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EX.020.103 - Copying an Existing Expense Report
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to copy an existing expense 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.

Essentially, by copying an expense report, you can reduce entry time by changing only minor details to a previous report, rather than creating a blank transaction from scratch. 

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.

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 by copying an existing one.





	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

Essentially, by copying an expense report, you can reduce entry time by changing only minor details to a previous report, rather than creating a blank transaction from scratch.

This topic will cover how to copy an expense report from an existing transaction and how to modify it to match your new expense report requirements.

	Step
	Action

	1. [bookmark: ID0x00000222] 
	Click the Employee Self-Service link.


	2. [bookmark: ID0x00000223] 
	Click the Expense Report link.


	3. [bookmark: ID0x00000224] 
	Click the Create link.


	4. [bookmark: ID0x00000225] 
	Depending on how you have set your User Defaults, you may see the Select a Template page. 

You may have also set your User Defaults for creating an Expense Report to select from a travel authorization, an existing report, or a blank report. 

For this exercise we need to start from the blank report page.

	5. [bookmark: ID0x00000226] 
	Click the Return to Expense Report Entry link to go to a new blank expense report.


	6. [bookmark: ID0x00000227] 
	Click the Quick Start list.


	7. [bookmark: ID0x00000228] 
	Click the An Existing Report list item.


	8. [bookmark: ID0x00000229] 
	Click the GO button.


	9. [bookmark: ID0x0000022A] 
	In the dates section, the system automatically calculates the From Date: to be three months prior to the current date, and the To: Date to be one month past the current date.

You can enter different search criteria in the From and To Date boxes and search for a different date range if needed.

	10. [bookmark: ID0x0000022B] 
	You can click the blue text in the Report ID field to preview what the expense report includes before you copy it to your new transaction.

	11. [bookmark: ID0x0000022C] 
	Click the Select button for the report you wish to copy.


	12. [bookmark: ID0x0000022D] 
	The report you selected has now been copied to a new report. You should now update this new report with the correct values and information.

For this exercise, we are copying a prior expense report we submitted to attend a conference in Athens, GA. We need to update this new expense report to reflect the expenses we incurred for a recent RESI Conference in Jekyll Island, GA.

	13. [bookmark: ID0x0000022E] 
	Enter "RESI Conference 2/25" in the Description field. 

	14. [bookmark: ID0x0000022F] 
	Click the Look up Default Location (Alt+5) button.


	15. [bookmark: ID0x00000230] 
	Enter "GA" in the begins with field to search for all values in the state of Georgia.

	16. [bookmark: ID0x00000231] 
	Click the Look Up button.


	17. [bookmark: ID0x00000232] 
	Click an entry in the Expense Location column.


	18. [bookmark: ID0x00000233] 
	Enter "2/25/08" in the Expense Date field. 

	19. [bookmark: ID0x00000234] 
	Enter "350" in the USD field. 

	20. [bookmark: ID0x00000235] 
	Click the Payment Type list.


	21. [bookmark: ID0x00000236] 
	Click the Master Card list item.


	22. [bookmark: ID0x00000237] 
	Click the Detail link at the end of the row.


	23. [bookmark: ID0x00000238] 
	Click the Accounting Detail link.


	24. [bookmark: ID0x00000239] 
	Review and update your chartfields as needed.

	25. [bookmark: ID0x0000023A] 
	Click the OK button.


	26. [bookmark: ID0x0000023B] 
	Click the Return to Expense Report link.


	27. [bookmark: ID0x0000023C] 
	If you need to add additional expense lines you could do so at this time. 

For this exercise, the only expense we incurred was registration.

	28. [bookmark: ID0x0000023D] 
	Click the Check For Errors button.


	29. [bookmark: ID0x0000023E] 
	Click the scrollbar to navigate to the bottom of the page.

	30. [bookmark: ID0x0000023F] 
	Click the Submit button.


	31. [bookmark: ID0x00000240] 
	Click the OK button.


	32. [bookmark: ID0x00000241] 
	Congratulations. You have just completed the Copying an Existing Expense 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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