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EX.060.023 - Reviewing Expense Payments History
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to review expense payments history. The Expenses Module provides an opportunity for employees to review payments they have received. If an employee has several transactions submitted within a single pay cycle, the system combines these transactions into a single check (or EFT payment). You can review the transactions which make up a payment through this page. 

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 how to review your expense payments history.
- Identify how the system processes several transactions for one employee within a single pay cycle.
- Review the history of expense payments.
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Additional Information




Procedure

For this topic, we are going to review the history of expense payments. Let’s see how this is done.

	Step
	Action

	1. [bookmark: ID0x0000042E] 
	Click the Employee Self-Service link.


	2. [bookmark: ID0x0000042F] 
	Click the Review Payments link.


	3. [bookmark: ID0x00000430] 
	Click the Review Payments link.


	4. [bookmark: ID0x00000431] 
	You may not need to specify any search criteria. The system will automatically search for transactions associated with your User ID.

If you have been delegated authority by another user, you can choose to view their history by selecting his/her EmplID.

	5. [bookmark: ID0x00000432] 
	Click the Search button.


	6. [bookmark: ID0x00000433] 
	Use the Employee Expense Payments page to view, by check number, payments to an employee for cash advance and expense report transactions. 

	7. [bookmark: ID0x00000434] 
	Click an entry in the Payment Reference column.


	8. [bookmark: ID0x00000435] 
	Click the Payee Address link to access the Payee Address Information - Employee Payment History page and view the employee's address information.

Click the Payee Address link.


	9. [bookmark: ID0x00000436] 
	Click the OK button to return to the previous page.


	10. [bookmark: ID0x00000437] 
	The system may combine multiple expense reimbursements on a single check. You can review the details of the transaction(s) paid on this check by clicking on a transaction number in the ID column. 

	11. [bookmark: ID0x00000438] 
	Click the Return to Search button.


	12. [bookmark: ID0x00000439] 
	You can view other expense payments from this page.

	13. [bookmark: ID0x0000043A] 
	Congratulations. You have just completed the Reviewing Expense Payments History topic. Below is a summary of the key concepts of this lesson:

- You can view your expense payments history in the Employee T&E portion of the Self-Service module.
- The system will combine all expense payments into one check (or EFT payment) for those transactions submitted within one pay cycle.
- You can review the individual details of each transaction by clicking on its link on the Employee Payment History page.
End of Procedure.
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