How to Create an Expense Report in T&E Fluid
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Fluid Travel & Expense has improved functionality:

1) the ability to assign a chart field string at the header that will populate each line.
Account (expense type) is still populated based on the expense type chosen on

the individual line

2) VAT can be exempted at the line without going to a separate screen
3) Expense selection shows most frequently used as well as All Types
4) Notification can be sent to claimant when resubmitting a report

Create Expense Report Select the Create Expense Report tile. (To
modify an existing report, select the My
Expense Reports tile. To specify expense type

in Diners before processing payment, select
My Wallet tile.)
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< Employee Self Service Expense Report
Report 0000109805

Susan Graci ©

General Information
*Business Purpose = Conference, Seminar, Works |~

@ Attach Receipt
*Description  ABC Conf Toronto May/18

[543 Accounting Defaults
*Default Location  Toronto, Ontario Q

Creation Date 11/07/2018 Susan Graci
Reference

Updated on 11/07/2018 Susan Graci
*Purpose Approver 'WETTON Q

Expense Details

No expenses have been entered.

{ < Add Expense

The Header is now titled “General Information”

Enter Business Purpose (Classification) using drop down menu.
Enter Description meaningful to the report.

Default Location — will populate each line so choose carefully.

Reference — Trip ID used for multiple reports on one trip.
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Purpose Approver — defaults to Claimant — change to One Up Supervisor (i.e. Faculty
would have their Department Chair as Purpose Approver)

Attach Receipt. One attachment per report simplifies approval process.

Select default chart field string if desired. Account (expense type) cannot be chosen
here; must be at the line when expense type is chosen.

e

|| Cancel Attachments

[ Expense Report
Description Diners Sept 2018

Report ID 0000109806

Attachments Details
No attachments exist. Upload an existing file or capture receipt image

4+ Add Attachment

Attach Receipt — one file at the Header is preferable — easier to review

File Attachment

My Device

Click on My Device to access files for attaching. A description can be entered.

Expense Report Defaults

Cancel
Description ABC Conf Toronto May/18

Accounting Details
GL ChartFields Project ChartFields Show All
% < *GL Unit & Fund ¢ Dept © Program & Affiliate < Fund Affil &
100.00 'MACO1 Q 20 Q 10383 Q30000 Q

Accounting Defaults — enter chartfield string here to populate each line or do not
complete and enter this at each line




Note that the “account” field is not available, as this is completed as each line’s
expense type is selected as the report is entered.

Entire chart field string can be changed at each line if default in General Information is
chosen. Account field will be entered as expense type is selected from list.

Or the preparer can enter chart field string as each line is entered.

Considerable time savings can be had using the default chart field string option.

< Employee Self Service Expense Report

Report 0000109806
Susan Graci ©

General Information
*Busi [+
Business Purpose = General Travel and Expense j & Attach Receipt s
*Description Diners Sept 2018
[ Accounting Defaults 1>

“Default Location 'HAMILTON, Ontario Q
Creation Date 11/07/2018 Susan Graci

Reference
Updated on 11/07/2018 Susan Graci

*Purpose Approver WETTON

Expense Details

No expenses have been entered.

< Add Expense

NOTE: A report ID# is automatically assigned as soon as a receipt is attached or the
Accounting Defaults are entered in the General Information (see above claimant name).
No Save option is available since this is an automatic function.

To create a report for a claimant who has delegated entry authority, once in the report,
immediately click down arrow to right of claimant default name.
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Expense Report

Actions  x
Report NEXT
Susan Graci G)< Change Employee

General Information

*Business Purpose B @ Attach Receipt >
*Description
{2 Accounting Defaults >
*Default Location Q
Creation Date 11/07/2018 Susan Graci
Reference Q
Updated on 11/07/2018
*Purpose Approver |GRACIS Q

Expense Details

No expenses have been entered.



Once any information is entered in the General Information the claimant’'s name cannot
be changed. Exit report and delete if ID# has been assigned (in My Expense Reports
tile).

If the name of the claimant does not show up in the choices when Change Employee is
selected, they have not delegated entry authority to you.

Click on “+ Expense” button to add an expense line.
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< Expense Entry Expense Entry A Y =0
ABC Conf Toronto May/18 & (7] ‘ Save Review and Submit
Susan Graci

Last Saved 11/07/2018 8:33AM

Total (1 ltem) 0.00 CAD New Expense - 11/07/2018
+ o v “Date |[11/07/2018 3]
Add Delete Filter More “Expense Type al
~ Wednesday, November 07, 2018
*Purpose Approver WETTON Q
New Expense
0.00
CAD
Description
Payment Details
“Payment B
*Amount |0.00 CAD Q
VAT Applicability (_ Taxable

Additional Information

*Billing Type | Internal B
@ Attach Receipt >

£ Accounting 1>

= Mozilla Firefox seems slow... to... start. Learn How to Speed It Up | | Don't Tell Me Again | X

The expense line has all the elements that Classic screens have.

Choose transaction date, expense type (see below), enter the business purpose in the
Description field, select the payment type (Personal or, very rarely, Diners), the amount,
and let the system calculate the VAT based on your location entered in the General
Information portion of the report.
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< Employee Self Service Expense Entry
Diners Sept 2018 & (4]
Susan Graci
Total (1 Item) 1,130.00 CAD Conference Registration - 11/07/2018
+ o v “Date | 11/07/2018
Add Delete. Fitter More. “Expense Type Conference Registration Q
~ Wednesday, November 07, 2018
*Purpose Approver | WETTON Q

Conference Registration
testing ABC Conference where |
presented SHow me the Money project cAD
(see agenda attached)

1.130.00

- Mozilla Firefox seems slow... to... start.

Payment Details

testing ABC Conference where |
“Description | Presented SHow me the Money
project (see agenda attached).

“Payment | Personal (Cash,Credit,Cheque) B

“Amount | 1,130.00 cap Q

VAT Applicability () Taxable )

Additional Information

Calculated VAT 130.00

Override VAT

“Billing Type | Internal E‘

“Expense Location | HAMILTON, Ontario Q

@ Attach Receipt

£ Accounting

82 Receipt Split

2| | Q search
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Reviewand submis

Last Saved 11/07/2018 9:27AM

Leam How to Speed It Up | | Don't Tell Me Again | x

Note that a summary of the line also appears on the left portion of the screen.

Click on magnifying glass beside expense type to open options.

Cancel

Expense Type Search

Frequently Used

Expense Type <

Breakfast

Conference Registration

Business Meal (attendees)

Lunch

Advertising/Promotion

ATM/Bank Fees

Hotel/Lodging

Seminar Fees

All Types

10 rows

m

NOTE: frequently used
expense types appear
immediately OR you can select
“All Types”. The same expense
types are available in Fluid that
were in Classic.
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407 ETR

ATM/Bank Fees

Abstract/Journal Fees

Advertising/Promotion

Airfare - Seat Selection

Airfare Domestic

Airfare International
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< Employee Self Service

Diners Sept 2018 & (7]
Susan Graci

Total (1 Item) 1,130.00 CAD
+ @ Y
ada Detete Fiter wore
~ Wednesday, November 07, 2018

Advertising/Promotion
testing ABC Conference where |
presented SHow me the Money project cAD
(see agenda attached).

1,130.00

#®= Mozilla Firefox seems slow... to... start.

Advertising/Promotion - 11/07/2018

Cancel Expense Type Search
Frequently Used ' All Types
Search Expense Type »
71 rows
Expense Type &
-

Search Results ‘

Payment Details

Additional Information

Select All Types to view and
choose from all available
expense classifications.

Expense Entry

“Date

“Expense Type

“Purpose Approver

“Description

“Payment
“Amount

VAT Applicability
Calculated VAT

Override VAT

*Billing Type

“Expense Location

11/0712018
Advertising/Promotion Q
WETTON Q

testing ABC Conference where |
presented SHow me the Money
project (see agenda attached)

Personal (Cash Credt Cheque) [+ |
1,130.00 CAD Q
[ Exempt |

ema[7]

HAMILTON, Ontario Q

@ Attach Receipt

& Accounting

5% Receipt Split

80%

e @ W) | Q search
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Last Saved 11/07/2018 10:51AM

[E Review and Submit |
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To exempt VAT click on the VAT Applicability. It switches to Exempt without having to
leave the screen, removing the VAT calculation.
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Diners Sept 2018 & [

Susan Graci

Total (1 ltem) 1,130.00 CAD
+ Ll v
Adga Detete Fiter
~ Wednesday, November 07, 2018
Advertising/Promotion
testing ABC Conference where |

presented SHow me the Money project
(see agenda attached).

Morzilla Firefox seems slow... to... start.

Enter VAT amount in Override VAT if calculated amount differs from receipt.

Kmarks Tools Help
b

Advertising/Promotion - 11/07/2018

“Date
More .
Expense Type
“Purpose Approver
1,130.00
cAD

*Description

Payment Details

“Payment
“Amount
VAT Applicability
Calculated VAT
Override VAT

Additional Information
“Billing Type

“Expense Location

11/07/2018

Advertising/Promotion Q
WETTON Q

testing ABC Conference where |
presented SHow me the Money
project (see agenda attached)

Personal (Gash,Credit Cheque) B
1,130.00 CAD  Q
130.00

125.00

internal [~ |

HAMILTON, Ontario Q

& Attach Receipt

[ Accounting

B Receipt Split

B Expense Report Entry X
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< Employee Self Service Expense En!

ers Sept 2018 & (7]
Susan Graci

Total (1 Item) 1,130.00 CAD
+ @ v
Ada Detete Fiter
~ Wednesday, November 07, 2018
Advertising/Promotion
testing ABC Conference where:

presented SHow me the Money project
(see agenda attached).

javascriptpAction_win0(documentwin0, LOCATIONSprompt$0');

Mozilla Firefox seems slow... to... start.

Advertising/Promotion - 11/07/2018
“Date
More

*Expense Type

*Purpose Approver
1,130.00

CAD o
*Description

Payment Details
“Payment
“Amount
VAT Applicability

Additional Information

11/07/2018
Advertising/Promotion Q
WETTON Q

testing ABC Conference where |
presented SHow me the Money
project (see agenda attached)

Personal (Cash,Credit, Cheque) E\
1,130.00 cab Q@

(" Taxable )

“Biling Type | Intemal [+
“Expense Location | Akens, South Carolina Q
& Attach Receipt >
[ Accounting 1>

Exceptions

Personal Expense

B% Receipt Split

( No )

Rovionand submi

Last Saved 11/07/2018 10:53AM
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N @ =
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Save Review and Submi

Last Saved 11/07/2018 10:56AM
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Select the Expense Location magnifying glass to change location at the line level. This
is especially important for VAT calculation by Mosaic.

Note that although VAT Applicability is “Taxable” the actual VAT amount is removed.
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|cancel | Lookup

Search for: Expense Location

» Search Criteria

v Search Results
Only the first 300 results can be displayed.
l EN = 300 rows

Expense Location & Description &

AALBO AALBORG DENMARK =
AARHU AARHUS DENMARK

ABDJN ABIDJAN IVORY COAST

ABERD Aberdeen, Saskatchewan

ABU ABU DHABI, United Arab Emirate i
ADDIS ADDIS ABABA ETHIPOIA

ADEL ADELAIDE Australia

AFR SANDTON SOUTH AFRICA L4
AFRIC PRETORIA SOUTH AFRICA

AGANA AGANA, Guam

AIKEN Aikens, South Carolina

ARRES BUENOS AIRES, Argentina

AKRON AKRON, Ohio -

CHR_GROUPBOXSPTLAYOUT_SEARCHR_GROUPBOXS); pu R ersonalExpens e e

Click on arrow to left of “Search Criteria” for best search results.



cann

Search for: Expense Location

v Search Criteria
SetlD | begins with
Expense Location | begins with

Description | contains

begins with

[aonens

v Search Results

Expense Location < Description <

not =

FRAN between FRANKFORT. IL
in

Learn Ho
For the most robust search of locations, use “contains” on “Description” option.

Expense Location has limited characters and search results will be limited as well.

Cancel Lookup

Search for: Expense Location

» Search Criteria

w Search Results

2| = 26 rows

Expense Location & Description <

BSNSK BUSAN (PUSAN) SOUTH KOREA =
BESAN Besancon, France

CESAN Cesane, Italy

PLSNT Corporate Office - Pleasanton

LSNSW LAUSANNE SWITZERLAND 3
MTPLS MOUNT PLEASANT SOUTH CAROLINA

RVRSD RIVERSIDE/SAN BERNARDINO, Cali

SNTNO SAN ANTONIO, Texas

SANDI SAN DIEGO, CALIFORNIA

Cisco SAN FRANCISCO CALIFORNIA




pancel\ Expense Report Distributions

Expense Type Advertising/Promotion

Amount 1,130.00 CAD

Accounting Details
GL ChartFields H Project ChartFields H VAT Amounts H Show All ‘

Amount ¢ *GL Unit & M::‘e.z'::{ Currency Exchange p,4 ., *Account & Dept & Program & Affiliate &
- - ™ Code ¢ Rate © N © s gram & IS
1
+ - 113000 |MACO1 Q113000 CAD  1.00000000 20 Q850008 Q |10 Q [30000 Q

The account field is now on screen and completed based on expense type selection.

Cancel Expense Report Distributions

Expense Type Advertising/Promotion

Amount 1,130.00 CAD

Accounting Details
GL ChartFields H Project ChartFields | VAT Amounts H Show Al ‘

~ - (DN Monstary) Currency Exchange ~ - ~ ~ ~ . ~
Amount & *GL Unit & Amourg Code & R o Fund & "Account & Dept <& Program & Affiliate <
+ - 1130.00 MACO1 Q  1130.00 CAD 1.00000000 20 Q6500068 Q 10383 Q30000 Q
< il »

If using a project, click on Show All tab and use scroll bar to see all relevant fields.

|c=noe|] Expense Report Distributions
Reclaim Rebate
PC Bus Unit & Project & Activity < Source Type & Category & Subcategory & Percent Rebate Source & Percent Recovery Source &
\ Q Q Q Q Q Q 000 A i 0.00 A




To add a new expense, click on “+” button upper left.
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@ Oracle | PeopleSoft En.
< Employee Self Service Expense En!

Diners Sept 2018 & [#]
Susan Graci

Total (1 Item) 1,130.00 CAD
[+ v
A9 Add Expense ' Filter
~ Wednesday, November 07, 2018
Advertising/Promotion
testing ABC Conference where |

presented SHow me the Money project
(see agenda attached)

“Date 110772018

“Expense Type  Advertising/Promotion Q
“Purpose Approver |WETTON Q
More
testing ABC Conference where |
“Description  Presented SHow me the Money
project (see agenda attached)
1,130.00

Payment Details
“Payment | Personal (Cash Credit Cheque) [~ |

“Amount  1,130.00 CAD Q

VAT Applicability () Taxable )

Additional Information

*Billing Type

Internal T‘

“Expense Location | SAN FRANCISCO CALIFORI Q
@ Attach Receipt

3 Accounting

5% Receipt Split

Exceptions
Personal Expense () No )
NoReceipt () No )
javasa ction_win0(doc EX_SHEET_FL_WRK_EX_INSERT_LNPB');
#®= Mozilla Firefox seems slow.. to... start.
[File " Edit ViewHistoryllBookmarks Tools Help ]
BB Expense Report Entry X r
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< Employee Self Service Expense Entry
Diners Sept 2018 & [
Susan Graci
Total (2 Items) 1,147.50 CAD Dinner - 11/02/2018
+ [} v “Date |11/02/2018
Add Delete Fiter More *Expense Type | Dinner Q
~Wednesday, November 07, 2018
Advertising/Promotion 000 Purpose Approver |WETTON Q
testing ABC Conference where | : 7
presented SHow me the Money project CAD ABC Conference presented
(see agenda attached). “Description | Show me the Money - -~
dinner was not included in
~ Friday, November 02, 2018
Dinner 4750 Payment Details
ABC Conference presented Show me y
the Money - dinner was not included in CAD *Payment = Personal (Cash.Cremx.cheque;B
registration.
*Amount |17.50 cAD Q
VAT Applicability (JTaxable )
Calculated VAT 2.01
Override VAT |1.53
Additional Information
*Billing Type \ntemalB
“Expense Location |HAMILTON, Ontario Q
& Attach Receipt
£ Accounting
Receipt Spiit
Exceptions
Personal Expense () No
NoReceint () No )

= Mozilla Firefox seems slow... to... start.

Save Review and Submit

Last Saved 11/07/2018 11:24AM

I

Leam How to Speed It Up ] [ Don't Tell Me Again | X

v @ 97| | Q search

N @

Save Review and Submit

Last Saved 11/07/2018 11:24AM

Leam How to Speed It Up | | Don't Tell Me Agai




Enter information. In this instance, use Override VAT for meal item, as gratuities not
subject to VAT. Many meal receipts need VAT adjusted due to this.

Note that there are now two lines displayed to left of report, showing both expense lines
summarized.

To delete a line, use the Trash Can button on the highlighted line.

arks  Tools Help

g

B Expense Report Entry X
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‘ O3 @ hips; ‘mcmaster.ca/psc MPLOYEE/ERP/c/EX_ADMIN_EXPENSE_FLEX_EXP_SH- 0% e ©@ {}‘ ‘ Q search

Avre you sure he selected expense(s)?
Any credit card, enhanced data, or e fated vith this expense will be deleted as well.

&= Mozilla Firefox seems slow... to... start. Leam How to Speed It Up | | Don't Tell Me Again | X

The line is deleted and once again, only one line is appearing on left portion of screen.
Save after each line is added.

This is also done after receipts are added or chart field strings are entered or changed.
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< cC @ @ & https://fsdev.mcmaster.ca/psc/dsfsdev/EMPLOYEE/ERP/c/EX_ADMIN_EXPENSE_FL.EX_EXP_SHE 70% o @ | Q search I @ =
® Oracle | PeopleSoft En...
< My Expense Reports Expense Entry A Y =0
ABC Conf Toronto May/18 g‘ = Review and Submit
Susan Graci Last Saved 11/0772018 8:33AM

General Information
Total (1 item) 0.00 CAD New Expense - 11/07/2018
+ [} v “Date | 11/07/2018 =
Ada Detete Fiter ore “Expense Type a
'~ Wednesday, November 07, 2018
New Exponse 50 Purpose Approver |WETTON Q
CAD
Description

Payment Details
“Payment E'
“Amount [0.00 co Q
VAT Applicability ()Taxable
Additional Information

*Billing Type | Intemal B

@ Attach Receipt >
4 Accounting '
javasc tion_winO(document.win0, EX_HDR_WRK_GENERAL_PB");
= Mozl Firefox seems slow... to... start Lean How to Speed It Up | [ Don' Tell Me Again | X

To return to the General Information screen, click on the icon behind the report title.

[

This looks like a pen in an open square box.



[File Edit_ View Histon

BOokmarks Tools Help

B Expense Report Entry X r
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® Oracle | PeopleSoft En.
< Employee Self Service Expense Entry
Diners Sept 2018 & [ Save
Susan Graci Last Saved 11/07/2018 11:29AM
Total (1 item) 1,130.00 CAD Advertising/Promotion - 11/07/2018
+ ] v “Date | 11/07/2018
Add Delete! hd sose *Expense Type | Advertising/Promotion qQ
~Wednesday, November 07, 2018
“Purpose Approver |WETTON Q

Advertising/Promotion

113000
testing ABC Conference where | =
presented SHow me the Money project CAD testing ABC Conference
(see agenda attached) “Description | where | presented SHow

me the Money project (see
Payment Details
“Payment | Personal (Cash,Crecit Cheque) [+
*Amount | 1,130.00 CAD Q
VAT Applicability (Taxable
Additional Information
“Billing Type | Intemal [+
*Expense Location |SAN FRANCISCO CALIFOR Q
& Attach Receipt N

[ Accounting Ih

5 Receipt Spit
Exceptions
Personal Expense () No

No

No Receipt

javascriptvoid(0);

R Morilla Firefox seems slow... o... start. [Leam How to SpeedtUp | [ Don' Tell Me Again | x

To submit the report, select Save to update all recent entries/changes.

Then select Review and Submit button upper right portion of screen.

[File Edit View | History.

B Expense Report Entry X

Bookmarks Tools Help

<« Cc ® €3 @ nhttps://fsdev.mcmaster.ca/psc/dsfsdev/EMPLOYEE/ERP/c/EX_ADMIN_EXPENSE_FLEX_EXP_S 70% e @ | Q search IN @

® Oracle | PeopleSoft En
< Employee Self Service Expense Entry /ﬁ\ \

Save

and Submit

Diners Sept 2018 & (7

Susan Graci Lost Sauad_tmzonta oo
Expense Report Summary

Total (1 Item) 1,130.00 CAD Advertising/Promotion - 11/07/2018
+ [} v *Date |11/07/2018
Add Delete Fiter More

*Expense Type | Advertising/Promotion q

~Wednesday, November 07, 2018
*Purpose Approver |WETTON

Advertising/Promotion JeEa
testing ABC Conference where . i
presented SHow me the Money project CAD testing ABC Conference

“Description  where | presented SHow ~ +

(see agenda attached).
me the Money project (see

Payment Details
*Payment | Personal (Cash.Creml.Cheque)El
*Amount |1,130.00 cAD Q
VAT Applicability (_)Taxable )
Additional Information
*Billing Type | Intemal B
“Expense Location | SAN FRANCISCO CALIFOR Q
@ Attach Receipt >

2 Accounting i

B2 Receipt Split

Exceptions
Personal Expense () No )

NoReceipt () No

JjavascriptsubmitAction_winO(document.win0, EXP_RPT_SUMMARY");

& Mozilla Firefox seems slow... to... start. Leam How to Speed It Up | [ Don't Tell Me Again | x
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Expense Report Entry

Z ﬁHO\Searrh l N @ =

@ - C @ O@ & http: X .ca/psc; OYEE/ERP/c/EX_ADMIN_EXPENSE_FL.EX_EXP_St 70%
® Oracle | PeopleSoft En...

Expense Summary

Diners Sept 2018 & g
Susan Graci
Submit For Approval
Expense Report Summary Approval Status.
[ Total (1 tem) 113000 CAD | [ ReportID 0000103806 Pending ‘
l Due to Employee 1,130.00 CAD

Additional Information

|, View Analytics >
] Notes >
=) View Printable Report >

Expense Report Entry

GOER-E

® Oracle | PeopleSoft En...

l@@ﬂ https://fsdev.mcmaster.ca/psc/dsfsdev/EMPLOYEE/ERP/c/EX_ADMIN_EXPENSE_FLEX_EXP_S- T0% e \‘)‘ lQ Search

Submission Confirmation

CERTIFICATION: This is to certify that the
data contained in this expense report is
accurate and complies with expense
policy.

iy e ]

'EX_SHEET_FL_WRK_PB_SUBMIT;

R Mozilla Firefox seems slow... to.. start. | Learn How to Speed It Up | | Don't Tell Me Again | X

Select Submit to authorize the report.



iew | Historyll Bookmarks elp
My Expense Report x

< cC @ @ & https://fsdev.mcmaster.ca/psc/dsfsdev/EMPLOYEE/ERP/c/EX_ADMIN_EXPENSE_FLEX_EXP_LIST 70% o @ | Q search INn @ =

® Oracle | PeopleSoft En.

< Expense Report My Expense Reports v =
Susan Graci ©
003107887
FA Accounts Payable
Retumed "
Awaiting Approval Trows
Not Subertted U T | Creste Expense Report
Awaiting Approval 7 Actions © Description Report ID © Status © Approver & Role © Updated Date © Amount &
Pending Payment | status o @ Diners Sept 2018 0000109806 Submission in Process. 110712018 1,130.00 CAD >
View All 1% ® test 0000109761 Submitted for Approval Teresa Carmel Wetton Department Mana 101312018 158.19 CAD >
® test for split receipt 0000109747 Submitted for Approval Teresa Carmel Wetton Department Mana 10/25/2018 1,000.00 CAD >
[©] TEST SPLIT DISTRIB 0000109744 Submitted for Approval Teresa Carmel Wetton Department Mana 10/25/2018 100.00 CAD >
[©) TESTING USD & YEN 0000109723 Submitted for Approval Teresa Carmel Wetton Department Mana 10/25/2018 4402 CAD >
[©] TESTING EUROS 0000109718 Submitted for Approval Teresa Carmel Wetton Department Mana 10/25/2018 2,380.65 CAD >
) testing yen 0000109712 Submitted for Approval Teresa Carmel Wetton Department Mana 102612018 1202 CAD >
Morlla Firefox seems slow... to...start. Lean How to Speed It Up | [ Don' Tell Me Again | X

The system takes you to the summary screen.

The most recent report is the top report.

To see the status of any report, the left side of the screen places them in categories.
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B My Expense Report X

< c @ ® @ https://fsdev.memaster.ca/psc/dsfsdev/EMPLOYEE/ERP/c/EX_ADMIN_EXPENSE_FLEX_EXP_LIST 0% e @ 97| Q Search N@ =

@ Oracle | PeopleSoft En...

< Expense Report My Expense Reports /ﬁ\ v =

Susan Graci ©

003107897

FA Accounts Payable —

Retumed 0 . Actions  x

Not Submif
9rows

Not Submitted 9 w | cred COPYToNewReport

Awaiting Approval 7 Actions| Delete Report 3 Business Purpose © Report[D © Updated Date © Amount ©

Pending Payment 0 @) Send Notiication  foto May/18 Conference, Seminar, Workshop 0000109805 10772018 0.00 CAD >

View All % ® TEST General Travel and Expense 0000109789 1013112018 0.00 CAD >
© testing Joy and Jannie General Travel and Expense 0000109788 103112018 125.00 CAD >
] testing parial Conference, Seminar, Workshop 0000109752 1012512018 0.00 CAD >
© TEST SPLIT DISTR General Travel and Expense 0000109732 101252018 1380.00 CAD >
© test hotel General Travel and Expense 0000109743 1012512018 0.00 CAD >
© Testing for Screen Shots General Travel and Expense 0000109691 1072412018 100.00 CAD >
[0) Testing for Screen Shots Misc. Non Travel Expenses 0000109690 1072412018 000 CAD >
© don't approve! General Travel and Expense 0000108741 06/05/2018 2020 CAD >



For reports Not Submitted, use the down arrow in the green circle to choose between
copying the report into a new report, deleting or sending a notification. See above.
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B My Expense Report

<« c @

@ Oracle | PeopleSoft En.
< Expense Report

Susan Graci ©
003107897
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Retumed

Not Submitted

Awaiting Approval

Pending Payment

View All

®a https://fsdev.mcmaster.ca/psc/dsfsdev/EMPLOYEE/ERP/c/EX_ADMIN_EXPENSE_FL.EX_EXP_LIST. 70%

Awaiting Approval

e Actions x
Actions| Copy To New Report
@) Send Notification 18
[©) test .
test for split receipt
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TESTING USD & YEN

TESTING EUROS

® @ ® ® ©

testing yen

Report ID ©

0000109806

0000109761

0000109747

0000109744

0000109723

0000109718

0000109712

o @ 9| Q search

My Expense Reports

Status &
Submitted for Approval
Submitted for Approval
Submitted for Approval
Submitted for Approval
Submitted for Approval
Submitted for Approval

Submitted for Approval

Approver < Role & Updated Date ©
Teresa Carmel Wetton Department Mana 1/07/2018
Teresa Carmel Wetton Department Mana 1013172018
Teresa Carmel Wetton Department Mana 10125/2018
Teresa Carmel Wetton Department Mana 10/25/2018
Teresa Carmel Wetton Department Mana 1012512018
Teresa Carmel Wetton Department Mana 1012612018
Teresa Carmel Wetton Department Mana 10/2512018

m

n o =

A > =0
s

Amount <

1,130.00 CAD >
158.19 CAD >
1.000.00 CAD >
100.00 CAD >
4402 CAD >
2,380.65 CAD >
12.02 CAD >

For reports Awaiting Approval, the delete option is removed. The report can still be
copied into a new report or a notification sent.

To withdraw a report that has been submitted but not approved by the claimant or first
approver, click on the link to the specific report.

[Eile " Edit yieleigovy’goomarks Tools Help

B Expense Report Entry
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< My Expense Reports.

Diners Sept 2018 & (£
Susan Graci

Expense Report Summary
Total (1 Item)
Due to Employee
Additional Information
4, View Analytics

[ Notes

{= View Printable Report

The “withdraw” button can be accessed in the top right corner of the report.

-

®a https://fsdev.mcmaster.ca/psc/dsfsdev/EMPLOYEE/ERP/c/EX_ADMIN_EXPENSE_FL.EX_EXP_SHE!

Expense Summary

1,130.00 CAD

1,130.00 CAD

The workflow can also be viewed here.

Approval Status

Report 1D 0000109806

o

Submitted
Susan Graci
Employee 11/07/2018 11:33:22AM
Pending Approval

Teresa Carmel Wetton

Department Manager

Not Routed

Teresa Carmel Wetton

Purpose Approver

Not Routed

(Pooled)

AP Reviewers

Not Routed

Payment

Pooled approvers can be viewed by clicking on the hyper link.

A Y =0
-
Withdraw Expense Report

Submitted for Approval
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v Employee Self Service

My Work Orders Technician Service Requests Create Expense Report
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My Wallet

0 Wallet Transactions

My Expense Reports My Service Requests
10

# of Reports

g
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4
2
0

Pending Unapproved

16 Active Expense Reports

Travel and Expenses My Wallet Create/Modify Expense Report

Use the “My Expense Reports” tile to locate reports that have been created.

This tile is used to edit or delete reports that have not been submitted, withdraw or copy
reports that have been submitted but not approved, and check on where in work flow a
report may be. There is also a Create Expense Report option in this tile.

The tile gives immediate information on Pending and Unapproved reports, allowing the
user to track reports more accurately and efficiently.



