Job Aid

Viewing Employee Expense Transaction History

1. Use the Employee Expense History page to view an employee's expense transactions for cash
advances and expense reports. You can link to corporate card payments and employee payments
through Accounts Payable from this page. You cannot access payments through payroll from this page.

2. Begin by navigating to the Employee Expense History page.

Travel and Expenses - Process Expenses - Review Payments > Employee Expense History

-~ Travel and Expenses
[ Approve Transactions
[ Manage Emplovee
Information
[ Load External Information
[ Manage Expenses Security
= Process Expenses

[ Werify Receipts

[ Close Expenses

* Review Payments
=endor Payments

= Payroll Payment Status

= Payroll Payiments
= Payment History
= Jdournal Entries

.— Employvee Expense
History

[> Update Staged

Enter the employee id.

Employee Expense History
Enter any information wou have and click Search. Leave fields blank for a list of all values.

Find an Existing VYalue

Search by: |Employee ID x| beyins with 18855663

Search |Advanced Search

NOTE: You can click the ‘Advanced Search’ list to search by employee name

Click the Search button.

6. The transaction type view defaults to a year date range and all report types, but you can narrow the
search to view only specific types or date ranges.
NOTE: the date range is the date of travel not the date the expense report was created.
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I Employee Expense History
Patricia Ohrien
From Date: 0&/11/2008 [
Through Date: 05/11/2009 [
Transaction Type: Al =]
Search All
Cash Advances
Expenze Repors | Through |Submitted
Type D Trawel Authorizations ate |Date Amount
Change the date range if desired and select Expense Reports.
8.
Click the Search button.
9. Expense Report
Enter any information you hawve and click Search. Leawe fields hlank for a list of all values.
Find an Existing WYalue
Report ID: |hegin5 with j|
Report Descriptiun:l begins with =] |
Name: [begins with =]
EmpliD: [ begins with =]|19955665 Q
Report Status: |= j | j
Creation Date: [= = ]
I case Sensitive
Search | Clear |Elasic Search [5) Save Search Criteria
First E 1-8 of 2 E Last
ReportiD  |Report Description EmpliD __[Report Status Creation Date
T, |0000000371 Anaheinn,CA Obrien,Patricia Roper 19995668 panding 0511/2009
0000000268 Shrewshury, MA Dhrien Patricia Roper 19955668 Pending 05/08/2008
O0000003RE Anaheimm, CA Ohrien Patricia Roper 19955668 Submitted  05/08/2008
0000000169 TEST CROSS CAMPUS  Ohrien Patricia Roper 19955668 Paid Q23 ar2009
QoOooo0016E TEST CROSS CAMPLUS  Ohrien Patricia Roper 19955668 Faid Q2 0r200s9
0000000119 Shrewshury, A QhrienPatricia Roper 199555538 Fending 02192009
000Q00006Y Shrewshury Qhbrign Patricia Roper 1gg55555 Faid D2r06/2008
0000000066 Shreveshury for HR Tthe T Ohbrien Patricia Roper 19955 gEg Paid 02062004

The status column gives the status of the expense report:
» Pending — “saved for later”
» Submitted — clicked the Submit button to put the report into workflow
» Approved — Approver has approved the Expense report
» Paid — the expense report has been paid.

Page 6¢-2




Job Aid

10.

Click a report ID link in the ID column to open the expense document.

Employee Expense History
Patricia Chrien
From Date: (0511152008 [

Through Date: 051152009 5]
Transaction Type: | Expense Reports j

Through
From Date (Date

Paid & 01r27/2008 01427/2009 7270 UsD
Paid & 0152772009 0152772004 7270 UsD

Paid 5 01r20/2009 0152272004 145.40 USD

Paid & 01/27/2009 01i27/2009 7270 UsD

E\Return to Search I ENutify I
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11. Review the expense report.
View Expense Report
Expense Report Detail
Patricia Ohrien User Defaults Report ID: ooooooo3es
* General Information
Description: Anaheirm, CA Comment: 8:00arm 3522108 through 10:30pm
32519
Business Purpose: Conference
Status: Submitted for Appraval Reference: POSTTRIF
Default Location: Last Updated: 0si8i2009  Bw  APROFER
Post State: Mot Applied
Accounting Defaults More Options: | i=| GO |
*Billing Type
Aitfare 03/22/2009 F48.00|USD  |UMass Travel Card Jukorstate 2
HatellLadging 03/22/2009 500.00|USD  |UMass Travel Card D orstate 2
Mileage 03/22/2009 107.60|USD Out of Pocket Out-of-State B
Travel
Parking(Talls 03/22/2009 450{USD  |OutofPocket A
Parking(Talls 03/22/2009 95.00|USD  |UMass Travel Card Jerstale IR,
Registration-ConfiTraining  |03/22/2009 380.00{USD  |UMass Travel Card Quberstale R
Meals (Per Diem) 03/22/2009 140.00{USD  |OutofPocket Juberstale R,
Employee Expenses: 1,825.320 USD Due Employee: 252.30 UsD
Hon-Reimbursahle Expenses: 0.oo0 uso Due Yendor: 1,673.00 UsSD
Prepaid Expenses: 0.00 UsD
Employee Credits: 0.oo0 uso
Vendor Credits: 0.00 Ush
Cash Advances Applied: 0.00 UsD
12. | Atthe bottom of the page it indicates the status, including what approver the report is with.
* Action History Customize | Find | i First (1 13 0r3 [ Last
Profile Name Action Date/Time
Qbrien,Patricia Roper Submitted 02/06/2009 2.44:47PMN
Expense Manager Watrous Jacqueline A Approved 02092008 8:35:434M
Prepay Auditor Liebowitz Robert A Approved 02M10/2009 2.27.52PM
Eeturn to Review Expense Hist
L\ Return to Search | [=] Motify |
13. | Click Return to Search to find another expense report or click Return to Review Expense Hist to return to
the list of employee transactions
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14. In the list of employee expense transactions, click the ‘Paid’ icon to navigate to more detail about the
particular payment.
Employee Expense History
Patricia Chrien
Expense Dates
From Date: 0sM 102008 3
Through Date: 051152009 5]
Transaction Type: | Expense Reports j
{Search |
Through
Description Status |Frum Date |Date
TEST CROSS
Expense Report 0000000168 -0 7o 0\1/27/2009 0142772008 7270 USD
Expense Report 0000000168 1501 ©ROSS | poig = ol i7izoos 01272000 7270 USD
CAMPUS
Shrewshury for
Expense Report 0000000066 o =0 - J1/20/2009 01/22/2008 14540 USD
Expense Report 0000000067 Shrewsbury (12712008 01/27/2008 7270 USD
E\Return to Search I ENutify I
15. You can navigate to more detail by clicking on one of the available links
Flease select one of the following links:
Transaction Detail
Emplovee Payment Detail
Wendaor Payment Detail
Accounting Detail
Cancel |
16. Transaction Detail: View of the Expense Report. Same view as if you clicked on the report id
Employee Payment Detail: Payments that went through Accounts Payable. Same page as if you
navigated to Payment History
Vendor Payment Detail: Payments to the employee’s corporate card.
Accounting Detail: the Chartfield information for the expense report
NOTE: you cannot access payment detail that went through payroll from any of these links. You need to
navigate directly to that page.
17. End of Procedure.
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