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Viewing Expense Reports

> Begin by navigating to the Expense Report Entry page.

Employee Self Service - Travel and Expense Center

Search:

[= My Favaorites

[ Repont Center

~ Emplovee Self-Sernvice
[+ Procurement
[+ Agsets
[* Travel and Expenses
[ Employee T&E Center

— Travel and Expense Center

Click Expense Report in the Main Page
Main Wenu = Employee Self-Service =
ﬁ Travel and Expense Center
= — gt Center
E‘ Time Report 2, Travel Authorization
iew or delete an Expense Report Create, modify, print, view and delete a Time Report Create, medify, print, view, cancel or delete a Travel
B c r=at= Authorization
T = Create
=l Modify
& Print
3 More...
;E Cash Advance Forecast Time Print Reports
Create, medify, print, view and delete a Cash Advance. Q Create, modify or view forecast data Print any ene of your expense transactions.
= Create = Expense Report
= Modify B 1 horization
=l Print =l Cash Advance
Z More.

Click the View link.

Main Menu = Employee Self-Service = Travel and Expense Center >
Expense Report

Create, modify, print, view or delete an Expenze Report

= Create = Modify
E Create an Expense Report Modify an Expenze Report

E" View
View an Expenze Repo

E Delet:
Delete an Expense Report

h=l
=5
=

=

Print an Expenze Report
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2. Enter the expense report id, employee id or name and click Search

Expense Report
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Yalue

Report ID: [begins with =]

Report Description: [ be gins with =] |

Name: [begins with =]

EmpliD: [begins with =] 19955668 Q

Report Status: | = j | j
Creation Date: | = =] | el

[ case Sensitive

< Search Clear |Elasi|: Search Save Search Criteria

Search | Clear |Elasic Search Save Search Criteria

Search Results

First E 1-7 of 7 |E| Last

Report Description Reurt Status [Creation Date

Qooo00037 1IN naheim, CA Dhrien Patricia Roper i Pending Q51172008
0000000369 Xhrewsburg, bld Dbrien Patricia Roper i Pending Qaraarz2o09
0000000368 Aaheim, CA Qbrien, P atricia Roper i Subrmitted 0502009
Q000000 ES TEST CROSS CAMPLIS  Qbrien Patricia Roper i Paid oM or2009
QO0QD0M 68 JEST CROSS CAMPLIS  Obrien Patricia Roper i Paid 021 0s200g
DDDDDDDDE?Ahrewshuw Dbrien Patricia Roper i Paid DZ06EZ20059

\EIEIEIEIEIEIEIEI Shrewshury for HRE T the T Ghrien, P atricia Roper i Paid 02r0E2009
NS

The Report Status field indicates where in the process the expense report is:
» Pending — ‘saved for later’
» Submitted — submitted and awaiting processing
» Paid — expense has been paid.

Click the Report ID link to view an expense report
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4. View Expense Report
Expense Report Detail
Patricia Ohrien User Defaults Report 1D: 00000003649
~ General Information
Description: Shrewshury, WA Comment: regular himonthly core team meeting
4709
Business Purpose: University Meeting
Status: Pending Reference:
Default Location: Last Updated: 05/08/2008 By APROPER
Post State: Mot Applied
Accounting Defaults More Options: E j Gol
xpense Date Amount Spent |*Currency |*Payment Type
Mileage 04/07/2009 70.40|LSD Out of Pocket In-State Travel B
ParkingTolls 0410712009 2.30|UsD Out of Pocket In-State Travel B
Employee Expenses: 72,70 UsSD Due Employee: T200 UsD
Hon-Reimbursable Expenses: 0.00 UsD Due Vendor: 0.00 UsD
Prepaid Expenses: 0.00 UsD
Employee Credits: 0.00 UsD
Vendor Credits: 0.00 UsD
Cash Advances Applied: 0.00 UsD
Definition of Totals
Expense Report Project Summary Frintatile Wiew
Eeturn to Expensze Report
OReturn to Search | tEPrevious inList | +EnextinList | Elhetity |
5. Click Return to Search or Next in List to find another expense report.
6. End of Procedure.
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