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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. 
 

  

Overview 
When entering an Expense Report, perform the following steps: 

1. Log In 

2. Create an Expense Report 
3. Fill in A Blank Report 
4. Accounting Defaults 

5. Enter Expense Details 
6. Submit the Expense Report 
 

Step 1 – Log In 
� Enter User ID 
� Enter Password 
� Click Sign In Button  
 
 
� Open Omni Financials  

 
 

 Step 1 – Log In 
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Step 2 – Create an Expense Report 
� Click Employee Self-Service 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
� Click Travel and Expense Center 
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� Under Expense Report, Click 
Create 

 
 
 
 

 
 
 
 

 
 
� Add a New Value tab should be 

highlighted 
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� Click Magnifying Glass beside 
EMPL ID box to select Traveler’s 
Name or EMPL ID to search by 

 
 
 
 
 
 
 

� Select either Name or EMPL ID 
using the drop down arrow box 
(See item 1) 

� Enter the name or EMPL ID of the 
traveler (See item 2) 

� Click Look Up 
 
 
 
 
 
 
 
 

 
 
 

Something to Think About 
When looking up by last name, place a % in 
front of the last name 

 
 
. 
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� Since multiple employees may 

have the same name, be sure to 
select the correct traveler by 
verifying their EMPL ID 

 
 
 
 
 
 
 
 
 
 
 

� Click Add 
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Step 3 – Fill in A Blank Report 
� 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 

                                         

 
Something to Think About 
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)  
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� Select the city that item was 
purchased from and click the 
underlined location next to it 
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� The city and state will appear in the ER (Expense Report) screen 
 

                                          
� In 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 
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Step 4 – ER Accounting Defaults 
� Click the link for Accounting Defaults 
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� Enter the GL Unit as FSU01 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 FSU01 (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) 
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Step 5 – Enter Expense Details 
� 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 
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Something to Think About 
 

� 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 Detail  
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� Enter Merchant name (See item 1) 
� Enter Description of item (See item 

2) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

� Click on Check Expense For Errors 
(See item 3) 
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� If there are any errors such as if 
you forgot to put in a required field, 
you will receive an error message 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

� Correct any errors there and click 
Check Expense for Errors again 
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� You should not see any more 
errors on the screen 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

� Click on Accounting Detail 
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Step 6 – Expense Line Accounting Detail 
� If Expense Details are not already filled out, enter them as you did for Accounting Defaults (Step 4) 
� Enter the GL Unit as FSU01 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 FSU01 (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 
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� Click Return to Expense 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 
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Step 6 – Submit the Expense Report 
� 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 
� If you are finished, click Submit to submit the ER for approval  
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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 

 
 

� Click OK to Submit 
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� You will now see your submitted 
ER  

� Pay special attention to the Report 
ID which is the Expense Report 
Number 

� The ER will now route to the 
approvers and then to the Prepay 
Auditor 

� Fax the receipts for the ER to 645-
9501 on an Expense Receipts 
Header Page – See the How to 
Send Receipts to RightFax 
(Cyberdocs) Job Aid 

 
 
 

 
 
 

 
 
 
  

 
 


