Travel and Expenses > Expense Reports > Print

The Print Expense Report search page displays:

Expense Report

Enter any information you have and click Search. Leave fislds blank for a list of all values.

Find an Existing Value

Search Criteria

| Report 10 [begins wih ]| |
Report Description |begins with %
Nams [begins with +]
Empl ID [begins with v] =
Report Status [= w| o w|

Creation Date i

O case sensitive
Lirnit the number of results to {up to 300): 300

I Saarch I Clear | Basic S=arch _J'.J Save Search Criteria

Note: The system will return a maximum of 300 rows. If you have more than that amount, narrow
the search results by adding additional criteria. If you know the expense report number that you
want to print you can enter the number into the Report ID field.

1. To view all Expense Reports, click Search

A list of expense reports displays in the search results:

Search Resulis

Wiew All First ‘4 1gws '* Last
Report ID Raport Descripiion Hame Empl ID Report Status Creation Date

D005 18325 RCN Example Dawvidson, Colin 000032 In Process 1101662018

05 18323 Training in Burlingion Cravidzon Colin 00003 Approved 117082013 |

D005 18322 Trp to New Yaork Conference Davidson, Colin 00003 Submitted 11082012
000518321 Trp To Florida Conference  Davidson,Cofin 00003  Submitted  1108/2018
D005 18320 Trp to New Yaork Conference Davidson, Colin 00003 In Process 11082012

000018318 Training Conference Davidson, Colin 000032  Pending 11072018
000018318 Training Conference Davidson, Colin 00003 Submitted 117052018
000018317 Supplies for Training Davidson, Colin 00003 Submitted 117052018
00018316 Mileage for Training Davidson, Colin 00002 In Process 117052018

2. Select the Report ID link for the expense report you want to print
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The Print Expense Report page displays the expense report information:

Expense Report & Print Expanse Repor
Colin Davidson
Description Training in Burlington Report 0000519323 Approved for Payment Employee ID 00003
Business Purpose Training
Date Expenzs Type Mon-Reimbursable Mo Recsipt Receipt Required Payment Type Transaction Arnt Exchange Rate Amount
Diescription Additional Information Merchant Location
110272012 IN MILES - FULL o o o Employes 57.23 UsD 1.00000000 57.23 UsD
|T|ave| from Wolcott to Burlington and back Fﬂ BURLINGTON VT
1170272012 IN BREAKFAST [} [} [} Employes 341 0sD 1.00000000 341 0sD
|Elrealdasl due to early departure from Wolcot Fﬂ BURLINGTON VT
Employee Expenses 8064 USD Mon-Reimbursable Expenses 0.00 UsSD Amount Due to Supplier 0.00 USD
Cash Advances Applied Q.00 USD Prepaid Expenses Q.00 UsD Amount Due to Employes 60.64 USD
Total Taxable Expenses 0.00 USD
{applicable tees will be withheld from your pay)
Retumn to Expense Report
Expense Repart | Expense Receipt

3. Click on the Print Expense Report link

The printable version of the expense report displays in a new browser window:

£ VERMONT e

0000512323

Emplayee Employee ID

Colin Davidson 00003

Reference. Business Purpose
Training

I ]
e e -
i e | I — I — |
T : ——— T :
-
| \ \ \
=
P
- s
s
s
p— v
- o
o v
pe— o
Creation Date. P Dae. Fage Nuzher

e om | Dot | Eard By e pr=y |
C  Tewomwn | oavmso e B [P teiz ]

4. Follow the instructions you currently use to print from your browser

Print an Expense Report is Complete
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Situations when this function is used: Expense reports can be deleted only when they are in a pending
status. An expense report might need to be deleted when it is a duplicate or is no longer needed.

NOTE: If the report is valid but cannot be approved in time for month end closing, it can be sent back
to the employee, and then the employee can resubmit the transaction. The accounting date and

budget date will update to the current date.

Home Page Tile navigation: TE tile > Expense Reports > Delete Expense Report

Navigator Menu navigation: Employee Self-Service > Travel and Expenses > Expense Reports > Delete

The Delete Expense Report search page displays:

Delete Expense Report

Find an Existing Value

Search Criteria

Ermpl 10| begins with | 00003

,_{I

Mame | begins with W

O case Sensitive
Limnit the number of results to {up to 300): (300

Search Clear

- = .
Basic Search 2 Sawve Search Criteria

Enter any information you have and click Seanch. Leave fizlds blank for a list of all values.

The Empl ID automatically defaults.
1. Click Search

The Travel and Expense - Delete an Expense Report page displays. Any expense report with a

‘Pending’ status will display and is eligible to be deleted:

Travel and Expense

Delete an Expense Report
Colin Davidson

Delete an Expense Report

Select Report ID Report Description

(| 00005193268 Supplies for Training

I Delete Selected Report(s) I

Creation Date

0000519327 Trip to New York Conference 1120:2018

11/20/2018

Amount Currency

100.00 USD

100.00 USD

If the expense report you are looking for isn't showing up, check the status to confirm that it is pending.

2. Select the expense report you want to delete, by clicking the Select checkbox. You can delete
multiple expense reports by selecting multiple checkboxes

3. Click Delete Selected Report(s)
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A Delete Confirmation page displays informing you that the selected expense report has been deleted:

Travel and Expense

Delete Confirmation
Colin Davidson

"/ The s=lected transaction(s) have been daleted.

4. Click OK

The Travel and Expense - Delete an Expense Report page displays:

Travel and Expense

Delete an EXDEHSE RE[CJDIT
Colin Davidson

Delete an Expense Report |

Salact Reportld  Raport Descripiion Craation Date Amount Currency

;:] 0000519328 Supplies for Training 117202018 100,00 USD

Delete Selected Report(s)

The deleted expense report no longer displays and will not be available to view, modify, or print.

Delete an Expense Report is Complete

September 2021 Page 67 of 129



2~ VERMONT Expense Training Guide - Employee/Delegate

Travel Authorizations

Entering Travel Authorizations
Create a Travel Authorization from Blank

The Basics:
Please refer to Bulletin 3.4 and your department's policy regarding Travel Authorizations.

e Economy, prudence, and necessity are of primary concern when planning and paying for travel
and expenses

e Preferred payment methods - Whenever possible, Purchasing Cards (P-Cards) and direct
supplier payments should be used to minimize employee reimbursements

e Clear cache - To minimize errors, delete temporary files and cookies by pressing
Ctrl+Shift+Delete. This shortcut works in Internet Explorer, Firefox, and Chrome

e Save for Later - After every couple of lines on your travel authorization, click the "Save for Later" link
to prevent the "data inconsistent with database" error that will not allow you to save or submit

e An approved on-line Travel Authorization is required for all cash advance requests

e Third Party Payments/Reimbursements - The supplemental form “Authorization of Employee
Expenses to be Paid by a Third-Party Organization” may be required when expenses are to be
paid by another party

e Encumbrance - All travel authorizations completed within VISION create an encumbrance of
funds against an appropriation of the employee’s department

Situations when this function is used: Per Bulletin 3.4, an employee must create a travel authorization
and receive approval for overnight travel from their Department Head or designee prior to the trip.

Home Page Tile navigation: TE tile > Travel Authorization > Create/Modify Travel Auth

Navigator Menu navigation: Employee Self-Service > Travel and Expenses > Travel Authorizations >
Create/Modify

The Travel Authorization page displays:

Travel Authorization

Eind an Existing Walue Add a Hew Value
Empl 100003 % |3

The Empl ID automatically defaults in.
1. Click Add
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The Create Travel Authorization - Details page displays:

Create Travel Authorization Save for Later | [5) Summary and Submit

Colin D Quick Start [_._Populale From v| o
I *Business Purpose| v I Destination Location Q
"Bescrpton | *Date From H *Date To [E

o Aftachments
Projected Expenses (7

Expand All | Collapse All Add: | /f Quick-Fill Totals (0 Lines) 0.00 usD
*Date *Expense Type Description *Payment Type *Amount Currency
B[ v [ vl A 000 ysp =l
Expand All | Collapse All Totals (0 Lines) 0.00 USD

2. Click the drop-down arrow to choose the Business Purpose

Create Travel Authorization Save for Later | [} Summary and Submit

Colin Davidson (7 Quick Start [_._Populate From v|| o
“Business Purpose Destination Location Q
| Alternate Work Location
*Description | Audit -inspections - Licensing *Date From *Date To
Conference cf:, Altachments

Projected Expenses (?) |Economic Development
Emergency Response
Expand All | Collapse All General Expenses

Totals (0 Lines) 0.00 usD
Hazardous Material Cleanup
Judicial Assignment
*Date teg_all-tLaw Enforcement Description *Payment Type *Amount Currency
egislator
El Megeling Vl ‘ ‘ v‘ Cﬁ 0000 ysp =

School Visit
Test CF-05 07252018
Training

Expand All | Collapse All - Totals (0 Lines) 0.00 USD

3. Select the option that most closely identifies the purpose of the trip

Create Travel Authorization [ Save for Later | [2 Summary and Submit

Colin Davidson Quick Start \ Populate From v| GO
*Business Purpose|correreq-;e hd

Destination Location 1 *|Q

*Description v RN 1L T 1

#i  Attachments
Projected Expenses (-

Expand All | Collapse All Add ;? Quuick-Fill

Totals (0 Lines) 0.00 USD
*Date *Expense Type Description *Payment Type *Amount Currency
Bl v = v A 000 ysp H =
Expand All | Collapse All Totals (0 Lines) 0.00 usD

4. Enter the first three letters into the Destination Location field. This location should be the furthest
point travelled during the trip, click the Destination Location look up -1 icon

Note: Location searches in VISION search on a shortened name. It is best to enter the first few
letters of the location and click the magnify glass. The list includes all towns in Vermont, all States

and Territories, and Out of Country. For the purposes of Bulletin 3.4, Hawaii and Alaska are
considered Out of Country.
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The Look Up Destination Location page displays.

Look Up Destination Location

Help
Search by: |Expense Location w | begins with |

Look Up Cancel

Advanced Lookup
Search Results
View 100 First ‘4 1303 B Last
Expense Location Description
FLTCH FLETCHER VT
FlRNC Fl ORENCE LT
FL FLORIDA |

5. Select the Expense Location link

Create Travel Authorization

The Create Travel Authorization - Details page displays the Destination Location selected:

Colin Davidson (%

*Business Purpose | Conference

Save for Later | F__: ‘Summary and Submit
Quick Start [...Populate From

hl e8]
~ Destination Location [ EESREA *|jQ
*Description Trip to Florida Conference *Date From [ *Date To [
#  attachments

Projected Expenses (2

Expand All | Collapse All Add i; Quick-Fill Totals (0 Lines) 0.00 uso

*Date *Expense Type Description *Payment Type *Amount Currency
3 [ < [EN v A 000) ysp =

Expand All | Collapse All Totals (0 Lines) 0.00 usD

Create Travel Authorization

6. Enter a short, meaningful description for the trip into the Description field

Colin Davidson (¢

*Business Purpose |Conference ~

*Description Trip to Florida Conference

Projected Expenses (7

Expand All | Collapse All Add: g? Quick-Fill

*Date *Expense Type

Save for Later | [2 Summary and Submit
Quick Start [__Populate From

v Go

Destinafi ion FLORIDA Q
*Date From |12/17/2018 |/ *Date To|1221/2018 | I

& Attachments

Description

Note: Travel dates must be in

the future. The system will not

Expand All | Collapse All

allow dates in the past.

7. Enter the date the trip will start on into the Date From field and the end date of the trip into

the Date To field

Create Travel Authorization

Colin Davidson (%

*Business Purpose [Conference hd

*Description Trip to Florida Conference

Projected Expenses (¢

Expand All | Collapse All Add: ﬁ} Quick-Fill

Save for Later | |;__‘; Summary and Submit
Quick Start |...Populate From

~|| so

Destinaty ion IFLORIDA Q
I"Dabe From 1217/2018 | *Date To|12/21/2018 |[iy I

&+ Attachments

Note: The Date on the lines

*E; T
I 2172018 |3
I 2y

Description

]

must be within the date

*Payment Type|

E |

Expand All | Collapse All

range entered above.

8. In the Projected Expenses section, enter the estimated Date of the expense
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Create Travel Authorization Save for Later | [2 Summary and Submit
Colin Davidson (7 Quick Start |...Populate From ~|| so
*Business Purpose [Conference v Destination Location [[LORIDA Q
*Description Trip to Florida Conference *Date From 1217/2018 |[]  *Date To|12/21/2018 iy
4 Attachments
Projected Expenses (¢
Expand All | Collapse All Add: ﬁ} Quick-Fill Totals (0 Lines) 0.00 usD
*Date *Expense Type Description *Payment Type *Amount Currency
n2rzene |5 ~] =1 v A 000 sp =l
Expand All | Collapse All Totals (0 Lines) 0.00 usD

9. To choose the expense type, click the Expense Type drop-down to view the available expense types

Create Travel Authorization

Colin Davidson (%

*Business Purpose [Conference v

Save for Later | |;_‘: Summary and Submit

Quick Start |...Populate From ~|| so

Destination Location CUut of Country (¢}

*Description Trip to Flonida Conference

Projected Expenses (¢

Expand All | Collapse All Add | £ Quick-Fil

*Date

cExpense T
e —————————————
121712016 |2 JLEG NT PER DIEM MEAL
LEG NT PER DIEM ROOM

LEG Tx LESS S0 MI

LEG TX PER DIEM MEAL

~

*Date From|12/17/2018 |  *Date To|12/27/2018 |

#  attschments

Totals (0 Lines) 0.00 usD

Description *Payment Type
| =0 vl A

*Amount
0.00

Currency

HE

uso

LEG T PER DIEM ROOM
LIGENSE - ATTORNEY
LICENSE - GDL
MEMBERSHIP DUES
MOVING EXPENSES
CUT AIR TRANSP
OUT BREAKFAST

Expand All | Collapse All

—
OQUT CONFITRAIN REGIST
oo O
‘OUT INCIDENTALS
‘OUT LODGING
‘OUT LUNCH
OUT MILEAGE ADAPT WAN
‘OUT MILES - FULL
OUT MILES REDUCED RATE
‘OUT TRANSPORT OTHER
‘OUT VEHIGLE RENTAL
PHOMNE SERVIGE - CELL
PHOME S\VC MON-CELL
PHOTOGOPIES
POSTAGE
PUBLIC SERVICE REC WK FOOD
PUBLIC SERVICE REC WK OTHER
PUBLIC SERVICE REC WK RENT W
Payroll Bank Service Charge

Totals (0 Lines) 0.00 USD

Expense Types are listed in alphabetical order.
See Bulletin 3.4 and the Expense Type list for
guidance on Expense types. For Out-of-State

travel, the Expense Type should be an "OUT"
Expense type. Use the up and down arrows to
scroll through the available options.

10. Select the appropriate Expense Type from the list provided

The expense type displays along with the additional fields that need to be populated:

Create Travel Authorization

Colin Davidson (¢

*Business Purpose |Conference e

*Description Trip to Florida Conference

Destination Location

Save for Later | @ Summary and Submit

Actions [__Choose an Action ~|

FLORIDA (¢}

*Date From |12/17/2018)| *Date To12/212018  |[W

4 attachme

Projected Expenses (¢ C O Played 1[0 d aepena S
Expand All | Collapse All Add: g? Quick-Fill A A ~ ~ ~ Ala ~ ~
O P D C
Date Expense Type Description O 3 O 3 O 3 3 defa
12712015 |[§ [OUT CONFITRAIN REGIST > e Fee !
0 e De atio ocatio
*Billing Type|Non-Taxabl
*Qriginating Location +1 e =Y =" 3 OC3 O 3 De 3 O
*Location FLORIDA Q
OCAdllO d Ol A€ ed O
Accounting Details 7
eed O De dNgead

Expand All | Collapse All

11. Enter an explanation of the expense in the Description field on the line

September 2021

Page 71 of 129



»~~ VERMONT

Expense Training Guide - Employee/Delegate

Create Travel Authorization

Colin Davidson (7

*Business Purpose Conference ~ D

*Description Trip to Flonda Conference

Projected Expenses (¢

Expand All | Collapse All Add: | £F Quick-Fill

Save for Later | F__“, ‘Summary and Submit

Actions ‘...Choose an Action ~ GO

estination Location FLORIDA

*Date From 12172018 |

*Date To |1221/2018

#  Attachments

A default Originating Location can be defined on

Accounting Details 7

*Date *Expense Type *Description
120172018 | [OUT CONF/TRAIN REGIST <] *[conferance Red
aBilicedne et
I *Qriginating Location mont [«} I
R el 3

the employee’s User Profile. Navigation: Employee
Self-Service > Travel and Expenses > Review/Edit
Profile. Click on the User Defaults tab.

Expand All | Collapse All

Totals (1 Line)

12. Enter a few letters of where you started your trip into the Originating Location field, click the

Originating Location look up
The Look Up page displays the locations

icon

that match your criteria:

Look Up

Help

Search by: [Originating Location v |begins with |

Look Up Cancel | Advanced Lookup
Search Results
Miew 100  First ‘4 1-30f3 B Last
Onginating Location Description
MT MOMTAMNA
i, Y
MMNTPR MOMTPELIER VT

13. Select the Originating Location i

nk for the appropriate location

The Create Travel Authorization - Details page displays the Originating Location selected:

Create Travel Authorization Save for Later | [ Summary and Submit
Colin Davidson (7 Actions [..Chooss an Action v]| co
*Business Purpose [Conference e D ion Location FLORIDA Q
*Description |Trip to Florida Conference *Date From [12/17/2018 i}  *Date To [12/21/2018 |5
#  attachments
Projected Expenses (7
Expand All | Collapse All Add: ﬁ} Quick-Fill Totals (1 Line) 35000 USD
*Date *Expense Type *Description *Payment Type *Amount urrency
1201772018 | [OUT CONF/TRAIN REGIST vl e Fee [ [Employee v A 35000 f,ap FHE
M T Rlop Tiiin
I *Originating Location MONTPELIER WT Q I
Locanon FLORID: =Y
Accounting Details (7
Expand All | Collapse All Totals (1 Line) 350.00 usD
14. Enter the estimated Amount for the expense type
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Create Travel Authorization [ Save for Later | [B Summary and Submit
Colin Davidson (7 Actions [...Choose an Action || co
*Business Purpose [Conference v Destination Location FLORIDA Q
*Description |Trip to Florida Conference *Date From |12/17/2018 |§]  *Date To |12/21/2018 |
Projected Expenses (7
Expand All | Collapse All Add: g? Quick-Fill Totals (1 Line) 350.00 usoD
*Payment Type *Amount Currency
] A [Employes v | A I +
Attachments that relate to the entire 7 [Emioy > e
document should be added at header
level. Attachments for a specific expense
type should be added on the line.

Expand All | Collapse All Totals (1 Line) 35000 USD

15. Click the Attachments link or ., icon
The Travel Auth Attachments page displays:
Travel Auth Attachments
Help
Travel Authorization ID MEXT

Details Perzenalize | Find | View Al | & | D First 1of1 "2/ Last

File Mame  Description User Mame Date/Time Stamp

iew =

Adding large attachments can take some time to upload, therefore, it is advisable to save the

transaction before adding large attachments.

| Add Attachment ||

O Cantel
16. Click Add Attachment
The File Attachment page displays:
File Attachment x
Help
Choose File | Mo file chosen
Upload Cancel
3
17. Click Choose File
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The Choose File to Upload window opens:

< [és [ seorcnDesior P

Organize » New folder = 0l @
Y Eavorites * MName Size Ttem type
BE Desktop 0= Business_Impact_Statement_for_PSFT_Apps 23 KB Microsoft

4 Downloads B _ e Info 496 K S =
1= Recent Places | Test Attachment 1963 KB icros &
press i_heck TORE . Adobe Acr
o Libraries Overflow 20KB Adobe Acr
@ Documents 3 M= Project Lookup Display No Results on a Travel ... 233 KB  Microsoft)
& Music M5 Duplicate Supplier Report Returns Mo Data 620 KB  Microsoft
[&5] Pictures 15 Employee Expense History Page Does Mot Displ... 377TKB  Microsoft}
E Videos M= 1099 Supplier 136 KB Microsoft
M5 Unable to Update Remit To Supplier on Payme... 382 KB Microsoft)
Ll Computer B 7| Copy of Crystal_To_XMLP_Expenses_Report_Co... 3 KB Microsoft
ﬂ—? Local Disk (C:) ms TA Missing Project 141 KB Microsoft
%&l My Passport (E:) ME EX.CFG.11 Expense Type - Wizard Type 1347 KB Microsoft\
5 Shared (\wsms.s <l i""’—' Ao R ﬂ-*ﬂrr’; et oo flrerelhes | A CCL T P ‘:' i
File name: Test Attachment - Al Files (1) -
I Open |vl Cancel

18. Select the file you want to attach and click Open
The File Attachment page displays with the file path of the document:

File Attachment
Help

C:\Users\maryellen.pfalleriDesktop\ Test Attachment.dd Browse... |

Cancel

19. Click Upload

The Travel Auth Attachments page displays with the File Name as a link to the document:

Travel Auth Attachments

Help
Travel Authorization ID NEXT
Details Personalize | Find | View All | & | E‘ First ‘&' 1of1 ‘&' Last
File Name Description User Mame DateiTime Stamp
Test_Attachment.docx Conference Registration [=]

Adding large attachments can take some time to upload, therefore, it is advisable to save| YOU can add add itional attaCh ments
transaction before adding large attachments. by C||Ck| ng the Add AttaCh ment
207 Hhement € button or delete an attachment by

-OK Cancel . = .
selecting the & icon.

20. Enter an explanation of the attachment in the Description field and click OK
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The Create Travel Authorization - Details displays. The Attachment link and icon are updated:

Create Travel Authorization

Save for Later | @ Summary and Submit
Colin Davidson (%

Actions \...Choose an Action v Go
~ Destination Location|FLORIDA

*Business Purpose [Conference

*Description Trip to Florida Conference *Date From [12/17/2018 il __*Date To 12/21/20 sl

& Attschments (1)
Projected Expenses (2

When one or more attachments
Expend Al | Colpse Al Adt | £ QuekFil are included on the transaction,
Dats “Expenss Typs “Desarpton the Attachments link will include

12M72018 | [OUT CONF/TRAIN REGIST ¥ e ion Fee =

*Billing Type|Non-Taxabl »
*0riginating Location MONTPELIER VT

(#) where # equals the number of
o attachments. The icon changes
*Location FLORIDA Q

Dccm..g Octaits @ from E& to .

Expand All | Collapse All

Totals (1 Ling) 350.00 usD

21. Expand the Accounting Details section by clicking the Expand Accounting Lines

icon
The Accounting Details section expands and the ChartFields for the line display:

Create Travel Authorization

Save for Later | @ Summary and Submit
Colin Davidson (#

Actions [...Choose an Action
~ Destination Location TLCORIDA

*Business Purpose [ Conference

|| G0

*Description |Trip to Florida Conference *Date From |12/17/2018 |[i{

) Ml  The default ChartField values can be
Projected Expenses (¢ .
Expand All | Collapse Al Add: | £ QuickFil u pdated for all fields except the
e xpense Ty — Account. Additional accounting lines
1271772018 |5 [OUT CONFITRAIN REGIST V] *[cent Fee can be insert by selecting the icon.
*Billing Type [Nen Taxsbl v]
*Originating Location MONTPELIER WT Q
*Location |FLORIDA Q
Accounting Details (7
Chartfields | [F=0
Amount 5L Unit Fund Dept Program Class Project
350.00] [p&100 @ [oios|@, [3100002000 Q [55280 o [z0017 o [MvT ooo- q  (#H=
Expand All | Collapse All

Totals (1 Ling) 350.00 USD

The User Defaults on the employee’s profile defaults the ChartField information into the Accounting
Details section for the following fields: GL Unit, Fund, Dept. Some employees may also have default

ChartField information for the following fields: Program, Class, Project. The Account defaults from the
Expense Type and does not display.
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Create Travel Authorization Save for Later I|;_-: Summary and Submit
Colin Davidson (& Actions [...Choose an Action || Go
*Business Purpose [Confersnce v Destination Location [FLORIDA Q
*Description |Trip to Florida Conference *Date From |12/17/2018 |i] *Date To|12/21.2018 |
& Aftachments (1)
Projected Expenses (¢
Expand All | Collapse All Add: é} Quick-Fill Totals {1 Line) 350.00 USD
*Date *Expense Type *Description *Payment Type *Amount Currency
1211772018 | [OUT CONFITRAIN REGIST IE Fee 7 [Employee v A 3000 |on =l
“Biling Type[Non Taxabl V]
*Originating Location MONTPELIER VT Q,
*Location [FLORIDA Q ono . .
Additional projected expense lines can
Accounting Details 7
. . + A
Crortmeias | [0 be insert by selecting the Bal icon. Select
Amount *GL Unit Fund Dept Program =
the appropriate expense type and enter
350.00| (08100 Q [20105 Q (8100002000 Q [59290
Expand All | Collapse All

the details for the expense line.

22. Click on the Summary and Submit link

The Create Travel Authorization - Submit page displays:

Create Travel Authorization

Colin Davidson

*Business Purpose | Conference

Destination Location FLORIDA
*Description Trip to Florida Conference

*Date From [12/17/2018 |[W]

Totals (%

8 View Printable ersion

Projected Expenses (1 Line) 350.00 USD

Denied Expenses 0.00 UsSD

Total Authorized Amount  350.00 USD
O By checking this box, | certify these costs are reasonable estimates and comply with expense policy.
Submit Travel Authorization

23. Click on the Notes link

*Date To|12/212018 |y

Save for Later ﬁTrauel Authorization Details

Actions | ...Choose an Acfion v se

Q

L]

-
& Attachments (1)

The Travel Authorization Notes page displays:

Travel Authorization Notes

Add Notes
Notes
Notes Name Role
OK Cancel

The notes field is where you can
add comments for Pre-Paid or
Direct Paid costs for the Trip.

Example comment: Flight charged
to P-Card for $350

24. Enter Comments
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Travel Authorization Notes

(Conference fees)|

Notes

Motes Name R

OK Cancel

Help

Personalize | Find | E] | E First ‘4’ 1of1 ‘&' Last

ole Date/Time

=

25. Click Add Notes

The Comments are added to the Notes section. The Name, Role and Date/Time field values are

populated with the user who created the note and when:

Travel Authorization Notes

You can add additional notes by
entering comments and clicking the

Add Notes button or delete a
comment by selection the & icon.

Notes
MNotes Name
Conference fees. Colin Davidson

Perzonalize | Find | & | E&‘ First "4 f1 ‘b Last
Role Date/Time
Employee 12/05/2018 12:19:46PM =

26. Click OK

The Create Travel Authorization - Submit page displays:

Create Travel Authorization

Colin Davidson

*Business Purpose | Conference w Destination Location FLORIDA

*Description | Trip to Florida Conference *Date From 12/17/2013 |[ij *Date To [12/21/.

Totals (% & View Printable Wersion

Projected Expenses (1 Line)

[}

y checking this box, | certify these costs are reasonable estimates and comply with expense policy.
=ubmit Travel Authorization

350.00 USD Denied Expenses

0.00 USD

Total Authorized Amount  350.00 USD

Q

Save for Later L‘ﬁl Travel Authorization Details

The Notes icon changes from

when comments exist.

§
& Aftachments (1)

27. Select the Certification checkbox
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Create Travel Authorization [ Save for Later | &) Travel Authorization Details

Colin Davidson Actions [__Choose sn Action

v]| &0

*Business Purpose |Conference w Destination Location FLORIDA Q
*Description |Trip to Florida Conference *Date From [12/17/2018 | *Date To [12/21/2018 |
Totals (2 & View Printable \ersion 2 notes & aAttachments (1)
Projected Expenses (1 Ling) 350.00 USD Denied Expenses 0.00 UsD

Total Authorized Amount  350.00 USD

Eﬁ By checking this box, | certify these costs are reasonable estimates and comply with expense policy.

I Submit Travel Authorization I

28. Click Submit Travel Authorization

The Travel Authorization - Submit Confirmation page displays:

Travel Auth Submit Confirm

Create Travel Authorization
Submit Confirmation
Colin Davidson

Totals

Total Authorized Amount 350.00 USD

Cancel

29. Click OK

The View Travel Authorization page displays with the message 'Your travel authorization (TA

ID) has been

submitted for approval.' The status is updated to 'Submission in Process'. The Authorization ID is assigned:

Travel Authonzation

Colin Davidson

I Your travel authorization 0000005197 has been submitted for approval. I
Business Purpose Conference Destination Location FLORIDA I Authorization ID 0000005157 Submission in Process I
Description Trip fo Florida Conference Date From 12(17/2018 Date To 12212018
Totals & View Printable Version % Notes & Attachments (1}
Projected Expenses (1 Line) 350.00 USD Denied Expenses 000 UsD

Total Authorized Amount  350.00 USD

~y By checking this box, | certify these costs are reasonable estimates and comply with expense policy.

I Refresh Approval Status I

|ef* Retum to Search || [=] Notify

30. Click Refresh Approval Status
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The Withdraw Travel Authorization button displays and is enabled. The Approval History section
displays the approval path for the travel authorization, who submitted the transaction, who it is routed
to, the action performed and the date/time when the action occurred. The status is updated to'

Submitted for Approval':

Travel Authonzation

Colin Davidson
Business Purpose Conference

Description Trip to Florida Conference

Projected Expenses (1 Line) 350.00 USD

o] Travel Alihorization Details

Actions [_Choose an Action v][ &0

Destination Location FLORIDA Authorization ID 0DDDD0S197  Submitted for Approval

Date From 12/17/2018 Date To 122172018 Created 120572013  Colin Davidson

Last Updated 12052018 Colin Davidson

Totals (% & View Printable Version o . . 3
e Click the Withdraw Travel Authorization button

if you need to make changes to a submitted
travel authorization. The transaction is removed
from the approver’s worklist and can be

Denied Expenses

Total Authorized Amo

L By checking this box, | certify these costs are reasonable estimates and compt & modified_ The Status is updated to pending_

Submit Travel Authorizabon | withdraw Travel Authorization |} Submitted

Approval History

B a
> o
Submitted EX Madule Supensar
Colin Davidsan Ava Grace
Action Role Name DatelTime
Submitted Employee Calin Davidson 12/05/2018 12:21:26PM
[@f* Retun to Search 7] Motify
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Copy an Expense Line for a Travel Authorization

Situations when this function is used: This functionality allows an employee to create one or multiple
new lines by copying an existing line on a travel authorization.

From the Create or Modify Travel Authorization page:

Create Travel Authorization [ Save for Later | [& Summary and Submit

ctions |Copy Authorization Lines W GO

Colin Davidson

*Business Purpose [Conference i Destination Location |TLORIDA a

*Date To 12/14/2018 |

*Description |Trip to Florida *Date From 12/10/2018 Py

5
& Attachments
Projected Expenses (-

Expand All | Collapse All Add. ;:’ Quick-Fill Totals (2 Lines) 170.71 usD

*Date *Expense Type *Description *Payment Type *Amount Currency

12/102018 |[§ [OUT MILES - FULL v *[Trip to Aiport [7  [Empioyes v A 071 yen # [=

*Billing Type [Non-Taxabl v
*Originating Location MOMTPELIER VT Q
*Destination Lecation BURLINGTOM VT aQ

“Miles 38 x  ps4s0 o

Accounting Details

1. Select the Copy Authorization Lines option from the Actions drop-down list and click Go
The Copy Authorization Lines page displays:

Copy Authorization Lines
Help
Choose the Copy to One Date option if you want to copy each selected line just once using the To Date as
the new expense date, or choose Copy to Range of Dates if you want to copy each line multiple times with
the expense date for the new lines =et to each day within the specified date range. Select the expense lines
to copy and press OK.
Copy Option
{®icopy to One Date To Date [+
O Copy to Range of Dates From Date [ include Weekends
To Date = [include Holidays
Select Expense Type Expense Date Amount Spent Transaction Currency
O OUT MILES - FULL 1212018 20.71USD
O IN LODGING 1212018 150.00USD
oK Cancel

The Copy Authorization Lines page enables you to copy one or more selected expense types for a
single day or a range of dates. When you copy a line to create new lines, the system automatically
populates the new lines with the same ChartFields as the original line item.

e Select to copy each expense type selected once using the To Date as the new expense date

e Select to copy each expense type selected multiple times. A new line is created for each day
within the specified date range

¢ If the date range includes weekends and/or a holiday, new lines are not created for Saturdays,
Sundays or holidays unless the checkboxes are selected

e You can select one or multiple expense types to copy. New lines will be created for each expense
type selected based on the specified date or date range
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Copy Option

Copy Authorization Lines

to copy and press OK.

(® Copy to One Date

| To Date [i2/14/2018 |1 |

Choose the Copy to One Date opfion if you want to copy each selected line just once using the To Date as
the new expense date, or choose Copy to Range of Dates if you want to copy each line multiple times with
the expense date for the new lines set to each day within the specified date range. Select the expense lines

[ include Weekends

Help

O Copy to Range of Dates From Date [
To Date = [ include Holidays
Select Expense Type Expense Date Amount Spent Transaction Currency
QOUT MILES - FULL 121002013 2D.71USD
(| IN LODGING 12120138 150.00USD

Cancel

2. Enter the To Date you want on the copied line
3. Click the Select checkbox for the expense type you want to copy

4. Click OK

The Create Travel Authorization - Details page displays with the copied line:
msavsfurLaler | [ Summary and Submit I

vl GO0

Create Travel Authorization
Actions [Copy Authorization Lines

Colin Davidson (2

“Business Purpose [Conmeres V]

“Description [Trip to Florida

Destination Location "LORIDA Q

*Date From|12/10/2018 |[ij  *Date To|12142018 |3

i Attschments

Projected Expenses (7

Expand All | Collapse All Add: | £ Quick-Fill Totals (3 Lines) 19142 USD
*Payment Type “Amount Gurrency

“Description
2 2071 FHEE

“Date “Expense Type
J7 [Employ=e v A 20 usD

121102018 |3 [OUT MILES - FULL

*Billing Type|Non-Taxabl |
*Originating Location MONTPELIER VT
*Destination Location BURLINGTON VT

V] *[Trip to Airport

Miles 3 x psasn

Accounting Details (7

7 [Employee v A 150.00] HE
el usD

~]  *[Hotel at Contersnce

1211012018 |BY [IN LODGING

*Billing Type[Non-Taxabl v|
*Originating Location [MONTPELIER VT
*Location FLORIDA
*Merchant O Preferred @® Non-Preferred

Hitton Hotel

Accounting Details (7

v *[Trip to Airport |7 [Employee vl A 20 usD

h2nsm0s | [OUT MILES -FULL

*Billing Type[Non-Taxabl v|
=Originating Location [MONTPELIER /T
*Destination Location BURLINGTON VT

“Miles 3 x psasn W

Accounting Details (7

6. Make any necessary updates to the copied line
7. Click Save for Later or Summary and Submit
Copy an Expense Line for a Travel Authorization is Complete
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Create Expense Lines Using Quick-Fill

Situations when this function is used: Another way to save time when creating expense lines is to use
Quick-Fill. This functionality enables an employee to add one or multiple lines to a travel authorization
by selecting the appropriate expense type and specifying the date or date range for the expense. You
will then enter the remaining information that pertains to each expense type.

From the Create or Modify Travel Authorization page:

Create Travel Authorization [ Save for Later | [B Summary and Submit

Colin Davidson (7 Quick Start [ Populste From v]| so

*Business Purpase|Com’erence w Destination Location NEW YORK Q

*Description Trip to Albany NY *Date From [12/12/2018 |  *Date To 12132018 |

Iz
& Attachments
Projected Expenses (¢

Expand All | Collapse All Add: 2} Quick-Fill Totals (0 Lines) 0.00 usD
*Date *Expense Type Description *Payment Type *Amount Cumrency
5[ | |l v A 000 yop =
Expand All | Collapse All Totals (0 Lines) 0.00 usD

1. Click on the Quick-Fill link

The Quick-Fill page displays with a list of the expense types. The From and To dates default based on
the Date From and Date To dates entered on the Create Travel Authorization - Details page:

Quick-Fill

Enter the date range you want applied to the authorizations you will be adding tg

types and whether you want to add one instance of the expense type or have a The defaulted date ra nge Sh0u|d be
day within the date range. .
updated to ensure the lines are created

Date Range
| _ _ with the appropriate dates but the date
From 12/122018 ||» To 1211372018 |W . ) )
on the line must be within the date

Add Expense Types:

range specified on the Create Travel
Authorization - Details page.

One Day All Days Expense Type

O OUT LODGING

OUT LUNCH

OUT MILEAGE ADAPT VAN
OUT MILES - FULL

OUT MILES REDUCED RATE
OUT TRANSPORT OTHER
OUT VEHICLE RENTAL

PHONE SERVICE - CELL

PHONE SVC NON-CELL

DDDDDDEDDD

OO0OO0O0OO0OoOooOooaono

PHOTOCOPIES Use the scroll bar to view

Cancel more expense types.

A single line for the selected expense type is created using the first day in the date range when the One Day
checkbox is selected. If the All Days checkbox is selected, a line is created for each day in the date range.

2. Update the From and To dates

3. Click the Select checkbox next to the expense type you are adding to the travel authorization
4. Click OK
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The Create Travel Authorization - Details page displays. Lines are created for the expense types
selected. A single line is created when One Day was selected, and multiple lines are created when All
Days was selected:

Create Travel Authorization [ Save for Later | [ Summary and Submit
Colin Davidson (7 Quick Start [_Populats From vl Go
*Business Purpose [Conference v Destination Location NEW YORK Q
*Description Trip to Albany NY *Date From|12/122018 |[§]  *Date To|12113/2018 |

#  attachments
Projected Expenses (%

Expand All | Collapse All Add: i’? Quick-Fill Totals (2 Lines) 0.00 USD
*Date *Expense Type *Description *Payment Type *Amount Currency
121122018 |[ij [OUT MILES - FULL v]  *[Mileage to Conference |7 [Empioyee v 4 000 ep =

*Billing Type [Non-Taxabl w|

*Originating Location a
*Destination Location [NEW YORK Q
e xoomm The displayed fields vary depending
Accounting Details 7
on the expense type selected. The
required fields displayed need to be
127132018 | [OUT MILES - FULL ] | | t d f ” dd d |
g Type[onTeiED ] completed for all added lines.
*Originating Location Q
*Destination Location NEW YORK Q
Miles x o050 @

Accounting Details (7

5. Follow the Create Travel Authorizations exercise in this manual to complete the process

Create Expense Lines Using Quick-Fill is Complete
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Situations when this function is used: When entering travel authorizations, it is important to save often.
We recommend saving after every few lines to avoid losing any work. Travel Authorizations can also be
saved and completed later, but it is important to remember they must be completed by month end.

From the Create or Modify Travel Authorization page:

Create Travel Authorization
Colin Davidson (* Quick Start
*Business Purpose|Corfere'|-:e h Destination Location NEW YORK Q
*Description |Trip to Albany NY' *Date From |12/12/2018 | *Date To 12/13/2018 |
& attachments
Projected Expenses
Expand All | Collapse All Add ;:’ Quick-Fill Totals (2 Li
*Date *Expense Type *Description *Payment Type
121202018 |5j [OUT MILES - FULL v]  *[Mieage to Conference |7 [Employee v A
Q
2
*Miles 70 x 05450 L]
Accounting Details 4

[ Sawe for Later I B Summary and Submit

Populate From v [cTa)
nes) 185.30 usD
*Amount Currency
a2 ¥ =
=== usD

1. Click on the Save for Later link

The Modify Travel Authorization - Details page displays. The Authorization ID is assigned, and the

Status is ‘Pending’:

Modify Travel Authorization

Colin Davidson (1

Actions | Choose an Action

e | [2 Summary and Submit

[=EEN

V]| &0

*Business Purpose|Curreren:e hd Destination Location NEW YORK Q

I Authorization ID 0000005159 Pending I

*Description |Trip to Albany NY *Date From 1211272018 |[H]

*Date To [12/13/2013 W]

Y

i Attachments

Projected Expenses [

Expand All | Collapse All Add. :ﬁ Quick-Fill Totals (2

“Date *Expense Type *Description *Payment Type

1211272018 | [OUT MILES - FULL v]  *[Mileage to Gonference [ [Empioyes ~

*0Originating Location M

*Destination Location NEW

*Miles

o

Accounting Details (¢

Lines) 186,30 USD

*Amount Currency

9265 +

uso

Save a Travel Authorization for Later is Complete
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Delete expense line(s) for a Travel Authorization

Situations when this function is used: Expense lines can be deleted when creating a new travel
authorization or when modifying an existing travel authorization.

From the Create or Modify Travel Authorization page:

Modify Travel Authorization [ Save Tor Lafer | [z} Summary and Submit

Colin Davidson (7 Actions [...Choose an Action v| Go

*Business Purpose | Conference v Desti Location (Out of Country Q Authorization ID 0000004756 Pending

*Description Trip To Florida Conference *Date From [11/17/2018 |  *Date To 11/27/2018 [t}

%  Atachments
Projected Expenses (7

Expand All | Collapse All Add: | fQuick—Fi\l Totals (2 Lines) 200.00 usD

*Date *Expense Type Description *Payment Type *Amount Currency
11712018 |[5i [OUT LODGING v I [ [Employee vl 4 10000 ygp FHE

*Billing Type|Non-Taxabl v
*Originating Location MONTPELIER VT
*Location Qut of Country

Q
a
*Merchant O Preferred ® Non-Preferred

Hilton Hotels

Accounting Details (7

11/22/2018 |[j [OUT LODGING v [ [Employes vl A 100.00

*Billing Type|Mon-Taxabl v

*Originating Location MONTPELIER VT

*Location |Out of Country

usD

Pp

*Merchant O Preferred @® Non-Preferred

Hilton Hotels

Accounting Details (7

Expand All | Collapse All Totals (2 Lines) 200.00 USD

1. Clickthe =] icon for the expense line you want to delete

The Travel Authorization - Delete Confirmation page displays:

Save Confirmation
Help
Travel Authorization
Delete Confirmation
Authorization ID 0000005199

You have zelected one or more expensze lines to delete. To continue and delete the expense lines, press
Ok otherwise, press Cancel.

Carcol

2. Click OK
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The Modify Travel Authorization - Details page displays, and line will no longer exist on the travel
authorization:

Modify Travel Authorization [ Save for Lafer | [ Summary and Submit
Colin Davidson (7 Actions [_Choose an Acfion v|[ Go
*Business Purpose|Cunlerenne e Destination Location | Qut of Couniry @ Authorization ID 0000004756 Pending
*Description | Trip To Florida Conference *Date From |11/17/2018 *Date To |11/27/2018
alachacol
Projected Expenses (7
Expand All | Collapse All Add: | ‘f Quick-Fill Totals (1 Line) 100.00 USD
*Date *Expense Type Description *Payment Type *Amount Currency
1117/2018 [OUT LODGING v| [ {7 [Employes v & 10000 gp =

*Billing Type | Non-Taxabl v
*Originating Location MONTPELIER VT
*Location |Out of Country

Q
a
“Merchant O Preferred @® Non-Preferred

Hilton Hotels

Accounting Details (7

Expand All | Collapse All Totals (1 Line) 100.00 USD

3. Click on the Save for Later or Summary and Submit link

Delete expense line(s) for a Travel Authorization is Complete
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Verify/Change Accounting Detail for Projected Expense Line(s)

Situations when this function is used: While creating a travel authorization, you can review the
accounting details (ChartFields) for each projected expense line. Please note that the accounting
details are defaulted in and will be the same on each line unless you make changes.

From the Create or Modify Travel Authorization page, the Accounting Details section displays at the
bottom of each expense line:

Create Travel Authorization [ Save for Later | [&: Summary and Submit
Colin Davidson (7 Actions [ _Chooss an Action v| | eo
*Business Purpose|curferen-;e ~ Destination Location FLCORIDA Q,
*Description Trip to Florida Conference *Date From [12/17/2018 /)  *Date To|1221/2018 |[i

& Attachments (1)

Projected Expenses

Expand All | Coliapse All Add: | £ Quick-Fil Totals (1 Line) 350.00  USD

*Date *Expense Type *Description *Payment Type *Amount Currency

12A7R201G | [OUT CONFITRAIN REGIST ~]  *[conference Registration Fee 7 [Employee v 4 3000 g EE

*Billing Type| Non-Taxabl v
*0riginating Location MONTPELIER VT Q
*Location |FLORIDA Q
Dccnuming Details

Expand All | Collapse All Totals (1 Line) 350.00 USD

1. Expand the Accounting Details section by clicking the icon

The Accounting Details section expands and the ChartFields for the line display:

Create Travel Authorization [ Save for Later | 2 Summary and Submit
Colin Davidson Actions [..Choose an Action ~v]| o
*Business Purpose [Conference ~ Destination Location |FLORIDA Q
*Description | Trip to Florida Conference *Date From |12/17/2018 |}  *Date To|12/21/2018 |
& Attschments ( .. . . .
Projected Expenses (% Add |t|0na I accou nt| ng I Ines can be | nsert
Expand All | Collapse All Add: t’f Quick-Fill . . .
by selecting the Bl icon. A line can be
*Date *Expense Type *Description . E .
1211712018 |3y [OUT CONFITRAIN REGIST v]  *[Conference Registration Fee deleted by selecti ng the Icon.
“Biling Type [ionToarT v
*Originating Location MONTPELIER VT Q,
*Location FLORIDA Q
Accounting Details |
Chartfields | =¥
Amount *GL Unit Fund Dept Program Class Project
350.00| [03100 Q, 20105 Q, [¢100002000 Q [59290 Q, [Zm017 Q [T 000 Q ¥ =]
Expand All | Collapse All Totals (1 Line) 350.00 USD

If the travel authorization has not been submitted for approval yet, the ChartFields are available to edit
as needed. Please remember to Save for Later after making any changes if you are not ready to Submit
for Approval.

NOTE: The GL Unit should never be changed. The Account defaults from the expense type and does
not display.
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At a minimum you must include a Fund and Dept value for each expense line:

Modify Travel Authorization

Colin Davidson (¢

*Business Purpose [Conference

~

Save for Later | @ Summary and Submit

Actions |...Choose an Action Vl GO

Destination Location FLORIDA =} Authorization ID 0000005201 Pending

*Description Trip to Florida Conference *Date From 12/17/2018 | *Date To 12132013 |

4 Attachments
Projected Expenses (7

Expand All | Collapse All Add f} Quick-Fill Totals (1 Line) 100.00 usD

*Amount
100.00

*Date *Expense Type
12172018 |[3 | OUT LODGING

*Billing Type | Non-Taxabl v
*Originating Location |MONTPELIER VT
*Location Out of Country

Deseription *Payment Type

B [Employee

Currency

v] [ hd usD =l

Q
Q

*Merchant () Preferred ® Non-Preferred
Hilton
Accounting Details 7

Chartfields | =0

Amount *GL Unit Fund Dept Class Project

100.00] 08100 ql o290 Q [z0017 Q [T oo #HE

Expand All | Collapse All Totals (1 Line) 100.00  USD

You will receive combo edit errors if you try to save or submit a travel authorization and the Fund or
Dept fields are blank.

If the Department is blank you will receive the following error message when you save or submit:

Message

Department selected on line 1, distribution 1 is not a valid department for the GL business unit. (10502,230)

The department selected does not exist or is inactive for the GL business unit.

2. Click OK

The Create Travel Authorization - Details page displays with the line and fields in error highlighted:

Create Travel Authorization

Save for Later | @ Summary and Submit

Colin Davidson (7 Actions [_Choose an Action v|| so
*Business Purpose [Confersnce s Destination Location FLORIDA Q
*Description Trip to Florida Conference *Date From [12/17/2018 |p]  *Date To|[12182018 |
A Mtachments
Projected Expenses (7
Expand All | Collapse All Add: g? Cruick-Fill Totals {1 Line) 100.00 usoD
*Date *Expense Type Description *Payment Type *Amount Currency
121772018 |5 [OUT LODGING v [ [ [Employes v A 100.00] ysp =
*Originating Location MONTPELTETe® Q The GL Unit field will hlghllght in Red if the
*Location |Out of Country o . . . .
worcnant O profomeg ® o Preferred Fund is missing. The Dept field will
Fion highlight Red if the Dept is missing. The flag
A ing Details 7 H H H i
coounting Detaits icon displays on the line in error.
Chartfields | [0
Amount *GL Unit Fund Dept Program Class Project
100.0f | [FETGERN . <. [ ¢ 59250 Q, [zoo17 Q [zMvT 000 Q HE
Expand All | Collapse All Totals {1 Line) 100.00 USD

3. Click on the Missing or Invalid Information Picon
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The Authorization Line Errors page displays the errors on the line:

Authorization Line Errors

Help

Pleasze enter or update the following information:
Accounting Detail — Department iz not valid for the GL business unit on distribution line 1.

Combe emor for fields ACCOUNT/ DEPTIDf FUND_CODE in group AC_FD_DEP

Return

Verify/Change Accounting Detail for Projected Expense Line(s) is Complete
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Submit for Approval

Situations when this function is used: Per Bulletin 3.4, an employee must create a travel authorization
and receive approval for overnight travel from their Department Head or designee prior to the trip.
After all the projected expense lines, attachments and notes have been added and the accounting
information is verified the travel authorization is ready to be submitted for approval.

From the Create or Modify Travel Authorization page:

Create Travel Authorization [ Save for _a'erl [ Summary and Submit
|

Colin Davidson Actions [...Choose an Action || Go

E - - . o q
Business Purpose [Conference ~ Destination Location [FLORIDA a

*Description |Trip to Florida Conference *Date From [12/17/2018 ]  *Date To 12212018 |[iy

& attachments (1)
Projected Expenses

Expand All | Collapse All Add: :"Z Quick-Fill Totals (1 Line) 350.00 usD
*Date *Expense Type *Description *Payment Type *Amount Curmrency
1211772018 | [OUT CONFITRAIN REGIST v]  *[Conference Registration Fee [ [Employee A 35000 sp # =

*Billing Type | Non-Taxabl v

*Originating Location MONTPELIER VT Q

*Location [FLORIDA Q
Accounting Details
Chartfields | =0
Amount *GL Unit Fund Dept Program Class Project
350.00] [0&100 Q, 20105 @, [8100002000 @, [55290 Q, [z0017 o, [ZMvT 000 aQ + [=]
Expand All | Collapse All Totals {1 Line) 350.00 USD

1. Click on the Summary and Submit link

The Create Travel Authorization - Submit page displays, the Modify Travel Authorization - Submit
page displays if you previously clicked the Save for Later link:

Create Travel Authorization [ Save for Later | (& Travel Autherization Details
Colin Davidson Actions [ Ghoose an Acfion || 6o
*Business Purpose | Conference hd Destination Location FLORIDA Q
*Description |Trip to Florida Gonference *Date From [12/17/2018 |[i] *Date To[12/21/2018 |
Totals & View Printable \ersion 67 Notes & Attachments (1)
Projected Expenses (1 Line) 350.00 USD Denied Expenses 0.00 USD

Total Authorized Amount  350.00 USD

EB‘; checking this box, | certify these costs are reasonable estimates and comply with expense policy.

2. Review the certification message and select the Certification checkbox
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The Submit Travel Authorization button becomes available:

Create Travel Authorization [ Save for Later | [ Travel Authorization Details
Colin Davidson Actions[...Choose an Action || GO
*Business Purpose Conference v Destination Location FLORIDA Q
*Description Trip to Florida Conference *Date From [12/17/2018 W] *Date To[12/212018 |
Totals (2 & View Printable Version 2 Notes & Attachments (1)
Projected Expenses (1 Line) 35000 USD Denied Expenses 0.00 USD

Total Authorized Amount  350.00 USD

E By checking this box, | certify these costs are reasonable estimates and comply with expense policy.

I Submit Travel Authorization I

3. Click Submit Travel Authorization
The Travel Authorization - Submit Confirmation page displays:

Travel Auth Submit Confirm

Help|

Create Travel Authonzation

Submit Confirmation
Colin Davidson

Totals

Total Authorized Amount 350.00 USD

Cancel

4. Click OK

The View Travel Authorization page displays with the message 'Your travel authorization (TA ID) has
been submitted for approval.' The status is updated to 'Submission in Process'. The Authorization ID is
assigned (if the travel authorization was not previously saved).

Travel Authorization E Travel Auithorization Defaiis
Colin Davidson Actions [ Choose an Action ~|| so
—
Your travel authorization 0000005197 has been submitted for approval. I
Busin Purpose Conference Destination Location FLORIDA I Authorization ID DDDD00S197  Submission in Process I
Description Trip to Florida Gonference Date From 12/17/2018 Date To 12/21/2018
Totals 6 View Printable Version 2 Notes o Attschments (1)
Projected Expenses (1 Line) 350.00 USD Denied Expenses 0.00 UsSD

Total Authorized Amount  350.00 USD

¥ By checking this box, | certify these costs are reasonable estimates and comply with expense policy.

I Refresh Approval Status I

[ Retum to Search || & Notify

5. Click Refresh Approval Status
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The travel authorization has been routed to your supervisor for approval. The Withdraw Travel
Authorization button displays and is enabled. The Approval History section displays the approval path
for the travel authorization, who submitted the transaction, who it is routed to, the action performed
and the date/time when the action occurred. The status is updated to' Submitted for Approval':

Travel Authonzation Travel Autherization Details

Colin Davidson Actions|[...Choose an Action v] | Go
Business Purpose Conference Destination Location FLORIDA Authorization I O(0D0S197  Submitted for Apprdbal
Description Trip to Florida Conference Date From 12/17/2018 Date To 122172018 Created 12052018  Colin Davidson

Last Updated 12052018 Colin Davidson

Totals % & View Printable Version

Select the Withdraw Travel Authorization button

Projected Expenses (1 Line) 350.00 USD Denied Expenses

if you need to make changes to a submitted
ey ey travel authorization. The transaction is removed
— from the approver’s worklist and can be
Submi Travel Authorizaton |__ancraw Travet unorzaton | modified. The status is updated to pending.

d By checking this box, | certify these costs are reasonable estimates and compt

Approval History

B )
) 0}
Submitted EX Module Superisar
Colin Davidsan Aus Grace
|Action Role Name DatefTime
|Submitted Employee Calin Davidson 12/05/2018 12:21:26PM

[@f* Retun to Search 7] Motify

Submit for Approval is Complete
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Change Default Accounting for Travel Authorization

Situations when this function is used: All employees have default accounting set up that will
automatically pull into expense transactions. Use this functionality if you have split funding, or your
accounting information is going to be different than your default accounting.

NOTE: It is recommended that you change the default accounting prior to adding any expense lines.
If you have manually changed any chartfield information at the expense line level before changing
the defaults, the changes made via the default page will not be applied to those lines.

From the Create or Modify Travel Authorization page:

Create Travel Authorization (L] Save for Later | [ Summary and Submit

Colin Davidson I Actions [Default Accounting v | Go I

e ~ A
Business Purpose [Conference A Destination Location |[FLORIDA Q

*Description Trip to Florida Conference *Date From 12/17/2018 |  *Date To 12118/2018 |

& Attachments

Projected Expenses

Expand All | Collapse All Add ;? Quick-Fill Totals (0 Lines) 0.00 UsD
*Date *Expense Type Description *Payment Type =Amount Currency
9 | v [ [EI| v A4 000 =p [ [=]
Expand All | Collapse All Totals (0 Lines) 0.00 usD

1. Select Default Accounting from the Actions drop-down box and click GO

The Create Travel Authorization - Accounting Defaults page displays the default ChartField values
from the employee’s profile. Depending on your business need, the default accounting may not
necessarily apply to every situation. The accounting defaults, for every line on the travel authorization
being created, can be changed here:

Create Travel Authorization
Accounting Defaults

Authorization ID NEXT

Accounting Summary Set Personalizations | Find | &Y | 24 First ‘&' 1of1 Last
O *GL Unit Fund Dept Program Class Project
100.00| [08100 @, [20105 |y (5100002000 |Gy [59290 Q [Z0D17 |@ [EMvT 000 =]
[ AddCrerrcia e ] | Losd Defauts
OK
User Defaults

Make any necessary changes to the ChartFields. Please remember that any changes made here will
apply to each of your travel authorization expense lines.

NOTE: The GL unit should never be changed. The Account defaults from the expense type and cannot
be changed.

2. To add a ChartField line for split funding, click Add ChartField Line

September 2021 Page 93 of 129



2~ VERMONT Expense Training Guide - Employee/Delegate

A new line is added:

Create Travel Authorization
Accounting Defaulis
Authorization ID MEXT

Accounting Summary Zet Perzonalizations | Find | (1 | |__-§.I First ‘&' 1-20f2 ‘&' Last
% *GL Unit Fund Dept Program Class Project
sn.o0ffosioo |oy |20105 |y [3100002000 (@ (58280 Q, 70017 |o EMVT  oodqy =
sn.ooffosioo |oy |20105 |y 10000220 = |Q (58280 Q, 70017 o EMvT  oodqy =l
Add ChartField Line Load Defaults

User Defaults

4. Update the Percentage and ChartFields for each line, percentage must equal 100% for all lines
5. Click OK to return to the Create Travel Authorization - Details page:

Create Travel Authorization [ Save for Later | [ Summary and Submit
Colin Davidson (7 Actions [Default Accounting v]| co
*Business Purpose [Conference v FLORIDA @

Destination Location

*Description |Trip to Florida Conference *Date From |1217/2018 |  *Date To|12/18/20158 |y

& Attachments
Projected Expenses (%

Expand All | Collapse All Add: | £ Quick-Fill Totals (0 Lines) 000 USD
“Date *Expense Type Deseription *Payment Type *Amaunt Currency
127772016 |l [N VERIGLE RENTAL I (S| v A 000 g =
INTERNET ACCESS A~

ITEMS FOR RESALE
L

Expand All | Collapse All PER DIEM MEAL Totals (0 Lines) 000 USD

PER DIEM ROOM
X LI

E - ATTORNEY

ENSE - CDL

MBERSHIP DUES
G EXPENSES

T BREAKFAST
OUT COMMUTER MILE
OUT CONFITRAIN REGIST
OUT DINNER
'OUT INGIDENTALS
'OUT LODGING
(OUT LUNCH
(OUT MILEA
OUT MILES

RENTAL
SERVICE - CELL

SVC NON-CELL v
PIES

6. Enter the estimated Date of the expense
7. Click the Expense Type drop-down list and select the appropriate expense type from the list

September 2021 Page 94 of 129



»~~ VERMONT

Create Travel Authorization

Expense Training Guide - Employee/Delegate

Colin Davidson (%

*Business Purpose | Conference

| [ Summary and Submit

Projected Expenses (2

Expand All | Collapse All

*Date *Expense Type

*Description | Trip to Florida Conference

Add: | £ Quick-Fil

Actions |..Choose an Action v|| co
Q
*Date From 12/17/2018 |

[ *Date To|1z7i2018 |5

Destination Location FLORIDA

#  Attachments

Totals (1 Line)

0.00 USD
*Description *Payment Type *Amount Currency
1211772018 |[ij [OUT MILES - FULL v [7  [Employee v A 000 ,5p =
*Billing Type

*Originating Location Q

*Destination Location FLORIDA Q
*Miles x 05450
DAccouming Details (7

Expand All | Collapse All Totals (1 Line) 0.00 usD

8. Expand the Accounting Details section by clicking the

icon

The Accounting Details section expands and the ChartFields defined on the Accounting Defaults page
display for the line:

Create Travel Authorization

Colin Davidson (%

*Business Purpose [Conference

*Description Trip to Florida Conference

Projected Expenses (¢

Expand All | Cellapse All Add ﬁ; Quick-Fill

*Date *Expense Type

12172018 |3 [OUT MILES - FULL

Save for Later - Summary and Submit

Actions ‘ Default Accounting

v]| =0
Q

Destination Location [FTLORIDA

*Date From 12/17/2018 |[W  =Date To |12119/2018

o

g w——

Remember, you can update the ChartFields after
the expense line is added as long as the
*Description

*Billing Type[Non-Taxabi V]
*Originating Location

ChartField values were not updated in the
Accounting Details section. Select the Default

Expand All | Collapse All

B g Accounting option from the Actions drop-down
“Mites « s and click the GO button to change the defaults.
Accounting Details (7
Chartfields | [0
Amount *GL Unit Dept Program Class Project
08100 @, (810DDO20DD 0, 58280 Q, |Z0017 Q, ZMVT 000 a # =l
05100 @, (810000200 0, 58290

Q, [Zo017

Q [ZMVT  000- a

. |HE

Totals (1 Line) 0.00 USD

Change Default Accounting for Travel Authorization is Complete

September 2021

Page 95 of 129



2~ VERMONT Expense Training Guide - Employee/Delegate

Copy a Travel Authorization

Situations when this function is used: A travel authorization can be created by copying and modifying
an existing travel authorization.

Home Page Tile navigation: TE tile > Travel Authorization > Create/Modify Travel Auth

Navigator Menu navigation: Employee Self-Service > Travel and Expenses > Travel Authorizations >
Create/Modify

The Travel Authorization search page displays:

Travel Authorization

Find an Existing Value || Add a New Value

Empl ID|00003 QL

Add

Your Empl ID defaults in.
1. Click Add
The Create Travel Authorization page displays:

Create Travel Authorization L Savefor Later | [ Summary and Suomit |
Colin Davidson (7 Quick Start | ..Populate From [=}[ s0
“Business Purpose A Destination Location @
*Description *Date From [ "DateTo o] ...Populate From
A Template
% Attachments
. An Existing Authorization
Projected Expenses (¢
Expand All | Collapse All Add: | f Quick-Fill Totals (0 Lines) 0.00 usD
*Date *Expense Type Description *Payment Type *Amount Currency
- A 000 ysp =

2. Quick Start Menu - Select Populate From An Existing Authorization from the drop-down menu
and click GO

A list of available Travel Authorizations to copy opens in a window:

Copy From an Existing Travel Authorization X
Help =
From Date [09/06/2018 El To|01/06/2019 |5 Search

Travel Authorization Information

Description Authorization 1D Date From  Date To Amount Currency
Select Trip to Florida 0000005198 12/10/2018  12114/2018 191.42 USD E
Select Trip to Florida Conference 0000005187 1217/2018  12/21/2018 350.00 UsD
Trip to Florida Conference 0000005196 1217/2018  12/21/2018 100.00 USD
Select Trip to Florida Conference 0000005195 12/04/2018 12/05/2018 100.00 USD

Return
[ b

3. Click Select next to the authorization you want to copy, use the scroll bars as need to see more
options
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You're returned to the Create Travel Authorization page, the fields are populated from the existing
travel authorization:

Create Travel Authorization Save for Later | [g) Summary and Submit
Colin Davidson (7 Actions ..Choose an Action - GO
*Business Purpose Conference - Destination Location FLORIDA Q
*Description [Trip to Florida Conference *Date From 12/17/2018 |[] *Date To|12/21/2018 |[5]

c%. Aftachments
Projected Expenses (7

Expand All | Collapse All Add: | f Quick-Fill Totals (0 Lines) 350.00 uso
*Date *Expense Type *Description *Payment Type *Amount Currency
121172018 OUT CONFITRAIN REGIST - * Conference Registration Fee 2 "Employee - & 350000 ygp [=]

*Billing Type MNon-Taxabl -
*Originating Location MONTPELIER VT a
*Location |FLORIDA Q.

Accounting Details (%

Expand All | Collapse All Totals (0 Lines) 350.00 usD

Note: Travel dates must be in the future, the system will not allow past dates

Copy a Travel Authorization is Complete
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Modify a Travel Authorization

Situations when this function is used: A travel authorization can be modified if it has been saved for
later or sent back for revision.

Please refer to Bulletin 3.4 and your department's policy regarding Travel Authorizations.
Home Page Tile navigation: TE tile > Travel Authorization > Create/Modify Travel Auth

Navigator Menu navigation: Employee Self-Service > Travel and Expenses > Travel Authorizations >
Create/Modify

The Travel Authorization page displays, click on the Find an Existing Value tab:

Travel Authorization

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

Find an Existing Value Add a New Value

Search Criteria

Search by: |Authorization ID  |begins with

Limit the number of results to (up to 300). 300

Search IAduanced Search

1. Click Search

Clicking the Search button will list all travel authorizations in a pending status or if there is only one,
the Modify Travel Authorization - Details page will display:

Modify Travel Authorization ) Save for Later | [E Summary and Submit

Colin Davidson (7 Actions [..Choose an Action v] | o

Sent Back For Revision By: Gracefva I Please update the amount on line 1. I

Purpose G v aQ

Qate To [1118/2018 &)

Authorization 1D 0000004751

Destination Location NEV/ T
*Description | Training Conference *Date From 11142018 &

Pending

& pttachments (1)

Projected Expenses. (@ Comments entered by the approver
BpandAl | Cotepeil A | Quenl when a travel authorization is sent
ez “Expene Type Descrton back display at the top of the page.

111142018 | [OUT BREAKFAST v

first day of

*Billing Type|Non-Taxahl v
*Originating Location [MONTPELIER VT a
*Location |[NEW YORK a

G
Accounting Details | 7
Changing the expense type on an existing
line will delete any information previously
*Billing Type [Non Taxabl v| + +
g el T ] N entered. You will need to enter the required
hossten HEWYERK “ information for the new expense type.

11/182018 | [OUT BREAKFAST b second day of confieres

Accounting Details | 7

111142018 | [OUT LODGING ~

*Billing Type

2. Click the Comments link
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The View Approver Comments page displays the approver’s name, the date/time the transaction was
sent back and the entire approver’s comment:

View Approver Comments

Approver's Comments

Name Gracs.Ava
Action Sent Back For Revision
DatelTime 11/052018 4:23:26PM

Comment Pleass update the amount on line 1.

3. Review the comment to see what changes need to be made to the travel authorization

4. Click the Return button to return to Modify Travel Authorization - Details page

Changes can be made to the travel authorization like you would if you were entering an authorization. The
travel authorization information is editable. See Entering Travel Authorizations for additional instructions.

Modify a Travel Authorization is Complete
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View Travel Authorizations

Situations when this function is used: Travel Authorizations are available to view in the system and it
may not be necessary to print.

Home Page Tile navigation: TE tile > Travel Authorization > View Travel Authorization

Navigator Menu navigation: Employee Self-Service > Travel and Expenses > Travel Authorizations > View

The View Travel Authorization search page displays:

Travel Authorization

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

Find an Existing Value

Search Criteria

Search by: [Empl ID  |begins with|D00D03 x

Limit the number of results to (up to 300). | 300

Advanced Search

The Empl ID automatically defaults in.

NOTE: The system will return a maximum of 300 rows. If you have more than that amount, narrow
the search results by selecting the Advanced Search link and adding additional criteria. If you know
the Travel Authorization ID that you want to view you can update the Search By option to
Authorization ID and then enter the number into the Travel Authorization ID field.

1. Click Search to view all travel authorizations

A list of travel authorizations displays in the search results:

Search Results

View All First ‘&) 17of7 ‘& Last
Empl ID Authornization ID Description Name Status  Creation Date
00003 0000004756  Trip To Florida Conference Davidson, Colin Pending  11/07/2018

Training Conference

onference in D /

00003 0000004752  Training in Florida Davidson, Colin Submitted 11/05/2018
00003 0000004751  Training Conference Davidson,Colin Pending  11/05/2018
00003 0000004750  Trainimg Out of Country Davidson,Colin In Process 11/05/2018

2. Select the Empl ID link for the travel authorization you would like to view

September 2021 Page 100 of 129



2~ VERMONT Expense Training Guide - Employee/Delegate

The View Travel Authorization - Summary page displays:

Travel Authorization

Colin Davidson Actions[._Choose an Action
Business Purpose Conference Destination Location NEW YORK Authorization ID 0000004754 Approved
Description Training Conferance Date From 11/07/2013 Date To 11/08/2018 Created 11/06:2018

Last Updated 11/08/2012

Totals 2 5 View Printable Version & attachments (1)
Projected Expenses (& Lines) 58600 USD Denied Expenses 0.00 UsD Th e travel a ut h Ori Zatio n
Total Authorized Amount  586.00 USD information displays including the
& By checking this box. | certify these costs are reasonable estimates and comply with expense policy. TOta I, N OteS, Atta C h m e ntS a n d
Submit Travel Auf

e CUlRey?.  Approval History. All fields will be
grayed out when viewing an
authorization. The status will be

Approval History

Sl
3 located at the top of the page.
Sutmised
Calin Davidson
Action FRole Hame DateTime
Submittad Employes Colin Davidson 11/08/2018 10-40-58AM
Approved EX Madule Supenisor Awa Gracs 11/08/2018 3:07-42FM

[ Retumn to Search | |+2] Previous in List | |+Z] MextinList | |=]Notify

3. Click on the Notes link

The Travel Authorization Notes page displays any comments entered by the employee on the travel
authorization:

Travel Authorization Notes
Hell

Add Notes
Notes Personalize | Find | & | B First ‘4 1of1 " Last
Hotas Mame Rola D=taTime
Th for Approved Training Conference Caolin Davidson Employee 11M06/2018 10:38:234M =

I 0K I Cancel

4. Click OK to return to the View Travel Authorization - Summary page

September 2021 Page 101 of 129



»~~ VERMONT

Travel Authorizaton . [E&Travel Authorization Detais

Actions[._Choose an Action ~|| B0

Colin Davidson

Business Purpose Conference Destination Location NEW YORK Authorization ID 0000004754 Approved

Description Training Confarance Date From 11/07/2018 Date To 11082018 Created 11/08/2018  Colin Davidson

Last Updated 11/08:2012  Ava Grace

Totals (7 &5 View Printabiz Version @ Notes & pttachments (1)

Projected Expenses (& Lines) 58600 USD Denied Expenses 0.00 UsD

Total Authorized Amount  586.00 USD

When one or more attachments are
included on the transaction, the
Attachments link will include (#)

& By checking this box. | certify these costs are reasonable estimates and comply with expense policy.

Submit Travel Authorization Submitted On  11/082018 Subm

Approval History where # equals the number of
B attachments. The (#) does not
display if there are no attachments.

Sutmised
Calin Davidson
Action Roilg HNamg Diate 1 Ime
Submitted Employes Caolin Davidson 11/08/2018 10:40:58AM
Approved EX Madule Supenisor Awa Gracs 11/08/2018 3:07-42FM

[ Retumn to Search | |+2] Previous in List | |+Z] MextinList | |=]Notify

5. Click on the Attachments (#) link

The Travel Auth Attachments page displays:

September 2021

Travel Auth Attachments
Help

Travel Authorization ID 0000004754

Details Personalize | Find | Wiew All | £ | Q First ‘4 1of1 ‘& Last
Flla Mamsa Deecription Ltaer Hame DataiTime Stamp
| Test_Attachment docy Conference Information Aftachment  COAVIDSO Caolin Davidson 11062018 10:40:58.4M

Adding |arge attachments can take some time o upload, therefore, it is advisable to save the
tranzaction before adding large attachments.

OK Cancel

6. Click the File Name link to view the attachment

Expense Training Guide - Employee/Delegate
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Attachment/receipt sample document used for training.

Travel Auth Attachments
Help

Travel Autharization ID 0000004754

Persnnaliaell—'lnd|\a"|ewﬂll|i—-"—'|g First ‘4 1of1 '® Last

Details
Flla Mamsa Deecription Ltaer Hame DataiTime Stamp
[Test_Atiachmentdocx Conference Information Aftachment  COAWIDSO Colin Davidson 11062018 10:40:584M

P bt

Adding |arge attachments can take some time o upload, therefore, it is advisable to save the
tranzaction before adding large attachments.

o] oo |

8. Click OK
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The View Travel Authorization - Summary page displays:

Travel Authorization
Colin Davidson Actions[_Choose an Action |
Business Purpose Conference Destination Location NEW YORK Authorization ID 0000004754 Approved
Description Training Conference Date From 11/07/2013 Date To 11/08/2013 Created 11/08/2018  Colin Davidson
Last Updated 11/08:2012  Ava Grace
Totals 7 & View Printable Version ' Motes & Attachments (1)
Projected Expenses (& Lines) 58600 USD Denied Expenses 0.00 USD
Total Authorized Amount  586.00 USD
& By checking this box. | certify these costs are reasonable estimates and comply with expense policy.
Submit Tr n Submitted On  11/082018 Submitted By Colin Davidson
Approval History
LG |
¢
Subimited EX Module Supervisar
Calin Danviclsen A Grace

Action Role Nameg DateTims
Submitted Employes Colin Davidson 11/08/2018 10-40:58AM
Approved EX Madule Supenisor Awa Gracs 11/08/2018 3:07-42FM

af Retum to Search | (1] Previousin List | [<5] Mextin List | [=]Motify

9. Click the Travel Authorization Details link.
The View Travel Authorization - Details page displays:
Travel Authorization B Summary
Colin Davidson (7 Actions [...Chooss an Action v][ o
Business Purpose Conferance Destination Location NEW YORK Authorization ID 0000004754 Approved
Description Training Conference Date From 110712018 Date To 11/08/2013
& mttachments (1)
Projected Expenses
Expand Al | Gollapse Al Totals (8 Lines) 586.00  USD
“Date “Expense Type *Description *Payment Type *Amount Cumrency
x] =
1140712013 OUT BREAKFAST | first day of conference = P 825 USD
Billing Type Mon-Taxsble - Internal
The travel

Originating Location MONTFELIER VT
Location MEW YORK

[csons authorization line
information displays.

* [Breakfast second day of conference

111082013 QUT BREAKFAST
Billing Type Mon-Taxsble - Internal

Originating Location MONTFELIER VT
Location MEW YORK

Dﬂmunﬁng Details 7

111072018 OUT DINNER
Billing Type Mon-Taxsble - Internal

Originating Location MONTPELIER VT
Location MEW YORK

Dﬂmunﬁng Details 7

icon to review the accounting information for the line

1850 USD

Dinner first day of r; o

10. Click the
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The Accounting Details section expands and displays the ChartField information:

Travel Authorization [ Summary
Colin Davidson (7 Actions |...Choose an Acfion W GO
Business Purpose Conference Destination Location NEW YORK Authorization I 0000004754 Approved
Description Training Conference Date From 11/07/2013 Date Te  11/09/20128
o Attachments (1)
Projected Expenses
Expand All | Collaps= All Totals (8 Lines) 586.00 USD
“Date “Expense Typs *Description *Payment Type “Amount Currency
* gl
1110712018 OUT BREAKFAST Breakfast firt day of conference = 825 USD
Billing Type Mon-Taable - Intemal
Originating Location MOMTPELIER VT
Location NEWYORK
Accounting Details 7
Chartfields | [%
amount GL Unit Account Fund Dept Program Class Project AmMste
82502100 518520 20105 2100002000 59290 Zo01T ZMVT  000-
* £l
11/08/2018 OUT BREAKFAST Breakfast second day of conference = 625 USD
Billing Type Mon-Taable - Intemal
Originating Location MONTPELIER VT
Location NEWYORK
Accounting Details 7
Chartfields | [F=H
amount GL Unit Account Fund Dept Program Class Project AmMste
825 08100 518520 20108 B100002000 59290 Z0017 IMVT  000-

View Travel Authorization is Complete
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Print a Travel Authorization

Situations when this function is used: Travel authorization might need to be printed.
Home Page Tile navigation: TE tile > Travel Authorization > Print Travel Authorization

Navigator Menu navigation: Employee Self-Service > Travel and Expenses > Travel Authorizations > Print

The Print Travel Authorization search page displays:

Travel Authorization

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

Find an Existing Value

Search Criteria

Search by: [Empl ID “ |begins with [p0003 x

Limit the number of results to (up to 300): |300

Advanced Search

The Empl ID automatically defaults in.

Note: The system will return a maximum of 300 rows. If you have more than that amount, narrow
the search results by selecting the Advanced Search link and adding additional criteria. If you know
the Travel Authorization ID that you want to view you can update the Search By option to
Authorization ID and then enter the number into the Travel Authorization ID field.

1. Click Search to view all travel authorizations

A list of travel authorizations displays in the search results:

Search Results

View All First ‘4 1707 b Last
Empl ID Authorization 1D Description Name Statuzs  Creation Date
Q0003 0000004756  Trip To Florida Conference Davidson, Colin Pending  11/07/2018
Q0003 0000004755  Trip To Florida Conference Davidson, Colin Submitted 11/07/2018

Q0003 0000004754  Training Conference Davidson, Colin Approved  11/06/2018
Q0003 0000004753  Conference in DC Davidson, Colin Submitted 11/05/2013
Q0003 0000004752  Training in Florida Davidson,Colin Submitted 11/05/2018
Q0003 0000004751  Training Conference Davidson,Colin Pending  11/05/2018

Q0003 0000004750  Training Out of Country Davidson,Colin In Process 11/05/2018

2. Select the Empl ID link for the travel authorization you want to print
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A printable version of the travel authorization will display:

September 2021

To print this report, please use your browser's print feature

7~ VERMONT

Travel Authorization
Report Date 11/202012

Colin Davidson Report Time 12:51:08PM
Authorization ID 0000004752 Employee ID 00003
Description Training in Florida Status Closed

Business Purpose Training

Date From 11/12:2012 To 1111&2018
Comment
Date Expensa Type Merchant Amount Location

1112/2018 OUT LODGING Hitton
111212018 OUT AIR TRANSP  Sprit

.00 UED FLORIDA,
.00 UED FLORIDA,

Total Travel Authorization Amt 1.000.00 UED
Mon-Reimbursable Expenses. 0.00 UsD
Total Travel Authorization 1,000.00 USD

| cerfify that the information provided abowve Is an accurate estimate of travelrelated costs
that are to be incured by me.

Caolin Davidson 111052018
Employ=e Signaturs Date
This autherization to tr

Ava Grace 111072013

Approved By Date

Print a Travel Authorization is Complete

Expense Training Guide - Employee/Delegate
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Delete a Travel Authorization

Situations when this function is used: Travel authorizations might need to be deleted when it is a duplicate
or is no longer needed. Travel authorizations can only be deleted when they are in a pending status.

NOTE: If the authorization is valid but cannot be approved in time for month end closing, it can be
sent back to the employee, and then the employee can resubmit the transaction. The accounting
date and budget date will update to the current date.

Home Page Tile navigation: TE tile > Travel Authorization > Delete Travel Authorization
Navigator Menu navigation: Employee Self-Service > Travel and Expenses > Travel Authorizations > Delete

The Delete Travel Authorization search page displays:

Delete Travel Authorization

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

Find an Existing Value

Search Criteria

Empl ID 00003 Q
iame [begins with »

[Jcase Sensitive

Limit the number of results to (up to 300): 300

Clear Basic Search | Save Search Criteria

Your Empl ID automatically defaults in.
1. Click Search, it can take a few moments to load the page

The Travel and Expense - Delete a Travel Authorization page displays, any travel authorization with a
‘Pending’ status will display and is eligible to be deleted:

Travel and Expense
Delete a Travel Authorization
Colin Davidson

Travel Authorizations

Select Description Authorization |D Date From  Date To Amount Currency
Trip To Florida Conference 0000004758 1172018 1142712018 100.00 USD
|:| Training Conference 0000004751 11142018 11162018 587 .50 UsSD
l Delete Selected Authorization(s) |

If the authorization you are looking for isn't showing up, check the status to confirm that it is pending.

2. Select the travel authorization you want to delete, by clicking the Select checkbox. You can
delete multiple travel authorizations by selecting multiple checkboxes.

3. Click Delete Selected Authorization(s)
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A Delete Confirmation page displays informing you that the selected authorization has been deleted:

Travel and Expense

Delete Confirmation
Colin Davidson

“ The selected fransaction(s) have been deleted.

4. Click OK

The Travel and Expense - Delete a Travel Authorization page displays:

Travel and Expense
Delete a Travel Authorization
Colin Davidson

Travel Authorizations

Select Diescription Authorization ID Date From  Date To Amount Currency

i Training Conference 0000004731 1142018 1116/2018 587.50 UsSD

Delete Selected Authorization(s)

The deleted travel authorization no longer displays and will not be available to view, modify, or print.

Delete a Travel Authorization is Complete
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Cancel a Travel Authorization

Situations when this function is used: Travel Authorizations can only be cancelled when they are in an
approved status. Travel Authorizations will need to be cancelled if the trip has been cancelled or the

Authorization is no longer needed.

Home Page Tile navigation: TE tile > Travel Authorization > Cancel Travel Authorization

Navigator Menu navigation: Employee Self-Service > Travel and Expenses > Travel Authorizations > Cancel

The Cancel Travel Authorization search page displays:

Cancel Travel Authorization
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Search Criteria

Empl 1D | begins with s |/00003 QL
Mame | begins with w

[Jcase sensitive
Limit the number of results to (up to 300). 300

1]
Clear Basic Search |2 Save Search Criteria

Your Empl ID automatically defaults in.

1. Click Search

The Travel and Expense - Cancel Approved Travel Authorization page displays, all the approved travel

authorizations that are not completed will be listed:

Travel and Expense
Cancel Approved Travel Authorization
Colin Davidson

Travel Authorization Information

Select Description Authorization ID Date From Date To Amount Currency
@ Trip To Florida Conference 0000004735 11172018 1172772018 100.00 UsSD
O Training Out of Country 0000004730 1122018 11162018 1,300.00 USD
I Cancel Selected Travel Authorization(s) I

If the authorization you are looking for isn't showing up, check the status to confirm that it is approved.

2. Select the travel authorization you want to cancel, by clicking the Select checkbox

3. Click the Cancel Selected Authorization(s) button

September 2021
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A Cancel Approved Travel Authorization page displays informing you that the selected travel
authorization has been cancelled:

Travel and Expense

Cancel Approved Travel Authorization
Colin Davidson

¥ The selected transaction(s) have been cancelled. I
—_—

4. Click OK

The Travel and Expense - Cancel Approved Travel Authorization page displays:

Travel and Expense
Cancel Approved Travel Authorization
Colin Davidson

Travel Authorization Information

Select Description Authorization |0 Date From Date To Amount Currency

[ F Training COut of Country 0000004730 11122018 11/16/2018 1,300.00 USD

Cancel Selected Travel Authorization(s)

The cancelled travel authorization no longer displays and should now be in a ‘Closed’ status.

Cancel a Travel Authorization is Complete
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Cash Advances

Create a Cash Advance (approved TA in VISION required)

The Basics:
Please refer to Bulletin 3.4 and your department's policy regarding Cash Advances.

e Economy, prudence, and necessity are of primary concern when planning and paying for travel
and expenses

e Preferred payment methods - Whenever possible, Purchasing Cards (P-Cards) and direct
supplier payments should be used to minimize employee reimbursements

e Clear cache - To minimize errors, delete temporary files and cookies by pressing
Ctrl+Shift+Delete. This shortcut works in Internet Explorer, Firefox, and Chrome

e Save for Later - Save often while working in the expense module, click the "Save for Later" link
to prevent the "data inconsistent with database" error that will not allow you to save or submit

e Minimum advance amount $200 - The amount of the advance must not exceed the Travel
Authorization and must be over $200

e Taxable over 120 days - Any advance in excess of actual expenses that is not re-paid within 120
days after the expenses were paid or incurred will be treated as taxable income to the
employee and department in accordance with IRS Accountable Plan rules

e Advances may be issued no sooner than 30 days prior to trip start date

e An Approved Travel Authorization in VISION is required to submit a Cash Advance
e The Cash Advance must include an overnight stay

e Cash advances will be deposited into your direct deposit (balance or 999) account

e An Expense Report will need to be completed after the travel occurs starting with the Travel
Authorization and applying the cash advance

Situations when this function is used: A travel authorization, which includes an overnight stay, must
be approved prior to creating a cash advance.

Home Page Tile navigation: TE tile > Cash Advances > Create/Modify Cash Advance

Navigator Menu navigation: Employee Self-Service > Travel and Expenses > Cash Advances >
Create/Modify

The Cash Advance search page displays:

Cash Advance

Find an Existing “alue Add a New Value

Empl ID{pDO03 =|Q

Add

1. Click Add
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The Create Cash Advance page displays:

Create Cash Advance

Colin Davidson

*Business Purpose | v Travel Auth # Q
Date From Date To ¥& \ser Defaults
Cash Advance 7 & view Printable Version 2 Notes A+ Attschments
*Source Description *Amount Currency Apply Tax
[ ~| 0.00usD H =
Totals
Advance Amount D.0D UsSD

(I By checking this box, | certify the advances submitted are accurate and comply with expense policy.
By signing and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form.
I understand that this note is due and payable on or before the tenth business day following my return from this frip and that thiz amount
miust be applied to my expense report submitted upon my return.
If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The depariment will seek
payment of any delinguent loan from me and will not grant any more advances until the delinquent loan is repaid.

Submit Cash Advance

2. Click the drop-down arrow to choose the Business Purpose

Create Cash Advance Save for Later

Colin Davidson

*Business Purpose

Travel Auth #
Alternate Work Location Q
Audit -Inspections - Licensin e
Date From|~U p 9 ¥&  User Defaults
Conference
onstrucion, Repair, Maint
Cash Advance 7 =R Economic Development 2 Notes #, Attachments

Emergency Responze
General Expenses
*Source Hazardous Material Cleanup *Amount Currency Apply Tax
Judicial Assignment
Legal - Law Enforcement o | =
| > Legislator 0.00jusD HE=
Mesting
Totals School Visit

Advan{Iraining

O By checking thiz box, | certify the advances submitted are accurate and comply with expense policy.
By =igning and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form.
I understand that this note is due and payable on or before the tenth buziness day following my return from this trip and that this amount
must be applied to my expense report submitted upon my return.
If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The department will seek

3. Select the option that most closely identifies the purpose of the trip

4. You can enter a Travel Auth # that coincides with your travel if you know the number, or you
can search for available Travel Authorizations #s by clicking the Look up Travel Auth # L icon
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The Look Up Travel Auth # page displays a list of approved travel authorizations for the employee:

Look Up Travel Auth #

Help

Search by: [Travel Authorization |0 w | begins with |

Look Up Cancel | Advanced Lockup

Search Results

Wiew 100 First ‘& 12of2 &' Last

Travel Authorization 1D Travel Auth Description
ICCCCCCETB? Trip to Florida Ecnfetencel

0000005199 THip to Albany NY

5. Click on the Travel Authorization ID link you want

The Create Cash Advance page displays the Travel Authorization ID and dates of travel are populated
from the Travel Authorization:

Create Cash Advance [ Save for Later

Colin Davidson

*Business Purp033|-30n"err;r'te V| ITraveI Auth # 0000005197 a, I
I Date From 121772018 Date To 12/21/2018 I 5 User Defaults
Cash Advance (v & iew Printable Version 2 Motes #, Attachments
*Source Description *AmountCurrency Apply Tax
|Cash Advance - AP v| Upcoming Conference in Florida 300.00psD Iﬂj
Totals
Advance Amount 30000 USD

O By checking this box, | certify the advances submitted are accurate and comply with expense policy.
By =igning and submitting thiz form | agree that the funds advanced to me will be used for the purposes stated in this form.
I understand that this note is due and payable on or before the tenth business day following my return from this trip and that this amount
must be applied to my expense report submitted upon my return.
If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The depariment will seek
payment of any delinguent loan from me and will not grant any more advances until the delinquent loan iz repaid.

Note: Cash Advances cannot be requested more than 30 days before start of your trip
6. Select Cash Advance - AP from the Source drop-down list
7. Type a brief meaningful explanation in the Description field
8. Enter an Amount that is less than or equal to the associated travel authorization

Note: You cannot exceed the amount of the travel authorization and the minimum amount
you can request is $200.
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Attachments can be added to the cash advance:

Create Cash Advance [ Save for Later

Colin Davidson

“Business Purpose [Conference v Travel Auth (0000005157 Q
Date From 12/17/2013 Date To 1202172018 F® \ser Defaults
Cash Advance (7 & View Printable Version O Notes #+ Attachments
*Source Description *Amount Currency Apply Tax
300.00/USD

[Cash Advance - AP w| |Upceming Conference in Florida

Totals
Advance Amount 30D.00 USD

O By checking this box, | certify the advances submitted are accurate and comply with expense policy.
By signing and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form.

| understand that this note is due and payable on or before the tenth business day following my return from this frip and that this amount

must be applied to my expense report submitted upon my return.
If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The department will seek

payment of any delinguent loan from me and will not grant any more advances until the delinquent loan iz repaid.

L L-ash Advance

9. Click the Attachments link or ., icon

The Cash Advance Attachments page displays:

Cash Advance Attachments
Help

Advance ID NEXT

Details Personalize | Find | View All | & | L_-i-| First ‘& 10f1 ‘&' Last
DateTime Stamp

File Mame Description User MName

Wiew

Adding large attachments can take some fime to upload, therefore, it iz advizable to zave the

transaction before adding large attachments.

oK Cancel

10. Click Add Attachment
The File Attachment page displays:

File Attachment
Help

|

- |:_||£|||:.|a;j. (;_:énu-:e.-.l

12. Click Browse
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The Choose File to Upload window opens:

=1 Choose File to Upl

|- Desktop » - | +4 |'| Search Desktop pel
Organize New folder =~ 0 @
& - . &
S Favorites | = MName Size Itemn type 7|
BE Desktop 0 Business_Impact_Statement_for_PSFT_Apps 23KB  Microsoft )
& Downloads MZ| SR 3-18354082701 More Info 496 KB Microsoft | 3
l_-_‘- Recent Places I| Test Attachment 1963 KE Microsoft |_|
[&] Express Check TOKE  Adobe Acr
= Libraries Overflow 20KB Adobe Acr
|=_E| Documents 3 M= Project Lookup Display Mo Results on a Travel ... 233KB  Microsoft}
J‘l Music = Duplicate Supplier Report Returns Mo Data 620 KB Microsoft
[ Pictures 15 Employee Expense History Page Does Mot Displ... 3TTKE  Microsoft
B2 Videos = 1093 Supplier 136 KB Microsoft |
M= Unable to Update Remit Te Supplier on Payme... 3B2KE  Microsoft)
1% Computer A B Copy of Crystal_To_XMLP_Expenses_Report_Co... 34 KB Microsoft |
Q_’I Local Disk (T WEREY Missing Project 141 KB Microsoft )
%&l My Passport (E:) M= EX.CFG.11 Expense Type - Wizard Type 1,347KB  Microsoft}
mE oA L R e e et Tt L) B 19C D L 1 -]
5% Shared (\\wsms.s =1 | = | S
File name: Test Attachment - [A” Files (%.7) ']
[ Open Iv] [ Cancel ]

13. Select the file you want to attach and click Open
The File Attachment page displays with the file path of the document:

File Attachment

Upload I Cancel

14. Click Upload
The Cash Advance Attachments page displays with the File Name as a link to the document:

Cash Advance Attachments
You can add additional attachments by
Advance 1D NEXT clicking the Add Attachment button or delete

an attachment by selection the & icon.

Details
File Mame Description

Test Attachment.docx I
|

Adding large attachments can take some time to upload, thegs
transaction before adding large attachments.

Conference Registration

"It i advisable to save the

Add Attschment

I oK I Cancel

Help

15. Enter a brief description of the attachment in the Description field and click OK
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The Create Cash Advance page displays. The Attachment link and icon are updated. When one or more

attachments are included on the transaction, the Attachments link will include (#) where # equals the
number of attachments. The icon changes from # to # .

Create Cash Advance [ Save for Later

Colin Davidson If you are not ready to submit, the
*Business Purpose [Confarence Advance can be Saved for Later.

Date From 121172018 Date To 1272172018 Y8 User Defaults

Cash Advance 7 & iew Printable Version €2 Motes & Attachments (1)
*Source Description *Amount Currency Apply Tax
[Cash Advance - AP ~| |Upcoming Conference in Florida 300.00/USD [#] [=]
Totals
Advance Amount 300.00 USD

By checking thiz box, | certify the advances submitted are accurate and comply with expense policy.
By =igning and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form.

| understand that this note is due and payable on or before the tenth buziness day following my return from this trip and that this amount
must be applied to my expense report submitted upon my return.

If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The depariment will seek

m me and will not grant any more advances until the delinquent loan iz repaid.
Submit Cash Advance

16. After reading the certification statement, click the Certification checkbox certify accuracy and
compliance - the Submit Cash Advance button becomes available

17. Click Submit Cash Advance
The Create Cash Advance - Submit Confirmation page displays:

Expense Report Submit Confirm

Help

Create Cash Advance

Submit Confirmation
Caolin Davidson

Totals
Advance Amount 300.00 UsD
18. Click OK

September 2021 Page 117 of 129



2~ VERMONT Expense Training Guide - Employee/Delegate

The View Cash Advance page displays with the message 'Your cash advance (CA ID) has been
submitted for approval.' The status is updated to 'Submission in Process'. The Report ID is assigned:

View Cash Advance

Colin Davidson

Your cash advance 0000000833 has been submitted for approval.

Business Purpose Conference I Report 0000000833 Submission in Process I
Date From 12/17/2018 Date To 12/21/2018 Travel Auth # 0000005197
Accounting Date 1211/2018 Post State Mot Applied

Created 12/11/2018  Colin Davidson
Last Updated 12/11/2018  Colin Davidson

e
Pl User Defaults

Cash Advance (7 & ‘isw Printable \fersion > Motes A& Attachments (1)
*Source Description *Amount Currency Apply Tax
Cash Advance - AP Upcoming Conference in Florida 300.00USD
Totals
Advance Amount 300.00 USD

| By checking this box, | certify the advances submitted are accurate and comply with expense policy.
By signing and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form.
| understand that this note is due and payable on or before the tenth business day following my return from this trip and that this amount
mugst be applied to my expense report submitted upon my return.
If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The department will seek
payment of any delinquent loan from me and will not grant any more advances until the delinquent loan is repaid.

I Refresh Approval Status I

[ Return to Search =] Notify

19. Click Refresh Approval Status
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The cash advance has been routed and is waiting for Expense Coordinator approval. The Withdraw
Cash Advance button displays and is enabled. The Approval History section displays the approval path
for the cash advance, who submitted the transaction, who it is routed to, the action performed and the
date/time when the action occurred. The status is updated to' Submitted for Approval':

View Cash Advance

Colin Davidson

Business Purpose Conference
Date From 12/17/2018 Date To 12/21/2018
Accounting Date 12/11/2018

Report 0000000833 Submitted for Approval

Travel Auth # 0000005197
Post State Mot Applied

Created 12/11/2018  Colin Davidson

Last Updated 12/11/2018  Colin Davidson
WE
#8  User Defaults

Cash Advance (¢ & iew Printable Version i
Select the Withdraw Cash Advance button if
you need to make changes to a submitted
cash advance. The transaction is removed
from the approver’s worklist and can be
modified. The status is updated to pending.

*Jource Description

Cash Advance - AP Upcoming Conference in Florida

Totals
Advance Amount 300.00 USD

~ By checking this box, | certify the advances submitted are accurate and comply with expense poli
By signing and submitting this form | agree that the funds advanced to me will be used for the pyfhoses stated in this form.
| understand that this note is due and payable on or before the tenth business day following myfreturn from this trip and that this amount
must be applied to my expense report submitted upon my return.
If my expense report is not sufficient to cover the full amount of the advance, | agree to payfihe difference. The department will seek payment

of any delinquent loan from me and will not grant any more advances until the delinqugpf€locan iz repaid.
Submit Cash Advance I Withdraw Cash Advance I Submitted On 121 1/2018

Submitted By Colin Davidson

Approval History

& =

Submitted Expanse Céc-r\dhstur ['i
Colin Davidson (Pooled) Payment

Role Name Action Date/Time

Employee Davidson, Colin Submitted 121172018 B:39:45PM

Gt Retumn to Search =] Notify

Note: The following error message will display when you click the Save for Later link or the Submit
Cash Advance button if the cash advance does not meet the established guidelines outlined in
Bulletin 3.4. All errors need to be resolved for the cash advance to be saved or submitted.
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IMessage

Error (Z2000,116)

This Cash Advance does meet the established guidelines outlined in Bulletin 3.4 Employee Travel & Expense Policy that allow a
travel cash advance fo be issued. At least one of the following fields does not meet the required criteria:

- Travel Authorization #. Approved Travel Authorization i required to be associated with a Cash Advance.

- Amount: Cash Advance amount cannot excead the azsociated Travel Authorization amaount.

- Date FromiDate To: Cash Advance must include an overnight stay.

20. Click OK to return to the cash advance and correct any errors

Create a Cash Advance is Complete
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Situations when this function is used: A cash advance can be modified if it has been saved for later or
sent back for revision.

Please refer to Bulletin 3.4 and your department's policy regarding Cash Advances.

Home Page Tile navigation: TE tile > Cash Advances > Create/Modify Cash Advance

Navigator Menu navigation: Employee Self-Service > Travel and Expenses > Cash Advances >

Create/Modify

The Cash Advance page displays, click on the Find an Existing Value tab:

Cash Advance

Enter any information you have and click Search. Leave fislds blank for a list of all values.

Find an Existing Value Add a New \alue

Search Criteria

Search by: [Advance ID | begins with |

Limit the number of results to {up to 300). |300

Search Advanced Search

Your Empl ID automatically defaults in.
1. Click Advanced Search

Additional search criteria fields display including the ability to search for a cash advance using the
Travel Authorization ID:

2. Click Search

September 2021

Cash Advance

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

Find an Existing Value Add a Mew Value

Search Criteria

Advance |D
Advance Description
Name

Emp! 1D [begins wih ] Q
Advance Status | = v| | hd
Creation Date &

Travel Authorization 1D

LICase Sensitive
Limnit the number of results to {up to 300). |300

Clear Basic Search |9 Save Search Criteria
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Clicking the Search button will list all cash advances in a pending status or if there is only one, the

Modify Cash Advance page will display:

Modify Cash Advance

Colin Davidson

Sent Back For Revision By: Motor,Mary Please comrect the amount. I

*Business Purpose|c:onferenl;e V| Report 00DDDD0O0S32 Pending
Qvel Auth # 0000005197

Date From 12172018 Date Te 12/21/2018
Neated 121172018  Colin Davidson

Last UpdNgd 12M12/2018  Mary Motor

@ By checking thiz box, | certify the advances submitted are accurate and comply with expense policy.
By =igning and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form.

must be applied to my expense report submitted upon my return.
If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The department will seek
payment of any delinquent loan from me and will not grant any more advances until the delinguent loan is repaid.

Submit Cash Advance

Approval History

Role Name Action Date/Time Comments
Employee Dravidson, Colin Submitted 121172018 6:35:48PM

Expense Coordinator Motar, Mary Reassigned 1211272018 9:03:10AM fl_}
Expense Coordinator Motor, Mary Sent Back For Revision 12122018 9:05:44AM &=

Comments entered by the approver

Cash Advance @ @ View Prntabe Version when a cash advance is sent back
*Source Description display at the top of the page.
[Cash Advance - AP w]| |Upcoming Conference in Florida 300.00/USD
Totals
Advance Amount 300.00 USD

I understand that this note is due and payable on or before the tenth business day following my return from this trip and that this amount

3. Make any necessary changes, the fields are editable. Once you complete all your changes the

cash advance can be save for later or submitted

4. After reading the certification statement, click the Certification checkbox

September 2021
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The Submit Cash Advance button becomes available:

Modify Cash Advance Save for Later
Colin Davidson
Sent Back For Revision By: Motor,Mary Please comrect the amount.
*Business Purpose | Conference v

Report DODDDDODG33  Pending
Date From 12/17/2013 Date To 12/21/2018 Travel Auth #(0000005157 a

Created 1211/2018  Colin Davidson
Last Updated 12122018  Mary Motor
we
o User Defaults

Cash Advance (¢ & View Printable Version € Notes A& Attachments (1)
*Source Description *Amount Currency Apply Tax
|Cas.h Advance - AP v| Upcoming Conference in Florida 300.00USD [ =
Totals
Advance Amount 300.00 UsD

By =igning and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form.

| understand that this note is due and payable on or before the tenth business day following my return from this frip and that this amount
must be applied to my expense report submitted upon my return.

If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The department will seek

ment of any delinguent loan from me and will not grant any more advances until the delinquent loan is repaid.
I Submit Cash Advance I

Approval History

Role Name Action DatefTime Comments
Employes Davidson, Colin Submitted 12112018 6:35:48PM

Expense Coordinator Motor Mary Reassigned 12122018 9:03:104M f:)
Expense Coordinator Motor Mary Sent Back For Rewvision 12M12/2018 S:05:44AM 5]

4. Click the Submit Cash Advance button.

The Create Cash Advance - Submit Confirmation page displays:

Expense Report Submit Confirm

Help

Create Cash Advance
Submit Confirmation
Colin Davidson

Totals
Advance Amount 300.00 UsD
Cancel
5. Click OK
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The View Cash Advance page displays with the message 'Your cash advance (CA ID) has been
submitted for approval. The status is updated to 'Submission in Process':

View Cash Advance

Colin Davidson

I Your cash advance 0000000833 has been submitted for appro\ral.l

Sent Back For Revision By: Motor Mary i
Business Purpose Confersnce | Report 0000000333 Submission in Process |
Date From 12M7/2018 Date To 12/21/2018 Travel Auth # 00000051597
Accounting Date 12122013 Post State Mot Applisd
Created 12M1/2018  Colin Davidson
Last Updated 12/12/2013  Colin Davidson
wo
28 User Defaults
Cash Advance (7 & View Printable Versicn €0 MNotes & Aftachments (1)
*Source Description *Amount Currency Apply Tax
Cash Advance - AP Upcoming Conference in Florida 300.00USD
Totals
Advance Amount 300.00 USD
L

By checking this box, | certify the advances submitted are accurate and comply with expense policy.

By signing and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form.

| understand that this note is due and payable on or before the tenth business day fellowing my return from this trip and that this amount
must be applied o my expense report submitted upon my return.

If my expense report is not sufficient to cover the full amount of the advance, | agree fo pay the difference. The depariment will seek payment
of any delinquent loan from me and will not grant any more advances until the delinquent loan is repaid.

Submitted On  12/11/2018

Submitted By Colin Davidson

| Refre=h Approval Status |

[E" Retumn to Search =] Natify

6. Click Refresh Approval Status
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The cash advance has been routed and is waiting for Expense Coordinator approval. The Withdraw
Travel Authorization button displays and is enabled. The Approval History section displays the approval
path for the cash advance, who it is routed to, any actions performed and the date/time when the
action occurred. The status is updated to' Submitted for Approval':

View Cash Advance

Colin Davidson

Business Purpose Conference I Report 0000000833 Submitted for Approval I
Date From 12/17/2018 Date Te 122122018 Travel Auth # 0000005197
Accounting Date 121122018 Post State Mot Applied

Created 12/11/2M3  Colin Davidson
Last Updated 12/12/2018  Colin Davidson
i
?ﬂ User Defaults

Cash Advance (7 €& ‘iew Printable Version : .
Select the Withdraw Cash Advance button if
*Soun Descripti 5
- serpten you need to make changes to a submitted cash
Cash Advance - 4P Upcoming Gonference in Flarida advance. The transaction is removed from the
Totals approver’s worklist and can be modified. The
Advance Amount 300.00 UsSD

status is updated to pending.

| By checking this box, | certify the advances submitted are accurate and comply with expense policy.
By signing and submitting this form | agree that the funds advanced to me will be used for the purposes
| understand that thiz note is due and payable on or before the tenth business day following my retys
must be applied to my expense report submitted upon my return.
If my expense report is not sufficient to cover the full amount of the advance, | agree to pay

of any delinquent loan from me and will n nqyEes
Submit Cash Adwvance Withdraw Cash Advance

glated in this form.
om this trip and that this amount

€ difference. The department will seek payment
oan is repaid.
Submitted On 12/11/2018

Submitted By Colin Davidson

Approval History
=l MRRLEY =
B =
Submitted Expense Coordinator
Caolin Davidson (Poclad) Payment

Role Name Action Date/Time Comments
Employee Davidson, Colin Submitted 12172018 B:35:43PM
Expensze Coordinator Motor, Mary Reaszsigned 121272018 9:03:10AM [??
Expenze Coordinator Motor, Mary Sent Back For Revision 121272018 9:05:444M Q
Employee Davidson, Colin Resubmitted 121272018 9:20:464M

[&h Return to Search | |[=] Notify

Modify Cash Advance is Complete
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View Cash Advances

Situations when this function is used: Cash advances are available to view in the system and it may
not be necessary to print.

Home Page Tile navigation: TE tile > Cash Advances > View Cash Advance

Navigator Menu navigation: Employee Self-Service > Travel and Expenses > Cash Advances > View

The View Cash Advance page displays:

Cash Advance

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

Find an Existing Value

Search Criteria

Search by: [Empl ID | begins with 00003
Limnit the number of results to {up to 300). 300
Advanced Search

Your Empl ID automatically defaults in.

Note: The system will return a maximum of 300 rows. If you have more than that amount, narrow
the search results by selecting the Advanced Search link and adding additional criteria. If you know
the Advance ID you want to view you can update the Search By option to Advance ID and then enter
the number into the Advance ID field. You can also search for the advance using the Travel
Authorization ID associated with the cash advance.

1. Click Search to view all cash advances

A list of cash advances display in the search results:

Search Results

Wiew All First ‘&' 120f2 "“%' Last
Empl ID Advance |D Advance Description Name Advance Status Creation Date Travel Authorization 1D
00003 0000000834 (blank] Davidson, Colin Pending 121172018 0000005199

IEIEIEII:IS 00000005833 (blank) Davidson,Colin Pending 12112018 0000005187 I

2. Select the Empl ID link for the cash advance you would like to view
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The View Cash Advance page displays, all fields will be grayed out when viewing a cash advance:

Colin Davidson

Cash Advance

*Source
Cash Advance - AP

Totals

Approval History

Role

Employee

Expense Coordinator

Expense Coordinator

Employee

Employee

oh Return to Search

View Cash Advance

Business Purpose Conference

Accounting Date 12/12/2018

Report DDDDDDDS33  Pending
Date From 12M7/2015 Date To 122172018 Travel Auth # DDDDDDS187

Post State Mot Applied

Created 12112015  Colin Davidson
Last Updated 121122018  Colin Davidzon

User Defaults

S “iew Printable \Version (2 Motes
Description *Amount Currency
Upcoming Conference in Flonida 300.00USD
Advance Amount 300.00 USD

Name
Dravidzon,Colin
Motor, Mary
Motor, Mary
Dravidson, Colin

Dravidson, Colin

2] Previous in List

By checking this box, | certify the advances submitted are accurate and comply with expense policy.
By =igning and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form.

| understand that thiz note is due and payable on or before the tenth buginess day following my return from this trip and that this amount
must be applied to my expense report submitted upon my return.
If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The depariment will seek
payment of any delinguent loan from me and will not grant any more advances until the delinquent loan is repaid.

Submit Cash Advance

Action Date/Time
Submitted 121172018 6:39:48PM
Reassigned 12M202018 9:03:10AM

Sent Back For Revision 12/M12/2018 9:05:44AM

Resubmitted 12M202018 9:20:48AM
Withdrawn 12M272018 9:26:14AM
st =] Motify

(,? Attachments (1)

Apply Tax

Comments

September 2021

View Cash Advances is Complete
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Print a Cash Advance

Situations when this function is used: A cash advance might need to be printed.

Home Page Tile navigation: TE tile > Cash Advances > Print Cash Advance

Navigator Menu navigation: Employee Self-Service > Travel and Expenses > Cash Advances > Print
The Print Travel Authorization page displays:

Cash Advance

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

Find an Existing Value

Search Criteria

Search by: [Advance ID | begins with

Limit the number of results to (up to 300). 300

Advanced Search

Note: The system will return a maximum of 300 rows. If you have more than that amount, narrow
the search results by selecting the Advanced Search link and adding additional criteria. If you know
the Advance ID you want to view you can update the Search By option to Advance ID and then enter
the number into the Advance ID field. You can also search for the advance using the Travel
Authorization ID associated with the cash advance.

1. Enter the cash advance ID number you want to print
2. Click Search
A printable version of the cash advance displays:

Flle Edit View Favorites Tools Help
D8 - [~ Page~ Safety~ Tools~ @~ [ O

VT Travel and Expenses

Hew Window | Help | Personalizs Page |
| Expense Reports v
To print this report, please se your browser's print feature.

> VERMONT

| Travel Authorization v
Cash Advance Report Date 121212018
] Cash Advances ~ || colin Davidson Report Time 10:35394M
Create/Modify Cash Advance Advance D 0000000833 Empl ID 00003
Description Status Pending

View Cash Advance Business Purpose Conference

Travel Authorization # 0000005197 From Date 121772018  ToDate 1212172018
Print Cash Advance Comment:
Delete Cash Advance
Advance Source Description Amount
] Payment/Expense Information o [ cashaovance - P Upcoming Conference in Florida 300.00USD
1 ReportsiProcesses « [ Travel Authorization ID:  nooonos 17 Cash Advance Total

Less Nonpayable Amount
Submission Date: 12/11/2013

Approval Date: 121052013 Amount Due Employee 300.00 USD

e used for the purposes stated in this form.
following my retum from this frip and that this ameunt

By signing and submitting this form | agres that the funds advanced to me
understand that this note is due and payable on or before the tenth busi
must be applied to my exp: t submitted upon my retum. If my expense report is not sufficient to cover the full amount of the

advance, | agres to pay the difference. The department will seek payment of any definquent losn from me and wil not grant any more
advances until he definquent loan is repaid
Colin Davidson 21018
Employes Signature Date
Approved By Date

3. Follow the instructions you currently use to print from your browser

Print a Cash Advance is Complete
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Delete a Cash Advance

Situations when this function is used: Cash advances might need to be deleted when it is a duplicate
or is no longer needed. Cash advances can only be deleted when they are in a pending status. If the
Cash Advance you are looking for isn't showing up, double check the status to confirm that it is pending

Home Page Tile navigation: TE tile > Cash Advances > Delete Cash Advance
Navigator Menu navigation: Employee Self-Service > Travel and Expenses > Cash Advances > Delete

The Delete Cash Advance Report page displays, any cash advance that is in a pending status will show
as available to delete:

Travel & Expenses - Cash Advance Report

Delete Cash Advance Report

Colin Davidson
Cash Advance Information
Select Advance ID Description Creation Date Amount Currency
@ DDDDDDDS34 121172018 25000 USD
O DODDDDD333 12M112018 300,00 USD
Delete Selected Advance(s) I

If the cash advance you are looking for isn't showing up, double check the status to confirm that it is
pending.
1. Select the cash advance you want to delete, by clicking the Select checkbox. You can delete
multiple advances by selecting multiple checkboxes
2. Click Delete Selected Advance(s)

A Delete Confirmation page displays informing you that the selected authorization has been deleted:

Travel & Expenses - Cash Advance Report
Delete Confirmation

Colin Davidson

“ The selected transaction(z) have been deleted

3. Click OK
The Delete Cash Advance Report page displays:

Travel and Expense
Delete a Travel Authorization

Colin Davidson

Travel Authorizations

Select Description Authorization 1D Date From  Date To Amount Currency

I Training Conference 0000004751 11142018 1116/2018 587.50 UsSD

DCelete Selected Authorization(s)

The deleted cash advance no longer displays and will not be available to view, modify, or print.

Delete a Cash Advance is Complete
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