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EX.010.031 - Creating a Private Expense Report Template
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to create a private expense report template. To reduce time and errors in preparing expense reports, you can create templates that reflect typical items you will incur expenses for on a routine basis. Creating templates for expenses you encounter on a routine basis will eliminated the need to add them each time you create a new expense report.

The Expenses Administrator sets up public templates for all employees to use. In addition to these public templates, you can set up private user templates for your own personal use.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify the purpose for creating private expense report templates.
- Identify who is responsible for creating expense report templates.
- Create a private expense report template.




	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

For this topic, we need to set up an expense report template for routine campus visits. You need to include Automobile mileage, breakfast, and lunch in the template. Let’s see how this is done.

	Step
	Action

	1. [bookmark: ID0x0000008F] 
	Click the Employee Self-Service link.



	2. [bookmark: ID0x00000090] 
	Click the Other Expense Functions link.


	3. [bookmark: ID0x00000091] 
	Click the Create/Update User Template link.


	4. [bookmark: ID0x00000092] 
	Click the Add a New Value tab.


	5. [bookmark: ID0x00000093] 
	Enter "CMPUSVIS" in the Document Template field. 

	6. [bookmark: ID0x00000094] 
	Click the Template Type list.


	7. [bookmark: ID0x00000095] 
	Click the Expense Report list item.


	8. [bookmark: ID0x00000096] 
	Click the Add button.


	9. [bookmark: ID0x00000097] 
	Enter "Valdosta Campus Visits" in the Description field. 

	10. [bookmark: ID0x00000098] 
	Enter "Campus Vis" in the Short Description field. 

	11. [bookmark: ID0x00000099] 
	Click the Expense Type list.


	12. [bookmark: ID0x0000009A] 
	Click the Automobile Mileage list item.


	13. [bookmark: ID0x0000009B] 
	Click the Add multiple new rows at row 1 (Alt+7) button.


	14. [bookmark: ID0x0000009C] 
	Enter "2" in the Search String field. 

	15. [bookmark: ID0x0000009D] 
	Click the OK button.


	16. [bookmark: ID0x0000009E] 
	Click the Expense Type list.


	17. [bookmark: ID0x0000009F] 
	Click the Breakfast list item.


	18. [bookmark: ID0x000000A0] 
	Click the Expense Type list.


	19. [bookmark: ID0x000000A1] 
	Click the Lunch list item.


	20. [bookmark: ID0x000000A2] 
	Click the Save button.


	21. [bookmark: ID0x000000A3] 
	Click the OK button.


	22. [bookmark: ID0x000000A4] 
	Congratulations. You have just completed the Creating a Private Expense Report Template topic. Below is a summary of the key concepts of this topic:

- By creating and using expense report templates, you can reduce time and errors when preparing expense reports.
- Creating templates for expenses you encounter on a routine basis will eliminated the need to add them each time you create a new expense report.
- The Expenses Administrator sets up public templates for all employees to use; you set up your private user templates for your own personal use.
End of Procedure.
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