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I. Objectives

By the end of this procedure, when approving an expense report you should be able to:
e Change Accounting details
e Add an additional distribution line
e Correct accounting detail errors
e Add a Project to an Expense Report and Fixing Possible Budget Errors

Approvers can change the accounting details for all of the following Business Purposes within the Travel and
Expense module:

e Employee Reimbursement (non-travel)

e Employee Travel

e Procurement Card

e Team Card

e Travel Card
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II. Changing Accounting Details on an Expense Line

Use your worklist, or email, to identify Expense Reports that require your attention.

When approving an expense report, Approvers can:
e Change accounting details on an expense line on the Expense Details page

Step 1: Once on the Approve Expense Report — Expense Summary page, verify the Budget Status is Valid
before making changes or approving the expense report.

Favorites ¥ | Main Menu ¥ Worklist ¥

UNIVERSITY OF

I | SOUTH CAROLINA

Worklist | 4 Home | Sign Out

AddTo v v @

Notification  NavBar

Related Content v | New Window | Help | Personalize Page
Approve Expense Report - Expense Summary HE
Joanne Callahan Actions | --Choose an Action
Business Purpose  Employee Travel Report 3000045654 Submitted for Approval From Date  12/03/2019
Description ~ ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan To Date 12/03/2019
Reference Last Updated  12/03/2019  RHONDA STEPHENS Trip Location  Philadelphia, Pennsylvania
Authorization ID 1000014552
Accounting Date  12/03/2019 Accounting Template  STANDARD
Budget Status  Valid Budget Options
T View Analytics ©  Notes & Attachments
Totals (?)
Employee Expenses (4 Lines) 1,729.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 1,729.00 USD Amount Due to Supplier 0.00 USD
» Approval History
¥ Comments
&
4
Approve ‘ ‘ Send Back | Hold Save Changes
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Step 2: Click the Related Content drop-down arrow to review the Accounting Details for this report.

Step 3: Select Accounting Details from the list.

Favorites ¥ | Main Menu v Workiist ¥ > Worklist Worklist | & Home | Sign Out

il otmswoma FUAT I Y s e W

Notification  NavBar

Related Content v | | New Window | Help | Personalize Page

Approve Expense Report - Expense Summary e

Joanne Callahan Purchase Enhanced Data 5 -.Choose an Action
CGA Approver
Business Purpose  Employee Travel Report 3000045654 Submitted for Approval Travel Enhanced Data 19
Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan To Date 120372019
Reference LastUpdated  12/03/2019 RHONDA STEPHENS Trip Location  Philadelphia, Pennsylvania
Authorization ID 1000014552
Accounting Date  12/03/2019 Accounting Template STANDARD
Budget Status  Valid Budget Options
T View Analytics @ Notes & Attachments
Totals (?)
Employee Expenses (4 Lines) 1,729.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 1,729.00 USD Amount Due to Supplier 0.00 USD

» Approval History

¥ Comments

Approve Send Back ‘ Hold ( Save Changes
\ | \

Notice the accounting details for each expense line populates in the bottom half of the screen.
Step 4: Use the dots at the top center of the Related Content window to expand the page if necessary.

Step 5: Identify the expense line(s) that require accounting changes.

Favorites ¥ | Main Menu ¥ Workiist ¥ > Worklist Worklist | i Home | Sign Out

il otmswoma FUAT [hovsarsosc 2 e ¥

Notification  NavBar
Related Content v

New Window | Help | Personalize Page

Approve Expense Report - Expense Summary HEY
Joanne Callahan Actions  --Choose an Action
Business Purpose  Employee Travel Report 3000045654 Submitted for Approval From Date 12/03/2019
Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan To Date 12/03/2019
Reference Last Updated  12/03/2019  RHONDA STEPHENS Trip Location  Philadelphia, Pennsylvania
Authorization ID 1000014552
Accounting Date  12/03/2019 Accounting Template  STANDARD
Budget Status  Valid Budget Options
T View Analytics @ Notes & Attachments
Totals (?)
Emnlnuaa Fynancac (4 1 inac) 17%a0n 118N Nan_Raimhureshla Fvna non 1sn Fmnlavaa Cradite non 1isn
¥ Related Content ‘ CGA Approver | | Accounting DetaIIsJ ‘ Purchase Enhanced Data | | Travel Enhanced Data [e4
SC_EX_EXP_RPT_ACCTG_DETAILS- Expense Rpt Accounting Detl RC
Download results in:  Excel SpreadSheet CSV Text File XML File (5 kb)
View Al First 1404 Last
5 rC Expense —— Budget Budget B
E;:;:;’ De'::z;:“m EXPeNSe Ling Dist EXPEMSe  ricyotNumber Distance Morchant Du‘;','[‘;"m GLunit SPEr Dopartment Fund Account Class Bum ProjectiActiay| Line | Crastad On vl dhl{advancs i'.;';‘.?‘!: Distribution | ocation Acetg Date Hosdor Lina E"“"::“’"
ACS Cont. Air Travel Delta Fiight
1 p000045654 o f 120032019 1 1 DELTA4567YH7 ) to USCO1 CLO71 130200 A0001 52024 101 650.000 12/03/2019 1000014552 OUTST 120032019V V
ilidelphia Expenses Philadeiphie
Hampton
2 pooooasess AC0 OO 15032019 2 1 flteland 0 Inn Center - ;5601 CLO71 130200 A00D1 52024 101 765.000 12103/2019 1000014552 OUTST 12032019V V
iidelphia Lodging City,
Philadelphia
ACS Con. Meal Meals for
33000045654 - 12032019 3 1 0 three days  USCO1 CLO71 130200  A00O1 52024 101 100.000 12/03/2019 1000014552 OUTST 120032019V Vv
iidelphia Expenses ey
American
43000045654 :ﬁﬁdg“;’l‘:‘:a 12/03/2019 4 1 Registration [ g::’g;a' USCO1 CLO71 130200 A0001 52024 101 214.000 12/03/2019 1000014552 OUTST 120032019V V
Conference
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Step 6: After a thorough review of the accounting details, click the Paglet Settings icon, and then click Close.

Favorites ¥ | Main Menu ¥ Worklist ¥ > Worklist Worklist | i Home | Sign Out

Notification ~ NavBar

S | universiTy v
il otmswoma FUA [~ seaen T P N )

Related Content v | New Window | Help | Personalize Page

Approve Exp Report - Exp S Yy EFE)
Joanne Callahan Actions | --Choose an Action
Business Purpose  Employee Travel Report 3000045654 Submitted for Approval From Date 12/03/2019
Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan ToDate 12/03/2019
Reference Last Updated  12/03/2019 RHONDA STEPHENS Trip Location  Philadelphia, Pennsylvania
Authorization ID 1000014552
Accounting Date  12/03/2019 Accounting Template STANDARD
Budget Status  Valid Budget Options
T View Analytics ©  Notes 4. Attachments
Totals ()
Emnlnvaa Fynancae /4 1 inacl 172000 118N Nnn-Raimhureshla Evnancas non 1isn Emnlavaa Cradite nnn tisn
~ Related Content CGA Approver | [ Accounting Details | | Purchase Enhanced Data || Travel Enhanced Data c E

SC_EX_EXP_RPT_ACCTG_DETAILS- Expense Rpt Accounting Detl RC

Download results in:  Excel SpreadSheet CSV Text File XML File (5 kb)

View All First 1-4 of 4 Last
" . pC Expense - Budget Budget .
e  port \ T0SNSe Line It EXPONSS ket Number Distance Merchant o % GLunit QP Department Fund Account Class Bus Project Activity Line CreatedOn ""oSHAUR Advance Amount Disttbution  ocayion pcctg Date Header Line SSePUon
oport  Description  Date Line  Type Description Unit - e D ID  Applied  Status e g [ Tye
[acS Con, e Travel Delta Fiight
13000045654 ACS COM. 121031019 1 4 ATVel b ppssezviy 0 to USCO1 CLO71 130200 A0001 52024 101 650.000 12/03/2019 1000014552 OUTST 12032019V v
Phildelphia Expenses evleiiphia
Hampton
/ACS Conf. Hotel and Inn Center
2 3000045654 Ao O 1210312019 ) 0 R USCO1 CLO71 130200 A00D1 52024 101 765.000 12/03/2019 1000014552 OUTST 120032019V V.
Philadelphia
ACS Con. Meal Meals for
3 3000045654 pnco 12032010 3 1 PR 0 tren ey v cLort 150200 oot 2|11 100,000 1210312019 1000014552 OUTST 120032019V v
American
43000045654 o SO 1200312019 41 Rogistration 0 Soomee! Uscot CLOT1 130200 AOD1 52024 101 214.000 12/03/2019 1000014552 OUTST 12032019V v
Conference

Step 7: If account detail changes are necessary, click the Expense Details link.

Favortes ¥ | Main Menu Worklist ¥ > Workiist Worklist | i Home | Sign Out

e v ¢ N\ T
AR | SOUTH CA 1‘;‘ C| A I I )
% | SOUTH CAROLINA I U ™M1 E= RUDERE | e

Related Content v | New Window | Help | Personalize Page
Report - Expense Summary
Actions | --Choose an Action j ‘ GO

rpose Employee Travel Report 3000045654 Submitted for Approval From Date  12/03/2019
iption  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan ToDate 12/03/2019
rence LastUpdated  12/03/2019  RHONDA STEPHENS Trip Location  Philadelphia, Pennsylvania

Authorization D 1000014552
g Date  12/03/2019 Accounting Template  STANDARD
[Status  Valid Budget Options

™ View Analytics @ Notes & Attachments
lenses (4 Lines) 1,729.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Vances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 1,729.00 USD Amount Due to Supplier 0.00 USD
‘ ‘ Send Back ‘ ‘ Hold Save Changes
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Step 8: To view all expense line details, click the Expand Lines link.

Favorites ¥ | Main Menu ¥ Worklist ¥ > Workiist Worklist | i Home | Sign Out

24 | universiTy oF ’7‘ ‘ ‘ z k Navigator ~ | Search » v @
r < Advanced Search GLEND -
@Q’; SOUTH CAROLINA | § ‘4’; Notification  NavBar

Related Content v | New Window | Help | Personalize Page

Approve Expense Report - Expense Details [ Summary an

Joanne Callahan Actions | ---Choose an Action 9

Business Purpose Employee Travel Report 3000045654 Submitted for Approval From Date 12/03/2019
Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan ToDate 12/03/2019
Reference Last Updated  12/03/2019 RHONDA STEPHENS Trip Location  Philadelphia, Pennsylvania

Authorization ID 1000014552
Accounting Date  12/03/2019 Accounting Template STANDARD
Budget Status  Valid Budget Options
@ View Analytics ©  Notes 4. Attachments
Expenses (O

Expand Lines | Collapse Lines | Expand Al | Collapse Al Total 1,720.00  USD

Receipt Information

(] Receipts Received

*Date *Expense Type *Description *Amount *Currency Approve
2 : .
* N " 5 & v Receipt Required v
12/03/2019 Air Travel Expenses Delta Flight to Philadelphia Y. o 650.00 USD ’

226 characters remaining Receipt Verified

2 . .
N . : & 7 Receipt Required v
12/03/2019 Hotel and Lodging Hampton Inn Center City, Phlladelph% & 765.00 USD M
— Receipt Verified
217 characters remaining
. & Receipt Required 7
12/03/2019 Meal Expenses Meals for three days away Y, & 10000  USD ’
Receipt Verified

229 characters remaining

Step 9: Scroll down to find the expense line(s) that requires account detail changes.

Receipt Information

Receipts Received

*Date *Expense Type *Description *Amount *Currency Approve
* . ] " & # v Receipt Required v
12/03/2019 Air Travel Expenses Delta Flight to Philadelphia y 65000  USD

Receipt Verified
226 characters remaining eceipt Verifie

v Default Rate

Exchange Rate 1. i
Payment Type Personal Reimbursement 9 00000000 Non-Reimbursable
Billing Type AVAILABLE FOR COST COLLECTION Base Currency Amount 650.00 USD No Receipt
Location Out of State
Ticket Number DELTA4567YH7
N
Accounting Details (D
Chartfields VAT Amounts 13
Amount *GL Unit v y Oper Unit Dept Fund Account Class RC{Bus Project
Amount Code Rate P! Unit
650.00 uscot Q 650.00 USD 1.00000000 (CLO71 Q130200 Q| A0001 Q| 52024 Q |11 Q Q
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Step 10: Make the necessary accounting detail changes at the line level. For this example, the Department was
changed from 130200 to 130290 for the Air Travel Expense line only.

Favorites ¥ | Main Menu ™ Worklist v Workdist

Worklist | # Home | Sign Out

&l woiceomna  FUAT

Receipt Information

Notification  NavBar

[ Receipts Received

*Date “Expense Type *Description *Amount  *Currency

iz # v Receipt Required

Approve
. - v
12/03/2019 Air Travel Expenses Delta Flight to Philadelphia 4 65000 USD

Receipt Verifi
226 characters remaining eceipt Verified

v Default Rate

B
Exchange Rate 1.00000000 i
Payment Type Personal Reimbursement 9 Non-Reimbursable
Billing Type AVAILABLE FOR COST COLLECTION Base Currency Amount 650.00 USD No Receipt
Location Out of State
Ticket Number DELTA4567YH7
Accounting Details
Chartfields ‘ ‘ VAT Amounts n»
Amount *GL Unit v v Oper Unit Dept Fund Account Class BC{Bus Project
Amount Code Rate Unit
650.00 uscot Q 650.00 USD 1.00000000 CLO71 Q A0001 Q 52024 Q 101 Q Q

Step 11: To save the changes, click the Summary and Approve link.

Favorites ¥ | Main Menu ¥ Worklist v Workist

= |

v ¢ Y J =
il insroma FUAT AN C)

Notification  NavBar

Worklist | 4 Home | Sign Out

Related Content v | New Window | Help | Personalize Page

nse Report - Expense Details

Actions  --Choose an Action j ‘ G
ess Purpose  Employee Travel Report 3000045654 Submitted for Approval From Date 12/03/2019
D ipti ACS Conf. Phili I Created 12/03/2019  Joanne Callahan To Date 12/03/2019
Reference Last Updated  12/03/2019 RHONDA STEPHENS

Trip Location Philadelphia, Pennsylvania
Authorization ID 1000014552

ounting Date  12/03/2019 Accounting Template STANDARD
udget Status  Valid Budget Options
& View Analytics ¢ Notes & Attachments
lapse Lines | Expand All | Collapse All Total 1,72000 USD
ion
eived
*Expense Type *Description *Amount *Currency Approve
2 . .
* . ; 5 &, v Receipt Required v
32010 Air Travel Expenses Delta Flight to Philadelphia y @ 65000 USD *

226 characters remaining Receipt Verified

7| Default Rate

i

Exchange Rate 1.00000000 Non-Reimbursable

[Payment Type Personal Reimbursement
Billing Type AVAILABLE FOR COST COLLECTION Base Currency Amount 650.00 USD No Receipt

Location Out of State
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Step 12: Be sure to Budget Check the transaction before approving. This will save the changes and update the
expense lines. To do this, click the Budget Options link.

Favortes ¥ | Main Menu ¥ Worklist ¥ > Workist Worklist | 4 Home | Sign Out

=

olstmseoma FUAT e

Notification  NavBar

Related Content v | New Window | Help | Personalize Page

Approve Expense Report - Expense Summary RE]
Joanne Callahan Actions  --Choose an Action
Business Purpose  Employee Travel Report 3000045654 Submitted for Approval From Date 12/03/2019
Description  ACS Conf. Philidelphia Created  12/03/2019  Joanne Callahan ToDate 12/03/2019
Reference Last Updated  12/03/2019  RHONDA STEPHENS Trip Location  Philadelphia, Pennsylvania

Authorization D 1000014552

Accounting Date  12/03/2019 Accounting Template STANDARD

Budget Status  Not Budget Checked Budget Options

View Analytics @ Notes 4. Attachments

Totals ()

Employee Expenses (4 Lines) 1,729.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD

Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 1,729.00 USD Amount Due to Supplier 0.00 USD
» Approval History
¥ Comments
¢
V.
) S-SRy SR
Approve ‘ ‘ Send Back Hold Save Changes

Note: It is required that the report is budget checked before it is approved. If you try approving the report
before it is budget checked, the following message will appear when you click the Approve button.

Expense Report (30000,180)

Please budget check the expense report using the "Budget Options" link at the top of the page then click "Approve".
Approvers authorized to modify accounting distributions may only approve expense reports that have been budget checked.
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Step 13: On the Commitment Control Details page, click the Budget Check button.

Favorites ¥ | Main Menu ¥ Worklist ¥ Worklist Worklist | & Home | Sign Out

L lsomceoma  FU [hasor s . R C)

Notification  NavBar
New Window | Help | Personalize Page

Related Content v

Approve Exp Report - Exp St Yy HE|
Joanne Callahan Actions  --Choose an Action
Business Purpose  Employee Travel Report 3000045654 _Submitted for Approval From Date  12/03/2019
Description  ACS Conf. Philidelphia Commitment Control x To Date  12/03/2019
Reference Help Trip Location  Philadelphia, Pennsylvania
Commitment Control Details
Accounting Date  12/03/2019 Source Transaction Type Expense Sheet
EEESED  NREEEEeded  ERE Budget Checking Header Status  Not Budget Checked
Commitment Control Amount Type Encumbrance 4 Attachments
Totals @ .
Commitment Control Tran ID 0001632475
Commitment Control Tran Date  12/03/2019
Override Transaction
Employee Expenses (4 Lines) 1,729.00 USD e Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD |‘ Budget Check | Supplier Credits 0.00 USD
Go to Transaction Exceptions Go To Activity Log
Amount Due to Employ 0.00 USD
OK Cancel ‘
» Approval History
v Comments

‘ 2R

Step 14: Click the OK button when the Budget Status is ‘Valid’. Be sure the budget checking process is
complete before clicking OK.

Favorites ¥ | Main Menu ¥ Worklist ¥ Worklist

Workiist | & Home Sign Out’

Somcroma FUAT N )

Notification NavBar
Related Content v | New Window | Help | Personalize Page
Approve Expense Report - Expense Summary EE|

Joanne Callahan

Actions

Business Purpose Employee Travel Rej

ort 3000045654 _Submitted for Approval From Date  12/03/2019
Description  ACS Conf. Philidelphia Commitment Control X ToDate 12/03/2019
Reference

Help Trip Location  Philadelphia, Pennsylvania
Commitment Control Details

Accounting Date  12/03/2019 Source Transaction Type Expense Sheet

EutgetstatuzpiictButigetChecked Budgg IBudget Checking Header Status  Valid I

Commitment Control Amount Type Encumbrance 4 Attachments
Totals (2
Commitment Control Tran ID 0001632475

= Commitment Control Tran Date  12/03/2019 -
Override Transaction
Employee Expenses (4 Lines) 1,729.00 USD o Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Budget Check Supplier Credits 0.00 USD
Go to Transaction Exceptions {Go To Activity Log
Amount Due to Emplo} 0.00 USD

Cancel ‘

» Approval History

¥ Comments

Note: Before approving the report, you can use view the Accounting Details in Related Content to make sure
the accounting detail changes saved.
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Step 15: Click the Approve button if you are ready to move the expense report through workflow. If

necessary, you can take other actions on a report such as:

e Send Back: Request the report is edited in some way. A detailed comment is required.
e Hold: Further research is required. A detailed comment is required.

il

Worklist | & Home Sign Out
Bloomeeom FUAT sy

AddTo v

(©)

Nofification ~ NavBar
Related Content v | New Window | Help | Personalize Page

Approve Expense Report - Expense Summary

EE]
Joanne Callahan Actions  --Choose an Action
Business Purpose  Employee Travel Report 3000045654 Submitted for Approval From Date  12/03/2019
Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan ToDate 12/03/2019
Reference LastUpdated  12/03/2019 RHONDA STEPHENS Trip Location Philadelphia, Pennsylvania
Authorization ID 1000014552
Accounting Date  12/03/2019 Accounting Template STANDARD
Budget Status  Valid Budget Options
T View Analytics @  Notes & Attachments
Totals
Employee Expenses (4 Lines) 1,729.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 1,729.00 USD Amount Due to Supplier 0.00 USD
» Approval History
¥ Comments
ot
4
(
‘ Send Back ‘ ‘ Hold Save Changes

Step 16: Click OK to certify the expenses submitted are accurate for official business of the University.

Favorites ¥ | Main Menu ¥ Workilst ¥ Worklist Worklist | 4 Home | Sign Out
& | unive Save Confirmation
’@;{;‘”ﬁ SOl tion  NavBar
Help sonalize Page

Approve Expense Report

Approve Ex| . - : E}
PP =1 Submit Confirmation E L

Joanne Callahan o

Joanne Callahan ReportID 3000045654 B

Bu:
Totals D
Employee Expenses (4 Lines) 1,729.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
A
Amount Due to Employee 1,729.00 USD Amount Due to Supplier 0.00 USD
Totals )
“ This report will be approved.
Empli
4 By clicking OK, | certify the expenses submitted are accurate and comply with the University of South Carolina Travel Policy (FINA 1.00). | also certify that the expenses were incurred on official business
for the University.
Cancel
» Approval
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III. Add Multiple Distribution Lines to an Expense Line

Use your worklist, or email, to identify Expense Reports that require your attention.

When approving an expense report, Approvers can:
e Add multiple distribution lines to an expense line on the Expense Details page

Step 1: Once on the Approve Expense Report — Expense Summary page, verify the Budget Status is Valid
before making changes or approving the expense report.

Favortes ¥ | Main Menu Worklist ¥ > Workiist Worklist | i Home | Sign Out

ilooseoma FUAT Y 5o - &9

Notification NavBar
Related Content v | New Window | Help | Personalize Page

Approve Expense Report - Expense Summary =13
Joanne Callahan Actions  --Choose an Action

Business Purpose  Employee Travel Report 3000045654 Approvals in Process From Date  12/03/2019

Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan ToDate 12/03/2019
Reference Last Updated  12/03/2019  RHONDA STEPHENS Trip Location  Philadelphia, Pennsylvania
Authorization ID 1000014552
Accounting Date  12/03/2019 Accounting Template  STANDARD
Budget Status  Valid Budget Options
T View Analytics ©  Notes & Attachments
Totals (?)
Employee Expenses (4 Lines) 1,729.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 1,729.00 USD Amount Due to Supplier 0.00 USD
» Approval History
¥ Comments
&
4

Approve ‘ ‘ Send Back Hold Save Changes
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Step 2: Click the Related Content drop-down arrow to review the Accounting Details for this report.

Step 3: Select Accounting Details from the list.

Favorites ¥ | Main Menu ¥ Worklist v Worklist

FUAT

Worklist |

A Home |

V

Notification

Sign Out

2 | universiry or

% | SOUTH CAROLINA Advanced Seach

AddTo v

NavBar

Related Content v New Window | Help | Personalize Page
Approve Expense Report - Expense Summary RE
Joanne Callahan Purchase Enhanced Data 5 --.Choose an Action
CGA Approver
Business Purpose  Employee Travel Report 3000045654 Approvals in Process Travel Enhanced Data 19
Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan To Date 120312019
Reference Last Updated  12/03/2019  RHONDA STEPHENS Trip Location  Philadelphia, Pennsylvania
Authorization ID 1000014552
Accounting Date  12/03/2019 Accounting Template STANDARD
Budget Status  Valid Budget Options
T View Analytics @ Notes & Attachments
Totals (?)
Employee Expenses (4 Lines) 1,729.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 1,729.00 USD Amount Due to Supplier 0.00 USD
» Approval History
¥ Comments
B¢
4
‘ Approve ‘ ‘ Send Back ‘ ‘ Hold [ Save Changes

Notice the accounting details for each expense line populates in the bottom half of the screen.
Step 4: Use the dots at the top center of the Related Content window to expand the page if necessary.

Step 5: Identify the expense line(s) that require accounting changes.

Favorites ¥ | Main Menu ¥ Worklist v Worklist

UA'T

Report - Exy S y

# Home

A C)

Notification  NavBar

Worklist | Sign Out.
A

255 | UNIVERSITY OF

SOUTH CAROLINA Advancad Soarch

AddTo v

i

Related Content v | New Window | Help | Personalize Page

Approve Exp

B E)

Joanne Callahan

Business Purpose
Description

Reference

Accounting Date

Budget Status

Totals @

Employee Expenses (4 Lines)

Employee Travel Report 3000045654 Approvals in Process
ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan
LastUpdated  12/03/2019 RHONDA STEPHENS
Authorization ID 1000014552
12/03/2019 Accounting Template  STANDARD
Valid Budget Options
View Analytics O Notes
1,729.00 USD N 0.00 USD

~ Related Content

CGA Approver‘ [ Accounting Details | Purchase Enhanced Data ‘ ‘ Travel Enhanced Data ‘
SC_EX_EXP_RPT_ACCTG_DETAILS- Expense Rpt Accounting Detl RC

Actions | --Choose an Action

From Date  12/03/2019

ToDate 12/03/2019

Trip Location  Philadelphia, Pennsylvania

&4 Attachments

Employee Credits 0.00 USD

Download results in :

Excel SpreadSheet CSV TextFile XML File (5 kb)

View All First 1-4.of4 Last
Expenee r Exponso | Dt EXPONSO  ris umbor Distance Merchant 0, U™ GLunt 0P Doparimont Fund Account Ciss Bus Prject Activity Line . Crestocon TOVSLAUID Advanco Amount DISIIOUON | e acetg ate Hosder Lk EACEPUON
Roport  Description Dato Line  Typo Doscription Unit o D Applied  Status Typo
nit Amt Status  Status.
ACS Con. A Travel e Fart
10ooodsess Ao COM: 12/0312019 1 1 ATTESL pELTAASETYHT 0 to USCO1 CLO71 130200  A00D1 52024 101 650.000 12/03/2019 1000014552 OUTST 12032018V V
P! P Philadelphia
Hampton
28000045654 :ﬁﬁ dgl‘;’;"m 12/03/2019 [‘:é:i:;d 0 g‘i’.‘yce"'s’ USCO1 CLO71 130200 A0001 52024 101 765.000 12/03/2019 1000014552 OUTST 12032019V V
Philadelphia
ACS Cont. Meal Meals for
3[poooodsess pn BL 12032010 3 1 e 0 threo days  USCO1 CLO71 130200 A0001 52024 101 100.000 12/03/2019 1000014552 OUTST 12032019V V
away
American
4fpo00oasess A0 dzﬁ::.i‘a 120032019 4 1 Registration 0 gz;';‘l‘;*" USCO1 CLO71 130200  A0001 52024 101 214.000 12/03/2019 1000014552 OUTST 120032019V V
Conference
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Step 6: After a thorough review of the accounting details, click the Paglet Settings icon, and then click Close.

Favortes ¥ | Main Menu ¥ Worklist ¥ > Workiist Worklist | i Home | Sign Out

& | universiTy Y :
Blsomaeomna FUA N )

Notification  NavBar

Related Content v

New Window | Help | Personalize Page

Approve Expense Report - Expense Summary =l=
Joanne Callahan Actions | --Choose an Action
Business Purpose  Employee Travel Report 3000045654 Approvals in Process From Date  12/03/2019
Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan ToDate 12/03/2019
Reference Last Updated  12/03/2019  RHONDA STEPHENS Trip Location  Philadelphia, Pennsylvania
Authorization ID 1000014552
Accounting Date  12/03/2019 Accounting Template  STANDARD
Budget Status  Valid Budget Options
T View Analytics O Notes 4 Attachments
Totals (3
Employee Expenses (4 Lines) 1,729.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
¥ Related Content CGA Approver | Accounting ne:ails} ‘ Purchase Enhanced Data | | Travel Enhanced Data c EI

SC_EX_EXP_RPT_ACCTG_DETAILS- Expense Rpt Accounting Detl RC

Download results in:  Excel SpreadSheet CSV Text File XML File (5 kb)

View All First 1-40f4 Last
5 \ pc Exponso etibuti Budget Budget "
Exponse  Roport  Exponso |, Dist EXPONSO gyt Number Distance Merchant - M7 GLunit OP" Dopartment Fund Account Class Bus Project Activity Line Created On TVl Auth Advance Amount Distribution | o oo acctg Date Header Line EXcoPfion
Roport  Description Dato Line  Typo Doscription Unit - e D D Applied  Status poimnd Pl 4
ACS Con. Air Travel Delta Fiight
13000045654 - 121082019 1 1 DELTA4567YH7 0 to USCO1 CLO71 130290 AQ0D1 52024 101 650.000 12/03/2019 1000014552 OUTST 120082018V v
Philidelphia Expenses Priladolphia
Hampton
ACS Cont. Hotel and Inn Center
23000045654 By CO 120032019 2 1 oo 4 G, USCO1 CLO71 130200 AQO01 52024 101 765.000 12/03/2019 1000014552 OUTST 120032019V V.
Philadelphia
ACS Con. Meal Meals for
33000045654 121032019 3 1 0 three days  USCO1 CLO71 130200  AD001 52024 101 100.000 12/03/2019 1000014552 OUTST 120032018V V.
lidelphia Expenses .
American
43000045654 ACS O 1210312019 4 1 Registration 0 Chemical ;5601 CLO71 130200 A00D1 52024 101 214.000 12/03/2019 1000014552 OUTST 120032019V V
Philidelphia Society
Conference

Step 7: If account detail changes are necessary, click the Expense Details link.

Favorites ¥ | Main Menu ™ Workiist ¥ > Workiist Worklist | & Home | Sign Out

il oomcromna FURX'T [[Hoigsor e . e

Notification  NavBar

Related Content v | New Window | Help | Personalize Page
Report - Expense Summary
Actions | --Choose an Action j ‘ GO

rpose Employee Travel Report 3000045654 Approvals in Process From Date  12/03/2019

iption  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan ToDate 12/03/2019

rence LastUpdated  12/03/2019 RHONDA STEPHENS Trip Location  Philadelphia, Pennsylvania

Authorization ID 1000014552
g Date  12/03/2019 Accounting Template STANDARD
[Status  Valid Budget Options
™ View Analytics @ Notes & Attachments
lenses (4 Lines) 1,729.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Vances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 1,729.00 USD Amount Due to Supplier 0.00 USD
4
‘ ‘ Send Back ‘ ‘ Hold Save Changes

Approvers - Ability to Change Accounting Details on an Expense Report December 2019
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Step 8: To view all expense line information, click the Expand Lines link.

Favorites ¥ | Main Menu ™ Worklist v Workdist

Worklist | # Home | Sign Out
I : ~
UM“““(‘}”\ROL[NA r' l ‘ A‘ Rl Advanced Search AddTo ¥ » @

Notification  NavBar
Related Content v | New Window | Help | Personalize Page

Approve Expense Report - Expense Details

{2 Summary an|
Joanne Callahan

Actions | -~Choose an Action -

Business Purpose  Employee Travel Report 3000045654 Approvals in Process From Date 12/03/2019

Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan To Date 12/03/2019

Reference Last Updated  12/03/2019  RHONDA STEPHENS Trip Location  Philadelphia, Pennsylvania
Authorization Ip 1000014552

Accounting Date  12/03/2019 Accounting Template STANDARD

Budget Status  Valid Budget Options

2 View Analytics @ Notes

4, Attachments
Expenses (O

Expand Lines | Collapse Lines | Expand All | Collapse All

Total 1,729.00 USD
Receipt Information
Receipts Received
*Date *Expense Type *Description *Amount *Currency Approve
* N " " & v Receipt Required v
12/03/2019 Air Travel Expenses Delta Flight to Philadelphia 4 & 65000 USD *
. Receipt Verified
226 characters remaining
* " " @ & v Receipt Required v
12/03/2019 Hotel and Lodging Hampton Inn Center City, Philadelphig, 76500  USD
. Receipt Verified
217 characters remaining
* A Receipt Required 7
12/03/2019 Meal Expenses Meals for three days away 10000  USD o
229 characters remaining Receipt Verified

Step 9: Scroll down to find the expense line(s) that requires an additional distribution line.

Favortes ¥ | Main Menu ¥ Worklist ¥ > Workiist Worklist | i Home | Sign Out
B | FUA IR ) s e Saaes ©
@(ﬂ; SOUTH CAROLINA | § ‘ ‘ AN anced Seart Notification  NavBar
Receipt Information
Receipts Received
*Date *Expense Type *Description *Amount *Currency Approve [l
2 . .
N ~ - 4 7 Receipt Required v
12/03/2019 Air Travel Expenses Delta Flight to Philadelphia 65000 USD
. Receipt Verified
226 characters remaining
- 7| Default Rate
Exchange Rate 1.00000000 = i
Payment Type Personal Reimbursement 9 Non-Reimbursable
Billing Type AVAILABLE FOR COST COLLECTION Base Currency Amount 650.00 USD No Recelt
Location Out of State 9
Ticket Number DELTA4567YH7
Accounting Details ®
Chartfields VAT Amounts n»
* i y y o PC Bus "
Amount 'GL Unit o Code Rate Oper Unit Dept Fund Account Class Unit Project
650.00 usco1 Q 650.00 USD 1.00000000 CLO71 Q 130290 Q A0001 Q 52024 Q 101 Q Q

Approvers - Ability to Change Accounting Details on an Expense Report

December 2019
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Step 10: Click in the Amount field and add half of the total expense line amount to the first distribution line.

Step 11: Enter the accounting details (Make sure these are valid CF values from the Crosswalk table). For this
distribution line, the accounting details will remain the same.

Favorites ¥ | Main Menu ¥ Worklist v Worklist

Worklist | i Home | Sign Out

i lsoicdeona  FUAT I N /s wroe ¥ 1@

Notification  NavBar

*Date *Expense Type *Description *Amount *Currency Approve
v

* N ] " = # ¥ Receipt Required
12/03/2019 Air Travel Expenses Delta Flight to Philadelphia 4 650.00 usD

Receipt Verified
226 characters remaining eceipt Verifies

v Default Rate

i

Exchange Rate 1.00000000 i
Payment Type Personal Reimbursement 9 Non-Reimbursable
Billing Type AVAILABLE FOR COST COLLECTION Base Currency Amount 650.00 USD No Receipt
Location Out of State
Ticket Number DELTA4567YH7
Accounting Details 3
Chartfields ‘ ‘ VAT Amounts (13
Amount *GL Unit 4 Vv Oper Unit Dept Fund Account Class RC{Bus Project
Amount Code Rate Unit
32 uscot Q 325.00 USD 1.00000000 CLO71 Q 130200 Q A0001 Q 52024 Q 101 Q Q

Step 12: Use the scroll bar to view the Add a New Row + button.

Step 13: Click the Add a New Row button to add a second accounting line.

Favorites ¥ | Main Menu ¥ Worklist v Worklist

Worklist | i Home Sign Out.

@ ”NI\} RSI I"(“AROL[NA ) § ) l ) § AddTo v v @

Notification  NavBar

“Expense Type *Description *Amount  *Currency Approve
v

) i i i & v Receipt Required
[3/2019 Air Travel Expenses Delta Flight to Philadelphia y & UsD

650.00 Receipt Verified
226 characters remaining eceipt Verifie

v Default Rate

B
Exchange Rate 1.00000000 i
[Payment Type Personal Reimbursement 9 Non-Reimbursable
Billing Type AVAILABLE FOR COST COLLECTION Base Currency Amount 650.00 USD No Receipt
Location Out of State
cket Number DELTA4567YH7
Accounting Details (3
Chartfields 1 ‘ VAT Amounts 13
Amount \ccount Class Zﬁ:"s Project Activity Cost Share Product Funding Source
325.00 52024 Q 101 Q Q Q

Approvers - Ability to Change Accounting Details on an Expense Report December 2019
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Step 14: Click in the Amount field and add the other half of the total expense line amount to this second
distribution line.

Step 15: Enter the accounting details (Make sure these are valid CF values from the Crosswalk table).

Favortes ¥ | Main Menu Worklist ¥ > Workist Worklist | # Home | Sign Out

ilsomcromna FUAT R C)

Notification  NavBar

* i ; " & eceipt Required v
12/03/2019 Air Travel Expenses Delta Flight to Philadelphia y 65000 USD *
.. Receipt Verified
2286 characters remaining
= | Default Rate
Exchange Rate K = "
Payment Type Personal Reimbursement 9 100000000 Non-Reimbursable
Billing Type AVAILABLE FOR COST COLLECTION Base Currency Amount 650.00 USD No Receipt
Location Out of State
Ticket Number DELTA4567YH7
Accounting Details (9
Chartfolds || VAT Amounts | 1>
Amount *GL Unit v t/ Oper Unit Dept Fund Account Class RCIBue Project
Amount Code Rate Unit
325.00 uscot Q 325.00 USD 1.00000000 CLO71 Q 130200 Q A0001 Q 52024 Q 101 Q Q
uscot Q 325.00 USD 1.00000000 [CLO71 Q| 130290 Q| A0001 Q52024 Q \101\ Q |

Step 16: To save the changes, click the Summary and Approve link.

Favortes Y | Main Menu Worklist ¥ > Worklist Worklist | i Home Sign Out

il ormseoma  FUAT [~ o . ne W

; Notification  NavBar

Related Content v | New Window | Help | Personalize Page
nse Report - Expense Details
Actions | --Choose an Action j G

ess Purpose  Employee Travel Report 3000045654 Approvals in Process From Date  12/03/2019

Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan ToDate 12/03/2019

Reference LastUpdated  12/03/2019  RHONDA STEPHENS Trip Location  Philadelphia, Pennsylvania
Authorization ID 1000014552
ounting Date  12/03/2019 Accounting Template STANDARD
udget Status  Not Budget Checked ~ Budget Options
T View Analytics @ Notes 4 Attachments

lapse Lines | Expand All | Collapse All Total 1,729.00 USD
ion

eived

*Expense Type *Description *Amount *Currency Approve
* . . . 4 v Receipt Required v
12019 Air Travel Expenses Delta Flight to Philadelphia 412 65000 USD
N Receipt Verified
226 characters remaining
v Default Rate
Exchange Rate K ¢

[Payment Type Personal Reimbursement 9 1.00000000 Non-Reimbursable

Billing Type AVAILABLE FOR COST COLLECTION Base Currency Amount 650.00 USD No Receipt

Location Out of State

cket Number DELTA4567YH7

Approvers - Ability to Change Accounting Details on an Expense Report December 2019
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Step 17: Be sure to Budget Check the transaction before approving. This will save the changes and update the
expense lines. To do this, click the Budget Options link.

Favortes ¥ | Main Menu ¥ Worklist ¥ > Workiist Worklist | i Home | Sign Out

A

Blsomcaromna  FUAT R N )

Notification  NavBar

Related Content v | New Window | Help | Personalize Pa

Approve Expense Report - Expense Summary E
Joanne Callahan Actions | --Choose an Action
Business Purpose  Employee Travel Report 3000045654 Approvals in Process From Date  12/03/2019
Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan ToDate 12/03/2019
Reference Last Updated  12/03/2019  RHONDA STEPHENS Trip Location  Philadelphia, Pennsylvania

Authorization ID 1000014552
Accounting Date  12/03/2019 Accounting Template  STANDARD

Budget Status  Not Budget Checked Budget Options

T View Analytics ©  Notes & Attachments

Totals (?)

Employee Expenses (4 Lines) 1,729.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD

Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 1,729.00 USD Amount Due to Supplier 0.00 USD
» Approval History
¥ Comments
¢
4
Approve | ‘ Send Back | Hold Save Changes

Note: It is required that the report is budget checked before it is approved. If you try approving the report
before it is budget checked, the following message will appear when you click the Approve button.

Expense Report (30000,180)

Please budget check the expense report using the "Budget Options" link at the top of the page then click "Approve”.
Approvers authorized to modify accounting distributions may only approve expense reports that have been budget checked.

Approvers - Ability to Change Accounting Details on an Expense Report December 2019



Step 18: On the Commitment Control Details page, click the Budget Check button.

Favorites ¥

Main Menu ¥

18

Worklist ¥ Worklist Worklist | 4 Home | SignOut
» ) . v @
4 2 i Navigator ~ | Search » AddTo
Oimcwona  FUA'T sonns s SO}
Related Content v | New Window | Help | Personalize Page
Approve Exp Report - Exp St Yy HE|
Joanne Callahan Actions  --Choose an Action
Business Purpose  Employee Travel Report 3000045654 rovals in Process From Date  12/03/2019
Description  ACS Conf. Philidelphia Commitment Control x To Date  12/03/2019
Reference Help Trip Location  Philadelphia, Pennsylvania
Commitment Control Details
Accounting Date  12/03/2019 Source Transaction Type Expense Sheet
EEEESD NREEEEeded  ERE Budget Checking Header Status  Not Budget Checked
Commitment Control Amount Type  Encumbrance & Attachments
Totals @ "
Commitment Control Tran ID 0001632475
Commitment Control Tran Date  12/03/2019
Override Transaction
Employee Expenses (4 Lines) 1,729.00 USD o Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Budget Check Supplier Credits 0.00 USD
Go to Transaction Exceptions Go To Activity Log
Amount Due to Employ — 0.00 USD
OK Cancel ‘
» Approval History
o e
|

Step 19: Click the OK button when the Budget Status is ‘Valid’. Be sure the budget checking process is
complete before clicking OK.

Favorites ¥

Main Menu ¥

Worklist ¥ 5 Workiist Worklist™ | #& Home | Sign Out
UNIVERSITY OF B e | NaTgatoal fsearer: > AddTo + \+
soviceona  FUA'T

Related Content v | New Window | Help | Personalize Page

Approve Exp Report - Exy St y ERE]

Joanne Callahan Actions  ---Choose an Action

Business Purpose  Employee Travel Report 3000045654 rovals in Process From Date  12/03/2019
Description  ACS Conf. Philidelphia Commitment Control X ToDate 12/03/2019
Reference Help Trip Location  Philadelphia, Pennsylvania
Commitment Control Details
Accounting Date  12/03/2019 Source Transaction Type Expense Sheet
Budget Status  Not Budget Checked Budge! I Budget Checking Header Status _ Valid I
Commitment Control Amount Type Encumbrance & Attachments
Totals (?)
Commitment Control Tran ID 0001632475
3 Commitment Control Tran Date  12/03/2019 3
N Override Transaction .
Employee Expenses (4 Lines) 1,729.00 USD PN Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Budget Check Supplier Credits 0.00 USD
Go to Transaction Exceptions Go To Activity Log
Amount Due to Employ ) [ 0.00 USD
Cancel
» Approval History L3
e T »
|

Note: Before approving the report, you can use view the Accounting Details in Related Content to make sure
the accounting detail changes are saved.

Approvers - Ability to Change Accounting Details on an Expense Report December 2019
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Step 20: Click the Approve button if you are ready to move the expense report through workflow. If
necessary, you can take other actions on a report such as:

e Send Back: Request the report is edited in some way. A detailed comment is required.
e Hold: Further research is required. A detailed comment is required.

Favorites ¥ | Main Menu ¥ Worklist v Worklist

Worklist | Home |

Sign Out

N
25 | uNIVERSITY OF

by I Y s we * @
@g; SOUTH CAROLINA vancedeare Notification ~ NavBar
Related Content v | New Window | Help | Personalize Page
Approve Exp Report - Exp St y BE
Joanne Callahan Actions | --Choose an Action

Business Purpose  Employee Travel Report

3000045654 Approvals in Process From Date 12/03/2019
Description  ACS Conf. Created 12/03/2019  Joanne Callahan ToDate 12/03/2019
Reference Last Updated  12/03/2019  KEN SHIMIZU Trip Location  Philadelphia, Pennsylvania
Authorization ID 1000014552
Accounting Date  12/03/2019 Accounting Template STANDARD
Budget Status  Valid Budget Options
¥ View Analytics QO Notes & Attachments
Totals (3
Employee Expenses (4 Lines) 1,729.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 1,729.00 USD Amount Due to Supplier 0.00 USD
» Approval History
¥ Comments
¢
A
| Approve ‘l Send Back ‘ ‘ Hold Save Changes

Step 21: Click OK to certify the expenses submitted are accurate for official business of the University.

Favorites ™ | Main Menu ™ Worklist ¥ Worklist

I Report - Ex S y ]

# Home | Signout

AddTo ¥ \o? @

Notification  NavBar
Personalize Page

Workiist |

UNIVERSITY OF

> Navigator ~ | Search >
SOUTH CAROLINA Advanced Searh

Related Content v | New Window | Help |

Approve E

Joanne Callahan

Business Purpose

Actions ‘ ...Choose an Action

Employee Travel Report 3000045654 Approvals in Process From Date  12/03/2019
D ACS Conf. Commitment Control X ToDate 12/03/2019
Reference Help Trip Location  Philadelphia, Pennsylvania
Commitment Control Details
Accounting Date  12/03/2019 Source Transaction Type Expense Sheet
Budget Status  Not Budget Checked Budget I Budget Checking Header Status _ Valid I
Commitment Control Amount Type Encumbrance &, Attachments
Totals (3)
Commitment Control Tran ID 0001632475
3 Commitment Control Tran Date  12/03/2019 3
. Override Transaction ~
Employee Expenses (4 Lines) 1,729.00 USD Py Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Budget Check Supplier Credits 0.00 USD
Go to Transaction Exceptions Go To Activity Log
Amount Due to Employ [ 0.00 USD
‘ Cancel
» Approval History L3
o —————————————
E1F
Approvers - Ability to Change Accounting Details on an Expense Report December 2019



IV. Fix Accounting Detail Errors

Use your worklist, or email, to identify Expense Reports that require your attention.

When approving an expense report, Approvers can:

e Fix distribution amounts
e Fix invalid chartfields

20

Step 1: Once on the Approve Expense Report — Expense Summary page, verify the Budget Status is Valid
before making changes or approving the expense report.

Worklist v Worklist

FUAT

Navigator ~ | Search Rl Advanced Search

Worklist | 4 Home | Sign Out

V

Notification

AddTo v
NavBar

Related Content v | New Window | Help | Personalize Page
Approve Expense Report - Expense Summary RE]
Joanne Callahan Actions | --Choose an Action
Business Purpose  Employee Travel Report 3000045654 Approvals in Process From Date  12/03/2019
Description ~ ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan To Date 12/03/2019
Reference Last Updated  12/03/2019  RHONDA STEPHENS Trip Location  Philadelphia, Pennsylvania
Authorization ID 1000014552
Accounting Date  12/03/2019 Accounting Template STANDARD
Budget Status  Valid Budget Options
View Analytics @ Notes 4 Attachments
Totals ()
Employee Expenses (4 Lines) 1,729.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 1,729.00 USD Amount Due to Supplier 0.00 USD
» Approval History
¥ Comments
B¢
V.
Approve ‘ ‘ Send Back | Hold Save Changes
Approvers - Ability to Change Accounting Details on an Expense Report December 2019
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Step 2: Click the Related Content drop-down arrow to review the Accounting Details for this report.

Step 3: Select Accounting Details from the list.

Favorites ¥ | Main Menu ¥ Worklist v Worklist

FUAT

Worklist |

A Home |

V

Notification

Sign Out

2 | universiry or

% | SOUTH CAROLINA Advanced Seach

AddTo v

NavBar

Related Content v New Window | Help | Personalize Page
Approve Expense Report - Expense Summary RE
Joanne Callahan Purchase Enhanced Data 5 --.Choose an Action
CGA Approver
Business Purpose  Employee Travel Report 3000045654 Approvals in Process Travel Enhanced Data 19
Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan To Date 120312019
Reference Last Updated  12/03/2019  RHONDA STEPHENS Trip Location  Philadelphia, Pennsylvania
Authorization ID 1000014552
Accounting Date  12/03/2019 Accounting Template STANDARD
Budget Status  Valid Budget Options
T View Analytics @ Notes & Attachments
Totals (?)
Employee Expenses (4 Lines) 1,729.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 1,729.00 USD Amount Due to Supplier 0.00 USD
» Approval History
¥ Comments
B¢
4
‘ Approve ‘ ‘ Send Back ‘ ‘ Hold [ Save Changes

Notice the accounting details for each expense line populates in the bottom half of the screen.
Step 4: Use the dots at the top center of the Related Content window to expand the page if necessary.

Step 5: Identify the expense line(s) that require accounting changes.

Favorites ¥ | Main Menu ¥ Worklist v Worklist

UA'T

Report - Exy S y

# Home

A C)

Notification  NavBar

Worklist | Sign Out.
A

255 | UNIVERSITY OF

SOUTH CAROLINA Advancad Soarch

AddTo v

i

Related Content v | New Window | Help | Personalize Page

Approve Exp

B E)

Joanne Callahan

Business Purpose
Description

Reference

Accounting Date

Budget Status

Totals @

Employee Expenses (4 Lines)

Employee Travel Report 3000045654 Approvals in Process
ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan
LastUpdated  12/03/2019 RHONDA STEPHENS
Authorization ID 1000014552
12/03/2019 Accounting Template  STANDARD
Valid Budget Options
View Analytics O Notes
1,729.00 USD N 0.00 USD

~ Related Content

CGA Approver‘ [ Accounting Details | Purchase Enhanced Data ‘ ‘ Travel Enhanced Data ‘
SC_EX_EXP_RPT_ACCTG_DETAILS- Expense Rpt Accounting Detl RC

Actions | --Choose an Action

From Date  12/03/2019

ToDate 12/03/2019

Trip Location  Philadelphia, Pennsylvania

&4 Attachments

Employee Credits 0.00 USD

Download results in :

Excel SpreadSheet CSV TextFile XML File (5 kb)

View All First 1-4.of4 Last
Expenee r Exponso | Dt EXPONSO  ris umbor Distance Merchant 0, U™ GLunt 0P Doparimont Fund Account Ciss Bus Prject Activity Line . Crestocon TOVSLAUID Advanco Amount DISIIOUON | e acetg ate Hosder Lk EACEPUON
Roport  Description Dato Line  Typo Doscription Unit o D Applied  Status Typo
nit Amt Status  Status.
ACS Con. A Travel e Fart
10ooodsess Ao COM: 12/0312019 1 1 ATTESL pELTAASETYHT 0 to USCO1 CLO71 130200  A00D1 52024 101 650.000 12/03/2019 1000014552 OUTST 12032018V V
P! P Philadelphia
Hampton
28000045654 :ﬁﬁ dgl‘;’;"m 12/03/2019 [‘:é:i:;d 0 g‘i’.‘yce"'s’ USCO1 CLO71 130200 A0001 52024 101 765.000 12/03/2019 1000014552 OUTST 12032019V V
Philadelphia
ACS Cont. Meal Meals for
3[poooodsess pn BL 12032010 3 1 e 0 threo days  USCO1 CLO71 130200 A0001 52024 101 100.000 12/03/2019 1000014552 OUTST 12032019V V
away
American
4fpo00oasess A0 dzﬁ::.i‘a 120032019 4 1 Registration 0 gz;';‘l‘;*" USCO1 CLO71 130200  A0001 52024 101 214.000 12/03/2019 1000014552 OUTST 120032019V V
Conference
Approvers - Ability to Change Accounting Details on an Expense Report December 2019
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Step 6: After a thorough review of the accounting details, click the Paglet Settings icon, and then click Close.

Favortes ¥ | Main Menu ¥ Worklist ¥ > Workiist Worklist | i Home | Sign Out

& | universiTy Y :
Blsomaeomna FUA N )

Notification  NavBar

Related Content v

New Window | Help | Personalize Page

Approve Expense Report - Expense Summary =l=
Joanne Callahan Actions | --Choose an Action
Business Purpose  Employee Travel Report 3000045654 Approvals in Process From Date  12/03/2019
Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan ToDate 12/03/2019
Reference Last Updated  12/03/2019  RHONDA STEPHENS Trip Location  Philadelphia, Pennsylvania
Authorization ID 1000014552
Accounting Date  12/03/2019 Accounting Template  STANDARD
Budget Status  Valid Budget Options
T View Analytics O Notes 4 Attachments
Totals (3
Employee Expenses (4 Lines) 1,729.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
¥ Related Content CGA Approver | Accounting ne:ails} ‘ Purchase Enhanced Data | | Travel Enhanced Data c EI

SC_EX_EXP_RPT_ACCTG_DETAILS- Expense Rpt Accounting Detl RC

Download results in:  Excel SpreadSheet CSV Text File XML File (5 kb)

View All First 1-40f4 Last
5 \ pc Exponso etibuti Budget Budget "
Exponse  Roport  Exponso |, Dist EXPONSO gyt Number Distance Merchant - M7 GLunit OP" Dopartment Fund Account Class Bus Project Activity Line Created On TVl Auth Advance Amount Distribution | o oo acctg Date Header Line EXcoPfion
Roport  Description Dato Line  Typo Doscription Unit - e D D Applied  Status poimnd Pl 4
ACS Con. Air Travel Delta Fiight
13000045654 - 121082019 1 1 DELTA4567YH7 0 to USCO1 CLO71 130290 AQ0D1 52024 101 650.000 12/03/2019 1000014552 OUTST 120082018V v
Philidelphia Expenses Priladolphia
Hampton
ACS Cont. Hotel and Inn Center
23000045654 By CO 120032019 2 1 oo 4 G, USCO1 CLO71 130200 AQO01 52024 101 765.000 12/03/2019 1000014552 OUTST 120032019V V.
Philadelphia
ACS Con. Meal Meals for
33000045654 121032019 3 1 0 three days  USCO1 CLO71 130200  AD001 52024 101 100.000 12/03/2019 1000014552 OUTST 120032018V V.
lidelphia Expenses .
American
43000045654 ACS O 1210312019 4 1 Registration 0 Chemical ;5601 CLO71 130200 A00D1 52024 101 214.000 12/03/2019 1000014552 OUTST 120032019V V
Philidelphia Society
Conference

Step 7: If account detail changes are necessary, click the Expense Details link.

Favorites ¥ | Main Menu ™ Workiist ¥ > Workiist Worklist | & Home | Sign Out

il oomcromna FURX'T [[Hoigsor e . e

Notification  NavBar

Related Content v | New Window | Help | Personalize Page
Report - Expense Summary
Actions | --Choose an Action j ‘ GO

rpose Employee Travel Report 3000045654 Approvals in Process From Date  12/03/2019

iption  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan ToDate 12/03/2019

rence LastUpdated  12/03/2019 RHONDA STEPHENS Trip Location  Philadelphia, Pennsylvania

Authorization ID 1000014552
g Date  12/03/2019 Accounting Template STANDARD
[Status  Valid Budget Options
™ View Analytics @ Notes & Attachments
lenses (4 Lines) 1,729.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Vances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 1,729.00 USD Amount Due to Supplier 0.00 USD
4
‘ ‘ Send Back ‘ ‘ Hold Save Changes

Approvers - Ability to Change Accounting Details on an Expense Report December 2019
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Step 8: To view all expense line information, click the Expand Lines link.

Favorites ¥ | Main Menu ™ Worklist v Workdist

Worklist | # Home | Sign Out
I : ~
UM“““(‘}”\ROL[NA r' l ‘ A‘ Rl Advanced Search AddTo ¥ » @

Notification  NavBar
Related Content v | New Window | Help | Personalize Page

Approve Expense Report - Expense Details

{2 Summary an|
Joanne Callahan

Actions | -~Choose an Action -

Business Purpose  Employee Travel Report 3000045654 Approvals in Process From Date 12/03/2019

Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan To Date 12/03/2019

Reference Last Updated  12/03/2019  RHONDA STEPHENS Trip Location  Philadelphia, Pennsylvania
Authorization Ip 1000014552

Accounting Date  12/03/2019 Accounting Template STANDARD

Budget Status  Valid Budget Options

2 View Analytics @ Notes

4, Attachments
Expenses (O

Expand Lines | Collapse Lines | Expand All | Collapse All

Total 1,729.00 USD
Receipt Information
Receipts Received
*Date *Expense Type *Description *Amount *Currency Approve
* N " " & v Receipt Required v
12/03/2019 Air Travel Expenses Delta Flight to Philadelphia 4 & 65000 USD *
. Receipt Verified
226 characters remaining
* " " @ & v Receipt Required v
12/03/2019 Hotel and Lodging Hampton Inn Center City, Philadelphig, 76500  USD
. Receipt Verified
217 characters remaining
* A Receipt Required 7
12/03/2019 Meal Expenses Meals for three days away 10000  USD o
229 characters remaining Receipt Verified

Step 9: Scroll down to find the expense line(s) that requires an additional distribution line.

Favortes ¥ | Main Menu ¥ Worklist ¥ > Workiist Worklist | i Home | Sign Out
B | FUA IR ) s e Saaes ©
@(ﬂ; SOUTH CAROLINA | § ‘ ‘ AN anced Seart Notification  NavBar
Receipt Information
Receipts Received
*Date *Expense Type *Description *Amount *Currency Approve [l
2 . .
N ~ - 4 7 Receipt Required v
12/03/2019 Air Travel Expenses Delta Flight to Philadelphia 65000 USD
. Receipt Verified
226 characters remaining
- 7| Default Rate
Exchange Rate 1.00000000 = i
Payment Type Personal Reimbursement 9 Non-Reimbursable
Billing Type AVAILABLE FOR COST COLLECTION Base Currency Amount 650.00 USD No Recelt
Location Out of State 9
Ticket Number DELTA4567YH7
Accounting Details ®
Chartfields VAT Amounts n»
* i y y o PC Bus "
Amount 'GL Unit o Code Rate Oper Unit Dept Fund Account Class Unit Project
650.00 usco1 Q 650.00 USD 1.00000000 CLO71 Q 130290 Q A0001 Q 52024 Q 101 Q Q
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Step 10: Click in the Amount field and add half of the total expense line amount to the first distribution line.

Step 11: Enter the accounting details (Make sure these are valid CF values from the Crosswalk table). For this
distribution line, the accounting details will remain the same.

Favorites ¥ | Main Menu ¥ Worklist v Worklist

Worklist | i Home | Sign Out

i lsoicdeona  FUAT I N /s wroe ¥ 1@

Notification  NavBar

*Date *Expense Type *Description *Amount *Currency Approve
v

* N ] " = # ¥ Receipt Required
12/03/2019 Air Travel Expenses Delta Flight to Philadelphia 4 650.00 usD

Receipt Verified
226 characters remaining eceipt Verifies

v Default Rate

i

Exchange Rate 1.00000000 i
Payment Type Personal Reimbursement 9 Non-Reimbursable
Billing Type AVAILABLE FOR COST COLLECTION Base Currency Amount 650.00 USD No Receipt
Location Out of State
Ticket Number DELTA4567YH7
Accounting Details 3
Chartfields ‘ ‘ VAT Amounts (13
Amount *GL Unit 4 Vv Oper Unit Dept Fund Account Class RC{Bus Project
Amount Code Rate Unit
32 uscot Q 325.00 USD 1.00000000 CLO71 Q 130200 Q A0001 Q 52024 Q 101 Q Q

Step 12: Use the scroll bar to view the Add a New Row + button.

Step 13: Click the Add a New Row button to add a second accounting line.

Favorites ¥ | Main Menu ¥ Worklist v Worklist

Worklist | i Home Sign Out.

@ ”NI\} RSI I"(“AROL[NA ) § ) l ) § AddTo v v @

Notification  NavBar

“Expense Type *Description *Amount  *Currency Approve
v

) i i i & v Receipt Required
[3/2019 Air Travel Expenses Delta Flight to Philadelphia y & UsD

650.00 Receipt Verified
226 characters remaining eceipt Verifie

v Default Rate

B
Exchange Rate 1.00000000 i
[Payment Type Personal Reimbursement 9 Non-Reimbursable
Billing Type AVAILABLE FOR COST COLLECTION Base Currency Amount 650.00 USD No Receipt
Location Out of State
cket Number DELTA4567YH7
Accounting Details (3
Chartfields 1 ‘ VAT Amounts 13
Amount \ccount Class Zﬁ:"s Project Activity Cost Share Product Funding Source
325.00 52024 Q 101 Q Q Q
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Step 14: Click in the Amount field and add the amount on the second distribution line.

Step 15: Enter the accounting details (Make sure these are valid CF values from the Crosswalk table).

Favortes ¥ | Main Menu ¥ Workiist ¥ > Worklist Worklist | i Home Sign Out

ilstmceoma  FU P A ©

Notification  NavBar

Receipt Information

(7 Receipts Received

*Date *Expense Type *Description *Amount *Currency

* - - - # v Receipt Required
12/03/2019 Air Travel Expenses Delta Flight to Philadelphia 4 & 65000 USD

226 characters remaining

Approve
v

Receipt Verified

v Default Rate

Exchange Rate 1.00000000 Non-Reimbursable

Payment Type Personal Reimbursement
Billing Type AVAILABLE FOR COST COLLECTION Base Currency Amount 650.00 USD No Receipt
Location  Out of State
Ticket Number DELTA4567YH7

Accounting Details O

Chartfields VAT Amounts 1>

" . Monetary Currency Exchange . PC Bus 5
Amount GL Unit Pt Code Rate Oper Unit Dept Fund Account Class Unit Project
325.00 usco1 Q 325.00 USD 1.00000000 CLO71 Q 130200 Q A0001 Q 52024 Q 101 Q Q
usco1 Q 350.00 USD 1.00000000 | CLO71 Q 130290 Q A0001 Q 52024 Q ‘101\ Q ll Q

Step 16: To save the changes, click the Summary and Approve link.

Favortes ¥ | Main Menu Worklist ¥ > Workist Worklist | Home | Sign Out

ilomnsroma FUAT P

Notification  NavBar

Related Content v | New Window | Help | Personalize Page

nse Report - Expense Details

Actions  --Choose an Action j ‘ G
ess Purpose  Employee Travel Report 3000045654 Approvals in Process From Date  12/03/2019
D ipti ACS Conf. Phili I Created 12/03/2019  Joanne Callahan To Date 12/03/2019
Reference LastUpdated  12/03/2019  KEN SHIMIZU Trip Location  Philadelphia, Pennsylvania

Authorization ID 1000014552
ounting Date  12/03/2019 Accounting Template STANDARD
udget Status  Not Budget Checked Budget Options

fiew Analytics otes & Attachments
& View Analyti O Note: % Attachments
lapse Lines | Expand All | Collapse All Total 1,729.00  USD
ion
eived
*Expense Type *Description *Amount *Currency Approve
2 . .
* - ; 5 £l &, v Receipt Required v
22019 Air Travel Expenses Delta Flight to Philadelphia 4 @ 650.00 USD '

226 characters remaining Receipt Verified

| Default Rate

EY
Exchange Rate 1.00000000 Non-Reimbursable

[Payment Type Personal Reimbursement
Billing Type AVAILABLE FOR COST COLLECTION Base Currency Amount 650.00 USD No Receipt

Location Out of State

Approvers - Ability to Change Accounting Details on an Expense Report December 2019
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Step 17: Be sure to Budget Check the transaction before approving. This will save the changes and update the
expense lines. To do this, click the Budget Options link.

Favorites ¥ | Main Menu ¥ Worklist v Worklist Worklist | 4 Home | Sign Out

A

&lwnceoma  FUA'T e ©

Nofification  NavBar

Related Content v

New Window | Help | Personalize Pagd

Approve Expense Report - Expense Summary =)
Joanne Callahan Actions | --Choose an Action
Business Purpose  Employee Travel Report 3000045654 Approvals in Process From Date  12/03/2019
Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan ToDate 12/03/2019
Reference LastUpdated  12/03/2019  KEN SHIMIZU Trip Location Philadelphia, Pennsylvania
1000014552

Authorization ID

Accounting Date  12/03/2019 ing Template STANDARD

Budget Status  Not Budget Checked |Budget0ptions|

2 View Analytics @  Notes & Attachments

Totals ()

Employee Expenses (4 Lines) 1,729.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD

Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 1,729.00 USD Amount Due to Supplier 0.00 USD
» Approval History
¥ Comments
o4
V.
Approve Send Back ‘ ‘ Hold Save Changes

Note: It is required that the report is budget checked before it is approved. If you try approving the report
before it is budget checked, the following message will appear when you click the Approve button.

Expense Report (30000,180)

Please budget check the expense report using the "Budget Options" link at the top of the page then click "Approve".
Approvers authorized to modify accounting distributions may only approve expense reports that have been budget checked.

Approvers - Ability to Change Accounting Details on an Expense Report December 2019



Step 18: On the Commitment Control Details page, click the Budget Check button.

Favorites ¥ | Main Menu ™ Worklist ¥ Worklist

UNIVERSITY O

: | SOUTH C:\R()LINA

Approve E Report - Exf St Yy

Joanne Callahan

Business Purpose  Employee Travel

Description  ACS Conf. Philidelphia

Reference

Amount Due to Emplo}

» Approval History

¥ Comments

FUAT

Accounting Date  12/03/2019
Budget Status  Not Budget Checked Budge!
Totals (?)
Employee Expenses (4 Lines) 1,729.00 USD
Cash Advances Applied

0.00 USD

Report 3000045654

or ~ | Search Rl Advanced Search

rovals in Process

Commitment Control

Commitment Control Details
Source Transaction Type
Budget Checking Header Status
‘Commitment Control Amount Type
Commitment Control Tran ID

Commitment Control Tran Date

(i}
Budget Check

Go to Transaction Exceptions
OK Cancel ‘

Expense Sheet

Not Budget Checked
Encumbrance
0001632475

12/03/2019
Override Transaction

Go To Activity Log

Help

Worklist |

Related Content v | New Window | Help | Personalize Page
EEf
Actions  --Choose an Action
From Date  12/03/2019
To Date  12/03/2019
Trip Location  Philadelphia, Pennsylvania
& Attachments
Employee Credits 0.00 USD
Supplier Credits 0.00 USD
0.00 USD

27

# Home | SignOut

v @

Notification  NavBar.

AddTo ¥

Step 19: Click the OK button when the Budget Status is ‘Valid’. Be sure the budget checking process is

complete before clicking OK.

Favorites ¥ | Main Menu ¥ Worklist ¥ Worklist

UNIVERSITY O

% | SOUTH CAROLINA

Approve E Report - Exy St Yy

Joanne Callahan

Business Purpose  Employee Travel

Description  ACS Conf. Philidelphia
Reference
Accounting Date  12/03/2019

Budget Status  Not Budget Checked Budget

Totals (?)

1,729.00 USD
0.00 USD

Employee Expenses (4 Lines)
Cash Advances Applied

Amount Due to Emplo}

» Approval History

FUAT

¥ Comments

Note: Before approving the report, you can use view the Accounting Details in Related Content to make sure

Report 3000045654

Navigator ~ | Search B Advanced search

rovals in Process

Commitment Control

Commitment Control Details
Source Transaction Type
Budget Checking Header Status
‘Commitment Control Amount Type
Commitment Control Tran ID

Commitment Control Tran Date

Budget Check o

Go to Transaction Exceptions

Cancel ‘

the accounting detail changes are saved.

Approvers - Ability to Change Accounting Details on an Expense Report

Expense Sheet
Valid
Encumbrance
0001632475

12/03/2019
Override Transaction

Go To Activity Log

Help

Worklist™ | #& Home | Sign Out

AddTo ¥

Related Content v

Actions  --Choose an Action
From Date  12/03/2019
To Date  12/03/2019
Trip Location  Philadelphia, Pennsylvania
& Attachments
Employee Credits 0.00 USD
Supplier Credits 0.00 USD
0.00 USD

New Window |

Notification  NavBar
Personalize Page

Help |

EHE]

December 2019
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Step 20: Click the Approve button if you are ready to move the expense report through workflow. If

necessary, you can take other actions on a report such as:

e Send Back: Request the report is edited in some way. A detailed comment is required.
e Hold: Further research is required. A detailed comment is required.
Favortes ¥ | Main Menu Worklist ¥ > Workist Worklist | 4 Home | SignOut
% | SOUTH CAROLINA I U_ X 1 aviger ~ | Soach AOTTEIETE O e oo
Related Content v | New Window | Help | Personalize Page
Approve Expense Report - Expense Summary KE]
Joanne Callahan Actions | --Choose an Action
Business Purpose  Employee Travel Report 3000045654 Approvals in Process From Date 12/03/2019
Description ~ ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan To Date 12/03/2019
Reference LastUpdated  12/03/2019  KEN SHIMIZU Trip Location  Philadelphia, Pennsylvania
Authorization D 1000014552
Accounting Date  12/03/2019 Accounting Template STANDARD
Budget Status  Valid Budget Options
@ View Analytics ©  Notes 4. Attachments
Totals ()
Employee Expenses (4 Lines) 1,729.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 1,729.00 USD Amount Due to Supplier 0.00 USD
» Approval History
¥ Comments
R
Y,
| Approve ” Send Back | ‘ Hold Save Changes

Step 21: If there are errors on the expense report, a message will appear indicating an error exists and that it
will need to be corrected. Click the OK button to move forward with identifying and fixing the error.

Favorites ¥ | Main Menu '+ Workiist ¥ Worklist

FUAT

Approve Expense Report - Expense Summary

Workiist | # Home | SignOut

Notification  NavBar
Related Content v | New Window | Help | Personalize Page

UNIVERSITY OF

f& | SOUTH CAROLINA

Navigator v\Seamn \ il Advanced Search

AddTo ¥

EE]

Joanne Callahan

Save Changes

Actions  --Choose an Action
Business Purpose  Employee Travel Report 3000045654 Approvals in Process From Date 12/03/2019
Description  ACS Conf. Philidelphia Created  12/03/2019  Joanne Callahan To Date  12/03/2019
Reference Last Updated  12/03/2019  KEN SHIMIZU Trip Location Philadelphia, Pennsylvania
Authorization ID 1000014552
Accounting Date  12/03/2019 Template STANDARD
Budget Status  Valid Bl
Errors exist on the Expense Report.
& Attachments
Totals (?) Errors were found on the Expense Report. These errors must be corrected prior to approving this Expense Report.
Employee Expenses (4 Lines) 1,729.00 Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 1,729.00 USD Amount Due to Supplier 0.00 USD
» Approval History
¥ Comments
2
,
)
Approve ‘ ‘ Send Back ‘ ‘ Hold

Approvers - Ability to Change Accounting Details on an Expense Report
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Step 22: To identify and fix the error, click the Expense Details link to review the expense lines.

Favortes ¥ | Main Menu ¥ Worklist ¥ > Workiist
& wmrecoma FUAT [ s [
Related Content v | New Window | Help |
port - Expense Summary
Actions | --Choose an Action
se Employee Travel Report 3000045654 Approvals in Process From Date  12/03/2019
on  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan ToDate 121032019
ce Last Updated  12/03/2019  KEN SHIMIZU Trip Location  Philadelphia, Pennsylvania
Authorization [D 1000014552
jate  12/03/2019 Accounting Template STANDARD
us  Valid Budget Options
&3 View Analytics O Notes & Attachments
es (4 Lines) 1,729.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
ces Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 1,729.00 USD Amount Due to Supplier 0.00 USD
(5
4
f Send Back ‘ Hold Save Changes

Worklist | 4 Home

| sign out

(©)

NavBar

v

Notification

AddTo v

Personalize Page

Step 22: Scroll down to find the red flag. Click the Missing or invalid information was found icon, or red flag,

to view and correct missing or invalid information pertaining to the expense line.

Favorites ¥ | Main Menu ¥ Worklist v Worklist

24 | universiTy or rI‘UA |

2\ | SOUTH CAROLINA

Navigator ~ | Search Rl Advanced Search

Worklist |

A Home |
-

Notification

Sign Out

AddTo v
NavBar

Related Content v | New Window | Help | Personalize Page
Approve Expense Report - Expense Details {2 Summary ar|
Joanne Callahan Actions | ---Choose an Action
Business Purpose  Employee Travel Report 3000045654 Approvals in Process From Date  12/03/2019
ACS Conf. Created 12/03/2019  Joanne Callahan ToDate 12/03/2019
Reference LastUpdated  12/03/2019  KEN SHIMIZU Trip Location  Philadelphia, Pennsylvania
Authorization [D 1000014552
Accounting Date  12/03/2019 Accounting Template STANDARD
Budget Status  Valid Budget Options
& View Analytics ©  Notes & Attachments
Expenses (9
Expand Lines | Collapse Lines | Expand All | Collapse All Total 1,729.00 USD
Receipt Information
”] Receipts Received
*Date *Expense Type *Description *Amount *Currency Approve
. . - o # 7 Receipt Required v
12/03/2019 Air Travel Expenses Deita Flight to Philadelphia 4 @ 650.00 USD
. Receipt Verified
226 characters remaining
B 7 Default Rate
Exchange Rats X = .
Payment Type Personal Reimbursement ehange Rate 100000000 Non-Reimbursable
Billing Type AVAILABLE FOR COST COLLECTION Base Currency Amount 650.00 USD No Receipt
Location Out of State
Approvers - Ability to Change Accounting Details on an Expense Report December 2019
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Step 23: Read the message carefully. The system indicates what is missing and/or needs to be updated. For
this example, the distribution amounts on both accounting detail lines does not equal the total expense line

amount.

Step 24: Click the Return button to fix the error.

Favorites ¥ | Main Menu ™ Worklist ¥ Worklist

2 | university or

)% | SOUTH CAROLINA

FUAT

Worklist |

Navigator "Seamh Jll Advanced Search

A Home |

> @

Notification  NavBar.

Sign Out

AddTo ¥

[) Receipts Received
*Date *Expense Type *Description *Amount *Currency Approve
v * . " 5 & |/ Receipt Required 7
i 12/03/2019 Air Travel Expenses Delta Flight to Philadelphia %‘ & usD .
o Receipt Verified
226 characters remaining
B v Default Rate
=
Payment Type Personal ORIl Non-Reimbursable
Billing Type AVAILABLE FOR COST Expense Report Line Errors < I
Location  Out of State
Help
Ticket Number DELTA4567YH7
P Please entor or update the following information:
- Accounting Detail — The sum of distribution amounts must equal the Expense Amount. Accounting Ln 1
Accounting Details (2) Accounting Detail — The sum of distribution amounts must equal the Expense Amount. Accounting Ln 2
s | R
A . . y . PC Bus 5
\mount ‘GL Unit R m— Code Rate Oper Unit Dept Fund Account Class Unit Project
uscot Q 325.00 USD 1.00000000 ‘CL071 Q ‘ 130200 Q ‘ ‘A0001 Q ‘52024 Q 101 Q Q
Uscot @ 350.00 USD 100000000 CLO7I Q. 130200 Q. A001 Q. 52024 Q. 101 Q Q|

Favorites v

Main Menu

Worklist ¥ > Worklist Worklist | i Home | Sign Out
9 = \ —~
B | e FUAT wne ¥ @
== | SOUTH CAROLINA I U Vo G § i B cvanced searn Notfication
(7 Receipts Received
*Date *Expense Type *Description *Amount *Currency Approve
* - . 5 & v Receipt Required v
s 12/03/2019 Air Travel Expenses Delta Flight to Philadelphia 4 & 650.00 USD
. Receipt Verified
226 characters remaining
B 7 Default Rate
Exchange Rate K = "
Payment Type Personal Reimbursement 9 1.00000000 Non-Reimbursable
Billing Type AVAILABLE FOR COST COLLECTION Base Currency Amount 650.00 USD No Receipt
Location Out of State
Ticket Number DELTA4567YH7
Accounting Details (2

[ Chartfields 1 ‘ VAT Amounts >

Amount *GL Unit r;':::{y g:;r:ncy :::.:ange Oper Unit Dept Fund Account Class Eﬁif"s Project
| 32500 uscot Q 325.00 USD 1.00000000 CLO71 Q130200 Q| |A0001 Q52024 Q| 101 Q Q

uscot Q 350.00 USD 1.00000000 CLO71 Q130290 Q| A0001 Q 52024 al 101 Q Q
Approvers - Ability to Change Accounting Details on an Expense Report December 2019
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Step 26: To save the changes, click the Summary and Approve link.

Favortes ¥ | Main Menu ¥ Workst ¥ > Workist Worklist | Home | Sign Out
N | univ v Y § -
25 | universiTY OF 5 .

il socwouna FUAT A C)
Related Content v | New Window | Help | Personalize Page
nse Report - Expense Details
Actions _ ~-Choose an Action e

ess Purpose  Employee Travel Report 3000045654 Approvals in Process From Date 12/03/2019

Description  ACS Conf. Created  12/03/2019  Joanne Callahan ToDate 1200312019

Reference Last Updated  12/03/2019  KEN SHIMIZU Trip Location  Philadelphia, Pennsylvania
Authorization ID 1000014552
ounting Date  12/03/2019 Accounting Template STANDARD
udget Status  Valid Budget Options
& View Analytics O Notes . Attachments

lapse Lines | Expand All | Collapse All Total 1,720.00 USD

ion

eived

*Expense Type *Description *Amount *Currency Approve
A Receipt Required v
- . " " & v ReceiptReq
k2019 Air Travel Expenses Delta Flight to Philadelphia Y & 65000 USD *
o Receipt Verified
226 characters remaining
= | Default Rate
Exchange Rate 1.00000000 . i

JPayment Type Personal Reimbursement 9 Non-Reimbursable

Billing Type AVAILABLE FOR COST COLLECTION Base Currency Amount 650.00 USD No Receipt

Step 27: Be sure to Budget Check the transaction before approving. This will save the changes and update the
expense lines. To do this, click the Budget Options link.

Favorites ¥ | Main Menu ¥ Worklist v Worklist

FUAT

Approve Expense Report - Expense Summary

Worklist | 4 Home | Sign Out

v @

Notification ~ NavBar

2 | universiry or

I | SOUTH CAROLINA

AddTo v

Navigator ~ | Search Rl Advanced Search

Related Content v | New Window | Help | Personalize Page

EJE]

Joanne Callahan Actions  --Choose an Action
Business Purpose  Employee Travel Report 3000045654 Approvals in Process From Date  12/03/2019
Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan ToDate 12/03/2019
Reference Last Updated  12/03/2019  KEN SHIMIZU Trip Location  Philadelphia, Pennsylvania
Authorization ID 1000014552
Accounting Date  12/03/2019 A Template STANDARD
Budget Status  Not Budget Checked | Budget Options |

T View Analytics ©  Notes & Attachments

Totals (?)

Employee Expenses (4 Lines) 1,729.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD

Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 1,729.00 USD Amount Due to Supplier 0.00 USD
» Approval History
¥ Comments
&Y
4
Approve ‘ ‘ Send Back | Hold Save Changes
Approvers - Ability to Change Accounting Details on an Expense Report December 2019
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Step 28: On the Commitment Control Details page, click the Budget Check button.

Favorites ¥ | Main Menu ¥ Worklist ¥ Worklist Worklist | & Home | Sign Out

Oimcweouna  FUAT T Y - s N

Notification  NavBar
Related Content v | New Window | Help | Personalize Page

Approve Exp Report - Exp St Yy HE|
Joanne Callahan Actions  --Choose an Action
Business Purpose  Employee Travel Report 3000045654 rovals in Process From Date  12/03/2019
Description  ACS Conf. Philidelphia Commitment Control x To Date  12/03/2019
Reference Help Trip Location  Philadelphia, Pennsylvania
Commitment Control Details
Accounting Date  12/03/2019 Source Transaction Type Expense Sheet
EEESD NREEECeded  EeE Budget Checking Header Status  Not Budget Checked
Commitment Control Amount Type Encumbrance & Attachments
Totals @ "
Commitment Control Tran ID 0001632475
Commitment Control Tran Date  12/03/2019
Override Transaction
Employee Expenses (4 Lines) 1,729.00 USD P Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Check Supplier Credits 0.00 USD
Go to Transaction Exceptions Go To Activity Log
Amount Due to Employ — 0.00 USD
OK Cancel ‘
» Approval History
¥ Comments

Step 29: Click the OK button when the Budget Status is ‘Valid’. Be sure the budget checking process is
complete before clicking OK.

Favorites ¥ | Main Menu ¥ Worklist ¥ Worklist

Worklist | & Home Sign Out’

G omncrome FUAT [Covamor ~souen |- wio- ¥ @

Notification  NavBar.

Related Content v | New Window | Help | Personalize Page

Approve Expense Report - Expense Summary

EE|
Joanne Callahan Actions ‘ ...Choose an Action
Business Purpose Employee Travel Report 3000045654 Approvals in Process From Date  12/03/2019
Description  ACS Conf. Philidelphia Commitment Control x ToDate 12/03/2019
Reference Help Trip Location  Philadelphia, Pennsylvania

Commitment Control Details

Accounting Date  12/03/2019 Source Transaction Type Expense Sheet

Budget Status  Not Budget Checked Budget Budget Checking Header Status  Valid I

Commitment Control Amount Type Encumbrance & Attachments
Totals
® Commitment Control Tran ID 0001632475
= Commitment Control Tran Date  12/03/2019 3

. Override Transaction ~

Employee Expenses (4 Lines) 1,729.00 USD Py Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Budget Check Supplier Credits 0.00 USD
Go to Transaction Exceptions Go To Activity Log
Amount Due to Emplo) — 0.00 USD

Cancel

» Approval History

¥ Comments

i E172

Note: Before approving the report, you can use view the Accounting Details in Related Content to make sure
the accounting detail changes are saved.
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Step 30: Click the Approve button if you are ready to move the expense report through workflow. If
necessary, you can take other actions on a report such as:

e Send Back: Request the report is edited in some way. A detailed comment is required.
e Hold: Further research is required. A detailed comment is required.

Favortes ¥ | Main Menu Worklist ¥ > Worklist Workiist | i Home Sign Out
B | wons A I R /s @
@ SOUTH CAROLINA ‘ “_ s . - anced Searc! Notification  NavBar

Related Content v | New Window | Help | Personalize Page

Approve Exp Report - Exp S y =3

Joanne Callahan Actions | --Choose an Action

Business Purpose  Employee Travel Report 3000045654 Approvals in Process From Date  12/03/2019
Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan ToDate 12/03/2019
Reference LastUpdated  12/03/2019  KEN SHIMIZU Trip Location  Philadelphia, Pennsylvania
Authorization ID 1000014552
Accounting Date  12/03/2019 Accounting Template STANDARD
Budget Status  Valid Budget Options
&  View Analytics @  Notes #. Attachments
Totals
Employee Expenses (4 Lines) 1,729.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 1,729.00 USD Amount Due to Supplier 0.00 USD
» Approval History
v Comments
ZR
V.
I Approve |‘ Send Back | Hold Save Changes
~ Rocoint

Step 31: Click OK to certify the expenses submitted are accurate for official business of the University.

Favorites ¥ | Main Menu ¥ Worklist ¥ Worklist Worklist | 4 Home Sign Out
22 | unny Save Confirmation
i | SOL
Help sonalize Page
Approve Expense Report
Approve Ex| . . : =]
PP ~1 Submit Confirmation E =
Joanne Callahan ion
Joanne Callahan Report ID 3000045654 ]
Bu
Totals
Employee Expenses (4 Lines) 1,729.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
A
Amount Due to Employee 1,729.00 USD Amount Due to Supplier 0.00 USD
Totals ()
b “ This report will be approved. |
Empl
By clicking OK, I certify the expenses submitted are accurate and comply with the University of South Carolina Travel Policy (FINA 1.00). | also certify that the expenses were incurred on official business
for the University.
Cancel |
» Approval
¥ Comment|
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V. Adding a Project to an Expense Line and Fixing Budget Errors

Use your worklist, or email, to identify Expense Reports that require your attention.

When approving an expense report, Approvers can:
e Add a project to an expense report
e Fix budget errors related to a project

Step 1: Once on the Approve Expense Report — Expense Summary page, verify the Budget Status is Valid
before making changes or approving the expense report.

Favorites ¥ | Main Menu ¥ Worklist v Workist

Worklist | 4 Home | Sign Out
A

aloomseoma FUAT R ©

Notification  NavBar
Related Content v | New Window | Help | Personalize Page

Approve Expense Report - Expense Summary

EJE]
Joanne Callahan Actions | --Choose an Action
Business Purpose  Employee Travel Report 3000045655 Submitted for Approval From Date  12/03/2019
Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan ToDate 12/03/2019
Reference Last Updated  12/03/2019  RHONDA STEPHENS

Trip Location Philadelphia, Pennsylavania
Authorization ID 1000014553

Accounting Date  12/03/2019 Accounting Template  STANDARD

Budget Status  Valid Budget Options

View Analytics @  Notes &. Attachments

Totals (®

Employee Expenses (4 Lines) 1,790.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD

Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 1,790.00 USD Amount Due to Supplier 0.00 USD
» Approval History
¥ Comments
B¢
V,

Approve ‘ ‘ Send Back | Hold Save Changes
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Step 2: Click the Related Content drop-down arrow to review the Accounting Details for this report.

Step 3: Select Accounting Details from the list.

Favorites ¥ | Main Menu ™ Workiist ¥ > Worklist Worklist | & Home | Sign Out

il otmswoma FUAT [hovsor—sescn 2 P e ¥

Notification  NavBar

New Window | Help | Personalize Page
Approve Expense Report - Expense Summary e

Joanne Callahan Purchase Enhanced Data ons | -Choose an Action
CGA Approver
Business Purpose  Employee Travel Report 3000045655 Submitted for Approval Travel Enhanced Data 19
Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan To Date 120372019
Reference Last Updated  12/03/2019  RHONDA STEPHENS Trip Location  Philadelphia, Pennsylavania
Authorization ID 1000014553
Accounting Date  12/03/2019 Accounting Template STANDARD
Budget Status  Valid Budget Options
& View Analytics @ Notes 4 Attachments
Totals (9
Employee Expenses (4 Lines) 1,790.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 1,790.00 USD Amount Due to Supplier 0.00 USD

» Approval History

¥ Comments

Approve Send Back ‘ Hold [ Save Changes
\ | \

Notice the accounting details for each expense line populates in the bottom half of the screen.
Step 4: Use the dots at the top center of the Related Content window to expand the page if necessary.

Step 5: Identify the expense line(s) that require accounting changes.

Favortes ¥ | Main Menu Worklist ¥ > Workist Worklist | 4 Home | Sign Out
A

& somceona  FUA'T

Related Content v

Notification  NavBar

New Window | Help | Personalize Page

Approve Expense Report - Expense Summary RE]
Joanne Callahan Actions | --Choose an Action
Business Purpose  Employee Travel Report 3000045655 Submitted for Approval From Date  12/03/2019
Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan ToDate 12/03/2019
Reference Last Updated  12/03/2019 RHONDA STEPHENS Trip Location  Philadelphia, Pennsylavania
Authorization ID 1000014553
Accounting Date  12/03/2019 Accounting Template STANDARD
Budget Status  Valid Budget Options
View Analytics @  Notes #. Attachments
Totals (®
Emblovee Expenses (4 Lines) 1.790.00 USD Non-Reimbursable Exp: 0.00 USD Emblovee Credits 0.00 USD
¥ Related Content CGA Approver | Accounting Details | | Purchase Enhanced Data | | Travel Enhanced Data c
Pp! g
SC_EX_EXP_RPT_ACCTG_DETAILS- Expense Rpt Accounting Detl RC
Download results in:  Excel SpreadSheet CSV Text File XML File (5 kb)
View All First 1-40f 4 Last
(3 Exponse Budget Budget
E;f::"“ Dbzzgfﬁ'i‘n" Expanse. |Line| % E"m’:" Ticket Number Distance Merchant D"t"'i‘:,io" GLuUnit OPS" Department Fund Account Class Bus Projoct Acthvty Line  Greated On TR [ :’:;;?n': Disfiinutlon Location Acctg Date Headsr Line. E“;::""
ACS Con. Air Travel Deta Flight
Phiideia 12092018 11 DELTA234RF67 0 to USCO1 CLO71 130200 A0001 52024 101 700.000 12/03/2019 1000014553 OUTST 12032019V V
ilidelphia Expenses Philadelphia
Hampton
ACS Con. Hotel and Inn Center
23000045655 i, 120032019 2 1 [0 ) G USCO1 CLO71 130200 A0001 52024 101 765.000 12/03/2019 1000014553 OUTST 12032019V V
Philadelphia
|ACS Con. Meal Meals for
Phildoona 120312018 3 1 £8% 0 three days  USCO1 CLO71 130200 A0001 52024 101 100.000 12/03/2019 1000014553 OUTST 12032019V V
ilidelphia Expenses. away
American
413000045655 A%S €O 121032019 4 1 Registration 0 Chemical ;6001 CLO71 130200 A0001 52024 101 225,000 12/03/2019 1000014553 OUTST 12032019V V
Philidelphia Society
Conference
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Step 6: After a thorough review of the accounting details, click the Paglet Settings icon, and then click Close.

Favorites ¥ | Main Menu ™ Worklist v Worklist

%
24 | universiTy

Worklist | i Home Sign Out.

lstmseoma FUAT -

Notification  NavBar
Related Content v | New Window | Help | Personalize Page

Approve Expense Report - Expense Summary EE)
Joanne Callahan Actions  --Choose an Action
Business Purpose  Employee Travel Report 3000045655 Submitted for Approval From Date  12/03/2019
Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan To Date 12/03/2019
Reference Last Updated  12/03/2019 RHONDA STEPHENS Trip Location  Philadelphia, Pennsylavania
Authorization ID 1000014553
Accounting Date  12/03/2019 Accounting Template STANDARD
Budget Status  Valid Budget Options
&3 View Analytics O Notes 4, Attachments
Totals ()
Emplovee Exnenses (4 Lines) 1.790.00 USD Non-Reimbursable Expel 0.00 USD Emplovee Credits 0.00 USD
~ Related Content ‘ CGA Approver ‘ ‘ Accounting Details = Purchase Enhanced Data ‘ ‘ Travel Enhanced Data c

SC_EX_EXP_RPT_ACCTG_DETAILS- Expense Rpt Accounting Detl RC

Download results in :  Excel SpreadSheet CSV Text File XML File (5 kb)

View All First 1-4 of4 Last
; . [ Expense S Budget Budget ______
E;p'"" Report  Expense ., Dist Exponse  rioetNumber Distance Merchant - Y7 GLunit OP°" Department Fund Account Class Bus Projoct Activity Line CroatedOn '2velAuth Advance Amount Distribution | o oyon acctgDate Header Line S*CoPHOM
eport  Description  Date Line  Type Description Unit (= e D D Applied  Status fitader e}
ACS Cont. Air Travel Delta Flight
13000045655 o> 12032018 1 1 DELTA234RF67 0 to USCO1 CLO71 130200 A00O1 52024 101 700.000 1210312019 1000014553 OUTST 12032019V Vv
Phildelphia Expenses Enidelohia
Hampton
ACS Con. Hotel and inn Center
23000045655 prrp ot 12032019 2 1 [ 0 Eo USCO1 CLO71 130200 A0001 52024 101 765.000 1210312019 1000014553 OUTST 12032010V V
Philadelphia
ACS Con. Meal Meals for
3 3000046655 120032018 3 1 0 three days  USCO1 CLO71 130200  A0001 52024 101 100.000 12/03/2019 1000014553 OUTST 12032019V Vv
Phildelphia Expenses vy
American
43000045655 A0 dgl‘;’;"a 12032019 4 1 Registration 0 g::l':t';‘” USCO1 CLO71 130200 A00O1 52024 101 225000 12/03/2019 1000014553 OUTST 120032019V Vv
Conference

Step 7: If accounting detail changes are necessary, click the Expense Details link.

Favorites ¥ | Main Menu ¥ Worklist v Worklist

Worklist | 4 Home | Sign Out

Az

ilommcgeoma  FUAT I -t wor ¥ 1@

Notification  NavBar

Related Content v | New Window | Help | Personalize Page
port - Expense Summary
Actions | -Choose an Action j ‘ GO |

se Employee Travel Report 3000045655 Submitted for Approval From Date  12/03/2019
lon  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan ToDate 12/03/2019
ce Last Updated  12/03/2019  RHONDA STEPHENS Trip Location  Philadelphia, Pennsylavania

Authorization [D 1000014553
ate  12/03/2019 Accounting Template  STANDARD
us  Valid Budget Options

& View Analytics @ Notes & Attachments
es (4 Lines) 1,790.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
ces Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 1,790.00 USD Amount Due to Supplier 0.00 USD
B¢
4
| Send Back Hold Save Changes

Approvers - Ability to Change Accounting Details on an Expense Report December 2019



Step 8: To view all expense line information, click the Expand Lines link.

Favorites v

Main Menu ¥

37

Worklist v Worklist Worklist | & Home Sign Out
B | wrere A IR ) s e woe K
) | SOUTH CAROLINA U M ianced Sear Notfcaton  Naviar

Related Content v | New Window | Help | Personalize Page
Approve Expense Report - Expense Details [& Summary an|
Joanne Callahan Actions | --Choose an Action |
Business Purpose  Employee Travel Report 3000045655 Submitted for Approval From Date  12/03/2019
Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan ToDate 12/03/2019
Reference LastUpdated  12/03/2019  RHONDA STEPHENS Trip Location  Philadelphia, Pennsylavania
Authorization ID 1000014553
Accounting Date  12/03/2019 Accounting Template STANDARD
Budget Status  Valid Budget Options
& View Analytics @  Notes 4. Attachments
Expenses (3
Expand Lines ||Oullapse Lines | Expand All | Collapse All Total 1,790.00  USD
Receipt Information
(" Receipts Received
*Date *Expense Type *Description *Amount *Currency Approve
* n . " & v Receipt Required v
12/03/2019 Air Travel Expenses Delta Flight to Philadelphia 4 & 700.00 USD
. Receipt Verified
226 characters remaining
* " " - &4 v Receipt Required v
12/03/2019 Hotel and Lodging Hampton Inn Center City, Phl\adelph% 765.00 usD
.. Receipt Verified
217 characters remaining
* S Receipt Required v
12/03/2019 Meal Expenses Meals for three days away % 100.00 usD
o N . Receipt Verified
WinQ '#IC: SHEET APPRVEQTI Ul BTN ID ER TOOI BAR#SUMMARYSUBMIT'):

Step 9: Scroll down to find the expense line(s) that requires accounting changes.

Favorites v

Main Menu ¥

Worklist ¥ Worklist Worklist | i Home Sign Out
B | s ‘U A I Y o 9
@ SOUTH CAROLINA I ‘ ) L 1 vanced Searc! Noification  NavBar
Receipt Information
("] Receipts Received
*Date *Expense Type *Description *Amount *Currency Approve
. " ; " = 4 v Receipt Required v
12/03/2019 Air Travel Expenses Delta Flight to Philadelphia 4 70000 USD
. Receipt Verified
226 characters remaining
- 7/ Default Rate
Exchange Rate 1.00000000 = i
Payment Type Personal Reimbursement 9 Non-Reimbursable
Billing Type AVAILABLE FOR COST COLLECTION Base Currency Amount 70000  USD No Receipt
Location Out of State
Ticket Number DELTA234RF67
Accounting Details (O
Chartfields ‘ ‘ VAT Amounts 13
o . Monetary Currency Exchange o PC Bus o
Amount 'GL Unit Amount Code Rate Oper Unit Dept Fund Account Class Unit Project
700.00 uscot Q 700.00 USD 1.00000000 CLO71 Q 130200 Q A0001 Q 52024 Q 101 Q Q

Approvers - Ability to Change Accounting Details on an Expense Report
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Step 10: Make the necessary accounting detail changes at the line level to add a valid project (Make sure
these are valid CF values from the Crosswalk table).

Favorites ¥ | Main Menu ¥ Worklist v Worklist

FUA

24 | gniversiry or

=l | SOUTH CAROLINA

(7 Receipts Received

Navigator ~ | Search Rl Advanced Search

Worklist | 4 Home | Sign Out

v @

Notification  NavBar

AddTo v

*Date *Expense Type *Description *Amount *Currency Approve
N . @ 4 v Receipt Required v
12/03/2019 Air Travel Expenses Delta Flight to Philadelphia 4 70000 USD
. Receipt Verified
226 characters remaining
= v Default Rate
Exchange Rate 1.00000000 = i
Payment Type Personal Reimbursement 9 Non-Reimbursable
Billing Type AVAILABLE FOR COST COLLECTION Base Currency Amount 700.00 USD No Receipt
Location Out of State
Ticket Number DELTA234RF67
Accounting Details 3
Chartfields ‘ ‘ VAT Amounts (13
Currency Exchange o PC Bus o o
Amount Code Rate Oper Unit Dept Fund Account Class Unit Project Activity
700.00 00 UsD 1.00000000 CLO49 Q 220000 Q K1000 Q 52024 Q 202 Q  UsCsFQ 10006454 Q 1

Step 11: To save the changes, click the Summary and Approve link.

Favorites ¥ | Main Menu ™ Worklist v Workist

UNIVERSITY OF

©  Notes

P

I

B

0 FUAT
=% | SOUTH CAROLINA I 1 o O
nse Report - Expense Details
ess Purpose  Employee Travel Report 3000045655 Submitted for Approval
D ACS Conf. Created 12/03/2019  Joanne Callahan
Reference Last Updated  12/03/2019  RHONDA STEPHENS
Authorization ID 1000014553
ounting Date  12/03/2019 Accounting Template STANDARD
udget Status  Not Budget Checked Budget Options X
@ View Analytics
lapse Lines | Expand All | Collapse All
ion
eived
*Expense Type *Description *Amount *Currency
B " ; ; >
32019 Air Travel Expenses Delta Fiight to Philadelphia 4 & 70000  USD
2286 characters remaining
X Exchange Rate 1.00000000
[Payment Type Personal Reimbursement
Billing Type AVAILABLE FOR COST COLLECTION Base Currency Amount 700.00 usp
Location Out of State

Worklist | i Home |

Sign Out

v

Notification
Personalize Page

AddTo ¥
NavBar
Related Content v |

New Window | Help |

...Choose an Action

Ep

Actions

From Date  12/03/2019

To Date  12/03/2019

Trip Location  Philadelphia, Pennsylavania

& Attachments

Total 1,790.00 USD

Approve
Receipt Required v

Receipt Verified

| Default Rate
Non-Reimbursable
No Receipt
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Step 12: Be sure to Budget Check the transaction before approving. This will save the changes and update the
expense lines. To do this, click the Budget Options link.

Favortes Y | Main Menu Worklist ¥ > Workist Worklist | & Home | Sign Out

=

Notification  NavBar

Related Content v | New Window | Help | Personalize Page

Approve Expense Report - Expense Summary KqE]
Joanne Callahan Actions | --Choose an Action
Business Purpose Employee Travel Report 3000045655 Submitted for Approval From Date 12/03/2019
Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan To Date  12/03/2019
Reference Last Updated  12/03/2019  RHONDA STEPHENS Trip Location  Philadelphia, Pennsylavania
Authorization ID 1000014553
Accounting Date  12/03/2019 Accounting Template STANDARD
Budget Status  Not Budget Checked Budget Options
View Analytics ©  Notes #. Attachments
Totals (®
Employee Expenses (4 Lines) 1,790.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 1,790.00 USD Amount Due to Supplier 0.00 USD
» Approval History
¥ Comments
ot
4
) e
‘ Approve ‘ ‘ Send Back ‘ Hold Save Changes

Note: It is required that the report is budget checked before it is approved. If you try approving the report
before it is budget checked, the following message will appear when you click the Approve button.

Expense Report (30000,180)

Please budget check the expense report using the "Budget Options" link at the top of the page then click "Approve”.
Approvers authorized to modify accounting distributions may only approve expense reports that have been budget checked.

Approvers - Ability to Change Accounting Details on an Expense Report December 2019
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Step 13: On the Commitment Control Details page, click the Budget Check button.

Commitment Control

Commitment Control Details
Source Transaction Type Expense Sheet
Budget Checking Header Status Not Budget Checked

Commitment Control Amount Type Encumbrance
Commitment Control Tran ID 0001632477
Commitment Control Tran Date  12/03/2019

Budget Check 4

Go to Transaction Exceptions Go To Activity Log
R

' Override Transaction

OK

Budget Checking Errors Exist (18021,91)

Budget checking errors were logged for this document. Please check the budget exception page to view them.

Approvers - Ability to Change Accounting Details on an Expense Report December 2019
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Step 15: Click the No button indicating you do not want to transfer the exception and to refresh the page.

Favorites ¥

Main Menu ¥

‘Worklist ¥ Worklist Worklist | & Home | Sign Out
8| o F o W
9% | SOUTH CAROLINA I U adid AdvencedSearch Notication  NavBiar
Related Content v | New Window | Help | Personalize Page
Approve Exp Report - Exp St Yy HE|
Joanne Callahan Actions | --Choose an Action
Business Purpose  Employee Travel Report 3000045655 Submitted for Approval From Date  12/03/2019
Description  ACS Conf. Philidelphia Created  12/03/2019  Joanne Callahan To Date  12/03/2019
Reference Last Updated  12/03/2019  RHONDA STEPHENS Trip Location  Philadelphia, Pennsylavania
Accounting Date  12/03/2019 Budget Checking has logged 'Error’ Exceptions. Do you want to Transfer to the Exceptions? (18021,1091)
Budget Status  Not Budget Checked
Selecting "Yes" will transfer you to the Panel for this while and the
calling panel. & Attachments
Totals (2
Selecting "No" will refresh the panel.
You can transfer later by using the "Go to Transaction Exception Header" Push Button on this secondary panel.
Employee Expenses (4 Lines) 1,790.f Employee Credits 0.00 USD
Yes
Cash Advances Applied (X Supplier Credits 0.00 USD
Amount Due to Employee 1,790.00 USD Amount Due to Supplier 0.00 USD

Step 16: Click the OK button to return to the Expense Summary page.

Favorites ¥ | Main Menu ¥ Workiist ¥ Workiist Worklist | @ Home | Sign Out
|| univarsiry o E . - @
0 | SOUTH CAROLINA j § ‘7 venced Searc Notficalion  NavBar
Related Content v | New Window | Help | Personalize Page
Approve Exp Report - Exp St Yy HE|
Joanne Callahan Actions ‘ Choose an Action
Business Purpose  Employee Travel Report 3000045655 Submitted for Approval From Date 12/03/2019
Description  ACS Conf. Philidelphia Commitment Control x To Date 12/03/2019
Reference Help Trip Location  Philadelphia, Pennsylavania
Commitment Control Details
Accounting Date  12/03/2019 Source Transaction Type Expense Sheet
Budget Status  Not Budget Checked Budget Budget Checking Header Status Error in Budget Check
Commitment Control Amount Type Encumbrance S & AttachRents
Totals (2 "
Commitment Control Tran ID 0001632477
Commitment Control Tran Date  12/03/2019
Override Transaction
Employee Expenses (4 Lines) 1,790.00 USD § P Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD ‘ Budget Check Supplier Credits 0.00 USD
Go to Transaction Exceptions Go To Activity Log
Amount Due to Empl — 0.00 USD
Cancel
> Approval History

Approvers - Ability to Change Accounting Details on an Expense Report
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Notice the Budget Status is now Error in Budget Check.

Step 17: To identify the error, click the Related Content drop-down arrow to review the Accounting Details for

this report.

Step 18: Select Accounting Details from the list.

Favorites ¥ | Main Menu ¥

2

24 | universiTy oF

o\

Approve E:

Worklist ¥

SOUTH CAROLINA

Worklist

FUAT

Joanne Callahan

Business Purpose

P Report - Exp St y

Employee Travel

Navigator ~ | Search il Advanced Search

42

Worklist | 4 Home | SignOut

AddTo ¥ A
Notification
Related Content v New Window | Help |
Accounting Details
Purchase Enhanced Data ons | --Choose an Action

CGA Approver

Report 3000045655 Submitted for Approval Travel Enhanced Data )19
Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan To Date 20572019
Reference Last Updated  12/03/2019  RHONDA STEPHENS Trip Location  Philadelphia, Pennsylavania
Authorization [D 1000014553
Accounting Date  12/03/2019 Accounting Template STANDARD

Personalize Page

©)

NavBar.

EE}

IBudgelStatus Errorin Budgetcheckl Budget Options

@ View Analytics Notes 4. Attachments
Totals (3

Employee Expenses (4 Lines) 1,790.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 1,790.00 USD

Amount Due to Supplier 0.00 USD

» Approval History

¥ Comments

Approvers - Ability to Change Accounting Details on an Expense Report December 2019



43
Step 19: Identify the expense line with the Budget Line Status of E. For this example, the Exception Type is
Budget Date out of Bounds.

The process to move forward for each Exception Type is:
1. Out of Bounds — the project has ended, go back to the expense line to add a valid project
2. Exceeds Budget Tolerance — reach out to Grants and Funds Management contact

Favorites ¥ | Main Menu ¥ > Worklist v Worklist

Worklist | i Home Sign Out

25 | universiTy oF ‘A T e = e ?’
=) | SOUTH CAROLINA l ; | [ Navigator ~searcn | > VSR

Notification  NavBar
Related Content v | New Window | Help | Personalize Page

Approve Exp Report - Exp S Yy EE)
Joanne Callahan Actions  --Choose an Action
Business Purpose Employee Travel Report 3000045655 Submitted for Approval From Date 12/03/2019
Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan To Date 12/03/2019
Reference Last Updated  12/03/2019  RHONDA STEPHENS

Trip Location Philadelphia, Pennsylavania
Authorization ID 1000014553

Accounting Date  12/03/2019 Accounting Template STANDARD
Budget Status  Error in Budget Check ~ Budget Options

View Analytics ©  Notes 4. Attachments
Totals (®

¥ Related Content ‘ CGA Approver‘ 1Accounting Details | Purchase Enhanced Data ‘ ‘ Travel Enhanced Data c i
SC_EX_EXP_RPT_ACCTG_DETAILS- Expense Rpt Accounting Detl RC

Download results in:  Excel SpreadSheet CSV Text File XML File (5 kb)

View All First 1-40f 4 Last

Expense Budget Budget
Expense  Report  Expense . Dist Expense 5 Line _ Oper PC Bus 5 _Expe Travel Auth Advance Amount Distribution . 'dget g ception
Report Description Date Line. Line Type Ticket Number Distance Merchant Description GL Unit Unit Department Fund Account Class Unit Project  Activity ;I:; Created On D D Applied  Status Location Acctg Date ::::".; sl'.;rllz‘ Type
ACS Con. A Travel Delta Flight Dot
13000045655 o 126032018 1 1 DELTA234RF67 0 to SCO1 CLO49 220000  K1000 52024 202 USCSP 10008454 1 700.000 12/03/2019 1000014553 OUTST 12032019E  E
hilidelphia Expenses Philadelphia &
Bounds
Hampton
ACS Con. Hotel and inn Center
23000045655 prrp it 12032019 2 1 [ 0 Eo USCO1 CLO71 130200 A0001 52024 101 765.000 12/03/2018 1000014553 OUTST 12032019 E v
Philadelphia
ACS Con. Meal Meals for
33000045655 A 126032018 3 1 0 three days  USCO1 CLO71 130200  A0001 52024 101 100.000 12/03/2019 1000014553 OUTST 12032019 E v
ilidelphia Expenses oy
American
4 3000045655 ACS. Conf, 12/03/2018 4 1 Registration 0 Che.m":a‘ USC01 CLO71 130200 A0001 52024 101 225.000 12/03/2019 1000014563 OUTST 12/03/2019 E v
Phildelphia Society
Conference

Step 20: After a thorough review of the accounting details, click the Paglet Settings icon, and then click Close.

Favorites ¥ | Main Menu ¥ Worklist ¥ Worklist Worklist | i Home Sign Out

i lomseoma  FU [CHnissor —sewen ) . R C)

Notification  NavBar
Related Content v | New Window | Help | Personalize Page

Approve Expense Report - Expense Summary

E
Joanne Callahan Actions | --Choose an Action
Business Purpose  Employee Travel Report 3000045655 Submitted for Approval From Date  12/03/2019
Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan To Date 12/03/2019
Reference Last Updated  12/03/2019  RHONDA STEPHENS Trip Location  Philadelphia, Pennsylavania
Authorization ID 1000014553
Accounting Date  12/03/2019 Accounting Template STANDARD
Budget Status  Error in Budget Check ~ Budget Options
View Analytics ©  Notes 4. Attachments
Totals (®
~ Related Content ‘ CGA Approver“ ‘ Accounting De'ails‘ ( Purchase Enhanced Data | | Travel Enhanced Data (&4 E

SC_EX_EXP_RPT_ACCTG_DETAILS- Expense Rpt Accounting Detl RC

Download results in:  Excel SpreadSheet CSV Text File XML File (5 kb)

View All First 14 0f 4 Last
Expense  Report  Expense Dist Expense Line Oper PCBus Expense Travel Auth Advance Amount Distribution Budget Budget ¢, oo tion
= ot Ponse Line e Ticket Number Distance Merchant ne . GLUnit P Dopartment Fund Account Class ©U o'  Project Activity Line Created On 3 Location Acctg Date Header Lino

oport  Description Date Line Type Doscription Unit Unit e D D Applied Status e o TYP
. Delta Flight Budget
ACS Conf. Air Travel Date out
13000045655 120032019 1 1 DELTA234RF67 0 to USCOT CL049 220000  K1000 52024 202 USCSP 10006454 1 700.000 12/03/2019 1000014553 OUTST 121032019 E  E
Philidelphia Expenses B iadelphia of
P Bounds
Hampton
ACS Cont. Hotel and Inn Center
23000045655 by il 120032019 2 1 foeion 0 iy, USCO1 CLO71 130200 AQ001 52024 101 765.000 12/03/2019 1000014553 OUTST 120032019 E V.
Philadelphia
ACS Con. Meal Meals for
33000045655 - 121032019 3 1 0 three days  USCO1 CLO71 130200  AD001 52024 101 100.000 12/03/2019 1000014553 OUTST 121032019 E V.
iidelphia Expenses oy
American
ACS Cont. . Chemical
43000045655 [0 OO0 120032019 4 1 Regisiration 0 Socay. USCO1 CLO71 130200 AODO1 52024 101 225,000 12/03/2019 1000014553 OUTST 120082019 € V
Conference
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Step 21: To fix this budget error, a valid project will need to be added to the accounting details. To do this,
click the Expense Details link.

Favorites ¥ | Main Menu ™ Worklist ¥ > Worklist
Az |

&l woiceomna  FUAT

Related Content v |

Worklist | & Home | Sign Out

Notification  NavBar

New Window | Help | Personalize Page

port - Expense Summary

Actions | ~Choose an Action - | e |
se Employee Travel Report 3000045655 Submitted for Approval From Date 12/03/2019
on  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan ToDate 12/03/2019
ce LastUpdated 12/03/2019  RHONDA STEPHENS Trip Location Philadelphia, Pennsylavania

Authorization ID 1000014553
late  12/03/2019 Accounting Template STANDARD
us  Errorin Budget Check  Budget Options

View Analytics ©  Notes 4. Attachments
es (4 Lines) 1,790.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
ces Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 1,790.00 USD Amount Due to Supplier 0.00 USD

Step 22: To view all expense line information, click the Expand Lines link.

Favorites ¥ | Main Menu ™ Worklist ¥ Workist

il omceoma  FUA'T T ©

Notification  NavBar

Worklist | # Home | Sign Out

Related Content v | New Window | Help | Personalize Page
Approve Expense Report - Expense Details [E Summary an|
Joanne Callahan Actions | --Choose an Action 5

Business Purpose Employee Travel Report 3000045655 Submitted for Approval From Date 12/03/2019

Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan To Date 12/03/2019

Reference LastUpdated  12/03/2019 RHONDA STEPHENS Trip Location  Philadelphia, Pennsylavania
Authorization D 1000014553
Accounting Date  12/03/2019 Accounting Template STANDARD

Budget Status  Error in Budget Check ~ Budget Options

& View Analytics @ Notes &, Attachments
Expenses ()
Collapse Lines | Expand All | Collapse All Total 1,790.00 USD
Receipt Information
(] Receipts Received
*Date *Expense Type *Description *Amount *Currency Approve
2 . .
* : - " & v Receipt Required v
12/03/2019 Air Travel Expenses Delta Flight to Philadelphia 4 & 70000 USD *
. Receipt Verified
226 characters remaining
* " " @3 & 7 Receipt Required v
12/03/2019 Hotel and Lodging Hampton Inn Center City, Philadelphig, 76500  USD
Receipt Verified

217 characters remaining
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Step 23: Scroll down to find the expense line(s) that requires accounting changes.

Favorites ¥ | Main Menu ™ Worklist ¥ > Worklist Worklist | i Home Sign Out
FUAT r o
= Navigator ~ | Search | » AddTo ¥
: | SOUTH CAROLINA FUA'T s Ntfation  Navgr
Receipt Information
Receipts Received
*Date *Expense Type *Description *Amount *Currency Approve
2 . .
* - - " & v Receipt Required v
12/03/2019 Air Travel Expenses Delta Flight to Philadelphia Y & 70000  USD *
. Receipt Verified
226 characters remaining
v Default Rate
Exchange Rate 1.00000000 i
Payment Type Personal Reimbursement 9 Non-Reimbursable
Billing Type AVAILABLE FOR COST COLLECTION Base Currency Amount 70000 USD No Receipt
Location Out of State
Ticket Number DELTA234RF67
Accounting Details (9
Chartfields VAT Amounts 13
Amount *GL Unit 4 Oper Unit Dept Fund Account Class RC{Bus Project
Amount Code Rate Unit
700.00 uscot Q 700.00 USD 1.00000000 |CL0O49 Q 220000 Q K1000 Q 52024 Q 202 Q USCSFQ 10006454

Step 24: Make the necessary accounting detail changes at the line level to add a valid project (Make sure
these are valid CF values from the Crosswalk table).

Favorites ¥ | Main Menu ¥ Worklist v Worklist

UNIVERSITY OF

Worklist | 4 Home |

Sign Out

ST A& T \C)
FUA' I Y /s
CAROLINA I U ) § Lsear anced Searcl Notification  NavBar
eived
*Expense Type *Description *Amount *Currency Approve
2 . .
* - " " 4 v Receipt Required 7
/2019 Air Travel Expenses Delta Flight to Philadelphia 70000  USD R Verified
int Veri
226 characters remaining eceipt Verifie
- v Default Rate
Exchange Rate 1.00000000 = i
[Payment Type Personal Reimbursement 9 Non-Reimbursable
Billing Type AVAILABLE FOR COST COLLECTION Base Currency Amount 700.00 USD No Receipt
Location Out of State
cket Number  DELTA234RF67
Accounting Details 3
Chartfields ‘ ‘ VAT Amounts >
Currency Exchange - PC Bus o o
Amount Code Rate Oper Unit Dept Fund Account Class Unit Project Activity
700.00 700.00 USD 1.00000000 (CLO71 Q 120600 Q K1000 Q 52024 Q 202 Q uscsrQ 10008791 Q 1
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Step 25: To save the changes, click the Summary and Approve link.

Favorites ¥ | Main Menu ™ Worklist v Workdist

Worklist | Home | Sign Out

il oomseoma FUA'T wne ¥ @

Notification ~ NavBar
Related Content v | New Window | Help | Personalize Page

nse Report - Expense Details

Actions | ~~Choose an Action e
ess Purpose  Employee Travel Report 3000045655 Submitted for Approval From Date 12/03/2019
Description  ACS Conf. Philidelphi Created 12/03/2019  Joanne Callahan ToDate 12/03/2019
Reference LastUpdated  12/03/2019 RHONDA STEPHENS

Trip Location  Philadelphia, Pennsylavania
Authorization ID 1000014553

ounting Date  12/03/2019 k Accounting Template STANDARD

udget Status  Not Budget Checked Budget Options

£ View Analytics ©  Notes & Attachments
lapse Lines | Expand All | Collapse All Total 1,790.00 USD
ion
eived
*Expense Type *Description *Amount *Currency Approve
2 . .
. : & v Receipt Required v
32019 Air Travel Expenses Delta Flight to Philadelphia y & 70000  USD *

226 characters remaining Receipt Verified

7| Default Rate

Exchange Rate 1.00000000 =

ot

[Payment Type Personal Reimbursement
Billing Type AVAILABLE FOR COST COLLECTION Base Currency Amount 700.00 USD No Receipt

Non-Reimbursable

Location Out of State

Step 26: Be sure to Budget Check the transaction before approving. This will save the changes and update the
expense lines. To do this, click the Budget Options link.

Favortes ¥ | Main Menu Worklist ¥ > Worklist Worklist | i Home Sign Out

i omceomna  FUA'] I Y /s wroe ¥ @

Notification  NavBar

Related Content v | New Window | Help | Personalize Page

Approve Expense Report - Expense Summary g
Joanne Callahan Actions | --Choose an Action
Business Purpose  Employee Travel Report 3000045655 Submitted for Approval From Date 12/03/2019
Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan To Date 12/03/2019
Reference Last Updated  12/03/2019 ~ RHONDA STEPHENS

Trip Location Philadelphia, Pennsylavania
Authorization ID 1000014553
Accounting Date  12/03/2019 Accounting Template STANDARD
Budget Status  Not Budget Checked

View Analytics @ Notes & Attachments
Totals (9
Employee Expenses (4 Lines) 1,790.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 1,790.00 USD Amount Due to Supplier 0.00 USD

» Approval History

¥ Comments

Approve Send Back Hold Save Changes
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Step 27: On the Commitment Control Details page, click the Budget Check button.

Favorites ¥ | Main Menu ¥ Worklist ¥ Worklist Worklist | Home | Sign Out

i | omseoma FU IR -~ N

Notification  NavBar.

Related Content v

New Window | Help | Personalize Page

Approve Exp Report - Exp St Yy =l=
Joanne Callahan Actions | --Choose an Action
Business Purpose  Employee Travel Report 3000045655 Submitted for Approval From Date 12/03/2019
Description  ACS Conf. Philidelphia Commitment Control & To Date  12/03/2019
Reference Help Trip Location  Philadelphia, Pennsylavania

Commitment Control Details
Accounting Date  12/03/2019

Budget Status  Not Budget Checked Budget

Source Transaction Type Expense Sheet

Budget Checking Header Status  Not Budget Checked

Commitment Control Amount Type Encumbrance S & Attachments
Totals
@ Commitment Control Tran ID 0001632477
Commitment Control Tran Date  12/03/2019
Override Transaction
Employee Expenses (4 Lines) 1,790.00 USD P Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Bu Check Supplier Credits 0.00 USD
.
Go to Transaction Exceptions Go To Activity Log
Amount Due to Empl — 0.00 USD

OK Cancel ‘

» Approval History

¥ Comments

Step 28: Click the OK button when the Budget Status is ‘Valid’. Be sure the budget checking process is
complete before clicking OK.

Favorites ¥ | Main Menu ¥ Worklist ¥ Worklist

Worklist | 4% Home | Sign Out

SOUTH CAROLINA FU A T _|ommzigzmh - ¥ @

Notification  NavBar.

Related Content v | New Window | Help | Personalize Page
Approve Exg Report - Exp St y EqE]
Joanne Callahan Actions ‘ £ ChoosclanAction
Business Purpose Employee Travel Report 3000045655 Submitted fol al From Date  12/03/2019
Description  ACS Conf. Philidelphia Commitment Control x ToDate  12/03/2019
Reference Help Trip Location  Philadelphia, Pennsylavania

Commitment Control Details

Accounting Date  12/03/2019 Source Transaction Type Expense Sheet

Budget Status ot Budget Checked  Budge I Budget Checking Header Status  Valid I

Commitment Control Amount Type Encumbrance 3 &4 Attachments
Totals
@ Commitment Control Tran ID 0001632477
Commitment Control Tran Date  12/03/2019
Override Transaction
Employee Expenses (4 Lines) 1,790.00 USD P Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Budget Check Supplier Credits 0.00 USD
Go to Transaction Exceptions Go To Activity Log

Amount Due to Empls 0.00 USD

Cancel ‘

> Approval History

¥ Comments
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Step 29: Be sure to view the Accounting Details in Related Content to ensure the budget error no longer exists.

To do this, click the Related Content link and select Accounting Details from the list.

Favorites ¥ | Main Menu ¥ Worklist v Worklist

FUA

24 | gniversiry or

=l | SOUTH CAROLINA

Navigator ~ | Search Rl Advanced Search
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Worklist | 4 Home |

Sign Out

v @

Notification ~ NavBar

AddTo v

Related Content v || New Window | Help | Personalize Page
Approve Expense Report - Expense Summary RE
Joanne Callahan Purchase Enhanced Data ons | --Choose an Action
CGA Approver
Business Purpose  Employee Travel Report 3000045655 Submitted for Approval Travel Enhanced Data 19
Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan To Date 120372019
Reference Last Updated  12/03/2019  RHONDA STEPHENS Trip Location  Philadelphia, Pennsylavania
Authorization ID 1000014553
Accounting Date  12/03/2019 Accounting Template STANDARD
Budget Status  Valid Budget Options
¥ View Analytics @ Notes & Attachments
Totals (9
Employee Expenses (4 Lines) 1,790.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 1,790.00 USD Amount Due to Supplier 0.00 USD
» Approval History

Step 30: Notice that the Budget Status is now V, indicating there is no longer a budget error because you
entered a valid project.

Favorites ¥ | Main Menu ™ Worklist v Workist

FUAT

Approve Expense Report - Expense Summary

Worklist | Home |

Sign Out

v @

Notification  NavBar
Personalize Page

255 | UNIVERSITY OF

2 | SOUTH CAROLINA

AddTo v

Navigator ~ | Search el Advanced Search

Related Content v | New Window | Help |

HE

Joanne Callahan ..Choose an Action

Actions
Business Purpose  Employee Travel Report 3000045655 Submitted for Approval From Date 12/03/2019
Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan ToDate 12/03/2019
Reference LastUpdated  12/03/2019  RHONDA STEPHENS Trip Location Philadelphia, Pennsylavania
Authorization ID 1000014553
Accounting Date  12/03/2019 Accounting Template STANDARD
Budget Status  Valid Budget Options
1 View Analytics Notes 4. Attachments

Totals (®

¥ Related Content ‘ CGA Approver | Accounting Detailsl ‘ Purchase Enhanced Data | | Travel Enhanced Data

SC_EX_EXP_RPT_ACCTG_DETAILS- Expense Rpt Accounting Detl RC

Download results in:  Excel SpreadSheet CSV Text File XML File (5 kb)

View All First 14 of 4 Last
. } Expense bt Budget Budget . __
Expense Expense Dist Expense Line Oper PC Bus Travel Auth Advance Amount Distribution Exception
Aot Donon o e Dt S Tickettumber Distanc Marchant o, (10, GL Uit (Po peparment Fund Account Glass "GAE projoct Actiy ne  Grotedon 'Y o™ Mmoves " Location Acclg Dae Hescer Lne 5
ACS Con. Air Travel Delta Fiight
13000045655 - 12032019 1 DELTA2RFE? 0 o SCO1 CLO7A 120600  K1000 52024 202 USCSP 100087911 700000 12/03/2018 1000014553 OUTST 120032010V V.
Phildelphia Expenses Eniadelphia
Hampton
/ACS Conf. Hotel and Inn Center
23000045655 pn O 12032019 2 1 [oien o o USCO1 CLO71 130200 A0001 52024 101 765.000 12/03/2019 1000014553 OUTST 120032010V V.
Philadelphia
aCS Cont, Meal Meals for
33000045655 ACS OO 45030019 3 4 Meal ) three days  USCO1 CLO71 130200 A0001 52024 101 100.000 1210312019 1000014553 OUTST 120032010V v
Phildelphia Expenses o
American
43000045655 pp O 1200312019 41 Registration o oy USCOT CLOT1 130200 AQ0D1 52024 101 225,000 12/03/2019 1000014553 OUTST 120032010V V.
Conference
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Step 31: To continue reviewing this report, click the Paglet Settings icon and then click Close.

Favorites ¥ | Main Menu ¥ Worklist v Workdist

Worklist | # Home | Sign Out

i somcwomna FUAT R ©

Notification  NavBar

Related Content v

New Window | Help | Personalize Page

Approve Expense Report - Expense Summary EFE]
Joanne Callahan Actions | -Choose an Action
Business Purpose  Employee Travel Report 3000045655 Submitted for Approval From Date  12/03/2019
Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan ToDate 12/03/2019
Reference Last Updated  12/03/2019  RHONDA STEPHENS Trip Location  Philadelphia, Pennsylavania
Authorization ID 1000014553
Accounting Date  12/03/2019 Accounting Template STANDARD
Budget Status  Valid Budget Options
View Analytics ©  Notes 4. Attachments
Totals (®
~ Related Content [ oA Approver | | Accounting Detais | | Purchase Enhanced Data | Travel Enfanced Data |

SC_EX_EXP_RPT_ACCTG_DETAILS- Expense Rpt Accounting Detl RC

Download results in:  Excel SpreadSheet CSV Text File XML File (5 kb)

View All First 14 of 4 Last
N . Expense - Budget Budget .
Bxpante) Report  Expenso ., Dist EXPense  piyetnumber Distance Merchant | " GLunit OP%" pepartment Fund Account Class PCBUS project Activity Line Createdon T2VelAuth Advance Amount Distribution | oo on AcctgDate Header Line ©°XCCPtion
Report Description Date Line Type Description Unit. Unit Amt D D Applied  Status Status Status Type
ACS Con. Air Travel Delta Fiight
1 3000045655 U 12/03/2019 1 1 DELTA234RF67 0 to USCO01 CLO71 120600 K1000 52024 202 USCSP 10008791 1 700.000 12/03/2019 1000014563 OUTST 12/03/2019 V. v
Phildelphia Expenses Priladolphia
Hampton
23000045655 ppicont. 12032019 2 1 e o Inn Center - )5Co1 CLO71 130200 A00O1 52024 101 765.000 12/03/2019 1000014553 OUTST 120032019V Vv
Philadelphia
ACS Cont. Meal Meals for
33000045655 ACS OO 12032019 3 1 o three days  USCO1 CLO1 130200 A0001 52024 101 100.000 12/03/2019 1000014553 OUTST 120032018V Vv
ilidelphia Expenses ey
American
4 3000045655 IAGS Cont, 12/03/2019 4 1 Registration 0 Chev"“cal USCO01 CLO71 130200 A0001 652024 101 225.000 12/03/2019 1000014563 OUTST 12/03/2019 V. v
Phildelphia Society
Conference

Step 32: Click the Approve button if you are ready to move the expense report through workflow. If
necessary, you can take other actions on a report such as:

e Send Back: Request the report is edited in some way. A detailed comment is required.
e Hold: Further research is required. A detailed comment is required.

Favorites ¥ | Main Menu ¥ Worklist v Workist

Worklist | Home | Sign Out

ilomnsroma FUAT st ot R

Notification  NavBar

Related Content v | New Window | Help | Personalize Page
Approve Expense Report - Expense Summary B
Joanne Callahan Actions | --Choose an Action
Business Purpose  Employee Travel Report 3000045655 Submitted for Approval From Date 12/03/2019
Description  ACS Conf. Philidelphia Created 12/03/2019  Joanne Callahan ToDate 12/03/2019
Reference LastUpdated  12/03/2019 RHONDA STEPHENS Trip Location  Philadelphia, Pennsylavania
Authorization ID 1000014553
Accounting Date  12/03/2019 Accounting Template STANDARD
Budget Status  Valid Budget Options
1 View Analytics ©  Notes 4. Attachments
Totals (®
Employee Expenses (4 Lines) 1,790.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 1,790.00 USD Amount Due to Supplier 0.00 USD

» Approval History

¥ Comments

| Approve |‘ Send Back

Hold Save Changes
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Step 30: Click OK to certify the expenses submitted are accurate for official business of the University.

Favorites ¥ Main Menu

Worklist Worklist

Worklist # Home | SignoOut
Save Confirmation
Help sonalize Page
Approve Expense Report

Approve Ex RE]

| Submit Confirmation
Joanne Callahan Action

Joanne Callahan ReportID 3000045655
Bu
Totals ®
Employee Expenses (4 Lines) 1,790.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 1,790.00 USD Amount Due to Supplier 0.00 USD

Totals (?)

b “ This report will be approved. ]

Emp| SD
SD
By clicking OK, I certify the expenses submitted are accurate and comply with the University of South Carolina Travel Policy (FINA 1.00). | also certify that the expenses were incurred on official business
for the University.
Cancel [

» Approvall
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