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I. Objectives 

By the end of this procedure, you should be able to successfully enter a Card Statement expense report 

and submit for approval. 

II. Tips and Tricks 

• As the Liaison, your USC ID will default. Be sure to change if creating on behalf of the 
card holder. 

• 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). 

• Begin your expense report early in the month and add my wallet transactions to it periodically. 

• If your department scans all receipts on to one document; this attachment may be added at the 
end of the month before the expense report is submitted. 

Ill. Navigation 

A user is able to access Procurement card transactions via multiple paths in PeopleSoft. It's 

recommended the user follows one of the 2 paths below: 

Main Menu > Employee Self Service > Travel and Expenses > Expense Reports > Create/Modify 

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

IV. Card Statement Expense Report Overview 

Procurement and Team Card transactions (charges) are interfaced from Bank of America into PeopleSoft 
My Wallet daily. Cardholders and Liaisons are responsible for reviewing and updating each of these card 
charges before they are consolidated into the Expense Report statement the user will create. The 
following is required for each card transaction: 

a. Entering a justification and description for each transaction. 

b. Reviewing and updating the sales tax applicability. 

c. Attaching the receipt to the transaction. Note: your department may prefer to scan all receipts on to 
one image document and attach this overall receipt image to the procurement card expense report. 

The Procurement or Team Card expense report can be started at the beginning of the month. As 
additional transactions are interfaced from Bank of America into PeopleSoft, they may be added into the 
expense report. There is no need to wait until the end of the month to create the expense report statement 
for each cardholder. 
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V. Valid Chartstrings 

To retrieve a valid chartfield combination navigate to: 

Main Menu> USC Conversion > USC Chartfield Mapping> USC Department/Fund Inquiry 

Use the "USC Department/Fund" page to enter a legacy system Department, Fund code and fiscal year to 
identify your current PeopleSoft Chartfield combinations. When using the Crosswalk be sure to enter the 
current fiscal year to ensure you are using the correct chartfield combination. You can perform a search using 
any of the fields at the top of the page to further refine your results. 

use Conversion .... > use Chartflelcl Mapping .... > use Department/Fund Inquiry 

Step 1: After accessing the page, click in the USC Department/Fund field and enter the appropriate 

legacy system Department and Fund codes. 

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

Step 3: Click the Search button. 

Step 4: The valid chartfield combinations are displayed. 

~-· ...,....,. usc~. USCWMlfil>ln;• use-.--~ --, 

1 9imrCWXJW. --rHolp,--""'lo 
Dopt 

Cl 1-. 
-..1n,qt:J1 (;ii fnl ' I 

,........ -----LWI ~ , .... c.. a...ll'lallll PC....._\.lfll ~ 

2011 a.or, :moro U.52 202 
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VI. Searching for USC ID 

After you have the valid chartfield combination (accounting information), navigate to the 

Create/Modify Expense report page. You will need to first populate the USC ID field. To do this, use 

the look Up button for the USC 10 field 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 Look Up button. 

Step 5: Click the Name link and this will populate the USC ID field with your ID. 

a. When entering an expense transaction on someone's behalf, be sure to select their USC ID 

here. 

·-· --· . ·~-flijiijijji· . _,___ -aiiinH~ - - - - --,- ....... --1-.._Rap,wt 

!)Id .. E..i.tng .... t - ·--. fl Lack Up USC IO . -IUICID ,. USCID -- B Emo!IO-- B I ,....,._.._ e eq... 1-.... . • .. ., 
"""'u,, I 0..- Cono,I -Loolu.lp -.. e-.-1---- S..rd1 Raultl 

V... 100 Fnl . "" t Lal 

~D UICD -[1iiiiii1iian11\iif~ 
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Step 6: Notice the USC ID is now populated with the ID for the appropriate individual. 

~-· . --~· • ~"-· ) 0-"""I' 
- - MIM:lamol- ~-- ... ""' 

--,Holp 

fnl .. E-.u- -·--

F§ 101<9m11102 " 

-.. ~-,-·--
VII. Attaching Documentation 

To attach documents to an expense line, click the paperclip between the Payment Type and Amount 

fields. After the page displays for the attachments, click the Add Attachment button. The File 

Attachment page will show, click the Browse button. Navigate to the location where the file you want to 

upload is stored, select it and click the Open button. Back on the File Attachment page the path for the 

document should be displayed, click the Upload button. If the user wants to type in a description of the 

attachment they can but the field is not required. Click OK to save the attachment and return to the 

Expense Report. 
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VIII. Creating an Expense Report· Procedure Step-by-Step Instructions 

Step 1: Navigate to the Expense Report 

Main Menu > Employee Self Service > Travel and Expenses > Expense Reports > Create/ Modify 

Step 2: Click the Add a New Value tab 

Step 3: Verify the USC ID you are creating the Expense Report for is correct. Change the USC ID if 

needed. 

Step 4: Click the Add button 

FaYlllffas • 

.A UNl\'tkSITV or 
~ SOJIHC'ARO(JN.\ 

Expense Report 

find an Exisllng Value ! Add a New ValUe f' 
USC !0@ 9459244 " 'Q,8 

Find an Existin\l Value I Add a New Value 
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Step 5: Verify you are creating the Expense Report for the correct person. 

Step 6: Click the dropdown for the Business Purpose field to select either Procurement Card or Team 

Card. 

a. It is important to select the correct business purpose. After entering the expense report, the 

business purpose can't be changed! 

Favorites .... ] Main Menu ... > Employee 5ef-5ervlce ... > Travel and Expenses ... > &pease Reports • > CfealBIModil'y 

l mH&roUN6. 

Create Expense Report 

Liaison 01 Peard ? 

I ·euslness Purpose Team card 

'Report DescripUon 'Marcil Statemenl 

Reference 
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Step 7: In the Report Description field, enter an appropriate description. 

It's encouraged to create one expense report for each month so describing the report as "March 

Statement" may help during the reconciliation process. 

Favontes • MalnMlnU • > Employee ser-semc. • > Travel and Expenses ... , Expense Reports • > CrealelMotify 

I UNIVERSITY OF 

SOUIHCAROUNA 

Create Expense Report 

liaison 01 Peard ? 

•Business Pu se I Team Card 

•Report Description ;March Statement 

Reference 

Loading the Transactions into the Expense Report 

Default Location 

if+ Attachments 

Note: You may either utilize the Quick Start dropdown menu at the top right of the page to copy the 

transaction(s} from My Wallet or select the My Wallet link near the Expenses line. The My Wallet link is 

only displayed if the business purpose is "procurement card" or "team card". 

Step 8: From the Quick Start dropdown menu, select "Entries from My Wallet" and click the GO 

button. 

Create Expense Report 
t~1ton o, Pcar:d l 

,....... .. r-- "-Ropolll · > ~ ---

•euunn1 Purpou Ten earn Dtf1u11 LocatiOn 
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Step 9: The my wallet page is displayed. 

For specific details about the my wallet, please review the procedure document - "Using My Wallet". 

a. Note: You may click any column to sort the my wallet transactions by that column. For example, 

click on "Account Number'' to sort the list by the credit card account number. 

C,ute E,peme Report 

My Wallet 

UM11'9nod Wallo! Enllla• \i - ....... --
= --·-·-m,o 

0 = ---·->7DO 

0 = - ·- -·-1100 

= -----J700 

Cl = - - w••noo 

= - ·--1100 

C, = •w•--·-noo 

u = ·-- -·-noo 

C. = ----1100 

CJ Cl) --~1100 

-

-
olQ1120,a 

DlQS.7011 

Oll2J..'2011 

~7011 

=2011 

02/0112011 

D:b117/2011 

02,V7'2011 

D2J07l201I 

G2/07/2011 

C..--Tn- ...._. _c........, "1offC --
HOTtl /WD LODGING HOLIDAY IHN £-Pala 1.J1DU USO (l EXPRESSDUIIH 

HOI EL /WD LOOGINO Hot.lDA'I' 1>4N E-0... 11911 USO 0 EXPRESS OURH 

OIHER SUPPLIE3 N= FAAAAOUI 1H71US0 0 

OIIIER SUPPLIES ci-~imcc 155 J7 USO 0 

OIHER SUPPUES ci-~imcc 1'132 USO [J 

AIR 111.\1/EL MIERICAN AIR t -Dola l50YUS0 0 
AIR l RAVEl MIERICI.N IJR E-Dala 150111 USO 0 
All! TAAVEL MIERICAN AIR £-Dola 150111 USO 0 
AIR J Fl,\1/EL MIERICAN >JR [ -l)ol;i 15011 USO 0 
All! TFl,\1/El MIERICANAIII e..-o.i. 15011 USO 0 

Step 10: Click the Expense Type link to display more information about the transaction. 

,-... .......... ~ l ........... ' ---....... ) ,,,...._.... ~ 

&ruii~ 

...... Cl ... l1 ...................... -......... -.................. --~-.,.._,_,_. 
LJ!::!.."_J --____ .. ...,_._._ ~l)la,ot·--·--...... ...-e: 

·-- _._. 

= -,,. tnll'lt•• 1~(1A,CI~ 
__ ... 

t_ .. o. 111,NI.IID D [JN:(ftiDl,at 

I D = MJIUIJIUtl&ll..:J --- 1-.. .... ~ 11'1ffl/C a llftl:N~ 

D = -,,. S,.7fflll 01Mil • ...., •• ...... .t.M.l,QUT D 

Cl = --, .. ... ,.~ v,.-.a,nu '"""""' UIV~ D 

Cl ::c -,,. ,_,,., Ot..a.«a.rl"l•I "°"'IHX f .. llUSI a 
D = --, .. -... ~ ..,.,.,n .......... ·-- ,,..,_ 0 

0 = &1'91311 """""' Q 

D = -,,.. ......,.,, ........ , ... ..,.. ... , __ 
,., ...... 0 

D = -,,. .,.,,,. .. #1:fJU.V'(l a..w•CNo- 1.._ .. 0- ....... D 

D = -,.., ott::t!.I _,itwt, ... _ ... i--~ .,. .... 0 
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Step 11: After clicking the "Expense Type" link, the "My Wallet Detail" page is displayed. 

For example, if it's for hotel and lodging it may show data such as the number of nights charged, the city 

where the transaction occurred and possibly other relevant data for accommodations. 

a. The Expense Type may be changed on the My Wallet Detail. Changing the expense type may 

prevent the need to change the GL account after the transaction is copied into the expense report. 

b. The description may be entered or updated on this page, or you may wait and enter/update the 

description after the my wallet transaction has been copied into the expense report. 

C.ea~ &pen~~ 

My Waite! Detail 

Uno11lgnod Wahl En1rio1 , 

Ea,-nM lfllel HOTH Nf0l 0DOINO 

r,.uc:uon DIie o.l78/20,1 --Pl--1> Mffl:llanl "OI.JDAY om !:JJ>f<ESS OU~" 

~ .. l-

NumbH ol Nights 1 ~N- -"""'"3700 

lrMUdlcln ..,_111 I J10al USO 

Blu Currency Afflounl - 11'09' USO 

~CNfadlflrtfflM'll'l,g 
CHy OURHAM 

• Recolp< 0....llolSummarylllfuldown 

R...ntoiiw"WIMt 

c. Click "Return to My Wallet" link to return to the list of my wallet transactions. 

CounUy USA 

E:lehange Rale 

Base Currency Alllounl 

Description 

t 00000000 Custom • D.ed 

131098 USO 

254 charaders remaln11111 
Clly DURHAM 

> Receipl Dehllls/Summary/Breakdown 1 

I Return ID My Walle! ) 

N 
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Step 12: From the list of my wallet transactions, click the Enhanced Data link. 

r ...... ; ...-..--.~. 

1 ~QW)IJ~ 
C,e;,te E.q,e,,se Report 

Mr Wallet 

hblf1Sil (:m1'1piat9 1&$1c,l~w~~ 10V9"' .. ~Slll!H•OOtoD't .... t 
menJ~W'ICllr OO'iefuplN1funclO'IS 

SoiodA.I -~ 

$t1t41M1 I~ at1d1tlild lf1 P"1CIUl(J~ fnsl ~ lo a~ll'ltmUJ N n,-nMt9'ltl"I 

Una••ignad Waffat Entrt.• j 
...... ._ -- - --= ·-·-.. ·MJJOO OlQl/2011 HOTEL AND LOOGINO 

0 = --·"lTOO OlQl.'2011 HOTH ANO LOO<llNO 

-
t+OUOAYINN I 
EXPRESS OURH 

HOL.CDA.YlliN 
EXPRESSOURH 

-

e.-o... 

a = --"·"3100 01l2J.'2D11 OTHER S\R'PUES UE"'1CS FAAAAGUT 

0 = ---... 1100 DV20,\l011 OTHER SUPPi.JES CHlU~tmCC 

0 = --"'·-3700 DlnG7011 OrtlER SUPPUE9 CUlltS UNCC 

0 = -·""'"3700 01t07/2011 AIR lRAV[L AMERICAN AIR 

0 = ·"·-- ·"llOO Dl/07'2011 ~R TRAVEL AMERICAN AIR 

0 = ---1100 01t07,'2011 "'R TRAVH AMl;RICAN AIR 

0 = '"'"'"""lTOO Ollt7l2011 .,R TRAIIU AMl;RICAN AIR 

= ·--•••"JTOO ,U,07'1011 "'R TRAVEL AMERICAN AIR 

Dano 
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Step 13: The Enhanced Data page is displayed. 

The Enhanced Data link will display detailed information about that transaction. For example, Air Travel 

expenses can show the path of a flight (destinaction codes of airports, hotel and lodging can show a 
break down of the charges (room rate, telephone, other service charges), or it could display a listing of 

each item purchased. Click the "Return" button to return to the list of my wallet transactions. 

Enhanced Data 

Transaction Date 03/28/2018 

Transaction Amount 1310 98 USO 

Enhanced Data 

Summaiy lodging lnfonnation 

Hotel Folio 11123839 

Room Rate o oo 

Summary lodging Totals 

Mini Bar 

Telephone 

Girt Shop 

Laundry 

Valet 
Movie 

0 00 

0.00 

0 00 

0 00 

0 DO 
0 DO 

Health Club ODO 
Food & Bev O 00 

---
Detail lodging Totals 

Detail Lodging 

' Lodging Detn111 i L.Qdging Detail 2 

Chalge Date 

03/30/2018 

Return 

Room Rate 

0 00 

Mini 
Ber 

000 

~ 

Telephone 

0 00 
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0 00 

Expense Type HOTEL AND LODGING 

Merchant HOLIDAY INN EXPRESS OURH 

Check In Date 03/2712018 

Number or Nights 1 

Business Center 

Prepaid 

Room Tax 

Other Charges 

USC Travel Advance 

0 00 

0 00 

0 00 

0 00 

0 00 

- - -- -----· 
~ 

Laundry Valet MoVle Health Food & Bev Club 

0 00 0 00 0 00 0 00 0 00 
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Step 14: Check the transactions to be copied into the expense report. 

Favorifes .... j Main Menu .... > Employee Selr-Servk:8 .... > Travel and Expenses .,. > Expense Reports .... > CrQla.lMDdify 

A UNIVEllSITY OF 

• SOUIHCAROUN'\ 

Create Expense Report 

My Wallet 
ReponlD NEXT 

Below is a comprete list or unassigned waBel transactions lo Vlei/ all transactJons please go to the wallet 
menu option under "Other Expense Functions· 

Select All Deselect All 

Se1'ed items and select If a Personar Expense Press 'Done· to add Ulem to the expense report. 

nassinoed Wiillet Entries ,j_ 
Select Logo Account Numbef Date Expense Type ~hant 

~ ~ ...... .. 'i:r1: •• 3700 0312812018 HOTEL AND LODGING HOLIDAY INN 

' EXPRESS DURH 

D 1ml .......... .-... -3700 03128120 18 HOTEL AND LODGING 
HOLIDAY INN 
EXPRESS OURH 

I ell (iiJ ·-----3700 03123/2018 OTHER SUPPLIES NEWK'S- FARRAGUT 

r, ~ 11"*· ·-····- 3100 02/20/2018 OTHER SUPPLIES CHILI'S UNCC -·-
D ~ ............ 3700 02/20/2018 OTHER SUPPLIES CHILI'S UNCC 

D ~ ....... ...... 3700 02/07/2018 AJRTRAVEL AMERICAN AIR 

0 ~ ........ . ..... 3700 02/07/2018 AIR TRAVEL AMERICAN AIR 

-

Enhanced Data 

Enhanced Data 

Enhanced Data 

Enhanced Data 
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Step 15: After selecting the transactions to be reconciled, click the Done button. 

This will return to the Create Expense Report page and display the selected transactions on individual 

lines. 

Select items and select if a Personal Expense. Press 'Done' to add the 

Unassigned Wallet Entries ··? 

Select Logo Account Number Date Expen 

~ ~ aua-.1t1nu 3700 03/28/2018 

D ~ ••l1lw••Otil"P3700 03/28/2018 

~ ~ ._,.,.,.,..,......3700 03/23/2018 

D ~ ._... ................ 3700 02/20/2018 

D ~ ... ~•11t•••3700 02/20/2018 

D ~ "*"""*"" ... -3700 02/07/2018 

D ~ ...... . .. .,.. .. 3700 02/07/2018 

D ~ 1uuuuow370Q 02/07/2018 

D ~ ................... 3700 02/07/2018 

D ~ ................... 3700 02/07/2018 

I 1 
Done II 
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Step 16: You may also click the "My Wallet" link to copy transactions into the expense report. 

Create Expense Report 

Cardholder 01 Peard ? 

•eusmess Pufl)Ose Team Card 

·Repon Description March Statement 

Reference 

Expenses i 

--- ~] 

- 0.. 

Expand All I conapse AU Add I ~ My Wallet 132) 

'Date 

03/23/2018 

'Expense Type 

OTHER SUPPLIES 

'Blllin Type AVAILABLE" 

-- -i ------ --" 
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Reviewing and Reconciling Card Transactions 

Begin reviewing each transaction, fill in the appropriate fields and, as needed, correct any fields already 

populated. 

Step 17: Type in a Description for the expense. 
This can be information that will help others reconcile, review or audit the transactions. The description 

is required. 

Step 18: Attachments: Documentation can be attached at the line (on each transaction) or batched 
together at the top of the expense report (near the Default Location field). 

See section VII for instructions on how to attach documentation. 

rw-. _.~. -r•.-~ . .,- 'l'Mr.oC'iiiiiiioo· liiiliiitC.iE-;'-,~~ 

- ~CmJNo\ 
-C-... · l...,.w .. -1...,. IPemnauoPaoo 

Create Expense Report 

'Dale •f.i:ptnH l t1)1 

Ol/2~7011 OTl<ER SIJPPI.JES 

•9t:1Jpg lJPI AVAllAPlE 't 

•11ttcNnt Prtfttr'fll 

Olorlllold• m 

Dolaull LOCallOn ~1-/.-.-,...,,- --~ 

·I~ . ttt w,ez:n trNCilE 

...,._. "Cl.IN ~MtOufll ~~ ~ 0,.,UNf Dfpl 

Q, 

,·P-IT,i,o 
i:l - ­

io.io;.,RN 

T~ 1,U0.11 USO 

0 ._,1ot11 ·:-v 
'lJCNnlf RIii 1 00000000 ;_, ~ 

Non-lhnbuft.al* BaN CurNncy Amount 

No AKelp1 

1'9 71 USO 

..... - a.., 

• OD 

1&971 usc:o, Q, ,,se n USO 1 l)Q()(IQOQQ CLOOl Q, &00201 Q, CA200 Q, ll009 Q. aas Q, 

HOIEl ANO LODGING ,I. 1 :uD• USO 

T...i l,<I0.11 USO 
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Accounting Details 

Step 19: Review the Accounting Details {Chartfields) on each line for accuracy and update accordingly. 

The user's default accounting information will populate the GL Unit, Oper Unit, Dept, Fund and Class 

fields. The account number is populated based on the transaction's expense type. Reference Section V 

above for finding valid Chartstrings if you need help identifying the correct chartfield combination. 

c.--.. .. ~, 

--· 

'0. ~ l i,M 

a 11!'1110 i. o tt41fllt.Ff'las 

-·-­,1- -

-
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Changing the accounting on all Expense Report Lines. 

Step 20: Changing all lines at once. 

To change the accounting on all expense report lines, select "Default Accounting For Report" and click 

"Go" 

--· ' ~-- --~- > ~Rlpollo - ~ 

Create Expense Report 

c..i,,"'°" 01 -.i r 

R1f11•ca 0.. 

Step 21: Change the chartfields if necessary and click "OK" 

MalnMlnu • 

UNIVEllSITY OF 

SCXJlH CAROUNI\ 

Create Expense Repoo 

Accounting Defaults 

Accounting Summary 

> Employee SeW-5elm • > Tra'tel and E,.panses • 

0. 

- - -Jllcl MdloF-

- .... , ==f:-1 
I cr-un_ r, 
lt!!!::!'11 
l;~~.~ ~ I 

Set Pfflonallations I Find I~ I Iii FIISI l of 1 last 

~IM! Pmjed Ac!Mly Cos! -- "'- funclinCI :J:: I 
USC010. CLOOJ Q. 60020l 0. CA200 Q. AI05 Q. 0. C\ Q. Q. Q, .~ --===--------=----------------
°GL Unit Ope, llnll Depl Fund 

100 

Add CllartFlald Una ~oad CelaullS 
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Note: Now would be a good time to click the Save for Later button. This will create a Report ID allowing 

you to modify the expense report at any time until you submit for approval. This action may cause red 

boxes to appear in all required fields that have errors; they will no longer be displayed red as you correct 

each field. 

Create E,cpense Report 

C..-clholdtr 01 Pew .l 

.1.--

- - _y,_ 

~- COnloo!l · 1,-w- l1111e>I 

J ,111 sa~rmU1~ p, sunwnaryanc1s-.. 

Atbonl 
--- - - - · QI:) 

Step 22: Click the Summary and Submit link at the top right of the page if you're ready to submit the 

card statement expense report for approval. 

F-· -Menu· > e-,..-. l.-ani1'"'-• , -~"-ti• , ~ 

&mro1a:iu~ 
Create Expense Report 

C..-clll<ll<lff01Punl 7 

-e&wnn1 flvrPQM Ttan Clrd 

'Rtpo(I DHcnpOon Mllrr;II $1.lloffllnl 

Reltt°"ct 
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Step 23: To return to the expense lines, click the Expense Details link in the top right of the page. 
Stay on the page to submit the report for approval. 

--- ) [,,.....,,. __ 
UNMWTTOr 
~O\ROUNA 

Rd,todC.,,ic,,t w I """Wlo-1 HIib I Pm ... 

Create Expense Report 2 ~""~kr<l::'.'*""lllll_" I 
A.q»1:1n1 -- ----

• r-GO 

Toul1 T o-
[mployff EIPfflHI CJ \JnH) t 480 M USO Non-RlllfflburuDII E1pen1n ODO USO ODO USO 

Step 24: Certify the expenses submitted are accurate and comply with policy. 

• Favorites .. 1 Main Menu .. > Employee Self-Service • > Travel and Expenses .. > Expense Reports .... > Crea'8/MocMy 

UNIVERSITY OF 

SOUIH CAROLIN\ 

Create Expense Report 

Cardholder 01 Peard 

•eusiness Purpose Team Card 

·Description March Statement 

Reference 

Totals 1- S View Plinlable Version 

Employee Expenses (2 Lines) 1,480 69 USO 

CIISh Advances Applied o, 00 USO 

... 

l19 view Analytics 

Non.Reimbursable Expenses 

Prepaid Expenses 

0 00 USD 

1,480_69 USO 

0 N 

Amount Due to Employee 0.00 USD Amount Due to S 

~ checking this box, I certify the Team Canl transactions included on this expense report are accurate and 
~ porled by appropriate backup and justification as incurred on official University business. I also certify 

that the transactions comply with Team Card policies and procedures including reconciliation to the card 
statement 

L_ Submit Expense Report ==i 
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Step 25: Click the Submit Expense Report button. 

If there are any errors or missing data, the Expense Details page will be displayed and the fields 
requiring attention will be highlighted in red. 

Main Menu ... > Employee Self·Servlal ... > Travel and Expenses... > Expense ReQQf1s • > c,~::--
UNIYEllSITY OF 

SOUD-ICAROUNA 

Create Expense Report 

cardholder Ot Peard 
·Business Purpose Team Card 

·Description lMarth Statement 

Reference 

Totals ! t!d View Printable Version 

Employee Expenses (2 Lines) 1,480 69 USO 

Cash Advances Applied O 00 USO 

~ view Analytics 

Non-Reimbursable Expenses 

Prepaid Expenses 

0 00 USD 

1,48069 USD 

0 N 

Amount Due to Employee 0.00 USD Amount Due to S 

!1Ji By checking this box, I certify the Team Card transactions Included on this expense report are accurate and 
supported by appropriate backup and justification as Incurred on official University business. I also certify 
that the transactions comply with Team Card policies and procedures incruding reconcilialioo lo the card 
statement 

Submit Expense Report 

Step 26: The "Expense Report Submit Confirm" page will be displayed. Click the OK button. 

Save Confirmation 

Em!IIOYN E1pense1 (l Llnffl 

Casll Advances Applit<I 

1.c&069 USO 

000 USO 

AII\OUffl Dua to EmployH 

No<I lltlmllllrwl>II E•penMt 

Pff11&1<1E•-

000 USO 

1 '8069 USO 

O.DO USO Amount Due to Supplier 

[fflllloyH Credits 

Suppl.,, Credit> 

0.00 USO 

D 00 USO 

D 00 USO 
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Step 27: Notice the message indicating the Expense Report has been submitted for approval. 

Step 28: Click "Refresh Approval Status" to update the status to Submitted. 

Favorites ... I Main Menu ... > Employee Self.Sava • > Travel and Elq>enses • > E,ipense Reparts • > cre~lify 

A UHIVEllSITY OF 

• SOUTI-ICAROU~ 

View Expense Report 

Your e11pense repon 3000000781 has been submitted for approval. 

Desooption MarCh Statement - Demo 

Reference 

Totals 1 (f9 View Printable Version 

Employee Expenses (2 Llnesl 13,200 13 USO 

Cash A!Svances Applied o DO USO 

Amount Due to Employee 

:e,l V"H!W AnalyllCS 

Non-Relmbursatlle Expenses 

Prepaid Expenses 

0.00 USO 

000 USO 

13,200 13 USO 

Amount Due to Supplier 

" By checking this boa:, I certify the Team Card transactions lncl11U d on thls expense repon are accurate 11nd 
supponed by appropriate backup and Justlncation as incurred on official University bu slness. I al so certify 
that the transactions comply with Team Card pollcl.es and procNlures Including reconciliation to the cafd 
statement 

Submit Expense Report 

Refresh Approval Slah.ls Save Changes 

Creating a Card Statement Expense Report.docx 24 Last Update: 2018-05-10 



Step 29: The Report status is "Submitted for Approval" and the expense report page displays the 

submitter. 

Step 30: Click the triangle to expand the Approval History section to review the Approval levels. 

View Expense Report 

Bu1mna Purpou r,..,. Catit 

Dnalpjloft_,,,S.._ Doma 

Em-~M•I~ UnHI 

ca..r. Advances APP""' 

000 l/SO 

,. , S,I USO 

0 ""'" 

-Due ID EmployN G.1111 USO Amount Due ID Suppllff 

" BJ cn.cuna uus boa, i araty 11111111m ca111 tr~-u, 1N>n1 linel~ on au1o Hpense ,.PDl1 •• 1cc••teane1 
,_11;_.,.,.,.,...,..,""a11111o1••-•• 1nClllttdonofllcwu,,_...., 11a ..... , •. 1o1soc..,.1y 
UNI the uanucuon•comptr wnh T11m C.AII poldn • MlprocadYfn mtaldJnO recondOIUon to'IM canl ·-· ---
... SHEET_ID-311110000712:Pendtng ----Pwndlng --0 - ..... -
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Posl!IIN .... _ 

~ 

0.00 USO 

000 USO 

000 USO 
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IX. Correcting Errors when Creating an Expense Report 

When you attempt to "save for later'' or "submit" the expense report for approval, and a transaction 

line has missing or invalid information, red flags and red boxes may be displayed. You may save an 

expense report with missing or invalid information; however, you cannot submit an expense report for 

approval with missing or invalid information. Additionally, once the expense report is submitted for 

approval, no additional changes can be made to the expense report unless the Approver returns your 

expense report for updates and corrections, or if you withdraw the expense report before it is budget 

checked. 

Main Menu > Employee Self Service > Travel and Expenses > Expense Reports > Create/ Modify 

Step 1: Click the Missing or invalid information was found icon to access the Expense Detail for 
[expense type) page to view and correct missing or invalid information pertaining to the expense 
transaction line. 

r...,..-- --"-· ~,._.. c,-,y -

Modify Expense Report 

-Clt;&IUA ' --~T-
--NC.PAC:0-Cori'. IICO , ...... _ .. 

1;11-- · 

B 

-M l ~M -I G, ..,._40! 1,l a..ca.n 

s 

---· 
.... USQ1 a. 1n .. uso 

--
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Step 2: Read the message carefully. The system indicates what needs to be entered or updated. 

Step 3: Click the Return button to fix the error. Keep in mind that correction of one error could create another 
error. Simply continue reviewing and correct errors until fully resolved. 

Modify Expense Report 
MIUNCICIWA 

_...._[.~ ­
----Aicii~Coli uco __ ., 

.. --
B 

~ 
E_..iM I -M 

- I D,My- ,- ,_ ___ .__,._ 1-.-• 
- ffi - .... - - -=- =-- -- -

1111M USll 
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Step 4: Click in the Description field for Hotel/ Lodging and enter an appropriate description for the 

expense. 

Step 5: Click the Save for Later button. 

-· --· . ~-· ---· ~-· ~ 
Modify Expense Report 
.wiiNciouu.t. t 

.... --~,-
- Dnalplloo NO¥,, C.00- c.,, MCC 

,,..... ... ~~ 

...... Typo - e 
~°""'""" ·--l 
- ......... 

119.M USCl1 Q, 

a 

·-El - ra.iiii. "" . ill -­nt-9"" 

-- --
• .MUSIi 
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Step 6: Notice the Missing or invalid information was found icon and red box is no longer displayed 

because the error has been fixed. 

The Expense Report is now ready to submit for approval. 

F-• 

a ~G\ROl.lN\ 

Modify Expense Report 
AIUUN CICIIIU.A I .. _,.__,_ 

... ""1~/uCh.ea-Oonl.UCO 

l-A-D 

Ea- t _,., _,. 

---·· 

B 

B 

Q, 

-··--°""""' 233--0l-s-, 

- 'GI.- - - :.::-' t:""'" -- -
UIU4 usa,1 Q, 1n.1o1uso 
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X. Withdrawing an Expense Report 

After an expense report has been submitted for approval, it cannot be opened in the "Create/Modify" 

page; the expense report must either be sent back by the approver or withdrawn in order for it to be 

edited again. 

To withdraw an expense report, complete the following steps. 

Step 1: Navigate to Employee Self Service > Travel and Expenses > Expense Reports > View 

Step 2: Open the Expense Report to be withdrawn. 

Step 3: Click the "Withdraw Expense Report" button 

f.llYOfla:!i . M-1 t.AeBJ . '~sell--· 

& ruirCAAOUN\ 
F~8 

View Expense Report 

Cardhctder 01 Pc,rd 

Bu.Inn• Purpo1c Team Card 

Dnrnptlon M.11cn Stalement 

Aefittt"c• 

Toi.in T 

Empk,ye• E1pen1n (3 Un••J 

Ca•h Adnncn Applled 

(!j View P11nlable VefllOll 

1.831 37 USO 

000 USO 

Nan-Relmbunabte Ea:pen••• 

Prepaid Eis-n••• 
000 USO 

1,831 37 USO 

o-

Amount Due to Employee 0.00 USO Amount Due to Supplier 

' By checking "'I• boic. I unity thti T.,,,.. caret: u.nNctlona lnchtdtd on thll ,.,_,,., repart •re accunte and 
,upported by oppropl1ol0 boc~up ond Ju,uncauon •• lncU"9d on officio! Unlvttslty buol..,••· 1,1,0 conlly 
that the tranaactlon• compty wUh THm C1nS poHcft and PfOC•durw• •ncludlng raconclllaUon lo the uni 
1t1s.tm1nt 

--
Rebled Con1ert1 • I NfM w.- 1 Ho!p I Penaiabe Page 

AcUon• 

ll•P•'1 3000000185 Su!Jmitted lo, Approval 

CreolOd 04.Q9/2018 MICHAEL STATON 

LA•t U~IOd 04~18 MICHAEL STATON 

Poa1 Stlta Nol App1ed 

# An.<hmenl> C1l 

Employn c...i, .. 

Supplier Cr'ldlt,, 

0.00 USD 

000 USO 

000 USO 

c - ~1tRepc>r1 Submltlod On ~,n,,o1t Submlllod By MICHAEL STATON 

~ Approval History 
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Step 4: The status indicates the Expense Report has been withdrawn. 

Favorites ... Main Menu ... > Employee Self-Service ... > Travel and Expenses • > Expense Reports • > View 

FCFG 
UNIVERSITY OF 

SOU11-ICAROUN\ 

View Expense Report 

olderrn~ 
Your expense report 3000000785 has been withdrawn from the approver's queue. 

Totals J l 

Description March Statement 

Reference 

BJ View Printable Verston 
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Step 5: Please note: as the preparer or liaison, you may also receive the following email. 

This email is necessary when an approver sends back the expense report for correction; however, it is 

also sent for withdrawls. Please ignore the email if necessary when withdrawing an expense report. 

f?., Reply IQ Reply All r?.. Forward Gti IM 

Mon 4/9/2018 2:00 PM 

SM mbstaton@ma1lbox.sc.edu 
0 

Team Card Expense report for 183137 USO has been sent back for revision. 

To O STATON, MICHAB. 

The following expense report has been sent back for revision: 

Employee ID: 1000015 
Employee Name: Pcard,Cardholder 01 
Submission Date: 2018-04-09 
Report Description: March Statement 

Report ID: 3000000785 
Business Purpose: Team Card 
From Date 

To Date 

Trip Location 

Amount: 1831.37 USO 

This email is sent to the 
Liaison or preparer when 

an expense report is either 
sent back or withdrawn. 

You can navigate directly to the page for more information by clicking the link below: 

https://fms-

cfg.ps.sc.edu/psp/FCFG/EMPLOYEE/ERP le/ADMINISTER EXPENSE FUNCTIONS.TE EXPENSE SHEET.GBL? 
Action=U&SHEET 10=3000000785 
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XI. Viewing Related Content on an Expense Report. 

Related content may be helpful to review additional information concerning the expense report such as 

the card transaction enhanced data or the accounting details displayed in a grid format. 

Step 1: Save the Expense Report or open a previously saved Expense Report. 

Step 2: Click Related Content 

Step 3: Select "View Enhanced Data" 

~~- ' --- · , ~-· > ~ 
FCFG ._ - IMIDlalnllc..sa - TrKa -t>F-

Modify Expense Report 
C.anllloldttlll'anl 'l 

"Bu.._, - t ... Card 

'Ropon Dncnpcoon March s11-n 

R1fet1t1c:1 -~ 

RtlJO't l0000007U Ponding 

Dtt'11un LocaUon 

Step 4: The page is split and the related content is displayed 

- --- -n- Aalllf- Sign 

Modify Expanse Report 

- • DO 

'9UMnHI Pufpou Tllffl ca,,, RIIJO't lCXIOOOOlU Pt"'""O 

1111&"" location ~ 

Rtttrtnet (l ti. -

E>lpenSH l 

- ------------------,_,-__ -------- - - - ~- ----. 
Rol.a!Od Con1on1 

~ii;i,d ....,,...._ Eu.II SO,NdSbNt CSV lu1 FIi XML F .. ~Him~ 

;llw .. Fnl 1 1~ al1S l nl 

Aa\a1 .._ ~- Pm""a ....-.. Unit ,_. TOUII ( ~ ....... °"*1 ltdrit'I lat Dn111N910f1 s.,vc.e 
~ID Una = U1CID ,._ DIie o.t. -.... lllfflllna at, PrlQ' TCltll .!:..: Ill* nl'O.,. ~ ._. bu ........ Nit•• Cd Anni- 0..• 

!000000713 1 1 PC~LOOOll ~f'd.c.r-oor Ol'30/201S ~Ii :i,eux ~~K 1 DOOO l l•OO l ~ is1 $Mt 
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Step 5: Move the separator up to see more rows 

UNMUnTOJ 

SOt.JrnO\ROUNA 

Modify Expense Report 
t,nlholdtr 37 Punl T 

Downmd rnullu1 E,c11 Sp,1111SIIN1 CSVTutF .. XMI.FN Cl~~! 

VlewAI 

Rtpo<I 3000000783 Pmllng 

Dt11UII location 

- -Traot -
Iii sa,e '"' u:111 1 @- summ.a 

A,;1100.1 

Click the separator 
icon and drag up to 

see more rows 

_. 

_ .. 
Report':: USCO ,._ - ~ ~- .... Pna Qly UNI - TT- E- - n... - - T1cNI T- Dn- ...,_ Selva Unt aa. Dlilt ..-.. Pnm 1m1 .,:... 0ae a1 °"' D1tt Numbll' ...,.. cca an, 

1 3000000783 1 PCtll00037 ~f'd C.nl- OY.lOr.1018 C).I.V2J2018 ~ux ~~~K 1 0000 3 ;µoo 3 ;µ 211 5611 

2 3000000783 

3 3000000783 

I 2 PCWL00037 ~f'd.c.nl- OY.lOr.1011 04/02/2018 :'7BUX ~~~K 1 0000 J.3300 J lJ 211 560 

3 PCHl00037 ~f"d Clrtl- 03/30/2011 O-l.'ll2n018 ::ux ~~~K 1 0000 J 3300 3 lJ 211 560 

Step 6: Click on other related content such as the accounting details 

1/NIYUSITTOI 

SCXJJHCAROUNA 

Modify Expense Report 
C&ldholdtr Jl Peard ! 

, Emr,loyN w $1!W11 • , 'l'rMl w ~ . , e-"'-ts • , o u a,; c 1ll'l 

FCFG Harne 

·eu•ineu PulJM)se Team C.ld Repof1 3000000783 ..... ding 

O.loull locallon 

• Relaled Content oval tll$10ry View Enhant1111 Om 

sc_EX_EXP_RPT_AC ccounting Dell RC 

RelallNI COn!enl • I Ntw ' 

Q Savo !or llllor I 

--------------------
O"""load rosUII! r, &.tel Sp,1111Sheel CSV Te,t Fie XML File 1 kl> I 

V1eW Al !'ttl I -- D11canc. GI.UNI = 
I 3000000783 :;:en! 0 i~: lot Team lJSCOI SMOOO 9620:P ll-0200 5111(19 502 
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Step 7: Export the grid of any related content to Excel if necessary. 

iii.;Meliu . · .. > -~~-.--lliMilnd E.-J . 

UNMllSln'Or 

SOUIHGWXJN-\ 

Modify Expense Report 
CardhOlder 31 PURI 1 

FefG 

"Busln•n Purpo.. Team Can! 

"Ropo,t DncnpUon Marti! Stillernenl 

Rtft<onte 

it.port 3000000713 Penc1ng 

Dolaun loutl<Jn O. 

Q. tl'. Alladwnt~ 

Q~-,efa,l.alt< I 

Atlltlr.& 

.- Related Content j Attoununa Dnllls ~ oval Hhtoty vi.. EMllnted Olla ------~--- ------SC_EX_EXP _RPT_ACCTG_ TAILS- &pense Rpt Accounting Detl RC 

••tt 1-

1 3000000783 ::...n1 O ~~.::its 1"' Turn USCOt SMOOO 962002 D0200 53009 502 281 560 G4/08/201B 

Step 8: Close the related content 

,- · --· 
lsnmrO\IOJN-\ 

Modify Expense Report 

)~-· 
FCFG ~-··­-

R- l-71l Penc1r4 

-

O•lo•lllO(AUOII 0, 

Q, ,I. -

. RololodConlonl -- - Ill- ~ E-0.. 
sc_ex_EXP _RPT_ACCTO_DETALS-E.xpam• Rpl Accounting Dell RC 

_o,...rt> n untS.,- CSVtutr1o ><Ml '• 11 tl>: 

-M 
...... - -

ll00000071l:... 1$11119 0 = tar THffl 1/SCOI SMQOQ "200l OOlOQ $l009 !541 
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XU. Reviewing an Expense Report 

Expense reports may be reviewed at any time. For example, after they have been posted to the General 

Ledger. 

Step 1: Navigation 

Main Menu > Employee Self-Service > Travel and Expenses > Expense Reports > View 

Favorites ""' r Mam Menu ""' , Employee Self-&IIVlce ,.. > Travel and Expenses ..,. > Expense Reports ""' > View 

A UNJVHSITV OF 

• SOUIHO\ROUNA 

Expense Report 

Enter any information you have and tl!Ck Search Leave fields blank tor a ~st o1 all values 

Realtlme Search l I Keyword Search 

Search Criteria 

Re-port ID begins with "' ------- - ~ l 
Report Descnpbon begins wrth • 

Name begins With "' [~--------­
Empl ID begins With 't' [ - -;;=====-__; 
USC ID begins with "' 

Business Purpose begins wrth "' [- -
;:::======= 

Report Status = ~ - .., 
Creabon Date = .,. , 

..J case sensitive 

Search Clear Basic Search 19.lr Save Search Cntena 

Creating a Card Statement Expense Report.docx 36 Last Update: 2018-05-10 



Step 2: Search by any field, for example, select the business purpose "Procurement Card" and click 

Search 

All Expense Reports for your cardholders will be displayed. 

Favllfles • I Main Menu • > Employee Self-Service ... > Travel and Expenses ... > Expense Reports ... > V18'V @ 

UNIVERSITY OF 

SOUTH CAROLINA 
, 11.n:;;;n.u..,uueq - • 1 

Name begins with "' 

Empl ID begins wrth "' 

USC ID begins wrth "' 

MBSTATON - FTST Home 

0.. 

Business Purpose begins with "' PCARD 

Report Status = "' 
Creallon Date = 

C Case Sensitive 

--.. r~====== 
- "' , L 

Search Clear Basic Search ~ Save Search Criteria 

Search Results 
View All 

Report ID Repon Description 

3000000181 Testing Business Purpose 
30000001n Testing JG - Peard 
3000000176 Testing Journal Generation 
3000000173 test tink to MW page 
3000000170 test fink lo my wallet 

3000000169 test 
3000000168 test 
3000000167 Testing Business Purpose 
3000000158 Sample Approval ER 

First • 1..Je or Ja t Last 

Name Empl ID USC ID Business Purpo,e Rq,on Status Creation Date 

STATON MICHAEL 1071808 K64787130 Procurement Card Pending 04/0512018 
BOSWEU,PENNY 1055316 Y63182507 Procurement Card Paid 04/0312018 
BOSWELL,PENNY 1055316 Y63182507 Procurement Card Paid 04/03/2018 
STILES.JAMES 1060500 W79459244 Procurement Card Pending 04/02/2018 
STILES.JAMES 1060500 W79459244 Procurement Card Pending 04/02/2018 
STILES.JAMES 1060500 W79459244 Procurement Card Pending 03/30/2018 
STILES.JAMES 1060500 W79459244 Procurement Card Pending 03128/2018 
ROSE.KIM 1019089 W07467946 Procurement Card Pending 03127/2018 
STATON MICHAEL 1071808 K64787130 Procurement Card Submitted 03/26/2018 
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Step 3: The Expense Summary page is displayed. 

Step 4: Click on Expense Details to see the expense details 

View Expense Report 
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Step 5: The Expense Details page is displayed 

View Expense Report 

l!vMnna flurpow team Card 
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xm. Delete an Expense Report 

Step 1: Navigation 

Main Menu > Employee Self-Service > Travel and Expense > Expense Reports> Delete 

Step 2: Select the Card holder first. 

Favorites .... Main Menu ... > Employee Sel-SeMce • > Travel and Expenses • > Expense Reports ... ) Delete 

Delete Expense Report 

Enter any information you have and c~ck Search Leave fields blank for a list of all values 

Find an Existing Value 

.., Search Criteria ---- - -~~ 

Empl ID begins with "" 

usc ml begins with "" j 
Name! begins with "" I 

D case sensitive 

<\ 

Searcil Clear Basic Searcil t9illl save Search Criteria 

Search Results 

View ADI First ~' , .2 at 2 t Last 

110 USC ID ame 

OOOD15FCHLD00D1 Pcard.Cardholder 01 
'1000067 PCUAD001 Pcard,Ualson 01 
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Step 3: Check the report to be deleted and click the Delete Selected Report(s) button. 

Favorites ... Main Menu ... > Employee Self-Service • > Travel and Expenses • > Expense Reports • > Delete 

UNIVERSITY OF 

~II"~ SOUIH CAROLINA 

Travel and Expense 

Delete an Expense Report 
Cardholder 01 Peard 

-------------Delete an Expense Report ? 

Select Report ID Report Descnption Cie11tion Date Amount Cunency 

04/07/2018 1480.69 USO 

__J 

Step 4: Click OK. 

Favontes .,,. Main Menu ., > Employee Self-service ... > Travel and Expenses ... > Expense Reports ... > Delete 

Travel and Expense 

Delete Confirmation 
Cardholder 01 Peard 

t,/' The selected transaction(sl have been deleted. 

~ 
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XIV. Printing an Expense Report 

Step 1: Navigation 

Main Menu > Employee Self-Service > Travel and Expenses > Expense Reports > Print 

Step 2: Search by entering the report ID or use the Advanced Search. 

Favorites .... p Main Menu ..,. > Employee Self-sefVice ..,, > Travel and Expenses• > Expense Reports • > Pnnt 

l soorn~ 
Expense Report 

Enter any inrormation you have and d iek search l eave fields blank for a bst of au values 

I Find an Existing Value 

l v Search Criteria 

Search by ~ -ID ___ ~ ) begins with 

I Search 1 Advanced Search I I 

Step 3: Select the Expense Report you would like to print. 

Step 4: Click the Print Expense Report link. 

Expense Report 
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Step 5: Click the Print icon to print the PDF version of the report. 

ORACLE Expense Report 
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