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Viewing or Modifying Default Accounting for an Expense Report

Search:

[+ Ky Favaorites

[ Repont Center

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

— Travel and Expense Center

Begin by navigating to the Expense Report Entry page.

Employee Self Service > Travel and Expense Center

ﬁ Travel and Expense Center
Employee Travel and Expense Center

E| Expense Report
Cr=at= modify, print, view or delete an Expense Report
El Create  g———
& Modify
B Print

Z More...

E‘ Cash Advance
Create, modify, print, view and delete a Cazh Advance
=l Create
E] Modify
= print

2 More...

[y e Repon

B

Click Create under Expense Report in the Main Page
| an weny >Empioyee SettServie> |

Time Report
Create, modify, print, view and delete a Time Report
= Create
& Modify
= View
= Delete

Forecast Time
Create, modify or view forecast data

Travel Authorization
=| Creats, medify, print, view, cancel or delets a Travel
Autharization
= Create
&l Modify
=] Print
3 More.

~/ Print Reports
<. Print any one of your expense tranzactions

A search box appears. .

Expense Report

EmplID: 10022008 Q,

Add

Find an Existing Value | Add a Mew Value

Eind an Existing Value ) Add a New Value
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Click the Find an Existing Value tab.

NOTE: If you are already in an expense report and want to change the accounting, skip to Step

,

Enter the expense report id into the begins with field.

Ezpense Report

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

Find an Existing Value Add a Mew Yalue

y: |ReportID x| beins 0000000368 >

Search |

Find an Existing Walue | Add a Mew Walue

vanced Search

NOTE: you can click on Advanced Search to search by Name or employee id

Click the Search button.
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5. The Expense Report Entry appears.
Expense Report
Expense Report Entry
Patricia Obrien User Defaults Report 1D: 00000003688
* General Information
*Description: |Anaheim.C.i\ Comment: 8:00am 3/22/09 through 10:30pm ;l
3125/08
*Business Purpose: |Conference j =l
Status: Fending Reference: IPOS'I‘I'RIP
Default Location: Last Updated: 05/08/2009 BYy: APROPER
Post State: Mot Applied
Accounting Defaults Apply Cash Advance(s) More Options: | j GOl
oi7 7]
*Overview *Detail Location Merchant AirHotel *Mileage *Currency
D Date . 0 ne 2 g 2 ne H ¥ De
r | Airfare |= ||03r22z000 |5 || §48.00 [USD [Utass Travel C[=] |[Out-of-Stifl|Ey [\ | =
r | HoteliLodging |=| |l03r221200a = || 580.00 |USD [Umass Travel C =] || outorstjf] Eo| \=
r | Mileage |=| (/02222009 [5) 107.80 |USD |outofPocket  |=|||out-ofstfe] || |
r | Parking/Tolls |=||/0arzziz00a B | 450 |USD |outorPocket  |=|||outorsif] |E| |
r | Parking/Tolls =] 032212009 = || 95.00 |USD | Ulass Travel C =] || out-of-Stle] ||
r | Registration-ConfTraining »| ((03/22/2009 [+ | 350.00 [USD | Uttass Travel CJ=] || out-of-St}] || J=
| lMeals (Per Diem) |=| |l03r2212009 = || 140.00 |USD [outofPocket =] |[outorstz\E |/ (=
Copy Selected | Delete Selected | | Mew Expense =] Addl Check For Errors |
Employee Expenses: 1,925.30 UsD Due Employee: 252.30 UsSD
Non-Reimbursable Expenses: 0.00 UsSD Due Vendor: 1,673.00 UsSD
Prepaid Expenses: 0.00 USD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 USD
Cash Advances Applied: 0.00 UsSD
Definition of Tatals Update Totals |
Save For Later | Submit | Expense Report Project Summary Printable View
6. NOTE: The Chartfield string you enter on the Accounting Defaults applies to new rows only. If you
want to change the Chartfields on existing rows, you must go to each row individually and change it there.
7. Fﬁ;

Click the Accounting Detail icon | on the row you want to change.
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8. Create Expense Report

Accounting Detail
Patricia Ohrien Report ID: 0000000371
This is the accounting detail for expense type Airfare with a transaction date of
2009-03-22 in the amount of 648 USD _ If changes are made inadvertently, you
may reset the default accounting values by hitting the 'Restore Defaults' button.

Restore Defaults

- _ _

L Uni % g:;:%v ;;%‘E Account |Seedchan ‘M Dept Program Clags E“s Project Activity
648.00 [lUMAMH @ 646,00 LISD 1,00000000 [726230 [ Bi34z Q [se31zo1000 | [F10 @ Q a | Q aQ

Add ChartField Line | Refresh |

| Mext Expense

OK

9. Enter the SpeedChart and tab out. The Chartfields will change

10. NOTE: we do not recommend splitting the Chartfields here but rather entering 2 expense lines for the
same expense type with their own Chartfield strings.

11. . . Mext Expense
If you are changing more than one expense type row, you can click or

Previous Expense |

to navigate to the next or prior expense lines. You can also Click the Accounting
=

Detail icon | on the next row needing a change once you are back to the Expense Report Entry page.

12. Click the OK button to return to the Expense Report Entry page.

13.
Click the Save For Later button.

Save For Later

14. Print out the Expense Report with the updated accounting information and gather all appropriate
signatures. When complete, click the Submit button.

15.

End of Procedure.
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