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Creating a new expense report user guide

Overview

This guide serves as instructions on how to create a new expense report from a travel authorization.

Procedure

Step 1: From the Employee Self Service homepage in PeopleSoft, select the Expenses tile and select Create
Expense Report (Figure 1).

Employee Self Service ¥
Expenses Travel Authorizations
F — ;
a —J_
Figure 1

Step 2: A new Expense Report will appear. Select the Business Purpose drop-down to select the appropriate
option: In-State Travel or Out-of-State Travel (Figure 2).

< Expenses ‘ Expense Report a Q

Report NEXT
Shannon Newman @

General Information

|‘Eusiness Purpose | Out of State Travel - |

& Attach Receipt >
“Description
[l Accounting Defaults >
Creation Date 06/20/2024 Shannon Newman
Updated on 06/20/2024
Expense Details
Expense Report cton

Figure 2

Last reviewed date XX/XX/XX
Last revised date 10/16/2024 Page 1 of 17




Step 3: In the description field, enter a brief description of the purpose of the travel (Figure 3).

‘ < Expenses ‘ Expense Report N Q o
Report NEXT
Shannon Newman &)

General Information

“Business Purpose |Out of State Travel v‘ @ Attach Receipt N
*Description| |Trave\ to New York Conference ‘
e —— [ Accounting Defaults >
Default Location | Q‘
Reference |—Q‘ Creation Date 06/20/2024 Shannon Newman
- Updated on 06/20/2024
Expense Details
Expense Report Action v
Figure 3
Step 4: In the Default Location field, enter the city you traveled to and select Lookup (Figure 4).
‘ < Expenses ‘ Expense Report o Q o
Report NEXT

Shannon Newman @

General Information

“Business Purpose ‘Om of State Travel V‘ & Attach Receipt
*Description ‘Trave\ ta New York Conference ‘

— 45 Accounting Defaults >
Default Location ‘ Q| |
Creation Date 06/20/2024 Shannon Newman
Reference | al
- Updated on 06/20/2024
Expense Details
Expense Report Action v

Figure 4

Step 5: When you have located the city you need, select anywhere on the desired Expense Location row
(Figure 5). Expense Location is formatted as City-County-State.

Cancel| Lookup

Searchfor: Defautt Loczbon

» Search Criteria Show Operators

setD
ety | 1090 a

Expense Losaton |
Jbcgins wil)

Description [ "
[oegins witn) ¥
=
~ Search Results
-
Expense Location < Description <
30299 NEW YORK COUNTY-NEW YORK CO-NY
23847 NEW YORK MILLS-OTTER TAIL G-MN
e NEW YORK-HENDERSON COUNTY-TX

30298 NEW YORK-NEW YORK COUNTY-NY |

14774 NEW YORK-SANTA ROSA COUNTY-FL

Figure 5

Last reviewed date XX/XX/XX
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Step 6: You can upload attachments for an ER here or on the expense lines through the Attach Receipt button
for the following (Figure 6):

e Do not use the Reference field.

e Documents to consider attaching: conference agenda/itinerary, hotel pricing/comparison and airfare
comparison.

e Paid receipts or other evidence of payment must be provided for payments over $25.00 or more, such
as parking fees, toll fees or checked baggage fees.

You can enter the accounting default information before adding expense lines so the information can flow
through to the expense lines.

Important: If Accounting Defaults are not populated here, you will have to manually enter your
accounting details on each new expense line.

< Expenses Expense Report

Report NEXT
Shannon Newman ()

General Information

“Business Purpese | Out of State Travel v >
P ‘ ‘ | & Attach Receipt )|

“Description |Travel to New York Corference |

| & Accounting Defautts > |

Default Location ‘VNEW YORK COUNTY-NY Q ‘

| Reference | a Creation Date 08/20/2024 Shannon Newman

Updated on 06/20/2024

Figure 6

Step 7: Add Accounting Defaults in the header of the expense report so you do not have to add it in at each
new expense line created. From there, Add GL Charfields. Depending on your agency, you may also be
required to add Project Charfields (Figure 7). If you are unaware of your accounting details, please contact
your supervisor or your travel administrator. Select Done when finished (Figure 8).

Expense Report Defaults -l

Description

Accounting Details

|| GL CharfFields | H [ Project ChartFieids | H Show Al ‘

%  *GL Unit ¢ Oper Unit © Fund Type ¢ Dept & Program © Class-Funding
‘E‘ ‘E‘ \ 10000| 0000 Q| [1s008270 Q| 13 Q| [ss0oti0 Q [potaz Q| [2100
Figure 7
Expense Report Defaults -I

Description

Accounting Details

| GL ChartFields Hl Project ChartFields M Show All ‘

% ¢ PC Bus Unit & Project < Activity & Source Type < Category Subcategory &
‘I‘ ‘:‘ \ 10000| |00 Q| [os0roos198 a| o Q| [18484 E] \ al|
Figure 8

Last reviewed date XX/XX/XX
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Step 8: Once you have completed the General Information and Expense Header, you will be ready to add your
expense lines. From the Expense Details, select the Expense Report Action drop-down and select Add
Expense Lines (Figure 9).

‘ < Expenses | Expense Report Q Q

Report NEXT
Shannon Newman &

General Information

“Business Purpese | Out of State Travel
P | v ‘ & Attach Receipt >

*Description [Travel to New York conference |

- [ Accounting Defaults >
Default Location |NEW YORK-NEW YORK Q ‘
Reference | Q ‘ Creation Date 06/20/2024 Shannon Newman
B — Updated on 06/20/2024

Expense Details

Expense Report Action |Add Expense Lines v ”

Figure 9

Step 9: The date will default with the entry date. Update it to match the expense date. In the Expense Type
field, select Lookup (Figure 10).

< My Expense Reports Expense Entry

Travel to New York. & [#] Review and Submit

Shannon Newman &) Last Saved 09/09/2024 12:42PM

Total (1 ltem) 0.00 USD New Expense - 05/13/2024
+ & = *Date |05/13/2024 |
Add Dalets Fiter Mors “Expense Type Q |
[* Monday, May 13, 2024
New Expense 0.00 Description =
uso A
Payment Details
*Payment v
*Amount | 0.00 usp Q

Additional Information

“Billing Type | Billable v

@& Attach Receipt >
[ Accounting 13
Figure 10

Last reviewed date XX/XX/XX
Last revised date 10/16/2024 Page 4 of 17



Step 10: Select Out-of-State Mileage from the Expense Type Search pop-up (Figure 11).

< My Expens s Expense Entry
Travel to New York. g| T l Review and Submit J
Shannon Newman () Last Saved 09/09/2024 12:42PM
Total (1 ltem) 0.00 USD New Expense - 05/13/2024
S S — | cancel| Expense Type Search
J @ B &=
ada Delete Fiter wore L Frequently Used J All Types
[* Monday, May 13, 2024 5 rows
New Expense e Expense Type ©
uso Out of State Local Incidental

Out-of-State Per Diem Meal

| Out-of-State Mileage - Pri Veh

Search Results|
A In-State Mileage-Pri Veh -

In State Per Diem Meal

Figure 11

Step 11: In the Description field, enter an explanation for the mileage being claimed (Figure 12). The official
duty station must be captured within this field to ensure the traveler is properly reimbursed. Please see the
Statewide Accounting Manual for definition surrounding your duty station.

Expense Entry

Shannan Newman © Last Saved 08/03/2024 12:4250
Total (1 ltem) 0.00 USD Out-of-State Mileage - Pri Veh - 05/13/2024

+ & — “Date | 05132024 =]
— LD = Lo “Expense Type |Out-of-State Mileage - Pri Vet Q.

I Monday, May 13, 2024
Travel from official duty station | o,
Out-of-State Mileage - Pri Veh . Description |to @ipart
. Duty Station;
usD 4 A

Mileage

Starting Point P
Ending Point P

Miles Calculated 0.00

“Miles IiJ x 06700
Payment Details
Payment [+
“Amount 000 usD
Additional Information
Figure 12

Last reviewed date XX/XX/XX
Last revised date 10/16/2024 Page 5 of 17


https://oklahoma.gov/omes/divisions/central-accounting-reporting/statewide-accounting/statewide-accounting-manual.html

Step 12: In the Starting Point field, the address where the trip begins must be entered as follows: street
address, city, state, US (Figure 13). An example would be: 2401 N Lincoln Blvd, Oklahoma City, OK US.

Expense Entry

‘ ¢ My Expense Reports |

Travel to Newr York. & ‘ &)

Shannon Newrman &

Out-of-State Mileage - Pri Veh - 05/13/2024
[] “Date [0512/2024
ey “Expense Type | Out-of-State ieage - Pri et Q|

Total (1 ltem) 0.00 USD
[+]  [e] [7]

|~ Monday, May 13, 2024

Travel rom oficia uty staton || .
*Description |0 airport =

Duty Stabion.

2401 N Linceln Blvd A

Out-of-State Mileage - Pri Veh 000
Travel from official duty station lo
alfport. Guty Statien: 2401 N Lingoin uso
Bivd OKC, OK 73105 -
Mileage
|S!aning Point | 2401 N Lincoln Bivd Oklahoma Gity i |
Ending Paint p
Calculate GPS Distance Display Map
Miles Calculated 0.00
“Miles X 0.6700
Payment Details
“Payment |
*Amount | 000 uUsD
Figure 13

Step 13: In the Ending Point field, the address where the trip ends must be entered as follows: street address,
city, state, US (Figure 14). An example would be: 7100 Terminal Drive, Oklahoma City, OK, US. Select Calculate

G PS < My Expense Reports ‘ Expense Entry
Travel to New York. @‘ ] |
Shannon Newman &)
CEIETED) QI OED Out-of-State Mileage - Pri Veh - 05/13/2024

|+ ‘ ‘ & ‘=‘ | “Date ‘051132024 ‘
aod Delste o LEIO “Expense Type ‘Out—uf—State Mileage - Pri Vet Q ‘

- Monday, May 13, 2024 _—

Travel frem official duty station 2
Out-of-State Mileage - Pri Veh 0.00 *Description |10 airport
Travel from official duty station to Duty Station
airport. Duty Station: 2401 N Lincoln usb (2401 N LinconBvd 7|
Blvd OKC, OK 73105 N
Mileage
Starting Point ‘2401 N Lincoln Blvd Oklahoma City %‘

Ending Point |[71 00 Terminal Drive Oklahoma City 4'

‘ Calculate GPS Distance ‘ Display Map

Miles Calculated 0.00

“Miles | | x oero0

Last reviewed date XX/XX/XX
Last revised date 10/16/2024

Figure 14
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Step 14: Select Calculate GPS Distance. You can also select the Display Map Hyperlink to view the route on a
map and the milage calculation details (Figure 15).

‘ < My Expense Reports ‘

Travel to New York. & ‘ =

Shannon Newman &

Total (1 Item) 9.18 USD

[
Add Delete Firter More
I+ Monday, May 13, 2024
Out-of-State Mileage -
Pri Veh o)
usD

[ Travel from official duty
station to airport. Duty
Station: 2401 N Lincoln Bivd
OKC, OK 73105

Out-of-State Mileage - Pri Veh - 05/13/2024

Review Duplicate Lines

*Date [06/13/2024
*Expense Type | Out-of-State Mileage - Pri Vel Q. ‘

Travel from official duty station

*Description |t0 airport. &
Duty Station:
2401 N Lincoln Blvd Vi
Mileage
Starting Point |2401 N Lincoln Bivd Oklahoma City 4
Ending Point |7100 Terminal Drive Okihoma Gty /|

‘ Calculate GPS Distance ‘ [Dissiay wan]

Miles Caleulated 13.70

“Wiles [1370 | x 06700
Figure 15
Map and Route x
- ~
oute: G +
Estimated time: 19 min Bz 3 % &
istance: 13.7 mi L z : ) -
Direction [ pistance [Time < + 2 T
S s M °
Start from Oklahoma City, OK 73108 : 3 H
NW 23rd St NW 23rd St . & NE 23ra St 2 = NE23rd St
Start out on RAMP 41 H H g H z 3 g
H 2 2
(Going North) 36 gec £ $ < T ! T S
g 3 3 H 2 £ % i3 z
Merge onto NE 24th |, oo |54 = H @ 3 = £ H 5 H
St (Going East) sec : f £ H 5 @g E z
Go onto RAMP (Going [ <. ¢ 14 ; < = z NW 10th St H
North) sec 2 3
NW 6th St
z L 2
Merge onto N Lincoln 21 Oklahom ity |
Blvd (Going oz2zmi |20
Northwest) W Main St
N Lincoln Blvd W Reno Ave E Reno Ave TUE Reno Ave
becomes NE 28th St |52 ft 2 sec ) Midway
(Going West) = . Village
NE 28th St becomes - ©
N Lincoln Blvd (Going [ 0.34 mi
sec «
South) 2 SE 15th St SE 15th St
2 15th St
Go onto RAMP (Going 36 H ou
633 ft 3 s
West) sec 2 H 3 ) 5 ¢
2 e 2 $ ; s = 2 @
Merge onto NE 23rd | 55 o [26 ki T 2 2 £ £ 3 c p’ S
St (Going West) : sec H B H 4 H % g H =
c 3 o H H s 3 & 2 .
Go onto RAMP (Going [ 4, . |26 2 BT st @ £3 O Faom st w § 5
Southwest) £ sec 3 = o &3 @ s +E
© @ a @ e
Park E
Merge onto 2 Sl +
Centennial Expy/ @
15558 (Gog 16m  |2min
South) SW 44th St SW 44tn St SE 44th 5t SE 44th
s s
H 2
Go onto RAMP (Going | ¢ |55 2 3 C

Last reviewed date XX/XX/XX
Last revised date 10/16/2024

Figure 16
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Step 15: Select the appropriate Payment Type from the drop-down menu (Figure 17).

Important: On an Expense report, you would only report employee paid reimbursements.

< My Expense Reports

Travel to New York. &

Expense Entry
=
Shannon Newman &)
ITavEr o OmCTar Uy SN~
“Deseription |10 airport.
Total (1 ltem) 9.18 USD Deseription | e ation-
2401 N Lincoln Bivd 4
‘+‘ ‘E{‘ ‘ - | | ‘ Mileage
P Delet Fitter More
l+ Monday, May 13, 2024 Starting Point | 2401 N Lincoln Bivd Okianoma Gty |
Out-of-State Mileage - Pri Veh o Ending Point | 7100 Terminal Drive Okiahoma Ciy
Travel from official duty station to .
airport. Duty Station 2401 N Lincoln usD U )
B B BT Calculate GPS Distance Display Map
Miles Calculated 1370
“Miles (1370 | x 06700
Payment Details
“Payment ‘ Employee Paid v‘
“Amount 918 usD
Additional Information

“Billing Type | Bilable - |

“Destination Location ‘ NEW YORK-NEW YORK CCQ

& Atach Receipt

B Accounting

Figure 17

Step 16: Select the appropriate Billing type and Destination Location. If an expense is $25 or more, a receipt

must be attached. If you do not have a receipt, explain why. To attach a receipt, select Add Attachment and
use the upload process to attach it (Figure 18).

I Cancel Attachments
Expense Report
Descriptien Travel to New York.
Report ID 0000000218
Attachments Details

No attachments exist. Upload an existing file or capture receipt image.
=+ Add Attachment

Figure 18
After all attachments have been uploaded, select done on the attachments pop-up (Figure 19).

Cancel

Expense Report

Attachments

Description Travel to New York.
Report ID 0000000218
Attachments Details

‘ Add Attachment ‘ ‘ Edit ‘

Qutofstatefravelmap.pn
Attachment Image |‘ Mileage ‘
Total_out_of_state_expense_lines.png
| ‘ Expenses for meals.

Attachment Image

Figure 19

Last reviewed date XX/XX/XX
Last revised date 10/16/2024
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Step 17: Select Save (Figure 20).

Travel to New York conference ‘ I

Shannon Newman ©

Review and Submit
d 062012024 12:5TPM

Total (1 Item) 9.18 USD
+ -
ada

El
oo =

b Monday, May 13, 2024

Out-of-State Mileage - Pri Veh - 05/13/2024

“Date |05/132024

Out-of-State Mileage - Pri Veh
Travel from official duty station to
airport. Duty Station: 2401 N lincoin
Bivd OKC, OK 73105

o “Expense Type |Outof-State Mieage - Pri Vet Q|
| Travel from offcial duty 2l 2
000 *Description | Station to aiport
| Duty Station: v
usD 12401 Niincoln Bva
Mileage

Starting Point | 2401 N Lincoln Blvd Oklahoma City

Ending Point | 7100 Terminal Drive Oklahoma Cily ;

Calculate GPS Distance

Display Map

Miles Calculated 13.70

“mites [1370 | x 06700

Payment Details
*Payment | Employee Paid v/
“Amount 9.18

Additional Information
“Billing Type |Internal v‘

*Destintion Location |NEW YORK-NEW YORK CCQ |

& Attach Receipt

Step 18: Select Add (Figure 21).

Figure 20

< My Expense Reports Expense E

Travel to New York conference ‘

Shannon Newman ()

> ]

Add

AIH ltem) 9.18 USD

« Monday, May 13, 2024

®

Delete

Filter

Qut-of-State Mileage - Pri Veh
Travel from official duty station to
airport. Duty Station: 2401 N lincoln
Bivd OKC, OK 73105

9.18
usD

Mileage

Out-of-State Mileage - Pri Veh - 05/13/2024

*Expense Type ‘ Out-of-State Mileage - Pri Vel Q ‘

*Date ‘ 05/13/2024

Travel from official duty .

“Description | Station to airport.
Duty Station: v
2401 NlincolnBivd 7

&

Figure 21

Step 19: The Date will default with the entry date. Update it to match the expense date. In the Expense Type

field, select Lookup (Figure 22).

< My Expense Reports

Travel to New York conference

Shannon Newman (©

Last Saved 06/21/2024 4:14PM

Total (2 Items) 9.18 USD

+]

Add

®

Delete

w Monday, July 01, 2024

New Expense - 07/01/2024

*Date ‘

*Expense Type ‘

4
REwErrenss 0.00 Description
usD 4
v Monday, May 13, 2024 Payment Details
Qut-of-State Mileage - Pri Veh 918 —_—
. ¥
Travel from official duty station to Payment ‘ v ‘
airport. Duty Station: 2401 N lincoln usb
Bvd OKC, OK 73105 “Amount [0.00 |luso @

Last reviewed date XX/XX/XX
Last revised date 10/16/2024

Figure 22
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Step 20: Select Out-of-State Per Diem Meal from the Expense Type Search pop-up (Figure 23).

Travel to New York conference ‘ Frequently Used ‘ All Types ]
Shannon Newman &)

|Search Expense Type ‘ ‘ - ‘

~

Total (2 Items) 83.18 USD q 22 rows

Expense Type &
= [ :

Add Delete Filter More

Out of State Local Incidental
F Monday, May 13, 2024

OQut-of-State Per Diem Meal 74.00 Out-of-State Local Transport
usb
Qut-of-State Lodging
Out-of-State Mileage - Pri Veh o1 1 i
Travel from official duty station to
airport. Duty Station: 2401 N lincoln usD Out-of-State Medical Mileage

Blvd OKC, OK 73105

Qut-of-State Mileage - Pri Veh

QOut-of-State Oth Miscellaneous

Qut-of-State Parking Fee

Qut-of-State Per Diem Meal

Figure 23

Step 21: In the Description field, enter an explanation for the expense being claimed (Figure 24). See the
Statewide Accounting Manual for definitions and Per Diem rates.

pense Reports. EXanSE Entry

Travel to New York. &

|

Shannon Newman ()

Total (2 ltems) 83.18 USD Out-of-State Per Diem Meal - 05/13/2024

[+ & (=

Add Delete Filter More

“Date |05/13/2024 i)

“Expense Type ‘Out-of-StatePer Diem Meal Q‘

[+ Monday, May 13, 2024

Day 1. Meals not provided. =
Out-of-State Per Diem Meal 74.00 *Description

) usb 4

Payment Details
Qut-of-State Mileage - Pri Veh
Travel from official duty station to
airport. Duty Station: 2401 N Lincoln usD
Blvd OKC, OK 73105

9.18 —
*Payment ‘Emplnyee Paid V‘

“Amount ‘74,00 HUSD Q|

Figure 24

Last reviewed date XX/XX/XX
Last revised date 10/16/2024 Page 10 of 17
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Step 22: Notice the Payment and Amount defaulted. Select the appropriate Payment Type from the drop-
down (Figure 25).

‘ < My Expense Reports ‘

Expense Entry
Travel to New York. & ‘E|
Shannon Newman®
Total (2 Items) 83.18 USD Qut-of-State Per Diem Meal - 05/13/2024
‘T‘ ‘E‘ ‘:‘ |_‘ “Date [05/13/2024 =]
Add Delete Fiter More.

*Expense Type ‘Out—nf—State Per Diem Meal Q. ‘
~ Monday, May 13, 2024

Day 1. Meals not provided. 2
Out-of-State Per Diem Meal 74.00 “Description
Day 1. Meals not provided

usD - 4
Payment Details

Out-of-State Mileage - Pri Veh
Travel from official duty station to

Employee Paid v
airport. Duty Station: 2401 N Lincoln usoD

Blvd OKC, OK 73105

*Amount (7400 |lusp a

Figure 25

Step 23: Notice the Billing Type and Expense Location defaulted. This information is copied from the header
of the expense (Figure 26).

< My Expense Reports

Expense Entry QL o
Travel to New York. & | [ m Review and Subrmit_|
Shannon Newman© Last Saved 09/03/2024 12:54PM

Total (2 Items) 83.18 USD Out-of-State Per Diem Meal - 05/13/2024
+ & = *Date [05/1312024 ]
Ada, Dpista FHiar - *Expense Type |Out.of-State Per Diem eal Q
|+ Monday, May 13, 2024 —— -
Day 1. Meals not provided. 2

Outoof-State Per Diem Meal e “Description Z
Day 1. Meals not provided.

> usD

Payment Details
Out-of-State Mileage - Pri Veh

918
Travel from official duty station to “Payment | Employee Paid v
alrport Duty Station' 2401 N Lincoin UsD k
Bivd OKC, OK 73105

“Amount (7400 [uso @

*Billing Type |Intemal v|

|'Expensa Location [NEW YORK-NEW YORK CCQ, | I

Additional Information

(=] Per Diem Deductions

@ Attach Receipt

{25 Accounting

Figure 26

Step 24: Please refer to the Statewide Accounting Manual for Per Diem rates (Figure 27).

e First day/last day boxes need to be selected for Day 1 and Last Day of Travel for Per Diem only.
e Breakfast Provided.
o If this meal is provided, select this option.
e Lunch Provided.
o If this meal is provided, select this option.
e Dinner Provided.

o If this meal is provided, select this option.

Last reviewed date XX/XX/XX

Last revised date 10/16/2024 Page 11 of 17
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Expense Entry

Travel to New York. & (71
Shannon Newman (=) Last Saved 09/09/2024 12 54PM
Total (2 ltems) 63.43 USD Additional Information
+ @ = “Billing Type |Intemal +
Ao Delete - e “Expense Location |NEW YORK-NEW YORK CCQ
» Monday, May 13, 2024
[= Per Diem Deductions.
Out-of-State Per Diem Meal aos
Day 1. Meals not provided
uso & Aitach Recempt >
Out-of-State Mileage - Pri Veh
a1 =4 "
Travel from official duty station to 18 & Accounting 1
arpon. Duty Station: 2401 N Lincon uso
Bivd OKC, OK 73105 Per Diem
First/ Last Day Yes |
Breakfast Provided No
Lunch Provided () No
Dinner Provided No
B4 Receipt Spit
Exceptions
Personal | Expense No
No Receipt No
Figure 27

Step 25: If an expense is over $25, a receipt must be attached. If you do not have a receipt, explain why. To
attach a receipt, select Add Attachment and use the upload process to attach it (Figure 28).

| cance | Attachments m

Expense Entry
Date 05/13/2024
Expense Type Out-of-State Per Diem Meal

Amount 54.25 USD
Attachments Details

No attachments exist. Upload an existing file or capture receipt image.
| Add Attachment

Figure 28

After all attachments have been uploaded, select Done on the attachments pop-up (Figure 29).

| cance Attachments i

Expense Entry

Date 05/13/2024

Expense Type Out-of-State Per Diem Meal

Amount 54.26 USD
Attachments Details

Add Aftachment = Edit

Testing_receipt_attachment.jpg

Attachment Image Day 1 per die meal receipts

Figure 29

Last reviewed date XX/XX/XX
Last revised date 10/16/2024 Page 12 of 17



Step 26: Select Save (Figure 30).

Travel to New York. & | [#

Shannon Newman &)

+ ]

™ Detete

» Monday, May 13, 2024

Total (2 Items) 63.43 USD

Filter

Expense Entry

Last Saved 09/09/2024 1:09PM

*Payment | Employee Paid v

> “Amount |54.25 usb Q

Additional Information

Out-of-State Per Diem Meal
Day 1. Meals not provided.

Out-of-State Mileage - Pri Veh
Travel from official duty station to

airport Duty Station” 2401 N Lincoln

*Billing Type | Internal v
5425
G *Expense Location | NEW YORK-NEW YORK CCQ
2] Per Diem Deductions
018

uso

Bivd OKC. OK 73105 Altach Receipt
i Accounting
Per Diem
First LastDay (_ Yes [
Breakfast Provided No
Lunch Provided No
Dinner Provided No
3 Receipt Spit
Exceptions
Personal Expense No
Figure 30

Step 27: Add another row by selecting Add (Figure 31).

Travel to New York conference ‘

Shannon Newman@/
4 (2 ltems) 63.43 USD Out-of-State Per Diem Meal - 05/13/2024
B [z
Detete fitter More “Expense Type ‘Out-uf-State Per Diem Meal Q |
[~ Monday, May 13, 2024 ——
Day 1 2
Out-of-State Per Diem Meal 5495 “Description | Duty Station:
Day 1 Duty Station: OMES 2401 N OMES 2401 N lincoln Blvd v
lincoln Bivd OKC, OK 73105 ushD OKC. OK 73105 A
Payment Details

Qut-of-State Mileage - Pri Veh 818 - ﬁ
Travel from official duty station to } ayment ‘ mployee Fal "|
airport. Duty Station: 2401 N lincoln uso
Bivd OKC, OK 73105 “Amount |64.25 |lusp a

Additional Information

Figure 31

Step 28: The Date will default with the entry date. Update it to match the expense date. In the Expense Type
field, select Lookup (Figure 32).

Shannon Newman &

Travel to New York conference

+]

Add

Kl

Delete

[+ Monday, May 13, 2024

Total (3 ltems) 63.43 USD

New Expense - 05/13/2024

Filter

More

New Expense

o

0.00
usD

Description

Qut-of-State Per Diem
Meal

2401 N lincoln Bivd OKC,
OK 73105
&

Day 1 Duty Station: OMES

Payment Details
5425

usD *Payment |

“Amount |D.UD

Last reviewed date XX/XX/XX
Last revised date 10/16/2024

Figure 32
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Step 29: Select Out-of-State Local Incidental from the Expense Type Search pop-up (Figure 33).
i Expense Type Search i

| Frequently Used ! All Types !

| 8 |Search Expense Type | | rd ‘
TELTOWD

A

ng Expense Type ©

In-State Public Iransportation ~
In-State Registration Fee

In-State Tolls

Out of State Local Incidental

= Search Results -
Out-of-State Local Transport

Qut-of-State Lodging

| Out-of-State Medical Mileage 3

Qut-of-State Mileage - Pri Veh

Out-of-State Oth Miscellaneous

Qut-of-State Parking Fee

Figure 33

Step 30: In the Description field, enter an explanation for the expense being claimed. Please see the Statewide
Accounting Manual for definitions surrounding incidentals (Figure 34).

Expense Entry

Travel to New York \ul ] IEZR Revew and submie
Shannon NEWI"EH@ Last Saved 09/09/2024 1:09PM

Total (3 ltems) 68.43 USD Out of State Local Incidental - 05/13/2024
+ w 5 “Date | 05/13/2024 i)
“nda Detets Finer More

*Expense Type | Out of State Local Incidental Q

|+ Monday, May 13, 2024
Day 1 of out of state travel B
Out of State Local Incidental Description -
5.00 4
usp 2
Payment Details
Out-of-State Per Diem Meal .
Day 1. Meals not provided “Payment | Emplayee Paid
& uso
*Amount |5.00 usb Q

Out-of-State Mileage - Pri Veh
Jravel from offieial ity stanon to

Figure 34

Step 31: Notice the Payment and Amount defaulted. Select the appropriate Payment Type from the drop-
down (Figure 35).

< My Expense Reports Expense Entry

Travel to New York. @| = |

Shannon Newman &

Total (3 Items) 68.43 USD Out of State Local Incidental - 05/13/2024
‘:| ‘E |?| ‘7‘ “Date [0511312024 [
add. Detete Fiter Hore

*Expense Type |Out of State Local Incidental Q|
+ Monday, May 13, 2024

Day 1 of out of state travel. 2

Out of State Local Incidental 500 *Description =
usD 4
Payment Details
Qut-of-State Per Diem Meal 5405
Day 1. Meals not provided | “Payment | Employee Paid v‘ |
@ usD
“Amount [5.00 |lusp a

Out-of-State Mileage - Pri Veh 018
Travel from official duty station to Lsp | Additional Information

Figure 35
Last reviewed date XX/XX/XX
Last revised date 10/16/2024 Page 14 of 17
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Step 32: Notice the Billing Type and Expense Location defaulted. This information is copied from the header of

the expense (Figure 36).

< My Expense Reports

Travel to New York. & | 4

Shannon Newman @

Expense Entry

Last Saved 09/

Total (3 Items) 68.43 USD

[@] =]

Add Delste Filter

[~ Monday, May 13, 2024

“Expense Type |Out of State Lacal Incidental Q]

Day 1 of out of state travel. 2
*Description

Payment Details

Out of State Local Incidental

“Payment ‘Emplnyee Paid ~‘

“Amount [5.00 juso q

Out-of-State Per Diem Meal
Day 1. Meals not provided

Out-of-State Mileage - Pri Veh
Travel from official guly station to
airport. Duty Station” 2401 N Lincoln
Bivd OKC, OK 73105

54.25 | Additional Information

usop

*Billing Type |Intenal v
9.18 “Expense Location | NEW YORKCNEW YORK CC @
usD

[E) Per Diem Deductions

& Aftach Receipt

22 Accounting

2 Receipt Spiit

Step 33: Select Save (Figure 37).

Figure 36

Expense Entry

Travel to New York. 7| %]
Shannon Newman &

Last Saved 09032024 1:09PM

Total (3 tems) 68.43 USD

Out of State Local Incidental - 05/13/2024

Travel from official duty siation to
airport. Duty Station: 2401 N Lincein
Bivd OKC, OK 73105

8
usD

+ ‘ & | ‘ ;| Date |D5/1372024
Ada Delets Fiter wore “Expense Type | Out of State Local ncidental Q |
- Monday, May 13, 2024 —
Day 1 of out of state travel e
Out of State Local Incidental o “Description =
usD A
Payment Details
Out-of-State Per Diem Meal .
Day 1. Méals not provided “Payment
& uso
“Amount [5.00 |[usp @
Out-of-State Mileage - Pri Veh 01 -—

Additional Information
*Billing Type | Internal v

*Expense Location | NEW YORK-NEW YORK CCQ

Last reviewed date XX/XX/XX
Last revised date 10/16/2024

Figure 37
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Step 34: Repeated steps 18-33 for each day traveled. Select Review and Submit when finished (Figure 38).

Select Submit (Figure 39).

¢ Expense Entry

Travel ts Mew York conference ﬂ
‘Shannon Newrman (&

Expense Summary

Expense Entry
Travel to New York. & 7] ) Review and Submit
Shannen Newman (=) Last Saved 030N
Total (7 tems) 206.68 USD Out of State Local Incidental - 05/15/2024
+ & = Review Dupicate Ling
Add Delete. Fitter More, “Date |DS/15/2024 B
~Wednesday, May 15, 2024
Expense Type Out of State Local Incidental Q.
Out of State Local Incidental o
Day 3 Day3 e
uso *Description “
Out-of-State Per Diem Meal Bigs
Day 3. Last day of conterence <o Payment Details
u
*Payment | Employee Paid v
~ Tuesday, May 14, 2024
Out of State Local Incidental 00 *Amount |5.00 uso Q
Day 2
USD | Additional Information
Out-of-State Per Diem Meal 7400 “Billing Type | Intemal v
Day 2. No meals provided at
conference UsD *Expense Location | NEW YORK-NEW YORK CCQ
~ Monday, May 13, 2024 Per Diem Deductions
Out of State Local Incidental .
Day 1 of out of state travel % Attach Receipt
usD
Out-of-State Per Diem Meal . i Accounting 1
Day 1. Meals not provided.
& usD =
B3 Recert Spit
Figure 38

Update Details

Last Saved 07097207

Expense Report Summary
Total (7 tems)
Due to Employee

Additional Information

), View Analytics

(=) View Printable Report

206.68 USD

206,68 USD

>

>

>

Approval Status

ReportID 0000000248 Pending

Figure 39

Select Submit to certify the expenses are accurate and in compliance with existing expense policy (Figure 40).

Last reviewed date XX/XX/XX
Last revised date 10/16/2024

—_
Submission Confirmation

CERTIFICATION: This is to certify that the
data contained in this expense reportis
accurate and complies with expense

policy.

Submit

Cancel

Figure 40
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Step 35: You should be able to check and see your status update to the submission in process (Figure 41).

Awaiting Approval 1 row
(=] [coste Expraerar | &|[a|[n]
Actions ¢ Description & Report ID ¢ Status & Approver & Role & Updated Date & Amount &
® Travel to New York conference 0000000248 07/00/2024 20668 USD >
Figure 41

Last reviewed date XX/XX/XX
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