Procurement and Team Card Procedure
Creating a Card Statement Expense Report
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. Objectives

By the end of this procedure, you should be able to successfully enter a Card Statement expense report
and submit for approval.

Il.  Tips and Tricks

e  As the Liaison, your USC ID will default. Be sure to change if creating on behalf of the
cardholder.

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).

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

e |f 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.

. 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
fotlowing is required for each card transaction:

Entering a justification and description for each transaction.
Reviewing and updating the sales tax applicability.

c. Attaching the receipt to the transaction. Note: your department may prefer to scan alf 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.

; Main Menu » > USC Conversion v » USC Chartfield Mapping ~ > USC 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 Year field and enter the current fiscal year.
Step 3:  Click the Search button.

Step 4: The valid chartfield combinations are displayed.

" Fevoias e | bain Menu e + UBC on v 3 1IBC 'm- » lﬁmm 1
h - Home  Wordisl | Addis Faverites Sign eut
UNIVIRRITY OF
SOUTHCARDLINA,

Maw Window | Help | Personalize Pags
USC DeplFund Inquiry
mcw i per Unn Fund Code Dept Class Fieid Product
T a a a a
M& PC Business Unit Project Activity
L2 Q Q Q
— n
Penonstes | Frd [E1| B A ¢ 1o
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Vi.

Searching for USCID

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 1D 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

Click in the Name field and enter the appropriate last name.

Step 1: Click the Add a New Value tab.
Step 2: Click the Look Up USC |D button.
Step 3:

Step 4: Click the Look Up button.

Step 5:

Fird an Exdeting Valus | Add 8 Hew Valus

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.

Lock Up USC 1D

UKD beprawen [
Emol i begns wih

[Hame bugmns win [F Ciguna b

Lookup

Search Resulla

View 100 First ®  1e1 ' Laet
EmpliD USCID  Neme

1 1 1
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Step 6: Notice the USC ID is now populated with the ID for the appropriate individual.

Foveries » MenMenis  © EmployeEafSavice~ ; Trveleed Eqersss - ExpesaReporiee > CresteMedly
Home | Wordst | AMubiChanneiCorscls  AddioFavortes  Signout
URINTRMTY OF
SOUTH CARDLINA
New Window | Help
Expense Report

Find o Existing Vil Ackd s Hew Vi

(]
C 10 peicr Ty e

Fing g Exigting Vohus | Add 8 Hew Value

VIl. 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.

Creating a Card Statement Expense Report.docx 7 Last Update: 2018-05-10




Vill. 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

T Expenso Repors - _Cresiamoahy |

Expense Report

Find an Existng Value | Add o New Value |

usc ID[WT9455244 xRS

A
Al

Find an Existing Value | 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. Itisimportant to select the correct business purpose. After entering the expense report, the
business purpose can’t be changed!

Favertesv | MaMenu- > EmployesSefSeves~ > Taveland Expenses~ ) ExpenseReparsv > CroalaModly
UNIVERSITY OF
 SOUTH CARDLINA

Create Expense Report
Liaison 01 Pcard =

*Business Purpose Team Card ¥ Default Location

*Report Description March Statemenl A Atiacnmenls

Reference Q
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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.

]

e e e RN . = L A O 08
sesv » Expense Reporis » > CrealeModity

1

v | MainMenu~ > Employes Sef-Servica~ > Travel:

UNIVERSITY OF

CAROLINA

Create Expense Report

Liaison 01 Pcard (7

*Business Purpose | Team Card v Default Lacation

*Report Description March Statement 4% Attachments

Reference ! [+

Loading the Transactions into the Expense Report

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.

o ———— - e —_— — e
O e e e

UNERAFTY Y
SOUTH CARDLINA
Fslaled Content = | New Window | Hetp | Pl

e Save for Later | [ Summary and Submit

Create Expense Report

Liatson 00 Pesid 7 -
Quich Stert [~ M lrE o | |

*Business Purposa Team Card g Default Location =}
“Heport Desciption Marth Statement & Attachmenii | _Fopuisis From
Aelerencs 4 frinos rom iy watet
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Step9: 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.

Cieate Expense Repost
My Wallat

RepontiD MEXT

Baiow 13 @ compbete k31 of wadel
et opBa uoe! "OMed Expente Funchons”™

(Comen ] oumans

Unassigned Wallet Entries (T
Accond Nesber

I

gposecoo 6 @ !

rmis i 1700

et 11 )

s a0
et 700
a3 on
a3 T00
o300
3700
------ ~3700

3700

To virw

Dhste

032B2018

032872018

032372018

022072018
022072018
020772018
02r0772018
02072018
02207/2018
02072014

Expanae Type

HOTEL AHD LODGING

HOTEL AND LODOING

QTHER SUPPLIES

OTHER SUPPLIES
OTHER SUPPLIES
AR TRAVEL
AR TRAVEL
AR TRAVEL
AR TRAVEL
AR TRAVEL

prate oo o the walel

Sy tems ed select 0 5 Personat Expanse Prass Tond’ 16 a0d them to the eaperse report

bertPant

HOURDAY NN
EXPRESS DURH

HOLEDAY N
EXPRESS DURH

HEWKS - FARRAGUT
CHILIS UNCC
CHUS UNCC
AMERICAN AIR
AMERICAN AIR
AMERICAN AIR
AMERICAN AR
AMERICAN AR

Enhancad Data

Enhenced Data

Enngaced Dala
Ennanced Dala
Entanced Data
Ennanced Cata

Enhanced Dala

Homs  Wods!  FerbonmncaTits  AddtoFmertess  Signou

Hotated Content = | Hew Window | Hatp | Personstze Page

Amoere Cwmincy
111658 USD o]
119 18 USD

189 71 USD
155 37 USD o

148 37 USD o

15062 USD

15088 USD

15088 USD

15068 USD o)

15068 USD ') -

Gty Expropn Rt
Py Wabet
Regart K3 oof 57
o v

e i ardes TEves | upmras |union”

o~ o LT

ot v e bt o s Thoer w2

Ui by Wiollot Entrlat ||

P i T
O el
0 e——ir RITRTRIE  HCIRL M) LCEM
B oo Bhmn oleARSRES
o e (Ve 5 LRI EE T Y]
= -~ eoren OlMARFRNS
| ——rE R AR TR
. BITII MR TRAVIL
X I RO AR TRATL
ME ——pre  mUT AW TRAVL
ST i KAVAN amTRadl

o

e (DAY Bty
LXPOY 5 Dues

HOL AT
(areid bumn

S - FARRADRIT
LU T
CHLITLNCE
A R AR
AR RICAb AR
AN RICAI AR
AN NICAM MR
] A S

1 sl G

§ warcad Bus
Eenmred Dk
sy gt
§ v . Bt

v buta.

131888 USD
BT
e T LD
TR D
T X USb
T USD
1308 130
Mo UsD
008 USD.
T USD

s emtiel

T T

Hasgtag Comart = | Mpa Yo | M | Pensnatre Mo

Creating a Card Statement Expense Report.docx

Last Update: 2018-05-10



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.

- o = e — = = — e hﬂ
LSRR B
SOUTH CARDUINA
Cieale Expense Reporl
My Wallat Detail

Report ID MEXT
Unassignad Wallel Entsies (7
Expense Typs |HOTEL AND LODGING b l Hon-Reimbursabie
Transaction Dale 037472013

Paymaent Type Prepao Peyments
Bigrchant HOLIDAY INN EXPRESS DURH

Expense Location
Hymbel of Mights 1
Cantmember Numbey *=reee) 70y
Transaciion Amowun| 111088 USD
Counmy USA Esnanced Pau
Exchangs Raie 1 60000000 Custom- Drac
Bass Cuttency Arhourl 111053 USD
Descptios L1
254 (i aciets Mg
City  DURHAM

¥ Receipt Detalls!Summary/Breshdown  §

Raturn to My Wallet

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

Country USA Enhanced Data
Exchange Rale 1 0Dp00g Custom - Diect
Base Cumrency Amouni 131098 USD
Description n

254 characters lemaining
City DURHAM

¥ Receipt Details/Summary/Breakdown (7

Retum 1o My Wallet
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Step 12: From the list of my wallet transactions, click the Enhanced Data link.

Related Cortert = | New Winaow | Heto | Peronatze Page

Create Expetise Report
My Wallet
Report D HEXT

Beiow = 8 compiete kst of unassigned wadel nsachons To view sl brensachons pleata go 1o the walle!
many eption unoet "Omer Expensa Funceons

Desec 4
Sarierd geni and sebec 8 Personal Expenza Press Dona’ (o acd them to the exparrse report
Unassigned Watiet Entries T
Saiwct Logo Atz Mt Dt Expenss Type Merthant e Cuveary o Bt Salid

[ w3700 01287018 HOTEL AND LODGING :%g‘;;’;’dm 111098 USD [a} -
o () reeee3ioe 03782018 WOTEL ANDLOOGING e Dumn  ErnancesDau 1% 18 USD a
3 82 seeee3000 (3232013 OTHER SUPPLES HEWICS - FARRAGUT 169 71 USD e
] (89 eeewete3700 02202018 OTHER SUPPLES CHIL'S UNEE 155 37 USD o
o B2 3700 02202018 OTHER SUPPLIES CHILIS UHEE 148 12 USD a
) D e300 0072018 AR TRAVEL AMERICAN AR Ennance¢ Data 350 £8 USD o
) B ceeeeeaio0 W01 AR TRAVEL AMERICAN AIR Ennancee Cata 350 60 USD a
B eveee3Ted QAOTI018 AR TRAVEL AMERICAN AR Ennances Cala 150 60 USD ]
B emsmmre3yg WATPE AR TRAVEL AMERICAN AR Enneacea Dot 150 68 USD a

| (I e300 0207208 AR TRAVEL AMERICAN AIR Enhancad Dala 130 68 USD a -
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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.

Sk S e e R A
Enhanced Data |
He
Transaction Date 03/28/2018 Expense Type HOTEL AND LODGING
Transaction Amount 1310 98 USD Merchanl HOLIDAY INN EXPRESS DURH
Enhanced Data
Summary Lodging Information
Hotel Folio 11123839 Check [n Date 03/27/2018
Room Rate 0.00 Number of Nights 1
Summary Lodging Totals
Mini Bar 000 Business Center 000
Telephone 0.00 Prepaid 000
Gift Shop 060 Room Tax 0.00
Laundry 0.00 Other Charges 000
Valet 0.00 USC Travel Advance 0.00
Movie 0.00
Health Club 0.00
Food & Bev 000
Detail Lodging Totals h’
Detail Lodging :
Lodging Detail 1 | Lodging Detail 2
ChargeDate  RoomRate "o Telephane Laundsy Valet Movie  Meaih Food & Bev
0373072018 000 000 000 000 000 0.00 000 0.00
Retum
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Step 14: Check the transactions to be copied into the expense report.

CAROLINA

Create Expense Reporl
My Wallet

S Traveland Expenses~ > Expense Repors~ > CreateModiy

Report ID NEXT

Below is a complete list of unassigned wabet transactions. To view all transactions please go o the wallet

menu option under "Other Expense Functions™

Select Al Deselect All_

Select tems and select if @ Personal Expense. Press 'Dane’ to add them to the expense report.

Unassigned Wallet Entries (2

Logo Account Number

EATEANTAE ""3700

ramaamierea 3 TON

samrrtiTa ey T

-“.“"'.'l3700

Liasbabtabdile i) 1]
bbb bbbl b {111]

T4

HAUB 0B @ @

EETRTAS I"l"!'l3700
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Date

0372872018

0372852018

032372018

02r20/2018
02/20/2018
02/07/2018
02/0772018

Expense Type

HOTEL AND LODGING

HOTEL AND LODGING

OTHER SUPPLIES

OTHER SUPPLIES
OTHER SUPPLIES
AIR TRAVEL
AIR TRAVEL

15

Merchant

HOLIDAY INN
EXPRESS DURH

HOLIDAY INN
EXPRESS DURH

Enhanced Data

Enhanced Dala

NEWK'S - FARRAGUT

CHILI'S UNCC
CHILFS UNCC
AMERICAN AIR
AMERICAN AIR
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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 Ali

Select items and select if a Personal Expense. Press "'Done’ {o add thel

DeselectAll

Unassigned Wallet Entries (7

Select

)

® 0O

[COJ ) 5 FO 1 1 1

Logo

ﬂ

@

Account Number

ﬁﬁlmtll“3700

EEEFAATFTRARTT 3700

ammama?oo

700
biaisiietis 4]
remeee700
severeearr 3700
s e 3700
T

:mmaﬁn3700
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Date

03/28/2018

0372872018

0312372018

02/20/2018
02/20/2018
02/07/2018
02/07:2018
02/07/2018
02/07/2018
02/07/2018
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Step 16: You may also click the "My Wallet” link to copy transactions into the expense report.

Create Expense Report
Cardhoider 01 Pcard |7

*Business Purpose Team Card

*Report Description March Statement

Reference
Expenses (7
Expand All | Collapse All Add] | {-&,My Wallat (32)
*Date ‘Expense Type
Q232018 |OTHER SUPPLIES

*Billing Type| AVAILABLE v

Creating a Card Statement Expense Report.docx

17

Defauit Location o

A, Attachments

*Description *Payment Tyl:]
- - ST 1 PP

254 charadeﬁ:. ramaifning
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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 VIl for instructions on how to attach documentation.

e e L
oty = : ¥ * Home  Wokist  Peoroncs i Adtofaots  Signou
UTAMTY BF
SOUTHCARCHINA
Relaled Comert = | New Winoow | Heip | Personaize Page
Creats Expense Reporl 12 Save tor water | [ Summary an¢ Subma
Cardhokder 0 Peand 3
Achieay B0
*fiasinens Pyrpose Team Card bt Datyult Location =]
“Repant Oescripiion March Stakment FRT——
Reterence = 8
Expenses 7
Tosal 148089 ush
Evpang Al © Coidapss A3 A | [ My Wabet (32
*Dats "Expanse Type * Do |"Panent Typa 1 *Amoam *CUETeTCY
032v2018 OTHER SUPPLIES =l D | Pragmd Paymams | £ | 18971 USD =
L= e s d s
*Biling Type AVALABLE v ] Datauh Ame *ExchangeRale | 100000000 7 R
i * hon Hon-Rembuisable  Bass Curmency Amount wen  ush
HEWK'S - FARRAQUT ! No Recespi
v Accounting Deteds 7
Chartheids T
Ja— LU MotwyAmeons SURTY Dnhas o, g Dt Fund rem— Clma PC ot
W71 USCH & 140 T1 USD 100000000 CLOG3 @ 600201  Q CAX0Q, 33008 Q 85 Q aQ
+ e — — 4 ]
H A1ETHE HOTEL AND LODGING [} 5 proce Prymant LR 3 1308 LSD =
254 characters remanng
Expand AL | Cobapse Al Tolat 140089 US
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Accounting Details

Step 19: Review the Accounting Details {Chartfieids) 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.

[Fomede | MemMet- ) Dnpbrsslefidibes | Tietwdxeed - | DpewsRepotie v Chemwesy
it Heme  wenae  Pumwee face  ASwFovons  Slon o
SOUTH CARDLNA
Retated Cormrt = | Yewm e | viotp | Persenatie Poge
Create Expense Repor | Stve v Lo | [} Summary ong Sutens
Caiemanges 91 Peasd 1
A + o
“ssness Purposs Taam Carg . Dt Location a
Rebrance qQ
Experaes 7
Youst tagne Uit
Exsard AN | Cotmons A Aod | [ b Welel (17
frey “Lapamze Tyoe Doz v “Fvradd i At “Cavrency
QuINzgi OIR HPPRT A K5 Progmo Payemet - 4 HATI WD =
254 chacacters reraenng
TEMing Tyee AVALABLE © Dedsct Rate tacusage o 1OEOOON0N 4 B
“Marchant  Profeoed * om Prefened Moa Rewntarsanis (e Corroncy Amound M uUsD
HEWICS . FARRADUT Ha Racrpt
= Acoenting Ditess §
Chartimics. . -
Arnd  CADE Moty fbmed  CETRNT LTRSS oy e [ R Cm O
e LASE g U TONNEREE CLDOY Q) RN O CANOQ 53008 a % q a,
—— — ] .
k 032872010 HGTEL AMD § ODOING ® £5 Propmt Pevmects LA+ 1 e =
254 chaachny. Heranang
Expard AR | Comamee AS Tt VaERER @D
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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
HGOH

UNIVERSITY OF

SOUTH CARDLINA

Related Content = | New Window | Help | Perscnatzs P

Create Expense Report I Sarve fox Latet | [B Sorsmasy end Submst
Cardholder 01 Peare | pr——

Ao [ || Q0

“Busmest Puiposs Team Carg .

Detautt Lacation &

“Repott Destriplion Masch Statsnent & ARacsmanty | enooss an Azson

Relerence a

it 6 el

L Lrptnits

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

e SOUTH CAROLINA

Create Expense Repoit
Accounting Defaults

Report 1D NEXT

Accounting Summary Sel Perscnakzations | FlndIEIIVE ) Fiest ) 1 0“, L) Last

% | GLUm Operlmt  Dept  Fund Chma E‘E TProject Activity “CostShare  Pinduct

‘Funding Source
tooa_'g USCO1Q, CLO0I'Qy 600201|Q, CA2000Qy 805 |Q la | - R o - al o[ q =]
| AddCranFieline ||  LoadDefauts | '
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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
baxes to appear in all required fields that have errors; they will no longer be displayed red as you correct

each field.

Huwtaind Comert = | P Window | Help | Feranaly

Creata Expense Report

Cardholder 01 Peard 3
Achony v @o

“Business Purpose Tesm Card 2 Detzult Location q
“Heporl Description March Statemant &, Ampchmgsny

Raference Q

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.

Fatsied Coment = | Mew Window | Help | Parionss,

Creata Expense Report i Save for Latae

Cardholder 01 Pcard

Actions L] (%]

"Busingss Purpose Téam Cang X Detault Location a
*Repert Descnpuon March Stalement & Peachmens

Reference =
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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.

— - — e - _ :—-—;—m————_ : - - — v |
oo | M- 1 EncbrebetSeiac | DemiudCowae - | Doomee Resee | Cumaie 1
e Hoe  Wottet  PebmacaTae  Addlofemss | S

UNIVERSITY OF

CARDLINA

Related Contert = | Mew Window | Hetp | Personal

Create Expansa Report = BT g-_T«

Cardholder 01 Prard Achoms
*Business Putpose Teamn Cang ¥
“Deacripton March Slatermant

Raference aQ,
Tataly 7 & View Purtable Version B9 Ww Arabibos O soea &, Atachments [z

Empioyes EXpennes {2 Lines} 142088 USD Non Remmbursanie EXpenies 000 USD Employes Cradits pog USD

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

- > Employee Seff-Service~ > Traveland Expenses ~ > Expense Reports~ > CrealeModdy

0 SOUTH CAROLINA

Create Expense Report

Cardholder 01 Pcard L}
*Business Purpose  Team Card v
*Description March Statement
Reference Q
Totals 2 &) View Printable Version EZ View Analybcs € ng
Employee Expenses (2 Lines) 1,480 69 USD Non-Reimbursable Expenses 0.00 USD
Cash Advances Applied 000 USD Prepaid Expenses 1,480.69 USD
Amount Due to Employee 0.00 USD Amount Due to 8§

{‘Z‘E By checking this box, | 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. 1 also certify
that the transactions comply with Team Card policies and procedures inciuding reconciliation to the card
statement

‘Submit Expense Report
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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.

Create Expense Report

Cardholder 01 Pcard
"Business Purpose Team Card
*Description March Stalement

Reference

Totals (¥ £ View Printable Version BY View Analytics

Employee Expenses {2 Lines) 1,480 69 USD Non-Reimbursable Expenses 000 UsD
Cash Advances Applied 000 USD Prepaid Expenses 148069 USD

Amount Due to Employee 0.00 USD Amount Due to S

ﬁéj By checking this box, | 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. | also certify
that the transactions comply with Team Card policies and procedures including reconciliation 1o the card
tatement

_ SubmitExpenseRepot

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

o— e — e e T [ — Formm——— e — e

: Expense Reporl Submit Confirm 7 [

0
: He §5
Expense Repart s
bnel Save Confirmation i
r Cardholder 01 Pcard | |
el Tonals 7 -
[ Employes Expenses {2 Lines) 1480 63 USD Hon Reimbursable Expinses 90Q UsD Empioyes Cradits Db0 UsSD
Cash Advances Applied 000 UYsp Prepaif Expenses 142063 USD Suppler Credits 009 USD
Amount Due to Employes 0.08 USD Amount Due to Supplier 0.00 USD
Canc
I
{
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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.

Favories~ | MainMenur > EmpkyesSef-Sevica~ > Traveland Expenses+ > ExpenseRepottsy CreateModify

UNIVERSITY OF

NA
View Expense Report
' . N
| Your expense report 3000000781 has been submitted for approval.
: i . -
Description March Statement - Demo
Reference
Totals ¢ & View Printable Version = View Analytcs O notes
Employee Expenses (2 Lines) 13,200 13 USD Non-Reimbursable Expenses 000 UsSD
Cash Advances Applied 000 USD Prepaid Expenses 13,200 13 USD
Amount Due to Employee 0.00 USD Amount Due to Supplier
¥ By checking this box, | cenify the Team Card transactions included on this expense report are accurate and

supported by appropriate backup and justification as incurred on official University business. | also certify

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

statement

Submit Expense Report
i _Refresh Approval Status :\ Save Changes

i Approvel History
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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,

| UNIERSHTY OF
ﬁ SOUTHCARDOLINA

View Expense Report

Cardholier 03 Pcard

Busmess Putpase Tesn Cand
Description March Statemernt  Darna

Mutimla Aporovens
© Ehepatntrratd Ho ag Ajpmee

Creating a Card Statement Expense Report.docx

5t Ny

PwhmencaTmes  AddtaFavores | Signow
Ralated Contont > | Kew Wodow | Hawp | Personakza Page

& Experas Detass

Actions *

s s S |

Created DL07/2018  Liaison 01 Peard

oD

144t Upaated 04T7/2018  Liasson 0] Peard
Post Sixte Mol Apphad
Employes Cradits ooo USD
Suppher Credits 000 USD
0.00 USD

25

Reference
Tetals 1 & vww Pravadis Version B Ve Baayecs O b
Empioyss Expenses (2 Lines) 14154 15D Hon-Rembursatie Expensen 000 USD
Cash Advances Applwd 0 oo w50 Prepaid Expenses 14154 USD
Amount Due to Employee 0.00 USD Amount Due to Supplier
“ By chacking this boz, § cantly the Team Card tra=sacbons on this rRport se and
supporiad by bachip &nd L] d o ofiicial Univeriity Dusingss. | fiso cetily
thal the ransactions comply with Team Cars polickes and 10 the card
stafemaent
Sutent Expeenag Report ¥iharirw Expenss Report ) Submmied On  Q4TI200E Submutted By Lamon 03 Poard
BAP al Histary
Expense Report Approval 2
¥ SHEET_ID=3000000782.Pending
Depariewserd Hmacd Aggoval
Panding
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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.

Farvaries ~ s Rarva + T Enghye beiband« » FavelandExenees v | [ =3 ey Y e s
Hame  Wokis  MuSChevwiCoecls  Add I Fivoie Bign out
UNRIRYTY O
A
New Window | Hatp | Parsonatire Paga
Modify Expanse Report [ Beve for Later | [ Burmmery snd Susmat
AR CIGULLA T
Actiens  _ Chooss en Acson B o
*Busivess Purposs  Employes Traved B Report COOCO00HSE  Pending
Raport Descriplion AKCPA Cormolier Cond, MCO Detoust Lacation Ouf ol Statw a
Travel Authortzation &Y q & Amacrerarss 1)
Expanses |
Expend Al | Collapes M A | [ My welel () | f Oumcsém Total tEMAE  USD
“Date “Expurad Typt “Descriplion “Feyreard Typa. *Amound “Curmency
UOIZIT 5 Homl amd Loogeyg B 'S peosi e wess wn g [HE
e —— —
*Bamng Type MTERNA B (13 Reowot Sen £ Detault Rate “Exthmnge Rale | 100000000 % [T}
“Loeation Out of Sate Q Hon-ftak de  Base C y Amount e USD
e Receipt
= Aceounting Ogtally |
Charifleids | 75
e UKCH Q 18984 USD 100000000 CLO7Y Q21070 Q EMET Q SimH Q mm q Q,
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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 ane error could create another
error. Simply continue reviewing and correct errors until fully resolved.
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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
"Husingss Purposs  Employse Traver B

*Report Debeription ACPA Controle Cond, MCD
Travel Authorization 10 =

Ezpsnses ]

Expand Al | Colepes Al Ao, | ([ Wy ket 2) | ! OucnFil

“Date Expuss Type
- BOUANT % Holel snd Lodging

Buling Type WNTERNAI B

i hain Mar « »  Emgloyes Beti-Barvice « - Traved arst Ex, v+ Eperne R wia G afy - 5 B e
Home  Workdel  MultCheweiComele  AddioFevoriee | Bignowt
UNNTAWEY OF
SOUTH CARDLINA

Report QOOSOOCIS4  Pending

Dafoutt Location Oul of St

#  Atachments (1)

[ Recopt St

Naw Window | Halp | Pemonatize Pmge
-1
& Save for Laer | [ Summery and Sutmit

Artions  _Chooes en Action

Bl s

Totad 155948 Uso

“Paymant Typs
Penonsl Remourserer [l 4,

“Amaurd “Currency
e uso o BE

“Exchonge Rals | 100000000 4, [
“Loeption Oul of State M Bass ¥ Amount 18984 USD
Ha Hecalpt
+ Accpunting Detalls
Chartfelds | ¥y
Armount TWUNE  Morwiry Amewnt  SUTEY  Ruthng o i, Dopt Frond f— = =
1984 UsCH O .84 USD 100000000 CLOTY 0 299070 o E2R  ume qm q -}
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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.

Favorkets — Usnie 0 SefService~ o Thvel B <7 Expned Ripr - 5 CreswModly |
Home  Wokiet  MuBChamweiConsce  AddinFowriss  Bigm st
UNIVIRMTY O

&mo\mﬂm
How Window | Help | Peronaliza Pege
Modify Expanse Raport [ Sarve b Lasiar | [ Summary and Submit

T ’
Actions _ Chome an Ackon B oo
*Business Purpose  Empioyse Travel H Report 0DO00001B4  Pending
“Heport Description AICPA Controfer Conf. MCO Defautt Location Oul of St a
Trarvel Authimization IO Q o hamiterwem (1)
Expenses 1
Expard AR | Coftapes Al Add | [, My Welet (0] | £} OuichFR Tewl 105808 UsH
Dty *Expanss Typs “Duserygiion Pyt Typs “Amoui *Curency
| DROAROIP |55 ol snd Ladging B rveaRegency Drenco Pursonal Resmtarserrsse B A wma e g HE
233 chircinrs tmaiing
*Biling Type mmwﬂ 3 Recopt 50t 103 Defoun Rate Erchange Rala | 100000000 1 [y
HLocathn Out of Stzte a Bess y Amount 198 USD
e Racsipt
« Apcaunting Detalls
Chrastfeids [0
Amount WLUnE  eratary Aot 7 e Opartnn [ Fund At Cosa et
18984 LSCH Q 189.64 USD 100000000 CLOTE @ 2WOTD  (} B2 O AWM Q m Qq a,
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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
Fovokesw | Mombews ) EmplojosSelSetvcs v ) Travelod Eapenmo~ - EspemeRopor- ) View | -
FCFG Homg  Workst  MubCharreiCorsols  Pedonmance Tracs | AddoFavortes  Sign ot
UNIVIRIITY OF
&somummum

View Expense Report

Cardholder 01 Peard

Businese Purpose Tesm Card
Description March Statement

Retited Content = | New Window | Help | Personolize Poge

13
Arctlons

Raport 3000000785 Submutiad for Approval

Created (MAOF2018 MICHAEL STATON
Reference Last Updated 040072018  MICHAEL STATON
Post $tate Mol Apphied
Totals 7 & View Prntable Versson B View Anclyacs O moies & Atachmenta 1)
Emplayes Expanses (3 Lines) 1.831.37 UsD Hon-Relimbursabls Expenses 080 UsD Employss Credits 000 USD
Cash Advances Applied 000 UsD Prepald Expenses 1.831.37 ush Suppiier Credita 900 UsD
A 1 Due to Employ 0.00 USD Amount Due to Supplier 0.00 USD
¥ By checking this box, | certify the Team Card fucled on this report are and

that the transactions comply with Team Card and p

satement

supported by appropriais backup and }ulllllulion a3 Incurred on officiat Unlvlnlty business. | also certify

9 to the card

Fuent £ iparaa Repon l Withdras Expanse Report

b Approval History

Previces inList || g0 Nas nLsl

= P

—| Submitted On  JasFaguil Submitted By MICHAEL STATON
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Step 4: The status indicates the Expense Report has been withdrawn.

Favoritesv | Main Menuv :
=~ £ -

FCFG

UNIVERSITY OF

SOUTH CAROLINA

View Expense Report

5 Empioyes sefServee - 3 Traveland Expanses+

—
e Sl o e i R

csv > Epeneresorse 5 View ()
Home @ Workiist MultiChd

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

Team Card
Description March Statement

Reference

Totals 7

&4 view Printable Version

B3 View Analytics
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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.

2 Reply C2Reply All & Forward G&5IM
Mon 4/9/2018 2:00 PM
SM mbstaton@mailbox sc.edu
© Team Card Expense report for 1831.37 USD has been sent back for revision.
To © STATON, MICHAEL

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

This email is sent to the

Report ID: 3000000785 Al

Business Purpose:  Team Card Liaison or preparer when

Etom Date an expense report is either
sent back or withdrawn.

To Date

Trip Location

Amount: 1831.37 USD

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

https://fms-
cfp.ps.sc.edu/psp/FCFG/EMPLOYEE/ERP/c/ADMINISTER EXPENSE FUNCTIONS.TE EXPENSE SHEET.GBL?
Action=U&SHEET 1D=3000000785
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Xl.  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”

— et . — =

| MomChannelCorsols  PetormancaTacs  Add i Fmerges

widow | Hep | Personakz

Modify Expense Report  Apovl oy 1,,,_,, i B
¥
Cardholder 37 Pcard -|- Accountng Detads

Acnoan | Enhanced Dala .t | 6o
“Bunness Purposs Team Card = Report 1000000783 Pandng [ S——N |
"Report Descrnption March Stalement

o ———

Deizult Location — . __________

Rafersnce o e Amschments

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

Patamemca s Acsmiownm Siga
Relaied Content » | New Window | Heip | Personatre Py
Modily Expense Report [ Sove tor Later | [ Summary and Submet
Caronowder 37 Prand 7
Aciioni ¥ oo
*Businwss Purposs Team Cand ¥ Repott 3000000783 Penang
“Repor Description Masth Staterom Dafautl Location Q
Helerence [+ ] &, mEsrmre

Expansas 7

e _____ — T L T -

Expand Al | Cotapse Al B | [ My Wadet {£3)
Y Related Content Actounting Detats  Agproved History | View Enhanced Deta | L j— = =%

HC_EX_PCARD_WALLET ENH_RC- View Enhanced Data
Cow=load faumim Excel SpreadSheet CSV TertFoe XML Fie 154D
hhaen Fusl 1-9% of t5 Last
e Totsd -
Rrpan Parch Poatng  Sappher Ust Sew Entwrcent Murdier Depari Tochet fTotel Destneton Swrvxm
Beettl et Sa AUCH e Dats . Deie.  Neww WTOMT O pi g I e aiDeys N N D wemoer Arfme  Cd AT Cmay
Pcard Casdnoloer PUBLIX CHOBANI
I0000007E) 1 1PCHLDOOY 37 0302018 QATR018 o™ Gt iy 10000 Jlfoo 334 281560 B
-4 FeHTES=Es  —_—_______ETW PERIR E - — —_—
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Step 5: Move the separator up to see more rows

Modify Expense Report
Caroholder 37 Peand |

*Husmess Purpose Team Catd b Report 3000000783 Pengng
*“Report Descnption March Statemant Defaunt Location

Retstence &, anachments

v Related Content

Accountng Datalls  ApprovatHisiory | View Enhanced Dala |
[EC_EX_PCARD_WALLET_ENH_RC- View Enhanced Data

Download resufts i Excel SpreadShest CSY TaxtFie XML Fia (15D}

fRelated Content + | New Window |

Il Save for Later | {2 Summa

Actions "

Click the separator
icon and drag up to
see more rows

View All 1
mrotm BIVED uicm we P TRM NS npnn oy MR o S b g e CSET JST T Dineeen e Sovee

1 000000781 1 1 PCHLDORT ST CIIMNN gunnn1s gunprgrg FUBL® THOBAN 10000 32400 334 281560

2 3000000783 1 2 PCHLDDGIT SN CHENON gyt puoanan FEPUX SHOBAN 10000 33000 323 281580

3 Jooooets) 1 3 PCHLDDGYT SR CHTINON oyraniy gungzong PR CHOTANL 10000 300 323 281560

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

Modify Expense Report

Cerdholder 37 Pcard |7

*Busineas Purpose Team Card . Report 3000000783 Pending

*Report Description March Statemeni Default Location

Refersncs oy Aftacmenis

+ Related Content

i Accounting Dewsits | A

§C_EX_EXP_RPT_ACCIG QETAILS Expense RogA

jeroval Hislory  View Enhanced Data

Download results m

Excel SpresdShee! CSV TextFie XML Fide (Vkb)
View All First 1
E“"m‘:ﬂ“ Report Descr Line DTERUON 7, W ponce  tomgOess  GLunt GRS  Dept  Fund Account Ciem PLBN broject Activity SOTM™  Cruase :mn“g!m
March Suppbes Tor Team ’ " =
1 2000000783 Statement 1 1 530 4] Yiavel USCO1 SMD00 962007 0200 51009 502 281 560 00872098

Retated Content = thJ

[ Save for Laler |

Acuony |
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Step 7:  Export the grid of any related content to Excel if neces

sary.

Related Content = | New!
Modify Expense Report (2 Savefor tater |
Cardhokler 37 Peard
Actions
*Business Purpose Team Card b Report 3000000783 Pending
*Report Descrption March Statement Default Location a
Reference a &, Avachmerts
 Related Content | Actounting Detstis | ApprovalHistory  View Ennanced Data
SC_EX_EXP_RPT_ACCTG_GETAILS- Expense Rpt Accounting Deti RC
Download resuits fn  Excel SpraadSheat TextFile XML Fde 011k
Wiew All Fast 1-
m RepartDescs Ling PETRUEON rpy MY piance  Long Oesor Glunt SPET peps rwmmnﬁ‘ﬁmmm Crastsa  JTOVSl MY
1 3000000783 M3reh 1 1 53009 o Supelies for Team .01 SMO00 962002 D020 53009 502 281560 0482018
Statement A Ttavel
Step 8: Close the related content
‘Home  Wonast  MSOMnnConsole  Petemency Trics AGC I Favortes Sign out
fleiated Contend = | Few Window | Hewp | Persoratze Page
Modity Expense Report g Sovetor Liter 1 [ Summary ant Subme
Caraholdes 37 Peard
At | o0
*Busness Purpose Team Cang b4 Repoit 1000000781 Penaing
*Report Description March Statement Dateutt Location Q,
Retsrence - &, Anscrewras
+ Ralatad Content Accousting Detaits  AorovalMilory  View Ereeanced Dsta H & fa=]
SC_EX_EXP_RPT_ACCTG_DETAHS- Expense Rpt Accounting Detl RC 3 pome
Downkad resuts i Excwl SpremtShest  C5V TextFée XML Fae (1 kbt -
Vi AX Fast b4efd Les
GL
BN oo Umg PRI gy, POl ety lowOres  GLine PR Dot fond Accownd Class PO project Acwey FETR Crosed m‘gwm
1 30mo0eriy Baeh 1 t 43008 o Surseestar Telst 45001 SM000 PAZO2 DOZ0D 53009 507 261580 DLrI0Tg N
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XIi. 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

Expense Report

Enter any information you have and click Search. Leave fields blank for a kst of all values
Realtime Search | Keyword Search

w Search Criteria

Report ID| begins with
Report Description| begins with

Name| begins wilh

Emp! ID| begins with

USC I0| begins with

Business Purpose| begins with
Report Status ' = v
Creation Dale| = b4

| Case Sensilive

Clear | Basic Search '_Q-[?= Save Search Cnletia
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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.

i P —

> Employee Seff-Service~ > Traveland Expanses~ > ExpenseRepos~ > View
MBSTATON - FTST [
CAROLINA

Name | begins wilh v ||
Empl ID| begins with +
USCID| begins with +
| Business Purpose| begins with ¥ [PCARD '
Report Status| = v '
Creation Date| = v

[ case Sensitive

Search Clear | Basic Search BF Save Search Cntena

&

First 4 tasof3s ‘b Last

ReportiD  Report Description Name EmplID USCID Business Purpose Report Status Creation Date
3000060181 Testing Business Purpose STATON MICHAEL 1071808 K64787130 Procurement Card Pending 04/0572018
3000000177 Testing JG - Pcard BOSWELL,PENNY 1055316 Y63182507 Procurement Card Paid 04/0372018
3000000176 Testing Joumnal Generation  BOSWELL PENNY 1055316 Y63182507 Procurement Card Paid 04/03/2018
3000000173 test link to MW page STILES JAMES 1060500 W79459244 Procurement Card Pending 04/0272018
3000000170 test link lo my wallet STILES JAMES 1060500 W79459244 Procurement Card Pending 04/0272018
3000000169 test STILES JAMES 1060500 W79459244 Procurement Card Pending D330/2018
3000000168 lest STILES JAMES 1060500 W79459244 Procurement Card Pending 0172872018
3000000167 Testing Business Purpose ROSE, KIM 1019089 W07467946 Procurement Card Pending 032772018
3000000158 Sample Approval ER 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

S— ] STanes TRy st Ferirtie Slﬂnﬂif

Hetazed Contertt v | Mew wingow | Heto | Personasze Page

R =]

Cardholder 03 Peard The expense Actions | ooy
Business Purpose Tes Card Summary page is Report 3000008782  Submited fof Approvat
Description Maren Salement - Dema d I d Created 040772098  Luasson 03 Peard
Refetence |Sp aye Levt Updated 0407208  Liason 03 Prarg
Post Sisls Not Appled
Totals 7 & \aew Prntabia Version B Viw Anatyhos O N
Employes Expenses (2 Lines}) 141 54 UsSD Hon-Revmbursable Expensas Q09 LSD Employes Credits 600 USD
Cash Aovances Applied 200 USD Prepand Expensan 141 54 USD Supphar Credits 590 USD
Amount Due to Employee 0.00 USD Amount Due to Supplier 0.00 USD
¥ By theching ihis boa, [ certily the Team Cand on this report aTe an
pEFDptiate backup and as incurted on officlal Universiry business, | siso cemty
that the transechons comply wilh Team Card pokoes and 10 the card
sigtemani
Suben Fxpensa Report Wrhdraw Expansa Report Submnitted On  Qa:07720114 Submiited By Liaon 03 Pearg

Save Changes

Step 5: The Expense Details page is displayed

W wedsst  PubmancaTes  AdlaFavetss  Signou

SOUTH CARDIINA
Ratated Conteni = | Hew Window | Help | Personalize Paga
View Expense Report [& Stmmary
Cardholder 03 Peard (3
Achons | Chooss 80 Azhon LA
Busines Purpose  Team Card Raport a2 tor Apos
Report Dasenption March Sttement - Demo &i AEaowers
Reference
Expenses 7
Tolsd LA A0
Expand All | Cokapsa A
*Date “Eapense Type *Darscipltion Pyt Type * Armiun| *Cudtency
k o208 OTHER SUPPLIES Sipekes for: Tawn ekl R — # 1568 usSo
230 characlens remanng
My Wallst Dotals
¥ Gzmiges DIHER SUPPLIES (asluges o Yaan Tavel [ — # e USD
210 charactets remanmng
My Wabet Detats
Expand AR | Colipsse AL Folal i USD
1 [ — . - — e~ N
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FAL Delete an Expense Report

Step 1: Navigation

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

Step 2: Select the Cardholder first.

> Employee Sefl-Service~ > Traveland Expenses~ > ExpenseReporis= > Delete |

b

Delete Expense Report

Enter any information you have and click Search Leave fields biank for a fist of all values

Find an Existing Value

w Search Criteria

USC ID| begins with v |
Name begins with v |

] case sensitive

Search Clear | Basic Search Et' Save Search Cnteria

Search Results

View All First ‘&) q202 B Last
LiD USCID Hsms
000015 FCHLD0001 Pcard.Cardholder 011 [%
1000067 PCLIADODT " Pcard Liaison 01
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Step 3: Check the report to be deleted and click the Delete Selected Report(s) button.

> Employee Saf-Servico~ > Travel and Expenses v >

‘Expense Reports » > Delele [

CAROLINA

Travel and Expense

Delete an Expense Report
| Gardholder 01 Pcard

Delete an Expense Report (7

Select Report 1D Report Description

=3 3000000780 March Statement 0410772018

Creation Date Amount Cumrency

1480.69 USD

 Delete Selected Report(s)

Step 4: Click OK.

Favorles | ManMenu~ > Employee SelfSenvice~ > Travel and Expenses » > Expense Reporis~ > Delele [
UNIVERSITY OF

CAROLINA

Travel and Expense

Delete Confirmation
| Cardholder 01 Pcard

‘/ The selected transaction{s) have been geleted.
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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.

> Employee Self-Service v > Travel and Expenses» > Expense Reporis» > Print

Expense Report

Enter any information you have and click Search. Leave fields blank for a st of all values

| Find an Existing Value

w Search Criteria

Searchby [ReportiD v |begins with

| Search | Advanced Search

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

Step 4: Click the Print Expense Report link.

CFirise | UanManue o Engors SwSeane o VowiwdCowmer | DowsiRaone o PR — T -]
= ; : Home Wil Pwbmecalnce  ANMFeodes  Signowt
PHPVERRITY OT
&Q‘JHHCANJUNA
New Window | Hesn | Persanatee Pagn =
Expensa Report

E Prvdl Experse Report

Cardhokiar 0F Poard
Descnpion Maith Stetesnent - Demo
Business Purpose Tesm Card

Report 1000000781 Pandeg USCID PCHLDOGOZ

e e

Date Espensa Type Non-Revmbursable Ne Reconl Receipt Raquired Paymen Type Tramsachon Ami Exchange Rate Ao
Deserpten Adatonsl Intermaton Merchant {etociton
0Y282018 HOTEL AND LODGING % Prapaid Paymants 13,1400 USD 100000000 12,14000 USD
Lodgng for Team Traval D pumoerof lghta: 4 HOME2 BY HILTOHN
03247018 OTHER SUPPLIES . Prapaig Paymends €013 USD 100000000 80 13WSD L
Suppses lor Teem Trevel = Wi SUPERCENTER #1133
Employes Expanses 13,200 11 Ush Mon-Reembuisabie Expenses 080 USD Amouni Due 10 Suppher 600 USD
Cash Advances Applad 008 UsSD Prepaid Eapenses ¥1200 13 USD Amount Due to Employes Boo Ush
L= b Act 0 0, EX_REPORT_WRK,_EX_ AEPORT_BIT | - = — — [
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Step 5: Click the Print icon to print the PDF version of the report.

ORACLE Expense Report

| Report

| 2000000781

Employes uscip

"Reference Business Purpose
. Team Card

| From Dats To Date

[ Imm: i la Progan) Peyrarmy Tm lmumn
Sppiug b Tasn Tovesl VAT SUPERTENTER 51183
Empioyss Expensas 13,200,973 UKD
Cash Advinces Apphed 8.00 'sb
Hon-Raimiursshis Expanses el IR
Prapaid Expenies 13,200.13 USD
Amourd Dus & Suppler 0.00 USh
Amount Due o Employes 0.80 USD
[P (T reaen aown i oegroin o vl
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