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EX.020.100 - Creating an Expense Report from a Blank Report
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to create an Expense Report from a blank report. 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.

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.

New Travel Guidelines:
For overnight trips, traveler will receive 75% of allowable per diem on day of departure and return.

For non-overnight trips, travelers will receive 75% of the allowable per diem if travel is more than 50 miles from home, and are away for more than (12) hours.

Per diem allowances are calculated based on last location of the travel day. For non-overnight travel the calculation is based on the last business location. For overnight travel the calculation is based on the location of lodging for each night of travel.

State of Georgia has adopted GSA rates for out of state travel, including $5 incidentals. The in-state per diem rates do not include incidental expenses.

GA Travel & Expense users and Non GA Travel & Expense users must not combine in state and out of state expenses on the same reimbursement form.

Employees should submit expense reports within 45 calendar days of completion of travel.

Employees must return any Travel Advance amount in excess of allowable substantiated expenses within 45 calendar days after the completion of the trip.

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.
- Create an Expense Report from a blank report.
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Procedure

For this topic, imagine that you need to create an Expense Report for lunch during two days you spent at training. Let’s see how to create this Expense Report from a blank report. 

	Step
	Action

	1. [bookmark: ID0x000001C2] 
	Click the Employee Self-Service link.
[image: Action area of the screen image]

	2. [bookmark: ID0x000001C3] 
	Click the Expense Report link.
[image: Action area of the screen image]

	3. [bookmark: ID0x000001C4] 
	Click the Create link.
[image: Action area of the screen image]

	4. [bookmark: ID0x000001C5] 
	When you create an expense report, Expenses checks for a default creation method based on your User Defaults. 

The creation methods are:
 
• Open a Blank Report: Expenses displays the Expense Report Entry page. 
• Copy From a Travel Auth: (copy from a travel authorization): Expenses displays the 
   Populate From a Travel Authorization page. 
• Copy an Existing Report: Expenses displays the Copy From an Existing Report page. 
• Copy From a Template: Expenses displays the Select a Template page.

	5. [bookmark: ID0x000001C6] 
	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 a blank report.

	6. [bookmark: ID0x000001C7] 
	Click the Return to Expense Report Entry link.
[image: Action area of the screen image]

	7. [bookmark: ID0x000001C8] 
	The General Information section defines general information about the expenses incurred for the report. Expenses populates most of these fields with information that you set up on the employee's user defaults page. 

	8. [bookmark: ID0x000001C9] 
	Enter "Oracle - PeopleTools II" in the Description field. 

	9. [bookmark: ID0x000001CA] 
	Click the Business Purpose list.
[image: Action area of the screen image]

	10. [bookmark: ID0x000001CB] 
	Click the Attend Training list item.
[image: Action area of the screen image]

	11. [bookmark: ID0x000001CC] 
	Click the Expense Type drop down list for row 1.
[image: Action area of the screen image]

	12. [bookmark: ID0x000001CD] 
	Click the Lunch list item.
[image: Action area of the screen image]

	13. [bookmark: ID0x000001CE] 
	Enter a relevant value in the Expense Date field for row 1.
For this example, 9/11/07 has been entered for you.

	14. [bookmark: ID0x000001CF] 
	You can change the Payment Type if needed.

	15. [bookmark: ID0x000001D0] 
	Click the Detail link at the end of row 1.
[image: Action area of the screen image]

	16. [bookmark: ID0x000001D1] 
	You must specify a Start Time and End Time so that your approvers can determine if you are eligible for reimbursement for this expense based on state guidelines.

	17. [bookmark: ID0x000001D2] 
	Enter "7 am" in the Start Time (HH:MI) field. 

	18. [bookmark: ID0x000001D3] 
	Enter "9 pm" in the End Time (HH:MI) field. 

	19. 
	If this is an overnight trip, refer to the new travel regulations listed on page 1.  This also applies to certain one day trips as noted above.  If the 75% rule applies, check the First/Last or Single day of Travel checkbox.  This recalculates the Amount Spent field.

	20. 
	[image: ]

	21. [bookmark: ID0x000001D4] 
	Click the vertical scrollbar to navigate to the bottom of the page.

	22. [bookmark: ID0x000001D5] 
	Click the Return to Expense Report link.
[image: Action area of the screen image]

	23. [bookmark: ID0x000001D6] 
	Expenses enables you to copy one or more selected expense lines for a single day or a range of dates. 

Click the Select checkbox next to the Lunch Expense Type.
[image: Action area of the screen image]

	24. [bookmark: ID0x000001D7] 
	Click the Copy Selected button.
[image: Action area of the screen image]

	25. [bookmark: ID0x000001D8] 
	If you have not checked the expense line for errors, you will receive this warning message.

Click the OK button.
[image: Action area of the screen image]

	26. [bookmark: ID0x000001D9] 
	You can either copy the expense line to a single date, or a range of dates.

	27. [bookmark: ID0x000001DA] 
	Enter "091207" in the To Date field.

	28. [bookmark: ID0x000001DB] 
	Enter 5PM, or a relevant value, in the End Time field.

	29. [bookmark: ID0x000001DC] 
	Click the OK button.
[image: Action area of the screen image]

	30. [bookmark: ID0x000001DD] 
	After you enter data on the Copy Selected Expenses page and click OK, Expenses copies all of the data to each new line that it creates. 

The following describes the expense types that have exceptions: 

• Airfare: Expenses copies all of the data except the ticket/boarding pass number to each new line that it creates.
• Auto Mileage: Expenses copies the distance rate to each line. Expenses recalculates the actual distance rate. 
• Per Diem: For per diem expense types that are set to an hourly range, Expenses creates new lines within your date range with a start time of 12:00 a.m. and an end time of 11:59 p.m. except for the last line, which displays the end time that you enter on the Copy Selected Expense(s) page. 

	31. [bookmark: ID0x000001DE] 
	Notice that the Expense Type for row 1 was copied to row 2 with the new date.

	32. [bookmark: ID0x000001DF] 
	Click the Detail link at the end of the second row.
[image: Action area of the screen image]

	33. [bookmark: ID0x000001E0] 
	Enter "5 am" in the Start Time (HH:MI) field. 

	34. [bookmark: ID0x000001E1] 
	Enter "10.00" in the Amount Spent field. 

	35. [bookmark: ID0x000001E2] 
	Click the vertical scrollbar to navigate to the bottom of the page.

	36. [bookmark: ID0x000001E3] 
	Click the Return to Expense Report link.
[image: Action area of the screen image]

	37. [bookmark: ID0x000001E4] 
	Click the Check For Errors button.
[image: Action area of the screen image]

	38. [bookmark: ID0x000001E5] 
	In this example, an error flag was returned because the $10 meal expense exceeded the allowed per diem expense for lunch.

	39. [bookmark: ID0x000001E6] 
	Click the Red Flag that appeared next to the second row. This takes you to the place where the error exists. You will then need to correct the error before the Expense Report can be saved. 
[image: Action area of the screen image]

	40. [bookmark: ID0x000001E7] 
	You must provide a reason why your meal was over the per diem location amount retrieved by the system.

Enter "No low cost options were available near training site" in the Location Amount field. 

	41. [bookmark: ID0x000001E8] 
	Click the vertical scrollbar to navigate to the bottom of the page.

	42. [bookmark: ID0x000001E9] 
	Click the Return to Expense Report link.
[image: Action area of the screen image]

	43. 
	Remember for out of state travel, travelers are allowed the 5.00 incidental.  There is a new expense type of Employee Meal Incidentals for this.  [image: ]

	44. [bookmark: ID0x000001EA] 
	Click the Check for Errors button again to ensure that there are no other errors within the report.

	45. [bookmark: ID0x000001EB] 
	If you need to print the Expense Report you can click on the Printable View link near the bottom of the page.

Your institution may require you to print your report and attach all required receipts. Refer to your institution's procedures on how to submit your receipts for verification. 

	46. [bookmark: ID0x000001EC] 
	Click the Save For Later button.
[image: Action area of the screen image]

	47. [bookmark: ID0x000001ED] 
	Congratulations. You have just completed the Creating an Expense Report from a Blank Report 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.
End of Procedure.
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