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¢ Financials Please note thisis nota 'l
page back' button it 1Is more a
'home' button.

Expense Report

rel and Expense Center

7 Travel and Expense Center 5

eports

°] Cash Advances
nt, view or delete an Expense Report

' Create, modify, print, view or delete Cash Advances
= Create/Modify
Print

Jiew
2 More.
Forecast Time i s, Print Reports
Create, modify or view foretyst data Print any one of your expense
S Expense Report

= Trawvel Authorization

= Cash Advance

W

i=| Delete

== Profiles and Preferences
'-E Manage your personal, organizational and financial def
=] Delegate Entry Authority

== Review Payments

r Other Expense Functions
Review history of expense payments “Wisw contents in My Wallet, create your own template, or modify and existing template.
=] Review Expense History = Create/Update User Template

Review Payments

= Review Payroll Paymenis o -
g : < Financials

Expense Report

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

£l an Dostion ol s e alus

Search Criteria
Expense Report 6

Report 1D Fegra iR ]
Create a eport Description| begins with V|
new Empl ID begins with V] Q
re port Creaion Date[= w] |

Case Sensitive

Find an ting Value Add a New Value

Empl 1D Q

Add

Search Clear | Basic Search @‘J Save Search Criteria

Find an Existing Valug | Add a New Value

Find an Existing Value | Add a New Value

|~
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¢ Financi
Expense Report C re a te a N ew re D 0 rt

Find an Existing Value Add a New Value

Expense Report

E nter em ployee #_ Find an Existing Value Add a New Value

Empl 1D a,

Empl 1D 10191836 x |Q
Add OI z

= Add 8
Leave blank and click
lmag n ifyi ng g IaSSl = Find an Existing Value I Add a New Value

Find an Existing Valug I Add a New Value

After a brief load you
Look Up Empl ID

will be able to create
e ol a report by searching
Look Up Clear Cancel Basic IaSt 'Namel'

Lookup

Search Resulis

Cnly the first 300 results can be displayed.

|On
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< Financials Create Expense Report

@ Report Creation Page General Info | —

Create Fxpense Report

Keith Parenteau
A Quick Start | __Populate From wv|| 6o
"Business Purpose| ¥ B Default Location:
C Report Description
Terra Dotta ID D
D
Enter Travel
Authorization
number from
Travel Registry
Al B C AKA Terra Dotta
_,—|Select business purpose Enter report description
Confirm | e
Sk Travel= Location dates Non Travel Expenses='NTE xyz'
smployec Ex. Tampa, FL 1/2-1/5/18' | [Ex. NTE Supplies

(o))
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< Expense Report

10

Modify Expense

Report Creation

Expense Lines

*Business Purpose nferance v Report DOO0379921 Pending

*Report Description Ei:-:: rd. ME (POST TRIP) Default Location:

Terra Dotta ID [29459

Altachments

ndow | Help | Personalize Page

Save for Later

[& Summary and Submit

Actiong |\ Choose an Acticn M

Copv Expense Lines

Default Accounting For Report
*p Feport Project Summary

Excel

C

Expenses
Expand All | Collapse All Add: | [ My Wallet (0) | % Quick-Fil Total 109.00 USD
*Date *Expense Type *Description *Payment Type =Amount =Currency
A 05/04/2013 |[5) |Mileage " Partial RT milez ~JE [ Out of Pocket v 00 f§ USD =]
1 L crnifs e of Bl -
168 characte
Enter date, type,
=“|description, payment, and Total 109.00 USD

amount

Expense Report
Accounting Defaults

D

Enter speedChart only and then tab or click in
another box. This will auto populate fields like Dept,
Program, Class etc.

Accounting Summary

%o Ll?;l_t SpeedChart Fund Dept Program Class Eﬁ ?us Project Activity
100.00 UMAGY a3 Q. ASMZ0NG, Q, Q. Q, a,

Add ChartField Line

E

Load Defaults User Defaulis

OK

I~

This will be the default
speedtype for all future lines
created next. If you had
previousy created multiple lines
before this step this accounting
default will not apply to them.

Affiliate

Oper Unit Fund Affil

Q Q Q (=]
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Attachments
=== 110. B | |Report Creati
] . epo reation : : : : Total :
Expand Al | demepeere—— P Splitfunding Lines (if needed) R0 TS
*Date *Expense Type *Description *Payment Type *Amount *Currency
05/04/2018 |1 | Mileage v *[Partial RT mileage between UMA '/L" Cut of Pocket v 108.00 USD =
168 characters remaining
*Billing Type| Out-of- | Default Rate *Exchange Rate =~ 1.00000000 ¢, &
s 200 x 0.5450 Non-Reimbursable  Base Currency Amount 109.00 USD
A No Receipt
e This line is your accounting
default from step 10
Chartfields P
Amount *GL Unit Monetary Amount gg::'éency E:;:ange Account SpeedChar Oper Unit Fund Dept Prc
[109.00 |UMAMHQ, 109.00 UsSD 1.00000000 726250 a, a Q g A Q, AD
J '
Amount Activity %olgléce Category Subcategory Affiliate Fund Affil
109.000 2 Q Q Q Q Q
1
Chartfields
Amount *GL Unit Monetary Amount gg:lr:ncy E;ﬁgange Account SpeedChart Oper Unit Fund Dept Prc
109.00  [UMAMHC 109.00 USD 1.00000000 726250 Q Q Q 4|Q ATTEEAITE @ AD
UMAMB G, ush 1.00000000 726250 QL [ QL

D

Scroll back left

|Co

|Enter second SpeedChart and then tab or click
another box. Repeat adding lines /w A-E as
needed
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Modify Expense Report

Printing Expense Cover Sheet & Adding to

Modify Expeny—=—=
*Busing Report Comment BOX

AvETor Later | ¢y Home | [B Summary and Submit

..Choose an Action W GO

Terra Dotta ID 12345

GSA Per Diem Rates

< Financials Modify Expense Report

M

7%

Report Creation

Keith Parenteau

Totals (=

*Business F‘urpcse|Confere"ce V|

*Description | Tampa, FL 1/2-1/5/18

Terra Dotta ID 12345

& View Printable Version

Employee Expenses (1 Line) 200.00 USD

Cash Advances Applied 0.00 UsSD

Mon-Reimbursable Expenses

Adding report ‘Comments' AKA 'Notes'

etails

Report 0000370003 Pending

Created 04/04/2018  Keith Parenteau
Last Updated 05/03/2018  Keith Parenteau

Post State Mot Applied
B view Analytics

Motes

JsD

Prepaid Expenses g8 UsD

Employee Credits 0.00 USD

Jupplier Credits 0.00 USD

200.00 US

[] By checking this box, | certify the expenses submitted are accurate ar

Amount Due to Employee

The 'Notes' box is what the
previous 'Comments' box
used to be.

Please communicate
anything unique or other
necessary info here.

|©©
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£ Financials viod pense Repo

Modify § 1 3 Report Creation _| -/:\ ome | BB Expens .
|Print Expense Coversheet for signatures

Teama Doitta 1D 1.4 Last Updated 1

Post Slate Mot Appls
Totals

Employes Expenses 1 Y, A Hon-Reimbursable Expenses 5 Employes Credits

ash Adyaglios A Tied i Prepaid Expenses 0 el Supplier Credits

xpense Report

Description Bigdeford, ME (POST TRIF Report (00037092 Pending Empiloyee ID
Business Purpose Conference Reference Number

......

Employee Expenses 109.00 USD Non-Reimbursable Expenses 0.00 USD Amount Due to Supplier
Cash Advances Applied 0 USI Prepaid Expenses 100 USE Amount Due 1o Employes
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New Expense Report
Cover Sheet

Report

0a00370003

Employee Employee ID
Keith Parenteau 101

Terra Dotta ID
12345

Business Purpose
Conference

Status
Pending

D escription
Tampa, FL 1/2-15/18

Comments

printable wiew,

This is the notes box on summary and submit and will appear under the comments box on the

Expense Lines

P eopleSof

PLEASE NOTE: When in
print preview this image
may be blurry. Try
printing as the preview
can be inaccurate. Also
you may need to adjust
your printer settings so
the orientation is
Landscape. Lastly
depending on browser
make sure you are
printing/saving a PDF

Date E xpense Type Description Payment Type Billing Type E xchange Rat
05022018 Firfare Dela Ot of Pocket COut-of-State Trawel 1.00 a n d n Ot a n | m age O r
Expense Distributions Other flle type
Account Fund Department Program Class Project/Grant Amount
T30 AE31201000 20000 LSO
Employes Expenses 20000 USD
Cash Advances Applied 0.00 UsSD
Mon-F eimbursable E xpensas 0.00 USD
Prepaid Expenses 0.00 USD
Amourt Due to Supplier 0.00 USD
Amount Due to Employves 20000 USD

| hereby certify that the above amounts as itemized are true and correct, were incurred by me during the necessary travel inthe servce of the University, and conform fully with the Travel Rules and

Fegulations.

Em ploves Signature D ate Account Administrator Date
Obtain wet or electronic signatures
Aaproved By [ ate Pl (P rincipal Investigator) ar Other Apprasal Date
Entered Byuser Creation Date Prant D ate Total Amount Paze Humhber
AEPARENT 040472012 Sf32018 4 4 200.00 1750 Page 1 of 2 i
L
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Repeat steps 1-8 to get back to modifying the report

Save for Later | @ Summary and Submit

Madify Expense Report 1 5

Adding Attachments

*Business Purpose|Ccnfere"ce v| Report 0000370003 Pending

Actions [ Choose an Action v|| Go

*Report Description Tampa, FL 1/2-1/5/18 % Default Location:

Terra Dotta 1D |12345

GSA Per Diem Rates
Aftachments

Expenses (:

Expand All | Collapse All Add: | E‘—l,.'-.-h-' Wallet (D) | :‘ Quick-Fill
Expense Report
*Date *Expense Type Description
05/02/2018 |[5) [Airfare v| | Delta

249 characters remaining i
Expense Report

Expand All | Collapse All

Report ID 0000370003

View Attachments Personalize | Find | L~ = First ‘& 10f1 &/ Last
Attachment = e
Number Unique Sys Filename Add Attachment

Attach your signed expense
Please note: Even though coversheet &

your expense coversheet receipts/documentation as a PDF
was in landscape mode I

when you combine the

coversheet PDF with your

receipt PDF it should create
one portrait oriented PDF.



UMASS
AMHERST

< Expense Report Maodify Expense Report

Creating an Expense Report Job Aid

PeopleSoft 9.2

16 |.|Submitting the Report

Keith Parenteau (7

| &y Home

*Business Purpose | Conference

*Report Description |Tampa, FL 1/2

Terra Dotta 1D 12345

ks Default Location:

Actions | _ Choose an Action L v

A

Report 0000370003 Pending

After adding attachments you are
taken back to the modify page.

GSA Per Diem Rates

Aftachments

Expand All | Collapse Al Add: | [2; My Wallet (0) | 47 Quick-Fill
“Expense Type < Um Ex Attachments
D18 |5 [Airfare
odify Expense Report
Expand All | Collapse Al ity Exp P

Keith Parenteau

*Descriptie:

Totals

Employee Expenses (1 Line)

Cash Advances Applied

Ill By chevi..

*Business Purpose | Copf . 2nce

Total 200,00 USD

Terra " otta 1D | 12345

Report 0000370003 Pending
lampa, FL 1/2-1/5/18 Created 0D4/04/2012  Keith Parenteau
Last Updated 05/03/2018  Keith Parenteau
Post State Not Applied
g?@ View Printable Version EAd View Analytics MNotes
200.00 USD Non-Reimbursable Expenses 0.00 USD
0.00 USD Prepaid Expenses 0.00 USD
Amount Due to Employee 200.00 USD

Amount Due to Supplier

*his box, | certify the expenses submitted are accurate and comply with expense policy.

‘ Submit Expense Report

C

[ Summary and Submit

GO

Modify Expense Report

Save for Later | ¢y Home | E&] Expense Details

Actions [ _Choase an Action ~v| | B0

xpense Report
Save Confirmation
Keith Parenteau

Totals
Employee Expenses (1 Line) 200.00 USD Non-Reimburs
Cash Advances Applied 0.00 USD Pre

D

Amount Due to Employee 200.00 USD

Cancel

ALL DONE!




