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EX.020.106 - Creating a Flexible Spending Account Expense Rpt
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to create a flexible spending account expense report. Flexible Spending Accounts (FSA) are accounts in which money is deducted from an employee’s pay for dependent care or for medical expenses, and is not subject to payroll taxes.

Institutions have different processes for how to submit Flexible Spending Account reimbursements. Make sure to check your institution’s policies and procedures before submitting an FSA report through the Expenses Module.

The Approvals for FSA reports function differently than normal Expense Type approvals. This may differ depending on your institution’s approval requirements.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify the Expense types for FSA accounts.
- Identify how Chartfields are determined for FSA Expense types.
- Create a Flexible Spending Account Expense Report.




	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

For this topic, we need to create a Flexible Spending Account Expense Report for two FSA reimbursements. One is for Dependent Care. That expense took place on 2/1/2008 for $120. The second FSA expense was for Medical Care on 2/1/2008 for $80. Let’s see how to create this FSA Expense report.

	Step
	Action

	1. [bookmark: ID0x00000321] 
	Click the Employee Self-Service link.


	2. [bookmark: ID0x00000322] 
	Click the Expense Report link.


	3. [bookmark: ID0x00000323] 
	Click the Create link.


	4. [bookmark: ID0x00000324] 
	Depending on how your User Defaults are set-up, you may be prompted to select from a Template, Travel Authorization, or Existing Report.

For this exercise, we will be creating an expense report from a Blank Report.

	5. [bookmark: ID0x00000325] 
	Click the Return to Expense Report Entry link.


	6. [bookmark: ID0x00000326] 
	Enter "2008 FSA Expenses" in the Description field. 

As Flexible Spending Accounts are based on the calendar year, you may need to update the date in this exercise to match the applicable calendar year.

	7. [bookmark: ID0x00000327] 
	Click the Business Purpose list.


	8. [bookmark: ID0x00000328] 
	Click the FSA Expense list item.

This is critical in determining how the Expense Report is going to be routed through the Expenses Workflow System.


	9. [bookmark: ID0x00000329] 
	Click the Expense Type drop-down list for the first row.


	10. [bookmark: ID0x0000032A] 
	There should be a separate Expense Type for both FSA Dependent Care and FSA Medical Care by calendar year. Make sure you select the correct Expense Type based on the correct calendar year and type of expense.

	11. [bookmark: ID0x0000032B] 
	Click the FSA - Dependent Care 2008 list item.


	12. [bookmark: ID0x0000032C] 
	Enter "2/1/08" in the Expense Date (Alt+5) field. 

	13. [bookmark: ID0x0000032D] 
	Enter "120" in the Amount Spent field. 

	14. [bookmark: ID0x0000032E] 
	Click the Payment drop-down list.


	15. [bookmark: ID0x0000032F] 
	Click the Visa list item.


	16. [bookmark: ID0x00000330] 
	Click the Detail link at the end of the first row.


	17. [bookmark: ID0x00000331] 
	Enter "Dependent Care Expenses for January 2008" in the Description field. 

	18. [bookmark: ID0x00000332] 
	Click the Accounting Detail link.


	19. [bookmark: ID0x00000333] 
	The Account for FSA Dependent Care expenses is set by your institution. The Default account is 213108 for calendar year 2008.

	20. [bookmark: ID0x00000334] 
	Click the OK button.


	21. [bookmark: ID0x00000335] 
	Click the Return to Expense Report link.


	22. [bookmark: ID0x00000336] 
	Click the Expense Type drop down list for row 2.


	23. [bookmark: ID0x00000337] 
	Click the FSA - Medical Care 2008 list item.


	24. [bookmark: ID0x00000338] 
	Enter "80" in the Amount Spent field. 

	25. [bookmark: ID0x00000339] 
	Click the Payment Type drop-down list.


	26. [bookmark: ID0x0000033A] 
	Click the Check list item.


	27. [bookmark: ID0x0000033B] 
	Click the Detail link at the end of row 2.


	28. [bookmark: ID0x0000033C] 
	Enter "Medical Care Expenses for January 2008" in the Description field. 

	29. [bookmark: ID0x0000033D] 
	Click the Accounting Detail link.


	30. [bookmark: ID0x0000033E] 
	The Account for FSA Medical Care expenses is set by your institution. The Default account is 213208 for calendar year 2008.

	31. [bookmark: ID0x0000033F] 
	Click the OK button.


	32. [bookmark: ID0x00000340] 
	Click the Return to Expense Report link.


	33. [bookmark: ID0x00000341] 
	Click the Check For Errors button.


	34. [bookmark: ID0x00000342] 
	Click the vertical scrollbar to navigate to the bottom of the page.

	35. [bookmark: ID0x00000343] 
	You can click the Printable View link to print your expense report.

	36. [bookmark: ID0x00000344] 
	Click the Submit button.


	37. [bookmark: ID0x00000345] 
	Click the OK button.


	38. [bookmark: ID0x00000346] 
	Congratulations. You have just completed the Creating a Flexible Spending Account Expense Report topic. Below is a summary of the key concepts of this topic:

- Flexible Spending Accounts (FSA) are accounts in which money is deducted from an employee’s pay for dependent care or for medical expenses, and is not subject to payroll taxes.
- There is an FSA Expense type for FSA Dependent Care, and an FSA Expense type for Medical Care. These expense types are indicated by calendar year.
- FSA Expense type Chartfields are set by your institution.
End of Procedure.
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