EXPENSE MODULE
Accounting Services



Topics Covered

Creating/Viewing Travel Authorizations
Approving/Send Back/Deny Travel Authorizations
Creating/Viewing Cash Advances
Approving/Send Back/Deny Cash Advances
Creating/Viewing Expense Reports
Approving/Send Back/Deny Expense Reports



What is a Travel Authorization(TA)?

A Travel Authorization (TA) is the online method of gaining

approval for official University travel. It is also the way to
encumber funds related to the travel.

ltems to note about TAs:

» Cannot be back dated. The system will only accept TA’s that

are future dated. So TA must be prepared and approved in
advance of trip.

» TA’s must go through several levels on online approvals, so

please prepare in enough time to allow for approvals well
before the travel date.



What items require TA?

All trips require a TA from the traveler. However this system is
for ASU employees only.

Some items will require a SEPARATE TA:
» State Motor Pool since this is not an expense reimbursable to the
employee

» Cash Advances since these funds will require separate entry
All remaining travel expenses can be entered on one TA.

» Keep in mind that the TA encumbers funds from the budget, so
items that will be paid via purchase requisition should not be
included on the TA as those funds will be encumbered elsewhere.



TA and Available Budget

» TA’s cannot be approved unless there are adequate
funds available in the traveler’s budget.

» Please check your budget before submitting your TA.

» Please estimate your TA as close to the anticipated
costs as possible.

> Please choose the most economical means of travel.



TA and Available Budget

In-State Per Diem:

 Less than 6 hrs. = no meal reimbursement

e 6to12hrs.=512.75 meal reimbursement — subject to FICA

e Greater than 12 hrs. = S34 meal reimbursement — subject to FICA

« S85 per diem for overnight travel — one night stay (Includes both lodging and meal)

e $100 per diem for overnight travel — two or more nights stay (Includes both lodging and
meal)

Must travel outside of home base (Montgomery) to receive per diem.
Per diem covers meals and lodging - does not include transportation costs
No receipts are required to be submitted upon return.



TA and Available Budget

For Hotel Out of State— use the cost/quotes provided during
booking. Be sure to include incidentals such as daily parking.

For Meals Out of State:

Effective October 1, 2022, the University implemented a "S$S100 per
day allowance" on all out-of-state meal reimbursements related to
travel outside the state of Alabama. As such, meal reimbursements
will be estimated at $S100 per day for the duration of the trip and
will require itemized receipts for each meal.



TA and Available Budget

¢ Mileage rate effective as of January 1, 2023 is $.655.

** The mileage rate will update annually based on the
federal rate. Please consult the Accounting Services

Website for the most recent changes in the mileage
rate.



Creating/Viewing Travel Authorizations



Creating TA

Favorites » MainMenuv > Traveland Expenses v > Travel Authorization v

ORACLE

Main Menu

Travel Authorization

Create, modify, print, view or delete a Travel Authorization
w Create/Modify

Create or modify a Travel Authorization

ey \iEW
View a Travel Authorization

Home Workl

Select
“create/modify
a travel
authorization”
from the TA
menu.
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Fawvorites - Main Menu - > Worklist -

ORACLE

Travel Authorization

Find an Existing Value Add a New Value

Empl ID| Q

Add

Find an Existing Value | Add a New Value

Creating TA

¥

Worklist

—

»  Create Travel Authorization

A TA is created
from the Travel
and Expense
Center menu.

Enter the

employee ID for
which the TA is
to be created.
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Creating TA

Favorites « Main Menu = » Travel and Expenses » > Manage Employee Information » > Update Profile » Create Trave
JRACLE

To begin a travel
Create Travel Authonzation aUthOrlzatlon
Copy From an Existing Travel Authorization (TA), one can

Authorization ID MNEXT

either copy
from an existing
TA, enter one

From Date 04/17/2019 Bl To 08117/2019 |3 Search

Travel Authorization Information

Description Authorization 1D Date From  Date To Amount Currency
manually, or
MEXT 0.000
enter from a
Return to Travel Authorization Entry Te m p I ate °
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Creating TA

id Expenses + > Travel Authorization » > Create/Modify
Home Worklist Add to Favorites Sign out

. If not populating
New Window | Help | Personalize Page | i x from an existing TA
4 Submit or a template, then
one can choose to

&3] Save {An Existing Authorization

A Template
‘ Quick Start JEGTTEICR S0 GO

enter manually.

te Travel Q

/2021 [} *Date To 09/03/2021 |[3y Reference Q
NOTE: for per-diem

Totals (0 Lines) 0.00 USD travel and state
motor pool, USE
*Payment Type *Amount Currency
" S 600 e & [ template created

by accounting.
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Creating TA

Three templates
have been created

Create Travel Authorization
for employee use:

Select a Template
Authorization ID NEXT

MTR_POOL - for

Template Description Template Type
state car
Select HR PDIEM Partial Day Per Diem Travel Public Template
Select PER_DIEM Per Diem Travel Authorization Public Template
Select MTR_POOL State Motor Pool Public Template PER—DIEM - for In-

state overnight
travel

iReturn to Travel Authorization Entry:

HR PDIEM - for in-
state partial day
per diem
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Creating TA

Important!

Default Location a,
*Date From [ *Date To B Be sure to select

_ the proper location.
Look Up Default Location

Four options:
Search by: |Expense Location v |begins with

Desc
] Look Up Cancel Advanced Lookup FRGN - travel

— | Search Results outside of the
View 100 First (4 1a4ora b Last United States
Expense Location Description LOCAL - local
FRGHN FOREIGN conference
LOCAL LAl
OUTST Out of State Travel U_S_A. OUTST - travel
STATE In-State Trave

outside of Alabama

STATE - travel
within Alabama.
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Creating TA

Create Travel Authorization

Sarita Strother

*Business Purpose | General Travel and Expense v Default Location I™State Trave
“Description TEST Travel *Date From 09012021 | *Dat
Projected Expenses !

Expand Al | Colapse Al Add: | ? Quick-Fil

Important!

Be sure that
header
information
entered on the
TA.



Creating TA

@ https://fin.alasu.edu/psp/fs92prd/EMPLOYEE/ERP/c/AUDIT. ,0 > ﬂ O \@ Create/Modify

File Edit View Favorites Tools Help

I T(P—Emplnyee @l Adyen The payments plat.. & Workiist &1 CSPRD & HCPRD & FSPRD .Welmme 0G5 - Depart.. & | PeopleSoft Employee Port.. U Patient Portal & Google (€ Virtual Merchant BMerchantFoundFy & ECSI | O | RSA Login

Favorites Main Menu = > Travel and Expenses + > Travel Authorization» > Create/Medify

Home Worklist Add to Favorites Sign out

ORACLE’

New Window | Help | Personalize Page | =

A
[ Save for Later | ¢& Home | [ Summary an
it o1, | Choose an Action
Copy Authorization Lines
Default Location [In-State Travel Q Create Cash Advance
Default Accounting
*Date From [09/01/2021 |[z *Date To|09/03/2021 |[3{ Reference| |User Defaults
Totals (1 Line) 34.00 USD
*Description *Payment Type *Amount Currency
* : = , v
Test Per Diem .7 [Employee Paid v| 34000 ysp [+
£ >

O B Bile g alélil-a s~ a5 B RCLWH

To change the
accounting
defaults.

Be sure to select
DEFAULT
ACCOUNTING.
This is where
the appropriate
speedtypes will
be entered.
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Creating TA

Create Travel Authorization
Accounting Defaults

Accounting Summary

%  *GL Unit Fund Dept Eﬁf”s

100.0C| ALASU ';.\O‘H (L (27008 | Q

Add ChartField Line Load Defaults

Proje

Notice that all
employees will have a
default department.
However if the
default is not the
department for which
the travel should be
charged, then the
appropriate
speedtype must be
entered.

Also note that %’s can
be applied to
different
departments.
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Creating TA

ORACLE

Speed Type Selection

Displayed below are the Speed Type Key values you can
choose. Click on the hyperlink description and the chartfield
information will populate your line entry.

Operator SpeedTypes SEIECt the
edTvpeI{e\.ﬁ {F:';gg Depariment Account I -
020000 Fund 2 Restricted 21 27009 I a pproprlate
025000 Res Fund Payroll 21 27009 I Speedtype.
029930 PSS _CLEARING 21 27005 I
10000 Watkins Leaning Center 11 10000
10001 Center For Civil Rights 11 10001
10002 Him Library-T& 11 10002
10003 OT Library-TE 11 10003
10004 PT Library-TG 11 10004
10005 Mac Library-TE 11 10005
10006 EDU Doctorate Program Library 11 10006

10007 Education Media Cir 11 10007



Creating TA

Favorites « Main Menu «

ORACLE

Create Travel Authonzation

Accounting Defaults

Accounting Summary

Yo *GL Unit Fund Dept Project
50.00| ALASU |Q 11 |Q 27008 |Q
50.00| ALASU | Q 11 |Q [27007 |Q

Add ChartField Line Load Defaults

» Travel and Expenses » > Travel Authorization - > (

Authorization ID N

Set Personalizations

Bud Ref Class
Q 2, (600
_{ 2 600

Once speedtype is
selected — that is all
you need to do. DO
NOT change any
other fields other
than the % field if
allocating travel
between multiple
speedtypes.

Notice in this
example the travel
is split 50/50
between two
departments.
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Creating TA

Al Add: | 4% Quick-Fil

“Expense Type

5| v

Create Travel Authorization

Sarita Strother @

“Business Purpose [

Default Location |N-St2

Air Travel
*Description | Automaobile Mileage *Date From 09/01
Proiected Expenses Automobile Rental
J p Entertainment - Student
Fuel - Auto

Bxpand A | Colapss AR Ground Transportation

Honerariums/Lectures

Hotel/Lodgin

‘Date In-State C?ve?night PD >2 days Description
n| {In-State Overnight Per Diem

In-State Per Diem

Meals

Expand All | Collapse Al Miscellaneous

MISC_NONM TRAVEL

Motor Pool

Moving Expenses

Parking

Registratin - Meeting & Conf

Supplies

< SUPPLIES SCIENTIFIC

Once returned to
the main screen of
the TA, notice the
expense types that
can be selected for
the TA. For the
following example
we will use
automobile
mileage and per
diem as the
expense types.

21



Creating TA

Expand All | Collapse All Add: | ‘5: Quick-Fill
*Date *Expense Type *Desc
09/01/2021 [ |[In-State Per Diem vl
*Billing Type| Faculty/Sta’ v
*Originating Location Q
*Location n-State Travel Q
*Start Time (HH:MI)|12:00AM *End Time (HH:MI) [11:50PM v

Accounting Details '

Notice that the
detail input
screen for per-
diem requires a
location
description as
well as start and
end times.
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Creating TA

*Date *EXxpense Type .
n _ _ If selecting
31 | In-State Overnight Per Diem v .
overnight per
*Billing Type|Faculty/Sta’ v diem, be sure to
*Originating Location ||n-State Travel Q select the
*Location |In-State Travel 1o} correct per diem

.........

expense type
based on the
number of

Accounting Details | * nights stay.

Number of Nights 2

*Nightly Rate 85.00
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Creating TA

*Date *Expense Type

31 |In-State Overnight PD >2 days

L

*Billing Type| Faculty/Sta v

*Originating Location |n-State Travel

*Location ||n-State Travel
Number of Nights B
*Nightly Rate 100.00

Accounting Details

Be sure to select
the correct
overnight per
diem expense
type based on
the number of
nights stay.
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Creating TA

@ https://fin.alasu.edu/psp/fs92prd/EMPLOYEE/ERP/c/AUDIT. ,0 v ﬂ 0 @ Create/Modify

File Edit View Favorites Tools Help N Be sure to Select the

¥ TCP - Employee a Adyen The payments plat.. @j Worklist @j CSPRD @ HCPRD @ FSPRD .Welmme to G5 - Depart.. @j PeapleSoft Employee Port... V Patient Portal (5 Google (@) Virtual Merchant BMerchant Foundry @ ECSI B ] RSA Login

correct billing type. There

Favorites » Main Menu « » Travel and Expenses + > Travel Authorization~ > Create/Modify o MAnE
are six billing types:
Home Worklist Add to Favorites Sign out
ORACLE .
Faculty/Staff Domestic —
54110
*Date *Expense Type *Description A
09/01/2021 | Faculty Athletic Representativ hd Test Per Diem Faculty/Staff Foreign —
L JA-TITIWR WS Faculty/Staff Domestic 54120
L . |Faculty/Staff Foreign
*Originating Location |, 4 Q
* ion|HONORARIUMS/LECTURES -
*Start Time (HH:MI)|Moving_Expenses H:MI) 11:59PM "
Other
{Recruiting Student Domestic — 54210
Student Domestic
Student Foreign
Expand All | Collapse Al ghufpﬁgsﬁa"e' -Pse Student Foreign — 54220
SUPPLIES SCIENTIFIC (V]

Other - 54150

lallalra @ L9+ v Bk “on
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Creating TA

@ nttpsy/finalasuedu/psp/fs92prd/EMPLOYEE/ERP//AUDIT. O ~ @& & & Create/Modify

File Edit View Favorites Tools Help
-3 TCP— Employee a Adyen The payments plat.. ’;:—}_] Worklist ’;:—)_] CSPRD ’,@ HCPRD @ FSPRD .Welmmem G5 - Depart... @j PeopleSoft Employee Port... “? Patient Portal (5 Google (#) Virtual Merchant B Merchant Foundry ’,@ ECSI |El |RSA Login

»

Favorites « Main Menu « > Travel and Expenses + > Travel Authorization+ > Create/Modify
Home Worklist Add to Favorites Sign out
ORACLE
on *Amount Currency A
Diem El Employee Paid 34.00 [=]
: usD

Motor Pool Prepaid

Purchase Card

Wire by Accounting

Totals (1 Line) 34.00 USD
v

725PM
8/7/2021

- i) B2

Be sure to select the correct
billing type. There Be sure
to select the appropriate
payment type. There are
four types:

Employee Paid — Used for
all travel expenses
expected to be reimbursed
to the employee

Motor Pool- Used only for
the separate TA created for
Motor Pool expense.

Purchase Card — Used for
the expense items to be
paid through use of ASU
purchasing card.
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Creating TA

Aome = WOrKISt ' AQQ10 Favories olgn

To add another
‘Payment Type ‘Amount Currency

expense line,
. click the plus (+)
Employee Paid V 400 e @ - button.

27



Creating TA

09/01/2021 |34

Automobile Mileage

v Test Mileage

*Billing Type

*Destination Location

*Miles

Faculty/Star W

In-State Travel

180.00/

0.5600

Accounting Details

Chartfields

Amount

100.80| |ALASU |Q

[ZZH

*GL Unit

V4

Account

54110

Fund Dept

Q 11| [27008

When entering a

mileage expense line,

enter the mileage
and the system
automatically
calculates the
amount.

Notice also the
accounting details
reflect the default
accounting on this
TA.
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Creating TA

L] Save for Later | ¢& Home | [} Summary and Submit

Actions |...Choose an Action V|| GO

Reference Q

Totals (2 Lines) 134.80 USD

Notice that for any
TA, the traveler can
save and return to
complete entry later
— or if complete can
submit to approver.
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Default Location In-State Travel

*Date From [09/01/2021 |[3

Reference
C- Notes
Denied Expenses 0.00 USD
Total Authorized Amount 134.80

Creating TA

*Date To |09/03/2021

USD

£ |

Once select
summary and
submit, take
advantage of
the notes
section of the
TA to
communicate
information to
the reviewer.
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Travel Authorization Notes

Creating TA

Notes

Notes

Thisis a Test TA

OK Cancel

Name

Sarita Strother

Can type

multiple notes if

needed.
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Creating TA

Projected Expenses (2 Lines)  134.80 USD

By checking this box, | certify these costs are reasonable estima’

Submit Travel Authorization

Once select
summary and
submit, it brings
to a summary
page. Check the
certification box
and click
submit.

32



Viewing TA

Favortesy  MainMenuv > Traveland Expenses v > Travel Authorization v

Home ~ Work

ORACLE

Main Menu

Travel Authorization

Create, modify, print, view or delete a Travel Authorization

wer Create/Modify wer \iEW -
| Create or modify a Travel Authorization 1| View a Travel Authorization j Cancel

In the Travel
Authorization
Menu select
view TA.
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Viewing TA

Search Criteria

Authorization ID| begins with WV |INEXT
Authorization Name| begins with W Enter search
Name | begins with W/ criteria by
Empl ID| begins with \v|/010025510 Q entering
Status|= Vv v employee ID or
Creation Date| = v 31) name and click
[ ] case Sensitive search.

J

Search Clear Basic Search 2 Save Search Criteria

34



Jidlivil 1VeIullo

View Al

Authorization ID

0000030162
0000030000
0000023928
0000023567
0000029448
0000027193

Authorization Name

NACUBO Annual Megting
NACUBO 2020 Conference
NACUBO Annual Megting
Alliance 2020 Conference
2020 Alliance Conference

ASCPA Course

Name

Strot
Strot
Strot
Strot
Strot
Strot

Viewing TA

First '

ner Sarita 010025510 C
ner Sarita 010025510 C
ner Sarita 010025510 C
ner Sarita 010025510 C
ner Sarita 010025510 C

ner Sarita 010025510 C

150050 ! Last

EmplID  Status Creation Date

osed 0211712020
osed (02/06/2020
osed (02/03/2020
osed 011312020
osed 1211212019
osed (052212019

Select the
appropriate TA.
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Travel Authorization

Sarita Strother ?

Business Purpose General Travel and Expense

Description NACUBO Annual Meefing
Projected Expenses 2

Expand All | Collapse Al

Date "Expense Type

0711112000 HotelLodging
Billing Type Facutty/Staff Domestic

Location Qut of State Travel U.S.A.

Number of Nights 4
"Nightly Rate ~ 300.00

Accounting Details

Viewing TA

Actions |...Choose an Action

Default Location Qut of State Travel USA. Authorization ID 0000030162 Closed

Date From 07/112020  Date To 071152020 Reference
Notice the

sty 1m0 10 detail of the TA
and the status is
closed.

"Description "Payment Type “Amount Currency

Lodging during the 2020 NACUBO Annual :Ui Purchese Card 120000 USD
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Travel Authorzation

Sarta Strother

Business Purpose: General Trave and Expense

Description NACUBO Amnual Mesting
Projected Expenses

ExpandAl | Collpse Al

Dile "Eioense Tye

O Hotelloggig
Billng Type Facuty/ot Domestic

Location Qutof Sate Travel USA

Number of Nights 4
NbtyRete 30000

Accounting Detal

* Lo dong b 220 NACUBO il °

Viewing TA

Actions |..Choose an Action

Defatlt Locaton Qutof St TravelUSA Authorizatin D 0000030162 Closed

Date From (711200 Date To 07132020 Reference

Tods(1Le) {0000 U§D

Deseripton "Pajment Type "mourt Gl

g

Purchase Card 120000 S0

The traveler can view the status of a TA at
any time. Notice the status of the below
TA’s.

Pending — requires some action by the
traveler before submission.

Submitted — TA has been submitted by
the traveler for approval.

In-Process — At least one level of
workflow approval has occurred but has
not reached final approval stage.

Approved — TA has been approved at all
levels.

Denied — TA was denied at one of the
approval levels.

Closed — TA has been processed against .
an expense report.



Approve/Send Back/Deny TA



Approving TA

Favo'rtes Man'Menu ) \Vogdst y Workist

I L aiDIe  USIEOICV | | MPIUNal WUUIY AppIUYaE IYUINIUN ettt TRAVEL AUTH 10.0000000116

ROCRA 1A
[AApproval 1241 ALASU. 1901-01-

: . : | ' Madi 05, N0

Willie C Carlisle 101182011 Approval Routing Approval Workflow .ff,’flff“','fm.f TRAVEL AUTH 100000000141
RDCRATA
TAApproval, 1251, ALASU. 1301-01-

Willie C Carlisle 101182011 Approval Routing Approval Workflow 2Medum ¥ ,!,\—’-E—L AUTH 100000000142

ROCRATA
TAADDproval 1261, ALASU 1901-01-
¥ \ - ]6 rl' {
X ) A al W PALRAR'A
Willie C Carlisle 1011872011 Approval Routing Approval Workflow _Zuedlum ¥ TRAVEL AUTH 100000000143
R‘..,'C.R."‘.‘x "‘.
TAApproval. 1271, ALASU. 1901-01-

— BN
Willie C Carlisle 1011812011 Approval Routing Approval Workflow 2Hedum ¥ ﬁ AUTH D:0000000144

:“r\l,ﬁRt 'y
’(w"/ AIA

Yiluasa al ARAL 31 1ML AAAS A4

The approvers will
have notifications
of pending actions
in their worklists.

In addition to the
worklists,
approvers will
receive pending
action notifications
via email.
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Approving TA

Favorites » Main Menu = > Travel and Expenses + > Approve Transactions + > Approve Transactions
Home Wo
DRACLE' Or the approver
can access
Overview Expense Reports Time Reports Time Adjustments Travel Authorizations Cash Advances Errors th rough the
Search Pending Transactions Travel and

14 Expense menu.

v Sclect Al Clear All Approve Reviewed Send Back Refresh List .
This menu
Transactions to Approve prOVides a"
Select Transaction Type Total Unit Name Employee ID Description itemS pending
] Travel Authorization 0.01USD  Black,Kimberly 010036975 i'&gmpaym” Taxes approval similar

v select All 1 Clear Al Approve Reviewed Send Back Refresh List to the WOI'klISt.

Comments
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Role

Grant Accounting
Executive Review
Executive Review

Action History
Role
Employee
Department Manager
Department Head Approval

VP or Dean

Comments

Approving TA

Name Action

(Pooled)

Ross, Cuinton

Personalize | Find | 2l | L:_ﬂJ

Hopper, William
Name Action
Lucas Lashaundria Submitted
Singh,Shree Approved
Singh,Shree Approved
Hunt-Jackson,Eulys Approved

DateTime

Date/Time

05/07/2019 10:24:57AM

08/07/2019 12:40:46FM

08/07/201912:52:43FM

08/07/2019 1:55:30PM

First ‘4’ 1-40f4 '}/ Last

g

Budget Checking completed. Report is ready for Approval/Fosting.

et Status Valid

Budget O
Approve Send Back
Return to Approval List MWext in List

Deny

Previous in List

Save Changes

Once the TAiis
selected from the
worklist or
approval list,
approver may
notice that the
approval tab is
grayed in. The first
approver of the TA
must BUDGET
CHECK the TA. If
the status says
Valid, then the TA
has already been
budget checked.
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Approving TA

ommitment Control

Commitment Control Details

Source Transaction Type Travel Authorization
Budget Checking Header Status Valid
Commitment Control Amount Type Encumbrance
Commitment Control Tran ID 0000396544

Commitment Control Tran Date 08/07/2019
Owverride Transaction

i

Go to Transaction Exceptions Go To Activity Log:
] .4 Cancel

Once the approver
selects budget
check, the system
will indicate the
budget status. In
this case, the
budget is valid and
an encumbrance is
created.

Reminder that the
TA has not been
approved yet, so
the approver must
return to the main
page and approve.
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Role Name Action Date/Time
Grant Accounting (Pooled)
Executive Review Ross, Quinton
Executive Review Hopper, William
Action History Personalize | Find | @l L:_ﬁ First ‘4’ 1
Role Name Action Date/Time
Employee Lucas Lashaundria Submitted 08072019 10:24:57AM
Department Manager Singh,Shree Approved 08072019 12:40:46PM
Department Head Approval Singh,Shree Approved 08072019 12:52:43FM
VP or Dean Hunt-Jackson,Eulys Approved 08/07/2019 1:55:30PM
Comments

Approving TA

-4of4 ' Last

g

Budget Checking completed. Report is ready for Approval/Fosting.

et Status Valid

Budget O
Approve Send Back Deny
Return to Approval List MWext in List Previous in List

Save Changes

IS |

Notice now how the budget
status is valid and the
approve button can be
selected.

Also note that in addition to
approve there are two
additional options:

Send Back - this allows the
approver to send TA back to
the traveler to make
changes. The TA will be able
to be resubmitted back to
the approver.

Deny - this allows the
approver to send the TA
back to preparer; however
the transactions becomes
void and the traveler will
not be able to modify or
resubmit the TA.



Send Back/Deny TA

Denartment Head Approval Singh Shree Appred DRT019 125243
VP or Dean Huni-Jackson Euls Approved BTG 1:35:30PM
Comments

TipDeried o Bdye Conctan ¢

Budget Checking completed Reportis ready for ApprovakPosing
Budget Status Valid
Fudge! Opons
Appiove Send Back [eny Save Changes

Retum b Approval List Neit in Lt Previous in List

In order to deny or
send back the TA a
reason for the
denial must be
typed in to the
comment field.
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What is a Cash Advance(CA)?

The online CA is the method for requesting funds for a
trip that is to be taken in the future.

ltems to note about CA's:
» Online CA’s are ONLY applicable for those cash
advances that are payable to the employee.

» Cash advances to vendors, such as hotel
CANNOT be processed through this module.

» Hotel and registration prepayments MUST be
processed via requisition.



What is a Cash Advance(CA)?

» Funds CANNOT be advanced for in-state per diem. Per diem must be
requested upon return from trip.

» Three (3) workdays after completion of the trip a reconciliation of all
receipts for cash advance expenses must be submitted to Accounts
Payable.

» Accounts Payable will review the trip reconciliation and receipts. If the
traveler spent less than the amount advanced, the difference should be
deposited with the Bursar and deposit receipt submitted to Accounts
Payable.

> If the traveler spent more than the advance amount, the difference can be
reimbursed to the traveler through submission of an expense report.



Creating/Viewing Cash Advances



Favorites v Main Menuv > ‘Traveland Expensesv > CashAdvance »

ORACLE

Main Menu

Cash Advance

Create, modify, print, view or delete a Cash Advance

e CreatelModify e VW
|~ |iCreate or modify a Cash Advance 1| View a Cash Advance

||||||||||||||||

Creating or Viewing a CA

Select
“create/modify
a cash advance”
from the CA
menu.
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1Expenses + > Travel Authorization + > Create/Modify

te Travel Q

/2021 |[39 *Date To 09/03/2021 [5

r

*Payment Type

Home

Creating a CA

Worklist

] Save for Later | [Z} Summary and Submit

Add to Favorites

F Y3, 8 ...Choose an Action

Copy Authorization Lines

— Create Cash Advance

Default Accounting
Reference | |User Defaults

GO

P

Totals (1 Line)

Y | Employee Paid

170.00

*Amount

170.00

uUsD

Currency

UsbD

Sign out

)

Alternatively a
cash advance
could have been
created in

the Travel
Authorization
Screen.
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Create Cash Advance 0 S or L
Sarita Strother
*Busingss Purpose | Gengral Trave and Expense V *Reference TA 55555 Q
*Advance Description TEST 5'3‘ User Defauls

E:'l Import ATM Advances

Cash Advance 2 & View Prntable Version @

Creating a CA

"Source Description *Amount Currency #[<

Vv 000 USD

Note that the TA
associated with
the Cash Advance
MUST be entered

into the reference
field.

Also just like TA’s
Cash Advances
have a section to
provide notes.
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Create Cash Advance

Sarita Strother

*Business Purpose | General Travel and Expense

v

*Advance Description [TEST

Creating a CA

[ Save for Later |

*Reference TA 55555 Q

0 User Defaults

E Import ATM Advances

Cash Advance &) View Printable Version (.~ Notes
*Source Description *Amount Currency [+ [=
|System Check v| Meals and Incidentals Georgia 132.00, USD

Accounting Details

Totals

Advance Amount

132.00 USD

O By checking this box, | certify the advances submitted are accurate and comply with expense policy.

Also note that the
traveler must enter
the source (always
“system check”), a
line description, and
dollar amount.

Next to the submit
button is an
agreement by the
employee to follow
University Guidelines
with respect to cash
advances.
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Viewing a CA

Favorites v Main Menuv > ‘Traveland Expensesv > CashAdvance »

ORACLE

Main Menu

Cash Advance

Create, modify, print, view or delete a Cash Advance

||||||||||||||||

Select “view” a
cash advance”
from the CA
menu.
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Cash Advance

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

Find an Existing Value

Search Criteria

Search by:

Search

Advance ID

Advanced Search

Viewing a CA

begins with

Select Advanced
Search to enter more
specific criteria.
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Viewing a CA

Cash Advance

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

Find an Existing Value

Search Criteria

Advance ID|begins with V||

Advance Description| begins with v|

Enter ID or name and

Name |begins with Vv
—— select enter.
Empl ID|begins with \v Q
Advance Status|= v v
Creation Date |= v El

|:| Case Sensitive

]
Search Clear Basic Search 2 Save Search Criteria
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Viewing a CA

Cash Advance

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

Find an Existing Value

Search Criteria

Advance ID|begins with V||

Advance Description| begins with v|

Enter ID or name and

Name |begins with Vv
Empl ID[begins with v Q select enter.
Advance Status |= Vv Vv
Creation Date|= v El

|:| Case Sensitive

]
Search Clear Basic Search 2 Save Search Criteria
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Find an Existing Value

Search Criteria

Advance ID |begins with V|||

Advance Description |begins with W ||test

Name |begins with /|

Empl ID|begins with /| Q
Advance Status | = v v
Creation Date|= v 1)

|:| Case Sensitive

=
Search Clear Basic Search & Save Search Criteria
Search Results
View All First ‘¥ 1303 ‘P Last
Advance ID Advance Description Name EmplID Advance Status Creation Date
0000100188 test Hendrick,John 200036935 Pending 11/01/2012

Viewing a CA

Select the appropriate

Cash Advance.
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View Cash Advance

John Hendrick

Sent Back For Revision By: Grant,Stephanie

Business Purpose General Travel and Expense
Advance Description test

Accounting Date 11/01/2012

Cash Advance &) View Printable Version

Viewing a CA

STALE DATED

Report 0000100188 Pending
Reference TA123
Post State Not Applied
Created 11/01/2012  Willie Carlisle
LastUpd?’t(ed 11/01/2012  Willie Carlisle

Y0 User Defaults

f;’ Notes
*Source Description *Amount Currency
System Check (V] test 30.00 USD

Traveler can see the
status of the cash
advance.
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Jiew Cash Advance

John Hendrick

Sent Back For Revision ~ By: Grant Stephanie

Business Purpose General Travel and Expense

Advance Description test

Accounting Date 11/01/2012

Viewing a CA

STALE DATED

Report 0000100188 Pending
Reference TA123
Post State Not Applied
Created 11/01/2012  Willie Carlisle
LastUpditgd 11/01/2012  Willie Carlisle

0 User Defaults

Cash Advance &) View Printable Version (D Notes
*Source Description *Amount Currency
System Check V] test 30.00 USD

The traveler can view the status of a CA at any time.
Notice the status of the below CA’s.

Pending — requires some action by the traveler
before submission.

Submitted — CA has been submitted by the traveler
for approval.

In-Process — At least one level of workflow approval
has occurred but has not reached final approval
stage.

Approved — CA has been approved at all levels.

Denied — CA was denied at one of the approval
levels.

Staged — CA has been sent to Accounts Payable for
payment.

Paid — CA has been sent to Accounts Payable for
payment.

Reconciled — CA has been applied against an expensé
report.



Approve/Send Back/Deny CA



Approving CA

Favorites » Main Menu = > Travel and Expenses + > Approve Transactions + > Approve Transactions

Home Wo
JRACLE
Overview Expense Reports Time Reports Time Adjustments Travel Authorizations Cash Advances Errors

Search Pending Transactions

v Select All Clear All Approve Reviewed Send Back Refresh List
Transactions to Approve
Select Transaction Type Total Unit Name Employee ID Description
[]  Travel Authorization 0.01USD  Black,Kimberly 010036975 Diack - Payroll Taxes
ASCPA
¥ Select All Clear All Approve Reviewed Send Back Refresh List
Comments

This menu
provides all
items pending
approval similar
to the worklist.
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1'%

By: Richardson,Gail

urpose General Travel and Expense

sription Blumen Training in Houston, tx

1g Date 08/15/2018

Send Back/Deny CA

Trip has already occurred.

Report 0000102054 Denied
Reference 23695
Post State Not Applied

Created 08/15/2018 Lashunda Ware

Last Updated 08/27/2018  Gail Richardson
e

ye
W User Defaults

&) View Printable Version () Notes
Description *Amount Currency
il Training inTexas 08/19-22,2018 33400 usD

Just like with TA,
a CA can be
either sent back
or denied but
must have a
comment
entered. This is
an example of a
denied Cash
Advance.
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What is an Expense Report(ER)?

An Expense Report (ER) is the online method for an employee to
be reimbursed for out-of-pocket costs related to travel.

ltems to note about ER’s:
» Represent Actual Expenses: Unlike the TA, ER must be

modified to adjust the estimated amounts on the TA to the
actual amounts per itemized receipts or actual per diem

amounts.

» TA’s should be linked to the ER so that the preparer does
not have lines to key — only amounts to change.



What is an Expense Report(ER)?

> ltemized receipts must accompany the ER unless it is an in-
state per diem ER.

» Mapquest or a similar distance calculator must accompany
mileage ER.

» Gratuity should be limited to 20%. Anything in excess of 20%
will not be reimbursed.

» Daily meal expenses in excess of the CONUS per diem rate will
not be reimbursed.



What is an Expense Report(ER)?

» Air travel will be reimbursed at the lowest logical standard or
discounted rate for the period of business travel.

» ER are for employees only. Other individuals (for example
interview candidate) must go through the requisition process.

» All ER’s along with supporting documentation must be
presented to Accounting Office or Grants Accounting.



Creating/Viewing Expense Reports



Creating or Viewing an ER

Pl i i T i e v T T | e e e e R 1 D Y B e e el e m—

Favortesy ~ MainMenuv > Traveland Expenses~ > EXpense Report v

Home =~ Workist ~ Addt

ORACLE
Select
fenti “create/modify
Expense Report an expense

report” from
Create, modify, print, view or delete an Expense Report

R the ER menu.
e Create/Modify ey Print o VW

‘ECreate or modify an Expense Report | Print an Expense Report | View an Expense Repor

.................

66



Creating an ER

Favorites « Main Menu « > Travel and Expenses «

ORACLE

Copy from Approved Travel Authorization

From Date [05/07/2021 X |[31) To 09/07/2021

Travel Auth Description Authorization ID Date From

Return

> Expense Report+ > Create/Modify
Home Worklist Add 1

New Window | H

3] Search

Date To Amount Currency

0.000

An ER is to be
created from an
approved TA.
Therefore the
option should
be to copy from
a travel
authorization
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View Expense Report

Sarita Strother

Business Purpose General Travel and Expense

Report Description Alliance 2019 Conference

Reference

Expenses
Expand All | Collapse All

*Date *Expense Type

03/03/2019 Meals

03/03/2019 Parking

*

*

Creating an ER

Report 0000207727 Paid

Authorization 1D gpgo025426

*Description *Payment Type

|Mea\ Expenses for 2019 Alliance 0 P
197 characters remaining

Employee Paid

Employee Paid

Airport Parking at Birmingham, AL P

N alhmvmsbavs vamamimie;.

In this example
the ER was
populated from
TA#25426.

As such, all of

the applicable

lines from the

TA were pulled
into the ER.
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“Description

Creating an ER

" Meal Expenses for 2019 Alliance

197 characters remaining

* Airport Parking at Birmingham, AL

221 characters remaining

*Round Trip Mileage from ASU to the

*Payment Type “Amount "Currency
v[" Employee Paid 306 USD
(1 |

Employee Paid 400 USD
(1 |
v[" Employee Paid 11136 USD

196 characters remaining

The traveler
must change
each line to
reflect the
actual expenses
incurred, rather
than the
estimated that
was included on
the TA.
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*Date *Expense Type

Creating an ER

09/01/2021 |[#1) |In-State Per Diem

*Billing Type| Faculty/Staff Domestic

*Originating Location
*Location |In-State Travel

*Start Time (HH:MI) |12:00AM *End Time
(HH:MI)
Accounting Details

*Descrif
Vv *ITEST
250 cha
v EH
Q =
Q
11:59PM v

Notice for per
diem expenses,
the traveler
selects the
applicable per
diem type. If In-
state per diem is
selected, notice
that it requires
the times of
travel to be
input.
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Creating an ER

Cash Advances Applied 0.00 USD
Amount Due to Employee

N By checking this box, | certify the expenses submitted

Submit Expense Report

Check box and
select submit to
submit expense
report to the
approver.
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P N i N i i v T | e

:

Viewing an ER

e g e mr

e s

Favortesy ~ MainMenuv > Traveland Expenses~ > EXpense Report v

ORACLE

Main Menu

Expense Report

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

.................

wer Print
| Print an Expense Report

Home

i

Worklist  Addt

View
View an Expense Report

Select “view an
expense report”
from the ER
menu.
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Viewing an ER

Expense Report

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

Find an Existing Value

Search Criteria

Report ID| begins with

Report Description | begins with

Name | begins with

€€

010025510

Report Status | = v v

je.

Empl ID | begins with

Creation Date|= v 51)

|:| Case Sensitive

=)
Search Clear Basic Search |2 Sawve Search Criteria

Enter employee

ID or name and
select search.
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Search Results

View Al First ‘&' 1410111 0 Last
ReportID Report Description Name EmplID Report Status Creation Date
0000208921 ASCPA Dues - Strother  Strother,Sarita 010025510 Paid 05/21/2021
0000208787 ASCPA Dues Strother,Sarita 010025510 Paid 06/25/2020
0000208060 ASCPA Dues - S. Strother Strother,Sarita 010025510 Paid 07/01/2019
0000207727 Alliance 2019 Conference Strother, Sarita 010025510 Paid 03/08/2019
0000206943 ASCPA Dues Strother,Sarita 010025510 Paid 05/30/2018
0000205730 ASCPA Dues Strother,Sarita 010025510 Paid 05/01/2017

NANNINAQRD ACHDA NMuas IN4R Ctrmthmr Carita NMANANIEEAN Daid

Viewing an ER

nein2nnda

Select the
appropriate ER.
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View Expense Report

Sarita Strother

Business Purpose General Travel and Expense

Description Alliance 2019 Conference

Reference
Totals (2 &) View Printable Version
Employee Expenses (6 Lines) 27513 USD
Cash Advances Applied 0.00 USD

Amount Due to Employee

Viewing an ER

| NEW vvIni

Report 0000207727 Paid

Created 03/08/2019  Sarita Strother
Last Updated 03/26/2019  Alondrea Pritchett

Post State Posted
4 View Analytics (D Notes

Non-Reimbursable Expenses 0.00 USD
Prepaid Expenses 0.00 USD

27513 USD Amount Due to Supplier

Review the
details and
status of the ER.
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| New win
View Expense Report
Sarita Strother
Business Purpose General Travel and Expense Report 0000207727 Paid
Description Alliance 2019 Conference Created 03/08/2019  Sarita Strother
Reference Last Updated 03/26/2019  Alondrea Pritchett
Post State Posted
Totals & View Printable Version T View Analytics () Notes
Employee Expenses (6 Lines) 275.13 USD Non-Reimbursable Expenses 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD

Amount Due to Employee 27513 USD Amount Due to Supplier

Viewing an ER

The traveler can view the status of a ER
at any time. Notice the status of the
below ER’s.

Pending — requires some action by the
traveler before submission.

Submitted — ER has been submitted by
the traveler for approval.

In-Process — At least one level of
workflow approval has occurred but has
not reached final approval stage.

Approved - ER has been approved at all
levels.

Denied — ER was denied at one of the
approval levels.

Staged — ER has been sent to Accounts
Payable for payment.

Paid — ER has been sent to Accounts
Payable for payment. 76



Approve/Send Back/Deny ER



Approving ER

Favorites » Main Menu = > Travel and Expenses + > Approve Transactions + > Approve Transactions

Home Wo
JRACLE
Overview Expense Reports Time Reports Time Adjustments Travel Authorizations Cash Advances Errors

Search Pending Transactions

v Select All Clear All Approve Reviewed Send Back Refresh List
Transactions to Approve
Select Transaction Type Total Unit Name Employee ID Description
[]  Travel Authorization 0.01USD  Black,Kimberly 010036975 Diack - Payroll Taxes
ASCPA
¥ Select All Clear All Approve Reviewed Send Back Refresh List
Comments

This menu
provides all
items pending
approval similar
to the worklist.
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Approving ER

{2 Worklist - Windows Internet Explorer

&:}: A4 |g, hitp:/{pawstd, alasu,edu: 3170/ pspjfs3 LtstEMPLOYEEERP wiw ORKLISTPICACtion=ICVigww arklistesMenu="WorklistaMarket=GBL&PanelGroupName=wORKLIST V| LIPS |bLive Search

Iof

Ll Ll ’
File Edb ‘iew Favortes Tools  Help | x & - Il u St I l ke Wlt h TA s
f\‘f Favorites | i.:‘§ € Signout @ Juggested Sites ~ @] Web Slice Galery - a n d CA’S' a s t h e

|§|j {& Wison Price Barranco |@W0rkhst X‘ | fir B O @ v Fager Safety~ Tods @)~ ’ -
= traveler submits an
FS91TS
H | Workist | MutiChannelConsole | Addio Favories | Sign out .
Fa'.fuvr'rtesE in Menu > WoLkJLs‘t > Worklist - - B e - ER’ It routes to the
LUIN MUY UL PRI, (TRVVWEIN]

A

7
customize | Find | B | 3 First £ 43073 10 Lot

. | immediate

Profile Name

Expense Appraval Cobb Larry

supervisor for
e o approval.

Customize | Find | B | 58 First K 4071 I Last

Profile Name Action Date/Time:

Carlisle Willie C Submitted 111222011 12:27:56PN

The supervisor
B¢

MUST budget check
DS NGt ek et o P e the expense report
| | | . prior to approval —
D I notice the approval
tab is grayed in.

v
Done ‘aLocaI intranet v Hiorw -
4 s Start @ Inbox - Microsoft ... £ 3 Reminders 2 Worklist - Window. .. ?) Oradle | Peoplesaf... < Alabama State Uni, . ‘I:__,"| Sarta TA Docum,.. f_fl Training Doc - Mict.., 7] ? ’(w@ 1:18PM
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Contacts

» Call Accounting Services — Lisa Shipman
229-8392 for questions related to General Fund travel.

Call Grants and Contracts Accounting — Camera Hinton
» 229-4733 for questions related to Grant/Agency Fund travel.



