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EX.060.024 - Reviewing Employee Expense History
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to review employee expense history. The Expenses Module provides an opportunity for employees to review their past expense history. This is similar to the “View” feature within each transaction type, however this page provides you with the opportunity to view all transactions in one location. Additionally, whereas the “View” feature displays all transactions which have been submitted, the Reviewing Employee Expense History feature only lists transactions which have been Paid, Denied, or Closed.

If you have delegated authority to another user, the delegated employee will be able to review your expense history on this page.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify the types of transactions can be viewed on the Employee Expense History page.
- Identify the three transaction statuses that can be viewed on the Employee Expense History page.
- Review employee expense history.





	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

For this topic, let’s review the Employee Expense History.

	Step
	Action

	1. [bookmark: ID0x0000043B] 
	Click the Employee Self-Service link.


	2. [bookmark: ID0x0000043C] 
	Click the Review Payments link.


	3. [bookmark: ID0x0000043D] 
	Click the Review Expense History link.


	4. [bookmark: ID0x0000043E] 
	The system automatically selects the current date and the previous year's transactions to display. You can search outside this range by entering your selected search dates in the From Date and Through Date fields. 

	5. [bookmark: ID0x0000043F] 
	You can also define your search criteria by selecting a Transaction Type. Your options are All, Cash Advances, Expense Reports and Travel Authorizations.

	6. [bookmark: ID0x00000440] 
	Click an entry in the ID column to view the details of this transaction.


	7. [bookmark: ID0x00000441] 
	The details of the transaction will be displayed and can be reviewed.

	8. [bookmark: ID0x00000442] 
	Click the vertical scrollbar to navigate to the bottom of the page.

	9. [bookmark: ID0x00000443] 
	Notice the Action History section where you can examine the approval actions that were taken on this transaction.

	10. [bookmark: ID0x00000444] 
	Click the Return to Review Expense Hist link.


	11. [bookmark: ID0x00000445] 
	You can continue to view other expense history transactions from this page.

	12. [bookmark: ID0x00000446] 
	Congratulations. You have just completed the Reviewing Employee Expense History topic. Below is a summary of the key concepts of this lesson:

- On the Employee Expense History page, you can view Cash Advances, Expense Reports, and Travel Authorizations.
- The Reviewing Employee Expense History feature only lists transactions which have been Paid, Denied, or Closed.
- If you have delegated authority to another user, the delegated employee will be able to review your expense history on this page.
End of Procedure.
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