Controller’s Office — Travel and Expense

Travel Card
Preparing an Expense Report using My Wallet
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I. Objectives

By the end of this procedure, you should be able to:

e Review/update Expense Types in My Wallet

e Create an Expense Report using My Wallet

II. Action Grid for Expense Reports

EXPENSE REPORT ACTIONS

Create/Modify

Add a new value to

create and submit

or Save for Later to
modify (Pending

Status)
PROXY v
EMPLOYEE v

View Delete Withdraw
View transactions Save for Later, but Submitted for
(Any Status) not submitted for approval
approval (Pending (Submitted
Status). Status), but not
Returned by the budget
approver for checked
modifications.
Or, withdrawn
placing it back into a
Pending Status.
v v v
v v v

Print

Print
transactions
(Any status)

Cancel

Contact the
Accounts Payable
Department to
cancel an
approved expense
report

Note: If you have any problems processing an Expense Report please contact the Accounts Payable Department.
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III. Tips and Tricks
Here are few tips and tricks that will help when creating an Expense Report using My Wallet:
e Collect all receipts from the employee (the traveler)

e Download the monthly statement from Bank of America, and reconcile the monthly statement
using the receipts provided to you by the employee.

e Gointo My Wallet to make sure all of the Expense Types are appropriate for Travel
(Hotel/Lodging, Air Travel, and Registration). Change the expense types for those that are not.

e Be sure to have all receipts and monthly statement scanned as one document, ready to upload
at the Header level.

e Use the Default Accounting for Report action to populate the accounting detail for each
expense line. Just be sure to change it if different for a line(s).

Preparing an Employee Reimbursement using My Wallet September 2019



IV. Prerequisites
Before creating an Expense Report have the following available:
e All of the receipts and monthly statement for the trip scanned into one document
e Avalid chartfield string
To retrieve a valid chartfield combination navigate to:
Main Menu > USC Conversion > USC Charfield Mapping > USC Department/Fund Inquiry
Use the “Crosswalk” page to identify the chartfield string is valid PeopleSoft. When using the Crosswalk, be
sure to enter the current fiscal year to ensure you are using the correct chartfield string. You can perform a

search using any of the fields at the top of the page to further refine your results.

Step 1: Enter the appropriate information in any of the available fields to validate the chartfield string. For this
example, the Operating Unit and Department are entered.

Step 2: Click in the Fiscal Year field and enter the current fiscal year.

Step 3: Click the Search button.

Favorites ¥ | Main Menu ¥ USC Conversion ¥ USC Chartfield Mapping USC Department/Fund Inquiry Worklist #A Home Sign Out

's&’\ UNIVERSITY OF Al i T =
&lotmceoma FUPG S - s N C)

Notification

New Window | Help | Personalize Page)

USC Dept/Fund Inquiry

USC Department/Fund Oper Unit Fund Code Dep Class Field Product

Fiscal Year PC Business Unit Project Activity
5 Q
‘ USC Department USC Fund Description Fiscal Year Operating Unit | Department Fund Code Class Field P(

!
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Step 4: Notice several valid chartfield strings are returned. Search for the one you need to verify.

Favorites ™ Main Menu ¥ USC Conversion ¥ usc

id Mapping ~ USC Department/Fund Inquiry Worklist & Home Sign Out

Notification NavBar

[=
SOUTH CAROLINA FUPG Aancad Soaren R C

RELAY
ST BENGH DEVLPMNT AND PROGF CONGPT 2020 | CLO40 155300 41000 202 uscsP 10008280 1

i AmMIN AGCT FOR GRAPES NSF ILCRC CNTR 2020 | CLO40 155300 J1000 202 uscsP 10008381 |1
IRERATING ACCT. GRAPES NSF IIGRG CNT 2020 | CLo40 155300 41000 202 uscsP 10008382 1
GRAPES-GR-18-05 BATTERY LIFE EXT METHOD 2020 | CLO40 155300 41000 202 uscspP 10008981 1
PEVELOPMENT OF ALKALI METALS EARTH 2020 | CLO40 155300 L1000 202 uscsp 10008222 |1
IN'VITRO IN VIVO MED FSBLTY BIO AVLBLE T 2020 | CLO40 155300 L1000 202 uscsP 10008834 1
bgmgos‘r COMPACT NEUTRON DETECTORS 2020 | CLO40 155300 N1600 202 uscIP 80003211 1
N RONMENT ADAPTIVE POS IBPNDNT 2020 | CLO40 155300 N1600 202 usciP 80003256 1
D ey ELECTRICALLY 2020 | CLO40 155300 F1000 202 uscsP 10000142 1
ESROC-SUPPORT FOR UNDERGRAD RESRCH 2020 | CLO40 155300 F1000 202 UscsP 10000231 1
A R-ADVNCNG DEFECT CONTRLED 2020 | CLO40 155300 F1000 202 UscsP 10000305 1
iﬁ?gﬁ:ggsom"‘s SYSTEMW 2020 | CLO40 155300 F1000 202 uscsp 10000306 |1
PRORM DRCTR COMMNCTNS, GIRCUTS, 2020 | CLO40 155300 F1000 301 uscspP 10000316 |1
ggs‘lgﬁgg%" NITRIDE:NEW EXTRM 2020 | CLO40 155300 l F1000 -202 luscsr= ‘ 10009422 -1
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V. Using My Wallet to Review/Update Expense Types

Each day, transactions will interface from Bank of America into PeopleSoft. These transactions are
displayed and can be updated on the My Wallet page. Travel card liaisons or cardholders will use this
page to change the expense type if not appropriately identified as Hotel/Lodging, Air Travel, and
Registration. Liaisons will visit the My Wallet page the 26™ of every month to ensure the expense
types, for the current monthly statement, are correct and make all necessary updates.

Main Menu > Employee Self Service > Travel and Expenses > My Wallet

Step 1: Click the Search button to view the list of cardholders for which you are the liaison.
Cardholders can select their employee ID if reviewing their own transactions.

[Favorites ¥ Main Menu ~ Employee Self-Service ¥ Travel and Expenses ¥ My Wallet ‘ Worklist A Home Sign Out

AddTo = v @

Az ¥ -
=3 UNIVERSITY OF i valgl(or Search
Y . Advanced Search B Last Search Results
W= | SOUTH CAROLINA | e Notficaton  NavBar

New Window | Help

My Wallet

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value
¥ Search Criteria

Searchby:  Empl ID j begins with

Advanced Search

Step 2: Select a cardholder to display the Review My Wallet Receipts page. Liaisons will choose from
a list of cardholders for which they are responsible.

Favorites ¥ Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ My Wallet B Worklist A Home Sign Out
A

UNIVERSITY OF [ = \ o @
~ § Navigator ~ | Search Advanced Search [l Last Search Results AddTo ¥
4 | SOUTH CAROLINA ot P8

New Window | Help

My Wallet

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value
¥ Search Criteria

Search by:  Empl ID j begins with

Advanced Search

Search Results

View Al 170f7 :]

Empl ID uscip Name

A43698341 A43698341 Besmann,Theodore Martin

A75679914 A75679914 GINN,HERBERT |

J14887355 J14887355 WANG,YI
T72787361 T72787361 MATOLAK,DAVID

U08369578 U08369578 DOUGAL,ROGER
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Note: The Search Criteria, Transaction Status, Card Program and Account Number, may default based
on the Visa transactions loaded into My Wallet for the cardholder. For example, if the cardholder has
transactions loaded for only one card account number, the My Wallet page will populate defaults. If
the cardholder has transactions assigned to different accounts or programs, they will be required to
select the card program and account number.

Step 3: Click the Card Program drop-down arrow.

Favorites ¥ Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ My Wallet B Worklist A Home Sign Out

aas UNIVERSITY OF B Navigator ~ | Search Advanced Search [l Last Search Results AddTo ¥ v @
) ~ vance oar Ul
) | SOUTH CAROLINA | g v Nolfication  NavBar

New Window | Help | Personalize Page

My Wallet
Review My Wallet Receipts
HERBERT GINN
Search Criteria ®
From Posting Date 09/09/2018 Through Date  09/09/2019 Search
*Receipt Data Source = All Data Sources j
*Transaction Status = Unassigned j
*Card Program B
*Account Number _'J

Step 4: Select Travel Card from the list.

Favorites ¥ Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ My Wallet B Worklist A Home Sign Out

e ; =
UNIVERSITY OF W Navigator ~ | Search Advanced Search [l Last Search Results AddTo ¥ v @
4% | SOUTH CAROLINA e | S

New Window | Help | Personalize Page

My Wallet
Review My Wallet Receipts
HERBERT GINN
Search Criteria ®
From Posting Date | 09/09/2018 Through Date 09/09/2019 | Search

*Receipt Data Source = All Data Sources j

*Transaction Status = Unassigned

. v ]
Card Program i Procurement Card

*Account Number jIrEvelCard
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Step 5: Click the Search button after the Card Program and Account Number are populated correctly.

Favorites ¥ Main Menu ¥ Employee Seif-Service ¥

S5 | UNIVERSITY OF

e
Xk | SOUTH CAROLINA

My Wallet
Review My Wallet Receipts

HERBERT GINN
Search Criteria (®
From Posting Date
*Receipt Data Source
*Transaction Status
*Card Program
*Account Number

Details @
5 Q

Travel and Expenses

B Navigator ~ Search Advanced Search  [Bl Last Search Results
1 WL Ul

My Wallet [

09/09/2018 Through Date  09/09/2019

All Data Sources

Unassigned

Travel Card

servaraearaa(00

Mark for Delete Account Number

Transaction Date

i

i
1

Posting Date Expense Type  Merchant

Worklist A Home Sign Out

AddTo ~ P @

Nolification NavBar

New Window | Help | Personalize Page

Additional Details Attachm

After clicking search, the page displays the account number, transaction date, visa posting date, the
default expense type, the merchant interfaced from Visa, additional information entered by the

cardholder or liaison, attachments and the transaction amount.

Step 6: Review each transaction to ensure all expense types are correct. If you find an incorrect
expense type use the following steps to change the expense type.

Favorites ¥ Main Menu ¥ Employee Self-Service ¥

% UNIVERSITY OF
0 | SOUTH CAROLINA

Travel and Expenses ¥ My Wallet B

l l B Navigator ~ Soarch Advanced Search [ Last Search Results

Worklist #A Home Sign Out

AddTo ~ @ @

Notification NavBar

Details @
m Q

Mark for Delete Account Number

s
oot
O
oo
cosasseneei001
s
.

s

sassssasnanignq

—

Win0, #ICRoW1);

Transaction Date

08/19/2019

08/19/2019

08/18/2019

08/14/2019

08/14/2019

08/14/2019

08/14/2019

08/14/2019

08/14/2019

08/14/2019

08/13/2019

Posting Date

08/20/2019

08/20/2019

08/20/2019

08/15/2019

08/15/2019

08/15/2019

08/15/2019

08/15/2019

08/15/2019

08/15/2019

08/15/2019

Expense Type

HOTEL AND LODGING

HOTEL AND LODGING

HOTEL AND LODGING

AIR TRAVEL

AIR TRAVEL

HOTEL AND LODGING

HOTEL AND LODGING

HOTEL AND LODGING

AIR TRAVEL

AIR TRAVEL

AIR TRAVEL

Merchant

COURTYARD BY
MARRIOTT-

COURTYARD BY
MARRIOTT-

SHERATON HOTEL

TRAVC AIR2
0017405426093

TRAVC AIR2
0067551721278

TRAVC HOTEL

TRAVC HOTEL2

TRAVC HOTEL2

TRAVC AIR2
0067551721278

TRAVC AIR2
0017405426093

DELTA AIR

Additional Details Attachments|

J

=

s
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Step 7: While reviewing each transaction, you may need to change an expense type. To do this, click
on the Expense Type to open the My Wallet Detail page.

Favorites ¥ | Main Menu ™ Employee Setf-Service ™ Travel and Expenses My Waliet |81 Workiist | i Home Sign Out

_j@ e F U PO - is55os0 s )
] = 08132019 08/15/2019 AIR TRAVEL DELTA AIR A
] B 081312019 08/15/2019 AIR TRAVEL DELTA AIR A
] = 08132019 08/15/2019 AIR TRAVEL DELTA AIR A
sssneg0g = 08132019 08/15/2019 AIR TRAVEL DELTA AIR 4
] 5 08132019 08/1512019 AIR TRAVEL DELTA AIR &
w0001 =0 081132019 08/15/2019 MEMBERSHIP FEES T OCRINE &
sussnssineg0g =0 081312019 08/15/2019 MEMBERSHIP FEES NAFSA EVENTS A
sessanmssangQ1 = 08132019 08/15/2019 REGISTRATIONS e ENCOCRINE 4
ewsereneeny 0001 = 08019 08/15/2019 AIR TRAVEL DELTA AIR A
ewssreneny 0001 = 08Maz019 08/15/2019 AIR TRAVEL DELTA AIR A
Add Expense @
Expense Type :I Add
Save
Return to Search Previous in List Next in List Notify Refresh

On the My Wallet Detail page, the default Expense Type can be changed, the Expense Location
updated and a Description added. When saved, all of this information will carry over from My Wallet
into the expense report.

Step 8: To update each expense line, begin by clicking the View All link. This will allow you to scroll
through each line one by one as you make all necessary updates.

Favorites ¥ | Main Menu ~ Employee Seif-Service > Travel and Expenses ¥ > My Wallet [ Worklist | fif Home | SignOut

8 |y . w @
UNIVERSITY OF —
. ~ Y Navigator ~ Soa » — ast Sea i AddTo ~ \
=i | SOUTH CAROLINA F | I_ S e e °T Notcalon  Nevoar

New Window | Help | Personalize Page

My Wallet

My Wallet Detail

HERBERT GINN

Details @ Q | M« BT < > M

Expense Type  MEMBERSHIP FEES j Mark for Delete
Transaction Date  08/13/2019 Non-Reimbursable
Payment Type  Prepaid Payments j Attachments
Cardmember Number  =sees=eses=anng j Enhanced Data
THE ENDOCRINE SOCIETY ANN
Transaction Amount 469.00
Currency USD
Exchange Rate 1.00000000 + [

Default Rate
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The first transaction now appears at the top of the screen. Add the Expense Location and Description

for each transaction line. Be sure to change the expense type where applicable.
To update a transaction, use the steps below.

Step 9: Click the Expense Type drop-down arrow.

Step 10: Select the appropriate Expense Type. For this example, select Registration. Remember, the
only expense types allowable for a Travel card are Hotel/Lodging, Air Travel, and Registration.

Favorites ¥ Main Menu ¥ Employee Self-Service ¥ > Travel and Expenses ¥ > My Wallet M Worklist #A Home Sign Out

AR | U VERSTI O »y P Navigator ~ Search Last Search Resul AddTo ~ p @
‘T{w— SOUTH CAROLINA F U Advanced Search. [l Last Search Resuits Nostoaton | Thoroar
» R 1'- D ile /! y @

Return to My Wallet

Expense Type | MEMBERSHIP FEES H Mark for Delete
I
Trrsadtion Dt ngNMCE SUPPLIES Non-Reimbursable
¥ MEMBERSHIP FEES
Payment Type MILEAGE Attachments
MISC TRAVEL Enhanced Data

Cardmember Number  MOTOR VEHICLE SUPPLIES
OCCUPATIONAL UNIFORMS
OFFICE SUPPLIES
OTHER FIXED CHARGES
Transaction Amount OTHER SUPPLIES
POSTAGE
Currency PRINTING-NON USC WORK
PURCHASE OF SUPPLIES FOR RESAL
Exchange Rate [E=EE G761 1E]
RELOCATION
RENTALS
SUBSCRIPTIONS NON-LIBRARY
TELEVISION & CABLE SERVICES
UTILITIES
WATER @

Base Currency Amount

Description

254 characters remaining
City 202-971-3636

Step 11: Click the OK button to continue. The enhanced data is additional information and does not
affect the expense line in any way.

Favorites ¥ Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ My Wallet B Worklist #A Home Sign Out

» | SOUTH CAROLINA F U b ) ovanced Search [ Last Search Resuls R ».C?
®

» Receipt Details/ vIB
Return to My Wallet

Expense Type REGISTRATIONS j Mark for Delete

Transaction Date (08/13/2019 Non-Reimbursable

Payment Type 'l Attachments

Cardmember Number
Changing the expense type may make the enhanced data associated no longer relevant. (10502,515)

EXPaas Locsion There is enhanced data associated with this line. Changing the expense type may make the enhanced data

Transaction Amount no longer relevant to the new expense type selected.
v &
Exch Rate o
Default Rate
Base Currency Amount 469.00 USD Update
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Step 12: Click the Enhanced Data link to see the transaction detail provided by the merchant.

Favorites ¥ Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ My Wallet B Worklist ‘ Home Sign Out
B 0mcrouna  FU P s 8t s v O}
Expense Type  HOTEL AND LODGING - Mark for Delote
Transaction Date 08/14/2019 Noh-Relmbureatie
Payment Type  Prepaid Payments j Attachments
Cardmember Number  ***ssseses *0001 j
TRAVC HOTEL2
Expense Location Q
Number of Nights 4
Transaction Amount 508.30
Currency USD
Exchange Rate 1.00000000 “ [
Default Rate

Step 13: Review the information. For example, hotel and lodging will typically provide information
such as the transaction date, total amount, number of nights, and a summary of expenses. The
summary can be helpful with identifying expenses not allowable on the Travel Card, such as
telephone.

Note: If a non-allowable expense appears on the Travel Card statement, but is an allowable travel
expense, a memo will be required and attached to the expense report.

Favorites Main Menu

< Employee Self-Service ¥ > Traveland Expenses ™ > MyWallet [l #& Home Sign Out

Enhanced Data x ®

NavBar

Help

Transaction Date  08/14/2019 I Expense Type HOTEL AND LODGING

Transaction Amount 508.30 USD Merchant TRAVC HOTEL2

Enhanced Data

Summary Lodging Information

Hotel Folio Check In Date  08/14/2019

Room Rate 115.00 Number of Nights 4

Summary Ledging Totals

Mini Bar 0.00 Business Center 0.00
Telephone 22.50 Prepaid 0.00
Gift Shop 0.00 Room Tax 36.79
Laundry 0.00 Other Charges 325.00
Valet 0.00 USC Travel Advance 0.00
Movie 0.00
Health Club 0.00
Food & Bev 0.00

Detail Lodging Totals

Detail Lodging

' R
3 Lodging Detail 1 Lodging Detail 2 Ii»

Return 1d
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Step 14: Click the Return button to get back to the My Wallet Detail page.

Travel and Expenses ¥ 5 N Worklist # Home Sign Out

Enhanced Data x ®
ChargeDate  RoomRate MiniBar Telephone Sﬂs Laundry Valet Movie "::"m Food & Bev Eevea
0811412018 0.00 0.00 20.00 0.00 0.00 0.00 0.00 000 0.00
081412019 0.00 0.00 0.50 0.00 0.00 0.00 0.00 0.00 0.00
08/14/2019 0.00 0.00 0.50 0.00 0.00 0.00 0.00 0.00 0.00
08/1412019 0.00 0.00 0.50 0.00 0.00 000 0.00 0.00 0.00
081412013 0.50 0.00 0.50 0.00 0.00 0.00 0.00 000 0.00
0814/2018 115.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
081472018 450 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 !
0811412018 4.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
08142018 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
} Recel
Return 1d

Step 15: Click the Look Up Expense Location button to add an appropriate location. The Travel Card
may be used for several different trips, so the location will need to be added to line to help identify
each trip on the expense report.

Favorites ¥ Main Menu ¥ Employee Self-Service ¥ > Travel and Expenses ¥ > My Waliet [ Worklist A Home Sign Out

B | onivesiry or ~1 T TR , A CENO)
v D Y Advanced Search [l Last Search Resuits Add To
2% | SOUTH CAROLINA F U e e __—_—— RO

Expense Type REGISTRATIONS j Mark for Delete

Transaction Date 08/13/2019 Non-Reimbursable

Payment Type  Prepaid Payments _-J Attachments
Cardmember Number ~ *#sessssees 0001 j Sihenceele
Expense Location E
Transaction Amount 469.00

Currency USD

Exchange Rate 1.00000000 “ &
Default Rate
Base Currency Amount 469.00 USD Update
Description @

Vi
254 characters remaining

City 202-971-3636
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Step 16: Select the appropriate Location from the list.

Main Menu ¥

UNIVERSITY OF

SOUTH CAROLINA

Return to My Wallet

Expense Type
Transaction Date
Payment Type
Cardmember Number
Expense Location
Transaction Amount
Currency

Exchange Rate

Base Currency Amount

Description

city

» Receipt D

Employee Self-Service ¥

Y

My Wallet B Worklist # Home Sign Out

A2 (©)

Notification NavBar

Travel and Expenses ™

Navigator ~ Search Bl Advanced Search [ Last Search Results

AddTo

B

Look Up Expense Location X
REGISTRATIO
Help
08/13/2019 Searchby: Expense Location j begins with |
Prepaid Paymé

Search Cancel Advanced Lookup

Search Results

View 100 1404 j
uso Expense Location Description
1.000¢ CANDA Canada y
DEfUREY e Foreign
INSTA In State
ouTsT Out of State
254 characters
202-971-3636
@

Step 17: Click in the Description field and enter an appropriate description. For individual Travel
Cards, be sure to add the trip name, actual location and trip dates (Example: AICPA, Orlando, 9/12/19
thru 9/15/19). The travel card may be used for several different trips so the description will help

identify each trip on the

expense report. The information entered here will carry over into the

Expense Report. For Department Card Descriptions be sure to include:

D, Name, TA (if applicable), Date, Location, Type of Conference (Example:

U12345678, Joanne Callahan, 10/12/21 - 10/15/21, Orlando, Conference)

Student: TA, Student, USCID, Name, Dates, Location, Type of Conference (Example: 01234:

Student, U12345678, Joanne Callahan, 10/12/21 - 10/15/21, Orlando, Conference)

e Employee: USCI
[}
e Non-Employee:

TA, Non-Employee, Name, Dates, Location, Type of Conference (Example:

01234: Non-Employee, Joanne Callahan, 10/12/21 - 10/15/21, Orlando, Conference)

Favorites ¥ Main Menu ¥

UNIVERSITY OF

SOUTH CAROLINA

Return to My Wallet

Expense Type
Transaction Date
Payment Type
Cardmember Number
Expense Location
Transaction Amount
Currency

Exchange Rate

Base Currency Amount

Description

ci

ty

Employee Seif-Service ¥

My Wallet [ Worklist A& Home Sign Out

G

Notification NavBar

Travel and Expenses ¥

AddTo ~

I l B Navigator v Search Advanced Search Bl Last Search Results

REGISTRATIONS Mark for Delete

08/13/2019 Non-Reimbursable

Prepaid Payments j Attachments

Enhanced Data
o0t |

Out of State Q

469.00

usD

v B

1.00000000

Default Rate

469.00 USD Update

Endrocring Society Conference, 9/5/19-9/9/19,
in Orlando FLU 4

195 characters remaining
202-971-3636

Preparing an Employee Reimbursement using My Wallet

September 2019




14
Be sure to scroll through each transaction to change the expense type (if applicable), add the
Expense Location, and add a Description.

Step 18: When ALL transactions are updated, click Save and return to My Wallet.

Step 19: Click the Return to My Wallet link.

Favorites ¥ Main Menu ¥ Employee Seif-Service ¥ Travel and Expenses ¥ My Wallet B Worklist \ A Home Sign Out

” )

AR | uNtversivy OF > B Navigator v Search Last Search Results AddTo ~ ®

2 | SOUTH CAROLINA E U_ Advanced Soarch B Last Search Ros omay TR
DELTA AIR

Expense Location Q

Airfare Receipt Number 0062365658810
Transaction Amount 365.50
Currency USD

Exchange Rate 1.00000000 © B

Default Rate

Base Currency Amount 365.50 USD Update

&

Description
v
254 characters remaining

City DELTA.COM

» Receipt Detail yli kd ®
Add Expense @
Expense Type :] Add

Return to Search Previous in List Nextin List Notify Refresh

Step 17: Notice the Expense Types are updated to Registration. This change will appear on the
Expense Report when it is created.

Favorites ¥ | Main Menu ¥ Employee Seif-Service ¥ > Travel and Expenses ¥ > My Wallet [l Worklist A Home Sign Out

2 |, =

25 | UNIVERSITY OF —~ B Navicat A @ @
Y U gator ~  Search Advanced Search [ Last Search Results Add To

2= | SOUTH CAROLINA ‘F UA e rotton e

sesssmeennag001 & 08132019 08/15/2019 AIR TRAVEL DELTA AR Endroctine Soclely Conference: |8
- THE ENDOCRINE Endrocrine Society Conference, g
FTes—— —
0001 =4 08/13/2019 08/15/2019 REGISTRATIONS SOCIETY ANN 9/5/19-9/9/19, in Orlando FL 3
PR - Endrocrine Society Conference, ¢
0001 = 08/13/2019 08/15/2019 REGISTRATIONS NAFSA EVENTS 9/5/19-9/9/19, Orlando FL e
roTras—— — THE ENDOCRINE Endrocrine Society Conference, 4
0001 o=y 08/13/2019 08/15/2019 REGISTRATIONS SOCIETY ANN 9/5/19-9/9/19, Orlando FL e
e - Endrocrine Society Conference, ¢
0001 = 08/13/2019 08/15/2019 AIR TRAVEL DELTA AIR 9/5/19-9/9/19, Orlando FL I
— Endrocrine Society Conference, g
............ - 3
0001 = 08/13/2019 08/15/2019 AIR TRAVEL DELTA AIR 9/5/19-8/9/19, Orlando FL .
Add Expense ®
Expense Type j Add
Save
Return to Search Previous in List Next in List Notify Refresh

All of the expense types look good, you are now ready to create an Expense Report for the current
monthly Travel Card statement.

S —
Preparing an Employee Reimbursement using My Wallet September 2019



15
VI. Searching for USC ID

To populate the USC ID field, use the Look Up USC ID button and search by last name. This search will
find the USC ID linked to a USC employee.

Main Menu > Employee Self Service > Travel and Expenses > Expense Reports > Create/ Modify
Step 1: Click the Add a New Value tab.

Step 2: Click the Look Up USC ID button.

Step 3: Click in the Name field and enter the appropriate last name.

Step 4: Click the Search button.

Favorites ¥ | Main Monu Employee Self-Service Travel and Expanses Expense Reports ¥ Crosate/Modif Worklist # Home Sign Out

Sincwons  FUPG W Look Up UBC D S

Notification

il New Window | Help

USCID  begins with j
Expense Report

EmplID  begins with j

uscip E Clear Cancel  Basic Lookup

Search Results

T

View 100 16016 |

Empl ID uscio Name

Find an Existing Value | Add a New Value A43698341 A43698341 Besmann,Theodore Martin
A75679914 A75679914 GINN,HERBERT
J14887355 J14887355 WANG,Y!

T72787361 T72787361 MATOLAK,DAVID
U08369578 U08369578 DOUGAL,ROGER

V73428906 V73428906 GIURGIUTIUVICTOR

Step 5: Click the Name link, this will populate the USC ID field with your ID. When entering an expense
transaction on someone’s behalf, be sure to select their USC ID here.

Favorites ¥ Main Menu Employee Self-Service ¥ Travel and Expenses ¥ Expen: s ¥ Worklist # Home Sign Out

- . Look Up USC ID B \e
SOUTH CAROLINA FUPG E E y S aE | ©
e New Window | Help
USCID  begins with j |
Expense Report
Empl ID  begins with j
Find an Existing Value Add a New Value WO (woramy _J pe
- INS Wi Y =
usc o Q Search Clear Cancel  Basic Lookup

Search Results

e Vewtto ¢ ¢ wait ]

Empl ID uscip Name

Find an Existing Value | Add a New Value A75679914 A75679914 GINN,HERBERT |
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Step 6: Notice the USC ID is now populated with the ID for the appropriate cardholder.

Favortes ¥ Main Menu Employee Self-Service ¥ >  Travel and Expenses ¥ Expense Reports ¥ > CreateModify Worklist #A Home Sign Out

,\\"//’i UNIVERSITY OF - avi e S F
@: SOUTH CAROLINA EUPG [ Navigator ~ Seach | » RN s Na(a,

Notification

New Window | Help

Expense Report

Find an Existing Value Add a New Value

USC ID A75679914 Q
s

Find an Existing Value | Add a New Value

S —
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VII. Create an Expense Report using My Wallet

Travel card expense reports will typically represent the cardholder’s monthly statement. At the end of
the month, the reconciled statement and final receipts can be added to the expense report and then
submitted for approval.

This example creates an expense report for the business purpose of Travel Card.

Main Menu > Employee Self Service > Travel and Expenses > Expense Reports > Create/ Modify
Step 1: Click the Add a New Value tab.

Step 2: Click in the USC ID field and enter the appropriate ID. See section VI. Searching for USC ID for help
with populating this field.

Step 3: Click the Add button.

Favorites ¥ Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ Create/Modify Worklist #A Home Sign Out

e

Notification NavBar

20 | SOUTH CAROLINA FUPGH g - co wue ¥ M@

New Window | Help

Expense Report

Find an Existing Value Add a New Value
USC ID | A75679914 Q

Find an Existing Value | Add a New Value

Step 4: Verify you are creating the Expense Report for the correct cardholder.

Step 5: Click in the Business Purpose drop-down arrow. Employee Travel will always be the default.

Favorites ¥ | Main Menu ¥ Employee Self-Service ™ Travel and Expenses ¥ Expense Reports ¥ Create/Modify Worklist A& Home Sign Out
:.MZ UNIVERSITY OF — V @
S Navigator ~ Search AddTo ~
&l oomcromna FUPG Sy - s . R
Related Content v | New Window | Help | Personalize Page
Create Expense Report =K
By: Quick Start
Purpose  Employee Travel EI Default Location Q
*Report Description *Trip Location
Reference Q *Date From *Date To
4 Attachments O Notes

Expenses (2

Total 0.00

Expand All | Collapse All Add: | $¥ Quick-Fill
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Step 6: Select Travel Card from the list.

Favorites ¥ Main Menu ¥ Employee Self-Service ¥ >  Travel and Expenses ¥ Expense Reports ¥ > CreateModify Worklist # Home Sign Out

;S‘Vo‘\ UNIVERSITY OF —~y v < P
B omiceomna  FUPR S ) - s et ®

Notification NavBar

Related Content v | New Window | Help | Personalize Page
Create Expense Report 2 S
HERBERT GINN (3)
E Travel) Quick Start
*Business Purpose ¥ Employee Travel | Default Location Q
Procurement Card
*Report Description | eam Card *Trip Location
Reference Q *Date From *Date To
4+  Attachments O  Notes
Expenses (2)
Total 0.00
Expand All | Collapse All Add: | $ Quick-Fill

Step 7: Notice some fields disappear. Add a Report Description. Be sure to use something that will
help you identify the report. It is recommended that you enter the year and statement month. For
example, 2019 August Travel Card.

Favorites ¥ Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ Create/Modify Worklist A Home Sign Out
EA ~
<3 l“\l\lk\ll\(\)) = B Nevigator: +| Search a AddTo ~ @ @
f‘ SOUTH CAROLINA F U Advanced Bearch I Laat Search Results Nowtoaton | Thaoe
Related Content v | New Window | Help | Personalize Page
Create Expense Report 2 S
HERBERT GINN ()
By: Quick Start
*Business Purpose Travel Card j Default Location Q
*Report Description 2019 August Travel Card 4 Attachments
Reference Q
Expenses (2)
Total 0.00
Expand All | Collapse All Add: | [ My Wallet (37)
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Step 8: Click the Attachments link to add important documentation such as the signed reconciled Statement
and receipts. Use this link to attach all documentation at the Header level. All important documentation
should be attached as a single attachment.

Create/Modify Worklist A Home Sign Out

C)

Favorites Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥

> UNIVERSITY OF = i Py
N 1 Navigator ~ Search Advanced Search Last Search Result AddTo v
= | SOUTH CAROLINA Fl l_ - B et Notfication  NavBar

Related Content v | New Window | Help | Personalize Page
Create Expense Report =1
HERBERT GINN ()
By: Quick Start
*Business Purpose Travel Card j Default Location Q 1
*Report Description 2019 August Travel Card
Reference Q
Expenses (2)
Total 0.00
Expand All | Collapse All Add: | [2,My Wallet (37)

Step 9: Click the Add Attachment button.

Favorites * Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports Create/Modify Worklist #& Home Sign Out

UNIVERSITY OF 7 - e - ¥ @
SOUTH CAROLINA FU I B /.2ncod Search B Last Search Resutts AddTo . I

Related Content v | New Window | Help | Personalize Page
g
CE‘ Expense Report Attachments x [B°
HER Help
ReportID NEXT 3
Details
5 Q 110f1 j | View Al
File Name  Description User Name Date/Time Stamp
View -
Adding large attachments can take some time to upload, therefore, it is advisable to save the
Ex; transaction before adding large attachments.
| Add Attachment oo
OK Cancel
Expl
4
- 00
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Step 10: Click the Browse button to search for the document to be attached to the Expense Report.

Step 11: When you find the scanned document for this reimbursement, click the Upload button.

File Attachment x

Help
[Browse.._] 2019 August Statement and

Step 12: The document is attached, click the OK button.

Expense Report Attachments

ReportID  NEXT

5 Q

File Name

|2019_August_Statement_and_Receipts.pdf |

Adding large attachments can take some time to upload, therefore, it is advisable lo save the
transaction before adding large attachments.

J

o] o

I —
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Step 13: After changing the business purpose, the My Wallet link is displayed. Click the My Wallet
(37) link to select all or some of the travel card transactions. There are 17 transactions available in My
Wallet.

Favorites ¥ | Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ Create/Modify Worklist #A Home Sign Out

A | =
AR | UNIYERSHIVOR » B Navigator ~ Search Advanced Search Bl Last Search Results AddTo ~ @ @
0 | SOUTH CAROLINA F U__ I~

Related Content v | New Window | Help | Personalize Page

Create Expense Report 2 S

HERBERT GINN (3)

By: Quick Start
*Business Purpose Travel Card j Default Location Q
*Report Description 2019 August Travel Card 7 Attachments (1)

Reference Q

Expenses (2

Total 0.00

Expand All | Collapse All Add: || & My Wallet (37)

Note: All travel card transactions for this cardholder are displayed. Please review the Posting Date of
each transaction and select the travel card transactions with posting dates that correspond to the
reconciled statement attached.

Step 14: Click the Select All button after you have reviewed each transaction line to ensure each line
matches the monthly statement/receipts and all expense lines are appropriate for the travel card.

**Be careful not to select items for the next month if preparing late.**

Favorites ¥ | Main Menu = Employes Self-Service ~ >  Travel and Expenses ~ Expense Reports ™ > Create/Modily Worklist A Home Sign Out

UNIVERSITY OF Ty in - Sean ol s ch Ra v p
& | SOUTH CAROLINA F U P O v soves B LS e M eitaton NE%

Related Content v | New Window | Help | Personalize Page

Create Expense Report
My Wallet

Report ID NEXT

Below is a list of i wallet ions. To view all tr ions please go to the wallet menu option !
under "Other Expense Functions”.

o

Select items and select if a Personal Expense. Press 'Done’ to add them to the expense report.

Unassigned Wallet Entries @

Select Logo Account Number ;r.atr.\uctlon Posting Date Expense Type Merchant Amoy
e e COURTYARD BY
c 0001 08/18/2018 08/20/2019 HOTEL AND LODGING MARRIOTT. Enhanced Data 396
@D eveeerrens 0001 08/19/2019 08/20/2019 HOTEL AND LODGING Mcag:}rgﬁn ey Enhanced Data 480
@D w0 08/18/2019 08/20/2019 HOTEL AND LODGING SHERATON HOTEL Enhanced Data 992
e B 081412018 08/1512019 AIR TRAVEL mﬂﬁﬁfma Enhanced Data 210

- . TRAVC AIR2

TE w01 08/14/2019 08/15/2019 AIR TRAVEL 0057551721278 Enhanced Data 1,826
e I (] 08/14/2019 08/15/2019 HOTEL AND LODGING TRAVC HOTEL Enhanced Data 508
TE sessessnes001 08/14/2019 08/15/2019 HOTEL AND LODGING TRAVC HOTEL2 Enhanced Data 508

S —
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Step 15: Click the Done button to copy the transaction information into the expense report.

Note: This is simply a copy, the transaction information is always retained on the My Wallet page.

Main Menu ~ Employee Self-Service ™ Travel and Expenses ™ Expense Reports ™ Create/Modify Worklist & Home Sign Out

3B | ST GAROLNA F U P O S - s 8 isiso o ssa™ > 1‘9 @

Unassigned Wallet Entries @
Select Logo Account Number ;;';““"'" Posting Date Expense Type Merchant Amoy|
a e IR 081312019 08/15/2019 AIR TRAVEL DELTA AIR Enhanced Data 365)
a e 0001 0811312019 081152019 AIR TRAVEL DELTA AIR Enhanced Data 365)
S eeeseegQq 0811312019 08/15/2019 AIR TRAVEL DELTA AIR Enhanced Data 190,
a T w0001 0811372019 08/1572019 AIR TRAVEL DELTA AIR Enhanced Data 365)
e IR 0811312010 08/15/2019 AIR TRAVEL DELTA AIR Enhanced Data 365
a T 0001 0811372019 08/15/2019 REGISTRATIONS T ENDOCRINE Enhanced Data 469)
B ereeeeeenes 0001 081312019 0811512019 REGISTRATIONS NAFSA EVENTS Enhanced Data 689)
TE seewessenesng0Q1 081132019 081152019 REGISTRATIONS ?éiﬁiﬁﬁm& Enhanced Data 489
a = Fresseaaees0001 08/13/2019 08/15/2019 AIR TRAVEL DELTA AIR Enhanced Data 365)
T eeeeeeseeeee 0001 081132019 08/15/2019 AIR TRAVEL DELTA AIR Enhanced Data 365

Step 16: Notice the My Wallet link is now showing (0) transactions and check to make sure the total matches
the attached statement/receipts.

Favorites ¥ | Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ Create/Modify Worklist A Home Sign Out

& UNIVERSITY OF = = @
3 S v P Navigator ~ Soarch v AddTo ~ ?
2 | SOUTH CAROLINA FU Admoced Seart I Lot Search eeits S i S

Related Content v | New Window | Help | Personalize Page

Create Expense Report =5
HERBERT GINN (2)
By: Actions
*Business Purpose Travel Card j Default Location Q

*Report Description 2019 August Travel Card & Attachments (1)

Reference Q

Expenses (9

Total 17,517.34
Expand All | Collapse All Add: | [ My Wallet (0)

Note: If the total does not match, you can always delete lines using the Delete (-) icon to the right of the
expense line. The deleted lines will go back into My Wallet to be used on the Expense Report for the next
monthly statement.

“Date “Expensa Typa *Description *Payment Type *Amount *Curency
0811412019 HOTEL AND LODGING M * Endrocrine Socisly Conferance, Si5/13-80119, 7 = Prepaid Payments  <| A4 50830  USD El

109
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Now add the chartfield information.

Each cardholder has a default department fund combination assigned to them in their employee
profile. This combination will default to each line of the expense report. Any chartfield on the expense
report may be changed by selecting “default accounting for report” at the top right.

Step 17: To edit the chartfield information, click the Actions drop-down arrow. The Actions drop-down option
does not become available until expense lines are added.

Favorites ¥ | Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ Create/Modify Worklist A Home Sign Out

Z5S | UNIVERSITY OF = P Navi , @ @
N igator ~ Search Last Search Resull Add To
B O0Geoun FU PO g - s Bt soxc o - R

Related Content v | New Window | Help | Personalize Page
(& Save for Later | [2 Summary and Submit
Actions GO
avel Card _'J Default Location Q
19 August Travel Card 7 Attachments (1)
Q
Total 17,517.34  USD
| & My Wallet (0)

Step 18: Select Default Accounting for Report from the list. This is helpful when using the same chartfield
string for all expense lines as it will populate the accounting details for all lines. If using a different chartfield
string for an expense, be sure to make the change on that line.

Step 19: Click the GO button.

Favorites ¥ | Main Menu Employee Seif-Service ¥ > Travel and Expenses ¥ > Expense Reports ¥ >  Create/Modity Workiist | i Home Sign Out

A | =
A SRS LY.OF, » B Navigator ~ Soarch Last Search Results AddTo ~ p @
2 | SOUTH CAROLINA F U_ e Notfication  NavBar

Related Content v | New Window | Help | Personalize Page

(&) Save for Later | [2 Summary and Submit|

...Choose an Action

avel Card M Default Location Q Default Accounting For Report

> Expense Report Project Summa
19 August Travel Card #  Attachments (1) Export to E;'ﬁ.f’. : 2

Total 17,517.34  USD

| &2 My Wallet (0)
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Step 20: Enter the Chartfield string (Make sure these are valid CF values from the Crosswalk table). For this
example, add a project to the default department fund combination assigned to this cardholder.

Step 21: Click the OK button.

Favorites ¥ | Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Roports ¥ Create/Modify Worklist A Home Sign Out

B omiceomna  FUPQ S g - s wne T @

Notification NavBar

Related Content v | New Window | Help | Personalize Page
Create Expense Report
Accounting Defaults
ReportID NEXT
Accounting Summary
5 Q 1-10f1 :J
% *GL Unit Oper Unit Dept Fund Class zﬁ: oo Project Activity Cost Share Product Funding Source
100.00 usco1Q CL040 Q 155300 Q F1000 Q 202 Q USCsFQ 10009306 Q 1 Q Q Q Q -
Add ChartField Line Load Defaults

All of the Expense Types where updated, Expense Locations added, and Descriptions added in My Wallet.
You are now ready to Save the report.

Step 22: This expense report is complete, scroll up to the top right of the screen and click the Save for Later
link. This will identify any errors you may have and allow to you to go back to this Expense Report and modify

it if necessary. You can click the Summary and Submit link if ready to submit for approval.

Note: It is important to make sure the Expense Report total matches the attached statement total.

Favortes ¥ Main Menu ¥ Employee Self-Service ¥ > Travel and Expenses ¥ Expense Reports ¥ > CreateModify Worklist # Home Sign Out

o

258 | UNIVERSITY OF =Y ) N-lvlgmr Sasich & @ @
5 >/ M Advanced Search [l Last Search Results Add To
4 | SOUTH CAROLINA F U il R S

Related Content v | New Window | Help | Personalize Page
2 Save for Later | [2 Summary and Submit
Actions j GO
avel Card M Default Location Q
19 August Travel Card #  Attachments (1)
Q
Total 17,517.34  USD
| @ My Wallet (0)

Preparing an Employee Reimbursement using My Wallet September 2019



25
Step 23: Notice a Report ID is assigned when you click the Save for Later link.

Favorites ¥ Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ Create/Modify Worklist A Home Sign Out
Az

255 | UNIVERSITY OF B B Navigstor v Search = @ @
5 S Advanced Search Bl Last Search Results Add To
24 | SOUTH CAROLINA F U o T

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

£ Save for Later | [2 Summary and Submit

Actions j GO

el Cord j Report 3000037930 Pending
119 August Travel Card Default Location Q
¥ Attachments (1)

Total 17,517.34  USD

| & My Wallet (0)

The Expense Report is now complete and ready to submit for approval.

Step 24: Click the Summary and Submit link if ready to submit for approval.

Favorites ¥ | Main Menu Employee Self-Servico ¥ Travel and Expenses ¥ Expense Reports ¥ Create/Modify Worklist | # Home Sign Out
o =
ZES | UNIVERSITY OF Al P Navigator ~ Search Last Search Result AddTo v p @
£ | SOUTH CAROLINA F U P O -~ B 1o sooen s |
Related Content v | New Window | Help | Personalize Page i
(2 Save for Later | [2 Summary and Submil
Actions j GO
avel Card - Report 3000037930 Pending
ho August Travel Card Default Location Q
Attachments (1)
Q
Total 17,517.34  USD
| & My Wallet (0)
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Step 25: You can use the Note area to provide your approvers some additional information. Click the
Notes link.

Worklist #A Home Sign Out

Favorites ¥ | Main Menu Employee Self-Service ¥ Travel and Expenses Expense Reports ¥ CreateMModify

_ UNIVERSITY OF - - ‘:) @
~, N, T ¢ Navigator ~ Search Advanced Search Last Search Results AddTo ~
.«ﬁf"»— SOUTH CAROLINA F U_ vanced Search [l Last Search Results Notfication | NavBer

Related Content v | New Window | Help | Personalize Page

bense Report {2 Save for Lates
h Actions

*Business Purpose  Travel Card j Report 3000037930 Pending

*Description 2019 August Travel Card
Reference Q
¢§ View Printable Version = View Analytics ys Attachments (1)

ee Expenses (37 Lines) 17,517.34 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD

Pash Advances Applied 0.00 USD Prepaid Expenses 17.517.34 USD Supplier Credits 0.00 USD
Amount Due to Employee 0.00 USD Amount Due to Supplier 0.00 USD

thecking this box, | certify the d are and comply with the University of South

plina Travel Policy (FINA 1.00). | also certify that the were on official for the

ersity, and that they have not been (or will not be) reimbursed from any other source. The University

rves the right not to without ipts or not defined in University policy.

Submit Expense Report

Step 26: Use the text box to add any additional information you feel is important for approvers to know.

Step 27: Click the Add Notes button.

Favorites ¥ Main Menu ¥ Employee Self-Servica ¥ Travel and Expenses ¥ Expense Reports ¥ Create/Modify Worklist A Home Sign Out

UNIVERSITY OF = = = S S 3d To v @ @
SOUTH CAROLINA FU """'s""’"» Advanced Search Il Last Search Results AT by | o2

Related Content v | New Window | Help | Personalize Page

bense Report [ Expense Notes ” & Save for Latel

N Help

s 1
'Business Purpose 3 Addes nesded ) Pending

*Description

<

| S—

Notes
ee Expenses (37 Lines) 5 Q 1-1of1 j 0.00 USD
Fash Advances Applied 0.00 USD
| Notes Name Role Action Date/Time B

fhecking this box, |
plina Travel Policy (FINA OK Cancel
ersity, and that they

rves the right not to

Submit Expense
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Step 28: Notice the note has been added to the report. Click the OK button to continue.

Favorites ¥ Main Menu Employee Self-Service Travel and Expenses ¥ Expense Reports ¥ Create/Modify Worklist A Home Sign Out

Related Content v | New Window | Help | Personalize Page
bense Report Expense Notes x B & Save for Latel
-
N Help
*Business Purpose 3 Pending
*Description
Reference v
Attachments (1)
Notes
ee Expenses (37 Lines) B Q bl j 0.00 USD
foeh Advances ARRISE] - yore Name Role Action DatefTime ot
lAdd as needed Employee 09/11/2019 3:44PM I -
thecking this box, |
plina Travel Policy (FINA Cancel
Versity, and that they hav
rves the right not to
Submit Expense
| History

Step 29: To give the accounting information one last review, click the Related Content link and select
Accounting Details from the list.

Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ Create/Modify Worklist #A Home Sign Out

UNIVERSITY OF ~TTD) \ &} ©)
. ~ 1 igator ~ Search @l Advanced Search [ Last Search Results AddTo ~
OoiiGeoun U PO Rl ©

Related Content[~] | New Window | Help | Personalize Page
Modify Expense Report Approval History
HERBERT GINN Actions
View Enhanced Data
*Business Purpose  Travel Card - Report 3000037930 Pen|
*Description 2019 August Travel Card
Reference Q
Totals @ &) View Printable Version & View Analytics @ Notes Y
Employee Expenses (37 Lines) 17,517.34 USD Non-Reimbursable Expenses 0.00 USD Employee Credits
Cash Advances Applied 0.00 USD Prepaid Expenses 17,517.34 USD Supplier Credits
Amount Due to Employee 0.00 USD Amount Due to Supplier 0.00 USD

By checking this box, | certify the are and comply with the University of South

Carolina Travel Policy (FINA 1.00). | also certify that the were on official for the

University, and that they have not been (or will not be) reimbursed from any other source. The University

reserves the right not to without pts or not defined in University policy.

Submit Expense Report
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Step 30: Use the scrollbar to review the accounting for all of the expense lines.

Favortes ¥ | Main Menu Employee Self-Service ¥ 5>  Travel and Expenses ¥ Expense Roports ¥ 5 Croate/Modify Worklist #A Home Sign Out

o =
- 3 |"\I\IH\II\(\H Al = - AddTo v @ @
v](ﬁﬁ SOUTH CAROLINA .F U % igator ~  Search Advanced Search [l Last Search Results o I

Related Content v | New Window | Help | Personalize Page

Modify Expense Report
HERBERT GINN Actions
*Business Purpose  Travel Card :] Report 3000037930 Pen)|
*Description 2019 August Travel Card
Reference Q
&) View Printable Version &2 View Analytics (> Notes > Attachmd
Totals () g S 4
e S RS e 8 WY avearns vinn PR - Ann tien e S R
¥ Related Content | Accounting Detalls  Approval History ~ View Enhanced Data c i
SC_EX_EXP_RPT_ACCTG_DETAILS- Expense Rpt Accounting Detl RC IE
Download resultsin : Excel SpreadSheet CSV TextFile XML File (42 kb)
View All
Travel
Expense Report  Expense Dist Line Oper PC Bus Expense Advance Amount Distribution
R Description  Date U7 Ling EXPenseType  TicketNumber Distance o cl, GLUN U Department Fund Account Class ~ | *  Project Activity | (BT Created On A:;h 1D Applied  Status | -ocation Acc
Endrocrine
2019 Society
August HOTEL AND Conference, |
1 3000037830 7 08142019 1 1 Gpane 0 gaog  USCO1CLO40 155300  F1000 52024 202 USCSP 10009306 1 508.300 09/11/2019 09/
Card 19019,
Orlando FL
Endrocrine
2019 Society
2 3000037930 ‘T‘:‘:‘:‘ 08/142019 2 1AIRTRAVEL 0017405426003 0 w:;";“‘”' USCO1 CLO40 155300  F1000 52024 202 USCSP 10009306 1 210.000 0911172019 o9r

Step 31: Click the Pagelett Settings icon and select Close.

Favorites ¥ Main Menu Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ Create/Modify #A Home Sign Out

S
~ ~ igator ~ Search Last Search Resulf
2 | SOUTH CAROLINA F U P T o B iossoacn s R

Related Content v | New Window | Help | Personalize Page
Modify Expense Report
HERBERT GINN Actions
“Business Purpose  Travel Card j Report 3000037930 Pen
*Description 2019 August Travel Card
Reference Q
& View Printable Version View Analytics (> Notes > Attachmd
Totals () & W v b 4
Femtetie P aman A 8 feaa) avravas Linn e At nan ien P A s
¥ Related Content Accounting Detalls ~ Approval History View Enhanced Data c E]

SC_EX_EXP_RPT_ACCTG_DETAILS- Expense Rpt Accounting Detl RC

Download results in: Excel SpreadSheet CSV TextFile XML File (42kb)

View All F
Travel
Expense  Report  Expense Dist Line Oper PCBus Expense Advance Amount Distribution
Roport  Description  Dote U7 Ling EXPonseTyps  TicketNumber Distance po il GLUnit FL Department Fund Account Class ™  Project Activity |[EW0CL Created On Aluom 1O Applied  Status | Location Acctg
Endrocrine
2019 Society
August HOTEL AND Conference,
1 3000037930 Travel 08/1472019 1 1 LODGING o 9/5/19-9 USCO1 CLO40 155300  F1000 52024 202 USCSP 10009306 1 508.300 09/11/2019 0817z
Card 19119,
Orlando FL
Endrocrine
2019 Society
August Conference,
2 3000037930 Travel 08/1422019 2 1 AR TRAVEL 0017405426093 0 0/5/19-9 USCO1 CLO40 155300  F1000 52024 202 USCSP 10009306 1 210.000 09/11/2019 09/11/2
Card 1919,
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The expense report matches the statement, all receipts are attached, all descriptions entered and the
accounting information is correct. The report is ready to be submitted.

Step 32: Click to select the box certifying the expenses submitted were incurred for official business of
the University.

Step 33: Click the Submit Expense Report button.

Favorites ¥ | Main Menu ¥ Employee Self-Service ¥ Travel and Expenses ¥ Expense Reports ¥ Create/Modify Worklist A& Home Sign Out

255 | UNIVERSITY OF = B Navigstor '~ | Search - @ @
2 Advanced Search [l Last Search Results Add To
2 | SOUTH CAROLINA F U e Nt T

Related Content v | New Window | Help | Personalize Page

Modify Expense Report
HERBERT GINN Actions

*Business Purpose Travel Card j Report 3000037930 Pen|

“Description 2019 August Travel Card

Reference Q
Totals @ & View Printable Version & View Analytics © Notes & Attachm(
Employee Expenses (37 Lines) 17,517.34 USD Non-Reimbursable Expenses 0.00 USD Employee Credits
Cash Advances Applied 0.00 USD Prepaid Expenses 17,517.34 USD Supplier Credits
Amount Due to Employee 0.00 USD Amount Due to Supplier 0.00 USD

By checking this box, | certify the are and comply with the University of South

Carolina Travel Policy (FINA 1.00). | also certify that the were il d on official busil for the

University, and that they have not been (or will not be) reimbursed from any other source. The University

reserves the right not to without pts or not defined in University policy.
| Submit Expense Report I

Step 34: Review to ensure there are no errors. Click the OK button.

Travel and Expenses v Worklist #A Home Sign Out
Expense Report Submit Confirm x
Help
Create Expense Report
Save Confirmation
HERBERT GINN
Totals (2
Employee Expenses (37 Lines) 17.517.34 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 17,517.34 USD Supplier Credits 0.00 USD
Amount Due to Employee 0.00 USD Amount Due to Supplier 0.00 uUsD
e
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Step 35: Notice the report status is Submission in Process.

Favortes ¥ Main Menu ™ Employes Self-Service ¥ Travel and Expenses ¥ Exponse Roports ¥ CroateModify

Blommceomn FUPQ il oo s s o

30

Worklist A Home Sign Out

AddTo v @ @

Notfication  NavBar

View Expense Report

HERBERT GINN
Your expense report 3000037930 has been submitted for approval.
Business Purpose Travel Card

Description 2019 August Travel Card

Reference
&) View Printable Version & View Analytics (@ Notes
Totals (3)
Employee Expenses (37 Lines) 17,517.34 USD Non-Reimbursable Expenses 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 17,517.34 USD
Amount Due to Employee 0.00 USD Amount Due to Supplier

“ By checking this box, | certify the expenses submitted are accurate and comply with the University of South
Carolina Travel Policy (FINA 1.00). 1 also certify that the expenses were incurred on official business for the
University, and that they have not been (or will not be) reimbursed from any other source. The University
reserves the right not to reimburse expenditures without recelpts or not defined in University policy.

Submit Expense Report

Refrosh Approval Status Save Changes

Related Content v | New Window | Help | Personalize Page

Actions

EExpense

-] q

Report 3000037930 Submiuienln?'canl

Created 09/11/2019  Joanne Callahan
Last Updated 09/11/2019  Joanne Callahan

Post State  Not Applied
Vi Attachments (1)

Employee Credits
Supplier Credits

0.00 USD

0.00 USD
0.00 USD

Step 36: Click the Refresh Approval Status to update the status to Submitted for Approval.

Favorites ™ Main Menu ~ Employes Self-Service ~ Travel and Expanses = Expanso Reports ™ CroataModity

Blomicrom FUPQR St - s 8o

View Expense Report

HERBERT GINN
Your expense report 3000037930 has been submitted for approval.
Business Purpose  Travel Card

Description 2019 August Travel Card

Reference
& View Printable Version @ View Analytics © Noles
Totals (3
Employee Expenses (37 Lines) 17.517.34 USD Non-Reimbursable Expenses 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 17.517.34 USD
Amount Due to Employss 0.00 USD Amount Due to Supplier

¥ By checking this box, | certify tha 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, and that they have not been (or will not be) reimbursed from any other source. The University
resarves the right not o reimbursa expenditures without receipts or not defined In University policy.

Submit Expense Report

Refresh Approval Status Save Changes

» Approval History

Related Content » |

Actions

# Home Sign Out

Not

New Window | Help |

© @

tification NavSar
Personalize Page

i3 Expense

5

Report 3000037930 Submission in Process
Created 09/11/2019  Joanne Callahan

LastUpdated 08/11/2019  Joanne Callahan

Post State  Not Applied

Employee Credits
Supplier Credits

0.00 USD

Attachments (1)

0.00 USD
0.00 USD

Preparing an Employee Reimbursement using My Wallet
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Step 37: The Report status is Submitted for Approval.

Favortes ¥ Main Menu ¥ Employee Self-Service ¥

FUPG

Travel and Expenses ¥ Expense Reports ¥

RN /5o s e et

CroateModity

NIVERSITY OF

SOUTH CAROLINA

=

View Expense Report
HERBERT GINN

Business Purpose  Travel Card

Description 2019 August Travel Card

Reference

& View Printable Version # View Analytics Notes
Totals 3
Employee Expenses (37 Lines) 17,517.34 USD Non-Reimbursable Expenses 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 17,517.34 USD
Amount Due to Employee 0.00 USD Amount Due to Supplier

By checking this box, | 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, and that they have not been (or will not be) reimbursed from any other source. The University
reserves the right not to reimburse expenditures without recelpts or not defined in University policy.

Submit Expense Report Withdraw Expense Report

Submitted On  09/11/2019

Save Changes

» Approval History

Submitted By Joanne Callahan

Related Content v |

31

Worklist A Home Sign Out

NavBar
New Window | Help | Personalize Page

AddTo

EJExpense (

Actions |

— |

[Report 3000037930 _Submitted for Approval |

Created  09/11/2019
Last Updated  09/11/2019

Post State

Employee Credits
Supplier Credits

0.00 USD

Not Applied
4 Attachments (1)

Joanne Callahan
Joanne Callahan

0.00 USD
0.00 USD

Step 38: Click the Expand Section Approval History button to review the Approval level.

Step 39: Review the Approval History.

Favortes ¥ Main Menu ™ Employee Seif-Sorvice

FUPG

Travel and Exponses ¥ Exponse Reports

Expense Reports ~ Search Advanced Search B Last Search Results

Create/Modify

UNIVERSITY OF

SOUTH CAROLINA
| ~ |Approval History

0=

Expense Report Employee
SHEET_ID=3000037930:Pending
Employee Approval Required

Pending
Herbert Luther Ginn
Emgioyes

Expense Report Approval 1

SHEET_| g Further Appi
Lovel 1 Approval
Not Routed
Xiaofeng Wang
& Svonsored Praect

Expense Report Approval 2
SHEET_ID=3000037930:Awaiting Further Approvals
Lavel 2 Approval

Not Routed
Multiple Approvers
Level 2 Approvers

Other Approvals
SHEET_ID=3000037930:Awaiting Further Approvals
Budgel Checking Process
Not Routed

Multiple Approvers
L3 Vs Status s Auto-Approved
Controller's Office Approval
SHEET _| 79 g Further Appi
Travel Approval Required
Not Routed

Muitiple Approvers
Travel Dopanment

)

Worklist A Home Sign Out

)

Notification  NavBar

AddTo ~
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