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EX.020.102 - Creating an Expense Report from a Travel Auth.
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to create an Expense Report from an approved Travel Authorization. Expense Reports are used to record and seek reimbursement for expenses incurred while traveling on official business, or for reimbursing an employee for eligible non-travel related expenses such as institution office supplies not purchased by P-card or for personal FSA reimbursements. Expense Reports can only be submitted for the current date or previous dates. 

When you create an Expense Report, you can start with a blank expense report, copy from a Travel Authorization, copy an existing Expense Report, or create one from a template.

If you previously created a travel authorization for a trip, it is very important that you use this approved authorization to create your expense report when you return from the trip. When you tie a travel authorization to an expense report (as will be demonstrated in this topic) you accomplish several tasks:
     - You let your institution know that they no longer need to reserve funding for this trip.
     - You (and those that review your report) can easily compare what you were authorized to spend versus what expenses you actually incurred.
     - You “close” the travel authorization to signify that the trip has occurred.

Once an Expense Report has been created and submitted online, the employee should print the report and attach all relevant receipts to the printed version. See Business Process EX.070.012 for guidance on how to print an Expense Report.

It is critical that you do not delete lines from an expense report that is created from a travel authorization. Instead of deleting a line, add another row to the bottom of the expense report and enter a credit amount which will offset the initial estimated expense line. This situation will be covered as an optional path for this topic.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify the purpose of Expense Reports.
- Identify when Expense Reports can be submitted.
- Identify the different methods for submitting an Expense Report.
- Identify why it is important to link an approved travel authorization to an expense report.
- Create an Expense Report from an approved travel authorization.
- Understand why you should not delete lines from an expense report that was created from a travel authorization.




	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

For this topic, imagine that you need to submit an Expense Report for a recent trip for which you have an outstanding approved Travel Authorization. The Travel Authorization ID is 0000300105. Let’s see how this is done.

	Step
	Action

	1. [bookmark: ID0x00000242] 
	Click the Employee Self-Service link.


	2. [bookmark: ID0x00000243] 
	Click the Expense Report link.


	3. [bookmark: ID0x00000244] 
	Click the Create link. 


	4. [bookmark: ID0x00000245] 
	Because your user defaults are set to copy an expense report from a template, a listing of your available templates is automatically displayed. For this exercise you will need to create an expense report from a Travel Authorization.

Click the Return to Expense Report Entry link.


	5. [bookmark: ID0x00000246] 
	If you previously created a travel authorization for a trip, it is very important that you use this approved authorization to create your expense report when you return from this trip. When you tie a travel authorization to an expense report (as will be demonstrated in this topic) you accomplish several tasks:
- You let your institution know that they no longer need to reserve funding for this trip
- You (and those that review your report) can easily compare what you were authorized to spend versus what expenses you actually incurred
- You "close" the travel authorization to signify that the trip has occurred

	6. [bookmark: ID0x00000247] 
	To successfully link an approved travel authorization to your expense report, you MUST choose the Travel Authorization item from the Quick Start menu (or have your defaults set to open to existing authorizations)

You cannot create a blank report with your expenses and then link the travel authorization at a later point. 

	7. [bookmark: ID0x00000248] 
	Click the Quick Start list.


	8. [bookmark: ID0x00000249] 
	Click the A Travel Authorization list item.


	9. [bookmark: ID0x0000024A] 
	Click the GO button.


	10. [bookmark: ID0x0000024B] 
	The Date fields near the top of the page are pre-populated with a range based on the current date. To expand this selection, enter dates in the From Date and To fields which will return your desired results. 

	11. [bookmark: ID0x0000024C] 
	If you wish to view the details of a travel authorization before attaching it to your expense report you can click the blue text in the Travel Auth Description column.

	12. [bookmark: ID0x0000024D] 
	Click the Select button next to the authorization you want to apply to an expense report. For this exercise, use the OIIT Conf in Athens travel authorization.

The authorization must be completely through the approval process before it is available to be applied to an expense statement.


	13. [bookmark: ID0x0000024E] 
	The information from your Travel Authorization has been populated into the Expense Report. 

	14. [bookmark: ID0x0000024F] 
	Notice that the Authorization ID: field has appeared in the lower right corner of the General Information section. The number that is displayed in this field is the travel authorization which you have attached to this expense report. If at any time you, or an approver needs to review the original travel authorization, you/they can click this link and the travel authorization will appear in a new window.

	15. [bookmark: ID0x00000250] 
	Remember that the Travel Authorization that you associated with this expense report contained estimates of the expenses that you were planning on incurring. 

Now that the travel has occurred, you can accurately report the exact expenses that you incurred.

	16. [bookmark: ID0x00000251] 
	You may adjust the amounts of any of the expense lines to correctly reflect your exact expenses. Also, you may add additional lines if you incurred an expense which was not on your original travel authorization.

DO NOT, however DELETE lines from an expense report that is created from a Travel Authorization. The correct work-around procedure that should be used instead of deleting a line is covered later in this topic.

	17. [bookmark: ID0x00000252] 
	You should update the information for each row on the expense report as applicable, such as start/end times, odometer readings, airline ticket numbers, registration numbers, etc.

	18. [bookmark: ID0x00000253] 
	Click the Detail link at the end of the first row.


	19. [bookmark: ID0x00000254] 
	Enter "5:30AM" in the Start Time (HH:MI) field. 

	20. [bookmark: ID0x00000255] 
	Enter "9:00PM" in the End Time (HH:MI) field. 

	21. [bookmark: ID0x00000256] 
	Click the scrollbar to navigate to the bottom of the page.

	22. [bookmark: ID0x00000257] 
	Click the Return to Expense Report link.


	23. [bookmark: ID0x00000258] 
	Click the Detail link at the end of the second row.


	24. [bookmark: ID0x00000259] 
	Enter "5:30AM" in the Start Time (HH:MI) field. 

	25. [bookmark: ID0x0000025A] 
	Enter "9:00PM" in the End Time (HH:MI) field. 

	26. [bookmark: ID0x0000025B] 
	Click the scrollbar to navigate to the bottom of the page.

	27. [bookmark: ID0x0000025C] 
	Click the Return to Expense Report link.


	28. [bookmark: ID0x0000025D] 
	Click the Detail link at the end of the third row.


	29. [bookmark: ID0x0000025E] 
	Enter "5:30AM" in the Start Time (HH:MI) field. 

	30. [bookmark: ID0x0000025F] 
	Enter "9:00PM" in the End Time (HH:MI) field. 

	31. [bookmark: ID0x00000260] 
	Click the scrollbar to navigate to the bottom of the page.

	32. [bookmark: ID0x00000261] 
	Click the Return to Expense Report link.


	33. [bookmark: ID0x00000262] 
	Click the Detail link at the end of the fourth row.


	34. [bookmark: ID0x00000263] 
	On your travel authorization, you estimated automobile mileage at 150 miles. Your odometer readings show that you actually drove 175 miles. Update this page to show the correct odometer readings.

	35. [bookmark: ID0x00000264] 
	Enter "15000" in the Begin Mileage field. 

	36. [bookmark: ID0x00000265] 
	Enter "15175" in the End Mileage field. 

	37. [bookmark: ID0x00000266] 
	Click the scrollbar to navigate to the bottom of the page.

	38. [bookmark: ID0x00000267] 
	Click the Return to Expense Report link. 


	39. [bookmark: ID0x00000268] 
	Decision: Please make a selection from the options listed below.
1. You do not need to delete or add lines to the expense report
Go to step 40 on page 5
1. You need to delete or add lines to the expense report
Go to step 50 on page 7

	40. [bookmark: ID0x00000269] 
	This scenario assumes that you do not need to add or delete lines from the expense report. Essentially, the expenses that you initially estimated on your travel authorization are the same expenses that you should be reimbursed for on this expense report. 

	41. [bookmark: ID0x0000026A] 
	To view the default chartstring for this transaction, click the Accounting Defaults link.


	42. [bookmark: ID0x0000026B] 
	The accounting chartfield information was pulled in from the travel authorization. You can, however, make changes to the chartfield if needed.

	43. [bookmark: ID0x0000026C] 
	Click the OK button.


	44. [bookmark: ID0x0000026D] 
	Click the scrollbar to navigate to the bottom of the page.

	45. [bookmark: ID0x0000026E] 
	Click the Check For Errors button.


	46. [bookmark: ID0x0000026F] 
	If you need to print the expense report you can click the Printable View link near the bottom right of the page.

	47. [bookmark: ID0x00000270] 
	Click the Submit button when you are finished with the expense report.


	48. [bookmark: ID0x00000271] 
	Click the OK button.


	49. [bookmark: ID0x00000272] 
	Congratulations. You have just completed the Creating an Expense Report from a Travel Authorization topic. Below is a summary of the key concepts of this topic:

- Expense Reports are used to record and seek reimbursement for expenses incurred while traveling on official business or for reimbursing an employee for eligible non-travel related expenses.
- Expense Reports can only be submitted for the current date, or for past dates. 
- Expense Reports can be created from a blank report, from a template, by copying an existing Travel Authorization, or by copying an existing Expense Report.
- By linking an approved Travel Authorization to an Expense Report, you…
     -- Let your institution know that they no longer need to reserve funding for this trip.
     -- You can easily compare what you were authorized to spend versus what expenses you actually incurred.
     -- “Close” the travel authorization to signify that the trip has occurred.
- You should NEVER delete a line from an expense report that was created from a travel authorization.
End of Procedure. Remaining steps apply to other paths.

	50. [bookmark: ID0x00000273] 
	This scenario assumes that you DO need to add or delete lines from the expense report.

Assume that your Travel Authorization contained the following:

Breakfast $6
Lunch $7
Dinner $15
Mileage $88.38

For your expense report, however, you have the following changes:
1) You spent $4.50 for breakfast instead of $6
2) Lunch was provided by the conference so you do not need reimbursed for lunch.
3) You rode with a co-worker so you do not need to claim mileage.

Let's see how to make these changes.

	51. [bookmark: ID0x00000274] 
	1) You spent $4.50 for breakfast instead of $6

You can change amounts on existing expense lines to increase or decrease the amount of your reimbursement as needed. Simply, type over the amount to show the updated total.

	52. [bookmark: ID0x00000275] 
	Enter "4.50" in the USD field. 

	53. [bookmark: ID0x00000276] 
	2) Lunch was provided by the conference so you do not need reimbursed for lunch.

You should NEVER delete a line that was pulled in from the travel authorization. If a line is deleted, the amount cannot be automatically unencumbered and your institution must make a manual correction.

So, if we can't delete the line, but we also aren't entitled to the reimbursement - what should we do?

Answer: Add an additional line to the bottom of the expense report and enter a credit amount.

	54. [bookmark: ID0x00000277] 
	Click on the Expense Type drop-down menu for a new row (row 5)


	55. [bookmark: ID0x00000278] 
	Click the Lunch list item.

When entering a credit line, it is extremely important that the Expense Type match that of the original charge. This ensures that approvers can correctly match the credit to the debit and that your institution can accurately report on employee expenses.

For this example, since the expense we do not need is Lunch, select the lunch item.


	56. [bookmark: ID0x00000279] 
	The date was automatically populated. 

Update the date, if necessary to show the credit on the same date as the above debit.

	57. [bookmark: ID0x0000027A] 
	Enter "-7" in the Amount Spent field. 

It is extremely important that the credit EXACTLY equal the debit you are trying to offset. In this example, the positive "7" from the original travel authorization is offset by a negative "7" on the expense report. DO NOT DELETE THE ORIGINAL LUNCH EXPENSE LINE OF $7.

	58. [bookmark: ID0x0000027B] 
	Press the [Tab] button to move to the next field. This triggers the credit statement to appear.

	59. [bookmark: ID0x0000027C] 
	Enter "Lunch provided by conference" in the Credit Reference field. 

	60. [bookmark: ID0x0000027D] 
	Click the OK button.


	61. [bookmark: ID0x0000027E] 
	Click the Return button.


	62. [bookmark: ID0x0000027F] 
	Update the Payment Type field, if necessary to show the same payment type on the credit as was used for the debit. For this example, no update is needed.

	63. [bookmark: ID0x00000280] 
	Click the Detail link at the end of the row.


	64. [bookmark: ID0x00000281] 
	Enter "5:30AM" in the Start Time (HH:MI) field. 

	65. [bookmark: ID0x00000282] 
	Enter "9:00PM" in the End Time (HH:MI) field. 

	66. [bookmark: ID0x00000283] 
	Click the scrollbar to navigate to the bottom of the page.

	67. [bookmark: ID0x00000284] 
	Click the Return to Expense Report link.


	68. [bookmark: ID0x00000285] 
	3) You rode with a co-worker so you do not need to claim mileage.

Remember, you must not delete a line that was pulled over from a travel authorization. Instead, add a new line to the bottom of the expense report.

	69. [bookmark: ID0x00000286] 
	Click the Expense Type drop-down list for a new row.


	70. [bookmark: ID0x00000287] 
	Because the system will not allow negative mileage to be entered, select the Delete TAUTH Mileage list item when you need to credit any type of mileage expense.


	71. [bookmark: ID0x00000288] 
	The date was automatically populated. 

Update the date, if necessary to show the credit on the same date as the above debit.

	72. [bookmark: ID0x00000289] 
	Enter "-88.38" in the Amount Spent field. 

This amount should exactly correspond to the debit of Automobile Mileage from the original travel authorization.

	73. [bookmark: ID0x0000028A] 
	Press the [Tab] button to move to the next field. This triggers the credit statement to appear.

	74. [bookmark: ID0x0000028B] 
	Enter "Rode with co-worker" in the Credit Reference field. 

	75. [bookmark: ID0x0000028C] 
	Click the OK button.


	76. [bookmark: ID0x0000028D] 
	Click the Return button.


	77. [bookmark: ID0x0000028E] 
	Click the Payment Type list item.


	78. [bookmark: ID0x0000028F] 
	Click the Not Applicable (e.g. Mileage) list item. 

The payment type should correspond to the original debit.


	79. [bookmark: ID0x00000290] 
	Click the Detail link at the end of the row.


	80. [bookmark: ID0x00000291] 
	The system requires a description.

Enter "Rode with co-worker" in the Description field. 

	81. [bookmark: ID0x00000292] 
	Click the scrollbar to navigate to the bottom of the page.

	82. [bookmark: ID0x00000293] 
	Click the Return to Expense Report link.


	83. [bookmark: ID0x00000294] 
	Click the scrollbar to navigate to the bottom of the page.

	84. [bookmark: ID0x00000295] 
	Click the Check For Errors button.


	85. [bookmark: ID0x00000296] 
	Double check to make sure that your debit and credit lines match for the Expense Type, Expense Date, Amount Spent, Currency and Payment Type.

Remember: Do NOT delete a line on an expense report that was created from a travel authorization.

In this example, the $7 from the original travel authorization is offset by a $7 credit to equal a net amount of zero. Performing this offset will allow the encumbrance to be correctly released, and it will not reimburse the employee for the expense.

	86. [bookmark: ID0x00000297] 
	Remember that since Automobile Mileage cannot be negative, you will need to use the Expense type of "Delete TAUTH Mileage" to offset any type of mileage.

Double check to make sure that your debit and credit lines match for the Expense Date, Amount Spent, Currency and Payment Type.

Remember: Do NOT delete a line on an expense report that was created from a travel authorization.

In this example, the $88.38 from the original travel authorization is offset by a $88.38 credit to equal a net amount of zero. Performing this offset will allow the encumbrance to be correctly released, and it will not reimburse the employee for the expense.

	87. [bookmark: ID0x00000298] 
	In the Totals section at the bottom, notice the following:

Total employee expenses
Employee credits
Due Employee

The employee will be reimbursed for $19.50 even though he originally estimated his expenses to be $116.38.

	88. [bookmark: ID0x00000299] 
	You can click the Printable View link to print the expense report, if necessary.

	89. [bookmark: ID0x0000029A] 
	If for any reason a line is deleted from an expense report that was created by a travel authorization, you will need to start over with a new expense report.

1) If you have never saved the expense report, close out of the application, sign back in, and create a new expense report from the same travel authorization.

2) If you have saved the transaction, navigate to the "Delete" component within the Expense Report navigation and delete the expense report. This will allow you to attach the same travel authorization to a new expense report.

	90. [bookmark: ID0x0000029B] 
	Click the Submit button.


	91. [bookmark: ID0x0000029C] 
	Click the OK button.


	92. [bookmark: ID0x0000029D] 
	Congratulations. You have just completed the Creating an Expense Report from a Travel Authorization topic. Below is a summary of the key concepts of this topic:

- Expense Reports are used to record and seek reimbursement for expenses incurred while traveling on official business or for reimbursing an employee for eligible non-travel related expenses.
- Expense Reports can only be submitted for the current date, or for past dates. 
- Expense Reports can be created from a blank report, from a template, by copying an existing Travel Authorization, or by copying an existing Expense Report.
- By linking an approved Travel Authorization to an Expense Report, you…
     -- Let your institution know that they no longer need to reserve funding for this trip.
     -- You can easily compare what you were authorized to spend versus what expenses you actually incurred.
     -- “Close” the travel authorization to signify that the trip has occurred.
- You should NEVER delete a line from an expense report that was created from a travel authorization.
End of Procedure.
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