How to Create an Expense Report for
Non-Travel Reimbursement

This job aid outlines the steps to create an Expense Report for a
Non-Travel Reimbursement. May be used when there is an
emergency situation when a faculty/staff member needs to pay
for materials or services from their personal funds with the
expectation that they will be reimbursed by the University for the
purchase.

Oenjew

When entering an Expense Report, perform the following steps:
Log In

Create an Expense Report

Fillin A Blank Report

Accounting Defaults

Enter Expense Details

Submit the Expense Report

Step | - Loy In
= Enter User ID
= Enter Password

= Click Sign In Button

Do WN =

= Open Omni Financials

fﬁfl 'Zﬂ@f&

Online Management MNetworked Information - FSW
User ID: BIVESTOM
ASSWOrd: esessscss
Sign In |

QnNA

Financials 8.9 QA (SQNFI89) on PeopleTools 8.47
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Personslize:  Cortert  Layout My Links S.e.\e-:t OIHE )
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Step L - Crefe an Expense Keport

= Click Employee Self-Service

= Click Travel and Expense Center

FLORIDA STATE UNIVERSITY

Welcoms. WESTON, BOBEE. Tus, Oct 4,06 SONEPBS Home Wordst  AddhMyliks  Snod

Netwoeked Information

Personslize  Cortent  Layot  Myliks | Select One: i
Fersonalize Content | Lavout
Menu =l
Search:

[ ®
[ Wiy Favarites

[> Manager Self-Service

I Supplier Contracts

[» Customers

[» Customer Contracts

[ Purchasing

I eProcurement

b Grants

I Project Costing

> Travel and Expenses

> Billing

[» Accounts Receivable

> Accounts Payable

I Asset Managerment

> Financial Gateway

[ Commitment Contral

> FEU Operating Budgets
[» General Ledger

[> Set Up Financial=/Supply Chain
L Worklist

I Tree Manager

> Reporing Tools

I PeopleTools

— Wy Personalizations

— Mty Svystern Profile

— My Dictionary

ﬁ Employee Self-Service

r’ Employee Project Center r’ Travel and Expense Center ﬁ Procurement
. =] Bccess the key areas for entering and viewing proj Etmgloyee Travel and Expenae Certer Manage requistions, receiveing and schedule
team member information intervigis
] Manan Requistions
[ Rreceiving
ﬁ Assets ﬁ ravel and Expenses
Uz the self-service emploves role to manage assets. Submitieviewy expense reports, cash advance
B view/Tranafer Assets requests, or travel autharizations.
- Llse Prefarences
| by ialet
[ Rrgvigw Paymerts
3 hare
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= Under Expense Report, Click
Create

= Add a New Value tab should be
highlighted
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i

k znu = Employ

ﬁ Travel and Expense Center

Etmployyes Travel and Expense Center

I%‘ Expense Report “_EI Travel Authorization E‘ Cash Advance
Create, modify, print, view or delete an ==| Creste, modity, print, viesy, cancel or delete Create, modify, print, view and delete a
paRsa-Ranort a Travel Authorization Cash Advance

[l Create = Create
v =] hocify = Moty
=] print =] print = rint
2hore... Shore... 2hore...
i Print Reports 32) Profiles and Preferences %J Review Pavinents
< Prirt any one of your expense transactions. “ Manage your personal, organizational and Review history of expensze payments
= Expense Report financial details for travel and expense = Review Expenze Histor
= Travel &uthorization reporting. = Review Payments
= Cash Advance =| Feview Edit Profie = Review Payrol Payments

Delegste Entry SAuthority
Other Expense Functions

“iewe contents in My YWallet, creste your

oven template, or modify and existing

template.

=l Crestedpdate User Template

=] My Viallet

Expense Report

" Eind an Existing value ﬂ Add a New Value ‘ull'

EmpliD: | 000035910 |3

Add

Find an Existing WYalue | Add a Mew Value
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= Click Magnifying Glass beside Expense Report
EMPL ID box to select Traveler’s

/ Eind an Existing ¥alue | Add a New Value

Name or EMPL ID to search by
EmpliD: | 000035910

Add

Find an Existing Yalue | Add a Mew Value

1 Look Up EmplID .
= Select either Name or EMPL ID @mh - Egms e
using the drop down arrow box

(See item 1) Cancel | Aobvanced Lookup
= Enter the name or EMPL ID of the

traveler (See item 2) Search Results
= Click Look Up 160 o155
Name EmpliD
&5 Walter Tschinkel Qooooo3sz
Z 50m€ﬁ«]n‘\') {0 Think Aloow(' Lori McFadden 000000507
When looking up by last name, place a % in eorqe Dates 000001081
front of the last name Joseph Faranasso ooooot1494
Dion | evitan onono1 214

Michael Meredith 000001334
Thaormas Roberts ooooot40o

Joseph Travis 000001431
kenneth Roux onono1 435
harc Freeman aaooot14490
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= Since multiple employees may
have the same name, be sure to
select the correct traveler by
verifying their EMPL ID

Look Up EmplID

Search by: |Mame % hegins with| %Netter

Look Up | Cancel |Advanced Lookup

Search Results
1 of 1

Hame

EmpliD
John Metter O0K

022718

Expense Report

[ Eind an Existing Yalue | Add a New Value

EmpliD:|gooozzrie |

= Click Add )
e
Find an Existing Yalue | Add a MNew Yalue
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Step 3 - £l in A Blowk Kepot
= Confirm the name of the intended Traveler (See item 1)
= From the Quick Start Menu click A Blank Report (See item 2)
= Click GO button

R 5om€ﬁ~]n‘3 1o Think. Aloouf
Items with an asterisk (*) beside them are
required fields.

= Type in AP in the Description field (See item 3) since these ERs will route to Accounts Payable for
processing

= Select Non-Travel Exp Reimbursement as the Business Purpose from drop down menu by
clicking down arrow key (See item 4)

= Enter Default Location by typing in first four letters of the city and clicking the magnifying glass
(See item 5)

Create Expense Report

4Expense Report Entry

2 Liser Defaults Report 10k MEXT
Quick Start: @Elank Report | GDD
= -

"3 o —
‘Description: (lAF" ____) | Comment:

‘Business Purp-:-se:d @_Dn—Travel Exp Heimhurseme@ v|

Reference: | |
Default Location: 2 = @ Departure Date |:| Depart Time |:|
{amm/pim}
- Return Date | | Return Time I:I
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= Select the city that item was Look Up Default Location
purchased from and click the
underlined location next to it Search by: [EXpense Location Bjbeging wilh

Look Up | Cancel |Advanced Lookup

Search Results
1-2 of 2

Expense Location Description

ALLA TALLAHASSEE F
TALAL Tallassee, AL
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= The city and state will appear in the ER (Expense Report) screen

*iwﬂhm&ﬁw

If city is naot available check the speling or subimit a
HELP ticket for it to be added

= |n the Comments box enter the reason the item was purchased and why other purchasing
procedures were not followed.

= Enter the last 10 digits of the receipt number in the Reference field

.
‘Description: AP @mlem: Meeded paperto make copies for A \
resentation. This purchase was L
‘Business Purpose: Mon-Travel Exp Reimbursement w b 0 e
@erence: 4693255961 |}
Default Location: TALLAHASSEE FL Q Departure Date Depart Time
{am:pmy}
Return Date Feturn Time
{am:pmy}
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Sfep 4 - EK. Accontng Defouds

= (Click the link for Accounting Defaults

Create Expense Report
Expense Report Entry

John Metter User Defaults Report ID: MERT
* General Information
‘Description: AP Comment: Meeded paperto make copies for B
resentation. This purchase was
‘Business Purpose: Hon-Travel Exp Reimbursement W P P b
Reference: 4693258961
Default Location: TALLAHASSEE FL &, Departure Date Depart Time
{am/pm)
Return Date Return Time
{am/pm)

Accounting Defaults Apnply Cash Advancels) More Options: w GDl
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Enter the GL Unit as FSUO1 if not provided (See item 1)
Enter the Dept that the travel is to be charged to (See item 2)
Enter the Fund (See item 3)

If you are using a Sponsored Research Accounting Project enter the following in this EXACT order:

o PC Bus Unit as FSUO1 (See item 4)

o Project — Look up yours by using the hourglass (See item 5)

o Activity as 1 (See item 6)

o These three fields MUST be entered in this order (click Set Personalizations [See item 7] to match the
image below — See http://www.vpfa.fsu.edu/control/forms/printonly/chartfields.pdf to see how)

Create Expense Report

Accounting Defaults

John Metter Authorization ID: MEXT

o 1 /6L unit\ 2/Bent \ >fmi\] Uﬁnﬂ“s 5/ Project clivity f“‘}% Cateqory Subcategory BudRef ChartField1  ChartF
100.00FsU0t O 227000/Q (520 |G FSUD1 54 (008068 1 ) Q Q Q, Q, Q, Q

et e

Add ChartField Line | Load Defaults |

QI |
GoTo: User Defaults
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Skp 5 - Erfer Eperce Dels

Under Expense Type click drop down arrow (See item 1)
o Select Non-Travel Expense Reimbursement
= Enter Date on receipt (mm/dd/yyyy format) (See item 2)
= Enter Amount on receipt (See item 3)
= Under Billing Type click drop down arrow (See item 4)
o Select Non-Travel Expense

Details custornize | Find | B First [ 1.4 of 4[] Last
f ‘Overview \'|| ||Eh]
Select ‘Expense Type CExpense Date | *Amount Spent | 'Currency ‘Payment Type  'Billing Type
s i i i :
' ' - ] i 4.
O NoriTravel Expense Reifgbu ) 071612006 EJ_J lg 15.nn]‘,}! USD Q. Paid by Traveler ! Detai
v
v
v
Copy Selected Delete Selected Mew Expense » | Add Check For Errors |
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O'D) Something fo Think. Aloout

SCZJ = Non-Travel Reimbursements are for items not related to travel
o May be used when there is an emergency situation when a faculty/staff member
needs to pay for materials or services from their personal funds with the
expectation that they will be reimbursed by the University for the purchase. Include
emergency justification in the comments section of Expense Report.
o Non-Travel expense reimbursements are to be limited to $25 or less
o Reimbursement in excess of $25 and not an emergency must include a confirming
Order Justification Form approved by Purchasing
http://www.purchasing.fsu.edu/forms.html
= Do not combine Non-Travel Reimbursements with Travel Reimbursements
o Make sure to submit Non-Travel items on a separate Expense Report
= There is a separate Job Aid for Creating an Expense Report for travel related
expenses

= (Click on Detall

Details Custormize | Find | B First (4 1.4 of 4 [¥] Last
[ ‘Overview i [F=¥
Select ‘Expense Type ‘Expense Date  *Amount Spemt ‘Currency ‘Payment Type  ‘Billing Type
F] RonTravel Expense Reimbu » || 10M 62006 IEJ 15.00| |USD L |Paid by Traveler Maon-Tran « @
v
v
v
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= Enter Merchant name (See item 1) Create Expense Report _ _
= Enter Description of item (See item Expense Detail for NonTravel Expense Reimburse (Line 1)

2) John Metter Report ID: MEXT
‘Expense Date: 101 612008 |[=1)
‘Payment Type: [LINo Receipt
‘Billing Type: Non-Travel Exp Reimbusermer ~| L Non-Reimbursable

‘Merchant {Choose One)

Preferred: — v
Non-preferred: 1
‘Description: 2 ("|Copies for presentation )
‘Amount Spent: 15.00
‘Currency: Uso|C,
‘Exchange Rate: 1.00000000| L B
Default Rate
Reimbursement Amt: 15.00 UED

Location Amount:

Mo Receipt:

Accounting Detail

= Click on Check Expense For Errors a2

(See Item 3) C{heckExpense FDrEerrsD

Return to Expense Repart
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= |f there are any errors such as if Create Expense Report

you forgot to put in a required field, Expense Detail for NonTravel Expense Reimburse (Line 1)
you will receive an error message Jofin Neteer ReportiD: NEXT

lease enter or update the following information:
Merchant {Preferred or Mon-Preferred)

About This Expense

‘Expense Date: 10M 62006 |[=1
‘Payment Type: [ 1Mo Receipt
‘Eilling Type: Non-Travel Exp Reimbusermmer + [INon-Reimbursable

‘Mercham {Choose One)

Preferred: e
@Qonpreterred: GG
‘Description: Copies for presentation
‘Amount Spent: 15.00
‘Currency: sD| 3,
‘Exchange Rate: 1.00000000) 7L B
[+] Default Rate
Reimbursement Amt: 15.00 USD
= Correct any errors there and click Location Amot:
Check Expense for Errors again No Receipt:
Accounting Detail
Receipt Split

Gheck Expense Far Errnr@

Return to Expense Repart
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» You should not see any more
errors on the screen

= Click on Accounting Detalil
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Create Expense Report

Expense Detail for NonTravel Expense Reimburse (Line 1)
John MNetter Report ID: MEAT

‘Expense Date: Eﬂ
‘Payment Type: 1Mo Receipt
*Billing Type: | Mon-Travel Exp Reimbusermer v| LIMon-Reimbursable

‘Merchant (Choose One)

Preferred: | ha |
Non-preferred: | Kinko's |
‘Description: Copies for presentation
*Amount Spent: | 1 5.IZIIZI|
‘Currency: Q
‘Exchange Rate: | 1.DDDDDDDD| N
Default Rate
Reimbursement Amt: 15.00 USD

Location Amount: | |

No Receipt: | |

Accounting Detail

Receipt Split

Check Expense For Errars |

Return to Expense Report
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5%&,0 e - Epense Lire Accowfing Defal
If Expense Details are not already filled out, enter them as you did for Accounting Defaults (Step 4)
= Enter the GL Unit as FSUO1 if not provided (See item 1)
= Enter the Dept that the travel is to be charged to (See item 2)
= Enter the Fund (See item 3)
= If you are using a Sponsored Research Accounting Project enter the following in this EXACT order:
o PC Bus Unit as FSUO1 (See item 4)
o Project — Look up yours by using the hourglass (See item 5)
o Activity as 1 (See item 6)
o These three fields MUST be entered in this order (See
http://www.vpfa.fsu.edu/control/forms/printonly/chartfields.pdf to see how)
= The Account field should default as 741401 from the billing type selection (See item 7)
= Click OK

Create Expense Report

Accounting Detail
John Metter Report ID: MEXT

This is the accounting detail for NonTravel Expense Reimburse with a trans df of
2006-10-16 in the amt of 15 USD. f changes are made inadvertently, you may
reset the default accounting values by hitting the 'Restore Defaults' button. If
changes are m

Restore Defaults |

]|'( General Ledger ChartFields |

Amowunt 1 L Uni Monetary Amount EL:::"W E:lim"“e 2 Dept Project E?_;ce Cateqory Suhcmeu?) Account Bud
15.00FSUD1 15.00 USD 1.00000004 | 074000 2 008063 Q, Q Q l'“"”‘“:” [
Add ChartField Line | Refresh |
oK |
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Create Expense Report
Expense Detail for NonTravel Expense Reimburse (Line 1)

= Click Return to Expense Report

John Metter Report ID: MEXT
‘Expense Date: Eﬂ

‘Payment Type: 1Mo Receipt

*Billing Type: | Mon-Travel Exp Reimbusermer v | [INon-Reimbursable

‘Merchant (Choose One)

Preferred: | il |
Non-preferred: | Kinko's |
‘Description: Copies for presentation
“Amount Spent: | 1 5.IIIIII|
‘Currency: Q
‘Exchange Rate: | 1.00000000| % B
Default Rate
Reimbursement Amt: 15.00 USD

Location Amount: | |

No Receipt: | |

Accounting Detail
Feceipt Split

Check Expense For Errors |

@Eturn to Expensze Report }
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= Click on Check for Errors

= Correct any errors that are flagged and click Check Expense for Errors to make sure they are
corrected

» You should not see any more errors on the screen

Create Expense Report

Expense Report Entry

Jahn Metter User Defaults Report ID: MEXT
&2
‘Description: AP Comment: Meeded paperto make copies for i
resentation. This purchase was
‘Business Purpose: Mon-Travel Exp Reimbursement ~ B B hd
Reference: 558585
Default Location: TALLAHASSEE FL e Departure Date Depart Time
{ampim}
Return Date Return Time
{amipim)
| Accounting Defaults Apply Cash Advance(s) More Options: w | GO | |

Customize | Eind | = First E' 1-4 of 4 E‘ Last

f tOwerview ) [[F=TF

Select ‘Expense Type ‘Expense Date | *Amount Spent *Currency | ‘Payment Type ‘Billing Type

il MonTravel Expense Reimbu » | ||1001 62006 5] 16.00||UsD Sy |Paid by Traveler Maon-Tray » | *Detail
v
w
~

Copy Selected Delete Selected MNew Expense | Add Check Faor Errars |

Employee Expenses: 15.00 USD Due Employee: 15.00 USD

Non-Reimbursable Expenses: 0.00 UsD Due Vendor: 0.00 UsD

Prepaid Expenses: 000 UsD

Employee Credits: o.00 UsD

Vendor Credits: 0.a0 UsD

Cash Advances Applied: 0.00 UsD

Definition of Totals Update Totals | |
Save For Later Submit | Expense Report Project Surmmary Printahle Wiew
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Step ¢ - Sdamit e Expense Kepod
= Confirm that total amount if item is in Due Employee line
= Save the ER by clicking Save for Later in case your work is interrupted

= |f you are finished, click Submit to submit the ER for approval

Create Expense Report

Expense Report Entry

Jdohn Metter User Defaults Report ID: MRE>T
oy
‘Description: |.-ﬂ-.F' | Comuament: Heeded paper to make copies far ”~
resentation. This purchase was
‘Business Purpose: | MRon-Travel Exp Reimbursermeant V| N N S
Reference: | 45932553951 |
Default Location: [TALLAaHASSEE FL |, Departure Date [ | ::relr-mt Tilne [ ]
AT
RetwrnDate[ | RetunTime [ |
G LR ELET])
I Accounting Defaults Applhy Cash Advancelsh More Options: | vl SO | I

Custormize | Find | i First [=] 1-4 of 4 =] Last

[ rowverview 4y [F=#

Select ‘Expense Type ‘Expense Date | *Amount Spent | *Currency | *Payiment Type "Eilling Type
| | MonTravel Expense Reimbu | [100 6iz006[[E | 15.00| |usD|S Paid by Traveler *Dietail
| | =
| = =
| =l N
Zopy Selected | Delete Selected | MMew Expense vl .-ﬂ-.ddl Zheck Far Errars |
Emplovee Expenses: 15.00 UUsSD C Due Employvee: 15 00 LISD :J
Hon-Reimbursable Expenses: o.a0 Jso Due Wendor: o.ao L=Eo
Prepaid Expenses: a.oo Ush
Emplovee Credits: a.ao 1sh
Wendor Credits: a.oo Uso
Cash Advances Applied: o.oo uUsoD
I Definition of Totals Update Totals | I
(S;VE For Laﬁl (_Sut:-mit ﬁ | Expense Repart Fraject Surmimary Printabile "Wisww
i — e, —

Eeturn to Trawvel and Expense Center
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= When you click Submit, you will be brought to a screen where you can Cancel the submit action or
confirm it by clicking OK, thereby affirming your agreement to the Florida Statutes Statement

Create Expense Report

Submit Confirmation

John Metter
Employee Expenses: 14.00
Non-Reimbursable Expenses: 0.00
Prepaid Expenses: 0.00
Employee Credits: 0.00
Vendor Credits: 0.00
Cash Advances Applied: 0.00

LIS
LIS

LIS
LIS
LIS
LIS

Feport 10

MERT
Due Employee: 15.00 LISD
Due Vendor: 0.00 LUsh

Definition of Totals

| hereby cerify ar affirm that this expenses were actually incurred by me as necessany traveling expenses in the peformance of my
official duties; attendance at a conference or convention was directly related to the activities of the Florida State University; any meals or
lodging included in a conference or cormvention registration fee has been deducted from this expense report; and that any expenses
paid directly by the University have been deducted from this expenses repart. | further cedify ar affirm that this expense report is true and

correct in every material matter and the same conforms in every respect to the requirements of Section 112.061, Florida Statutes.

v

Cancel |

= Click OK to Submit

Click OF to submit, or click Cancel to return to the expense report without submitting.
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= You will now see your submitted Expense Report Datal
ER

John Metter User Defaults { Report ID: 00000&TATE 2

= Pay special attention to the Report .

. . Description: AP Comment: Meeded p_aperto_ make copies for g‘
ID WhICh IS the Expense Repo rt Business Purpose: Man-Travel Exp Reimbursement presentation. This purchase was _
b Status: Submitted far Appraval Reference: 4693258961
N umber . Default Location: TALLAHASSEE FL Departure Date [ DepartTime |:|
= The ER will now route to the Post State: Not Applid

Return Date l:lra_'g Eﬁ:]l-l';::l?me
approvers and then to the Prepay LastUpdated:  10/17/2006 BY: BUWESTON

Auditor |
= Fax the receipts for the ER to 645-
9501 on an Expense Receipts { ovorviow \ )

More Options: | | ﬂ |

Customize | Eind | L First [ 4 o1 1 [ Last

‘Expense *Amount

‘Expense Type ‘Currency | '‘Payiment Type ‘Billing Type
Date Spent
Header Page — See the How to
MEErE) Epemee 10/ 6/2006 15.00 USD Paid by Traveler a1 (Em

1 1 girmburse eirnbusermen Detail
Send Receipts to RightFax e Relmousemen
(CYberdOCS) JOb Ald Employee Expenses: 1500 UsD Due Employee: 15.00 USD

Non-Reimbursable Expenses: 0.00 Uso Due Vendor: 0.00 ush
Prepaid Expenses: 0.00 Uso
Employee Credits: 0.00 Uso
Vendor Credits: 0.00 UsD
Cash Advances Applied: 0.00 Ush

Definition of Totals

Expense Report Project Surmmary Erintable Yiew

~ Pending Actions Customize | Find | ] First [4] 13 ot 2 0] Last
Profile Name Action Date Time
Froject Travel Manager Clyde Rea
Dept Travel Approver William Agner
Frepay Auditor (Fooled)
~ Action History Customize | Find | 88 First [ 406 1 [ Last
Profile Name Action Date Time

Bobbie Westan Submitted 10M 752006 4:08:26P M

Returh to Expense Repatt

LLReturn to Search | [=] Motify |
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