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EX.020.101 - Creating an Expense Report from a Template
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to create an Expense Report from a template. 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 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 or populate one with data from another source. This topic covers how to create an expense report from a template.

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.




	Assumptions
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	Dependencies/Constraints

	[bookmark: cf_complex_longtext_result_output]



Additional Information




Procedure

For this topic, imagine that you just returned from a recruiting event in Savannah, GA, and you wish to use a public mileage template to create your expense report to save time. Let’s see how this is done.

	Step
	Action

	1. [bookmark: ID0x000001EE] 
	Click the Employee Self-Service link.


	2. [bookmark: ID0x000001EF] 
	Click the Expense Report link.


	3. [bookmark: ID0x000001F0] 
	Click the Create link.


	4. [bookmark: ID0x000001F1] 
	Depending on how your User Defaults are set-up, you may see the Select a Template screen. 

If your User Defaults were set to open to a Blank Report, you can click the Template option from the Quick Start drop down menu which will take you to this Select a Template page.

	5. [bookmark: ID0x000001F2] 
	This page displays all public expense report templates that were created by your institution, and any private templates that you may have created for your personal use. 

For information on how to create a private template, see Business Process EX.010.031.

	6. [bookmark: ID0x000001F3] 
	Click the Select button next to the template you wish to create an Expense Report from.


	7. [bookmark: ID0x000001F4] 
	Enter the starting date for your travel, "4/5/08" in the From field. 

	8. [bookmark: ID0x000001F5] 
	Enter the ending date of your travel "4/6/08" in the To field. 

	9. [bookmark: ID0x000001F6] 
	You can now select which expenses from the template apply to your current expense report.

You can simplify your data entry by using the "All Days" checkbox if you want the expense copied to all dates in the date range you specified.

	10. [bookmark: ID0x000001F7] 
	Click the All Days checkbox next to the Expense Type Automobile Mileage to indicate that you incurred this expense on all days in your date range.


	11. [bookmark: ID0x000001F8] 
	Click the OK button.


	12. [bookmark: ID0x000001F9] 
	Enter "Savannah College Fair" in the Description field. 

	13. [bookmark: ID0x000001FA] 
	Click the Business Purpose list.


	14. [bookmark: ID0x000001FB] 
	Click the Recruitment, Admissions list item.


	15. [bookmark: ID0x000001FC] 
	Click the Look up Default Location (Alt+5) button.


	16. [bookmark: ID0x000001FD] 
	For this example, we need to find the Expense Location for Savannah, GA. 

All US locations begin with the state abbreviation. We will use "GA" to search for Georgia locations.

	17. [bookmark: ID0x000001FE] 
	Enter "ga" in the begins with field. 

	18. [bookmark: ID0x000001FF] 
	Click the Look Up button.


	19. [bookmark: ID0x00000200] 
	Click the vertical scrollbar to navigate to the bottom of the page.

	20. [bookmark: ID0x00000201] 
	Click the Expense Location for Savannah, GA "GASAV".


	21. [bookmark: ID0x00000202] 
	Click the Accounting Defaults link to review the ChartField lines for the entire report.


	22. [bookmark: ID0x00000203] 
	Review/Update as needed. When finished, click the OK button.


	23. [bookmark: ID0x00000204] 
	Notice that the information you provided on the template page has been transferred to your transaction as Expense lines.

Now, you will need to complete the expense lines with the correct information.

	24. [bookmark: ID0x00000205] 
	Depending on how your User Defaults are set-up, you may need to update the Payment Type. 

It is recommended that the Payment Type of Not Applicable be used for all mileage types.

	25. [bookmark: ID0x00000206] 
	Click the Payment Type list for row 1.


	26. [bookmark: ID0x00000207] 
	Click the Not Applicable (e.g. Mileage) list item.


	27. [bookmark: ID0x00000208] 
	Click the Detail link at the end of row 1.


	28. [bookmark: ID0x00000209] 
	Enter "2500" in the Begin Mileage field. 

	29. [bookmark: ID0x0000020A] 
	Enter "2950" in the End Mileage field. 

	30. [bookmark: ID0x0000020B] 
	Make sure to use the Commute Miles and/or Personal Miles fields if applicable.

	31. [bookmark: ID0x0000020C] 
	Click the vertical scrollbar to navigate to the bottom of the page.

	32. [bookmark: ID0x0000020D] 
	Review the remaining details on this page and make updates as necessary.

	33. [bookmark: ID0x0000020E] 
	Click the Return to Expense Report button.


	34. [bookmark: ID0x0000020F] 
	Now you will need to make some updates for the second expense line.

	35. [bookmark: ID0x00000210] 
	Click the Payment Type button for row 2.


	36. [bookmark: ID0x00000211] 
	Click the Not Applicable (e.g. Mileage) list item.


	37. [bookmark: ID0x00000212] 
	Click the Detail link at the end of row 2.


	38. [bookmark: ID0x00000213] 
	Enter "2950" in the Begin Mileage field. 

	39. [bookmark: ID0x00000214] 
	Enter "3400" in the End Mileage field. 

	40. [bookmark: ID0x00000215] 
	Because this is a return trip, you will need to adjust the Originating and Destination Locations.

You can either use the Look-up button next to each field, or type the locations directly into each field.

	41. [bookmark: ID0x00000216] 
	Enter "Savannah, GA" in the Originating Location field. 

	42. [bookmark: ID0x00000217] 
	Enter "Atlanta, GA" in the Destination Location field. 

	43. [bookmark: ID0x00000218] 
	Click the vertical scrollbar to navigate to the bottom of the page.

	44. [bookmark: ID0x00000219] 
	Click the Return to Expense Report link.


	45. [bookmark: ID0x0000021A] 
	You can add other expense lines at this time, if needed, to complete your expense report.

	46. [bookmark: ID0x0000021B] 
	Click the Check For Errors button.

If Errors exist, you must correct these before submitting your expense report.


	47. [bookmark: ID0x0000021C] 
	Click the vertical scrollbar to navigate to the bottom of the page.

	48. [bookmark: ID0x0000021D] 
	If you wish to print the transaction, you can click the Printable View button near the bottom of the page.

	49. [bookmark: ID0x0000021E] 
	You can either save the transaction to revisit it at a later time (Save for Later button), or you can Submit the transaction to have it begin the approval process (Submit).

	50. [bookmark: ID0x0000021F] 
	Click the Submit button.


	51. [bookmark: ID0x00000220] 
	Click the OK button.


	52. [bookmark: ID0x00000221] 
	Congratulations. You have just completed the Creating an Expense Report from a Template 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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