Procurement and Team Card Procedure
Creating a Card Statement Expense Report

. (0] o J =Tl K1Y PPUP P 4
R o 13T o Vo B 4 Tl < U 4
] PO N oAV F == ) o] o H TP PPPTTPPR TP 4
V. Card Statement EXPENSE REPOIT OVEIVIEW ....cuuuiiiiiiieeeiiciiiieetee e e essiiireeeeeesessibbraeeeeeesssabbaaeeeeesssssssssneeaaeens 4
VY - 1 Te N @ - [ £ {1 =L S O T O T ST UPROPP PRI 5
Step 1:  After accessing the page, click in the USC Department/Fund field and enter the appropriate legacy
system Department and FUN COAES. ... ..uuuununeeeeeeeeeee e e e e e e e e e e e e e e e e e e e e e e e e e e eaeaeeaeeaaaeaaannn 5
Step 2:  Clickin the Fiscal Year field and enter the current fiscal Year........cccoeccvviieiiiiiiiiciiiiie e 5
Step 3:  Click the SEArCh DULTON. ...cciiiiiiiiecie e e e e e e e s bbb e e e e e e e s ssabbbbeaaaeeeennnes 5
Step 4:  The valid chartfield combinations are displayed. ..........ceeivreiiiiiiiieiiiiiiee e 5
VL. SEAICHING FOr USC ID ..ttt ettt ettt ettt e ettt e e e bttt e e e abbe e e s eabe e e e s bbb e e e eabbeeeeeabbeeesaabaeeas 6
Step 1:  Clickthe Add @ NEW ValUE tah. ....ciiiiiiiiiiiiiiiee ettt e e e e e s br e e e e e s s ssabbrreeaaeessnanes 6
Step 2:  Click the LOOK Up USC ID BULLON. .eiiiiiiiiiiiiiiee e eeiiiecee ettt e e ettt e e e e s s siitaaeeea e e s ssssbnneaaaeessnnnes 6
Step 3:  Click in the Name field and enter the appropriate 1ast NAME. .......ccooveciiiiiiiiiiiiie e 6
Step 4:  Click the LOOK UP BULEON.....ccueeiiiiiiiec ettt e e e e e s st a e e e e e e s ssasbbaeeaaeeesnanes 6
Step 5:  Click the Name link and this will populate the USC ID field with your ID...........ccccvuvivieeiiiiiciiiieieee e, 6
VII. ViV =1l o 1T g Y= D ool U 4 1T oY &= o T o WP PPPPR 7
VIII. Creating an Expense Report - Procedure Step-by-Step INSTructions........c.eeevvieciiiieiieei i eesireeeee e 8
Step 1: NaVigate 10 the EXPENSE REPOIT....cccuiiiiiiieie ittt e e e eseitre e e e e e e s e e e e e s s sbbbreeeeeesssabbbaeeaaeessnnnssseees 8
Step 2:  Clickthe Add @ NEW ValU taD ...ueeiiiiiiiiiiiiiie ettt e e e e et e e e e s s s sabbaneeaaeessnanes 8
Step 3:  Verify the USC ID you are creating the Expense Report for is correct. Change the USC ID if needed. ... 8
Y C=Y o I I O [ol 8 d o T=I Yo [o B o1V e o PP PPPPPN 8
Step 5:  Verify you are creating the Expense Report for the Correct Person. ......ccccccceeeeeciiieeeeeeeeesciieeeeee e e 9
Step 6:  Click the dropdown for the Business Purpose field to select either Procurement Card or Team Card. .9
Step 7:  In the Report Description field, enter an appropriate description. ........ccccceeeeeeeiriciiiieeeeeeessciinieeeeenn 10
Step 8:  From the Quick Start dropdown menu, select “Entries from My Wallet” and click the GO button..... 10
Step 9:  The my wallet Page is diSPlaYed. ....ccciiiiciiiiiiiee e e e e e s s rabbrreeaee s 11
Step 10: Click the Expense Type link to display more information about the transaction............cccccceeenes 11
Step 11: After clicking the “Expense Type” link, the “My Wallet Detail” page is displayed. .........ccccceeeeennees 12
Step 12: From the list of my wallet transactions, click the Enhanced Data link. ........ccccceevvviiiiiiiieeiiiniinnen, 13
Step 13: The Enhanced Data page is diSPlayed.........eiieiiiiciiiiiiiieeiiniiieeee e e e e e e e e e e s e sasraneeeeee s 14
Step 14: Check the transactions to be copied into the eXpense report. ......cocceeveeiiecciiieeeeee e 15

Creating a Card Statement Expense Report.docx 1 Last Update: 2018-05-23




Step 15: After selecting the transactions to be reconciled, click the Done button...........ccccceeviiiiiniennnnne. 16

Step 16: You may also click the “My Wallet” link to copy transactions into the expense report.................. 17
Step 17: Type in @ Description fOr the EXPENSE. .....uiiiiii it e e e e s e saarareeeeee s 18
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)..........ccceeeeeeeeeiiiiiiiiiieiiiieeeeeeeeeeee, 18
Y YeloleTU Lo NuT oY= D= =] K 19
Step 19: Review the Accounting Details (Chartfields) on each line for accuracy and update accordingly..... 19
Step 20: Changing all iNES @t ONCE. ..eeiiiiiiiiiiieiee e e e e e e e e s et ar e e e e e e s e ssabbaneeaeeesenanes 20
Step 21: Change the chartfields if necessary and click “OK” ..........uuiiieeiiiiiiiiiiiee e 20
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 APPIOVAL .....o . ii ettt et e et e e s eareeeas 21
Step 23: To return to the expense lines, click the Expense Details link in the top right of the page. ............ 22
Step 24: Certify the expenses submitted are accurate and comply with policy. .......cccovveeeeiiiiiciiieiiee i, 22
Step 25: Click the Submit Expense Report DULTON. .......uuviiiiiiiiiiiiiiiiee e e e e 23
Step 26: The “Expense Report Submit Confirm” page will be displayed. Click the OK button. ..................... 23
Step 27: Notice the message indicating the Expense Report has been submitted for approval. .................. 24
Step 28: Click “Refresh Approval Status” to update the status to Submitted. ........ccccvvvveiieiiiiiciiiieiiee s 24
Step 29: The Report status is “Submitted for Approval” and the expense report page displays the submitter.
25
Step 30: Click the triangle to expand the Approval History section to review the Approval levels. .............. 25
IX. Correcting Errors when Creating an EXPENSE REPOIt........uuuiiiieiiiiiiiiiiiiee e eeeiiiteee e e e ssiivreee e e s s ssibineeeeeeessnanes 26
X, Withdrawing an EXPENSE REPOIT ..eeiiiiiiiiiiiiiiieeeeiiciiiteee e e s e sttt et e e e s e ssibtaeeeeeessssasbbaeeeaeesssnssbaaeeaeeessnssssseeeaaeens 30
Step 1:  Navigate to Employee Self Service > Travel and Expenses > Expense Reports > VieW .........ccccvvveeennn. 30
Step 2:  Open the Expense Report t0 be WithdraWn. .......ooccuiiiiiiiii i rreee e 30
Step 3:  Click the “Withdraw Expense Report” DULTON........cuuuiiiiiiiiiiiicciee et vae e e e 30
Step 4:  The status indicates the Expense Report has been withdrawn..........cocccuviiiiiiiiiiiciiiieeeee, 31
Step 5:  Please note: as the preparer or liaison, you may also receive the following email............cccccvvveeeen.n. 32
XI.  Viewing Related Content on an EXPENSE REPOIT. .....uuiiiiiiiiiiiiiiiiiiee e eeiitttee e e e sirre e e e e e e sibrre e e e e e s ssabareeeaaee s 33
Step 1:  Save the Expense Report or open a previously saved EXpense REPOIt.......cccvveevvrvcriiieieeeeiiiciineeeeeenn. 33
0=y o A O [Tol g 2 U] Y L =Te [ o] o =] o | APPSR 33
Step 3:  Select “View ENhanced Data”........coiiiiiiiiiiiiiiiee ettt ettt e e e e e e e e e s s s sabbae e e e e e e s ssaabbaaeaaaeeas 33
Step 4:  The page is split and the related content is displayed.........ccccviiiiiieiiiiiiiiiieiee e 33
Step 5: Move the Separator UP 10 SEE MOIE MOWS ......ccuuuurieiieeeeiiiiiireeeeeeeesetrreeeeeeesssssrsaeeeeessssssssssseeeeesssnanns 34
Step 6:  Click on other related content such as the accounting details........c.ccoeecuiiiiiieiiiniciiiii e, 34
Step 7:  Export the grid of any related content to EXcel if NECESSArY.......uuviiiiiirciiiiiiiiei e, 35

Creating a Card Statement Expense Report.docx 2 Last Update: 2018-05-23



Step 8:  Close the related CONTENT ....cc.eueiiiiiie e e e e e e e s sabbaeeeeaeessnabbbaeeaaeeas 35
XIl. RevieWing an EXPENSE REPOIT ... ..ttt ettt e e e e et teb e e e e e e eeebba e e e e eeeeennnaaeeeeaeees 36
Step 1 NaVIBAtION ..o 36
Step 2:  Search by any field, for example, select the business purpose “Procurement Card” and click Search 37
Step 3:  The Expense Summary page is diSPlayed.........cciiieciiiiiiieiiiiiiiieee et e e e e s rbrrreeeee s 38
Step 4:  Click on Expense Details to see the eXpense detailS..........occuuuiiiieeiiiiiiiiiieieee e 38
Step 5:  The Expense Details page is diSplayed..........ceiiiiiiiiiiiiiiieiii e e e e eerrreeae e 38
XIlI. Delete an EXPENSE REPOIT . .ciiiiiiiiiiiiiiiee et ettt e e e e ettt e e e e e e st taeeeeeessssabbaaeeeeessasssbbaaeaeesssnsssssseeaaeessnanes 39
Step 1 NaVIBAtION ..o 39
Step 2:  Select the Cardholder first. ......uiiiiiieii e s e e e e e e s e sabbareeaeee s 39
Step 3:  Check the report to be deleted and click the Delete Selected Report(s) button.........ccccceevvrcvriiennnnnn. 40
SEEP A CHCK OKu ettt ettt e ettt e e e et e e s bttt e e eabbe e e e aabb e e e sbbeeeeeabbeeesaabbeeesabbeeas 40
XIV. Printing @an EXPENSE REPOIT ... ..ttt ettt e e e e et te b e e e e e e eeebba e e e e eeeeesbnaaeeeeeaees 41
Step 1 NaVIBAtION ..o 41
Step 2:  Search by entering the report ID or use the Advanced Search. .........cocccuiviiiiiiiiiiciiiieeee e, 41
Step 3:  Select the Expense Report you wWould [Ike t0 Print........ccovecciiiieiieiiiiiiieceee e 41
Step 4:  Click the Print EXpense RePOrt lNK......cccuuuuiiiiiiiiiiiiiiiiie ettt e e e e s sirrne e e e e e 41
Step 5:  Click the Printicon to print the PDF version of the report.......ccceeeveiiieciiiieiiei e, 42

Creating a Card Statement Expense Report.docx 3 Last Update: 2018-05-23



I 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 Asthe 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 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.

. 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.

Main Menu « > USC Conversion + > 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.

Favorites v Main Menu v > USC Conversion v > USC Chartfield Mapping v > USC Department/Fund Inquiry
% Home Worklist Add to Favorites Sign out
UNIVERSITY OF
@5 SOUTH CAROLINA
New Window | Help | Personalize Page
USC Dept/Fund Inquiry
USC Department/Fund giygper Unit Fund Code Dept Class Field Product
21100E001 Q Q Q Q Q Q
Fiscal Year, PC Business Unit Project Activity
2018]4% Q Q Q
Personalize | Find | £ | B First 4 1of
| | USC Department | USC Fund | Description | Fiscal Y-ar| Operating um¢| Departmanll Fund cw-| Class Fieldl PC Business Unill Frcj-dl Activity
[ 1]21100 [E001 [SURVEY RESEARCH LABORATORY [ 2018[CLO71 [211070 [E2452 02 b | |
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VL.

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 ID 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.
Favoriles~ | Main Menu ~ > Employee Seff-Service~ > Travel and Expenses v > Expense Reports v 5 Create/Modify ||
% MultiChannel Console Add to Favorites Sign out
UNIVERSITY OF
@g SOUTH CAROLINA
New Window | Help

Expense Report

Find an Existing Value Add a New Value
USC ID! Q

2

Add

Find an Existing Value [ Add a New Value

1

Look Up USC ID

USCID begins with
EmplID begins with [

Help

|Name begins with [ Cigulla

Look Up Clear Cancel  Basic
Lookup

Search Results

View 100  First ¢ 1of1 ' Last
EmplID USCID Name

1077841 K92771002 CIGULLA,ARJUN|

9
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Step 6: Notice the USC ID is now populated with the ID for the appropriate individual.

Favorites v Main Menu v > Employee Self-Service v > Travel and Expenses v > Expense Reports v > Create/Modify [

% ST T oy Home Worklist MultiChannel Console Add to Favorites Sign out

@ SOUTH CAROLINA

Expense Report

Find an Existing Value = Add a New Value

8

ISC ID K92771002 Q

Add

Find an Existing Value | Add a New Value

New Window | Help

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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Viil.

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 USCID you are creating the Expense Report for is correct. Change the USC ID if
needed.

Step 4: Click the Add button

Favorites v Main Menu v > Employee Self-Service v > Travel and Exp v > Exp Reports v > _Create/Modify ||

% FIST

,) r U‘N IVE RSITY(?AROUNA
Expense Report
2

Find an Existing Value Add a New Value

USC ID|W79459244 x Q 3

4
Add

Find an Existing Value | Add a New Value

Creating a Card Statement Expense Report.docx

Last Update: 2018-05-23



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. Itis important to select the correct business purpose. After entering the expense report, the

business purpose can’t be changed!

UNIVERSITY OF

24
.@&, SOUTH CAROLINA

Create Expense Report

Liaison 01 Pcard (2

Favorites v | Main Menu + > Employee Self-Service v

*Business Purpose | Team Card

*Report Description March Statement

Reference

Travel and Expenses v > Expense Reporis v > Create/Modify

Default Location

& Attachments
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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.

Favorites v ’ Main Menu v > Employee Self-Servicew > Travel and Expenses v > Expense Reporisv > Create/Modify

% UNIVERSITY OF
e

M SOUTH CAROLINA

Create Expense Report

Liaison 01 Pcard (2

*Business Purpose Team Card v Default Location

*Report Description March Statement &, Attachments

Reference Q

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.
Favorites v ‘ Main Menu v > Employee Self-Service v > Traveland Expenses ~ > Expense Reporisv > Create/Modify
% Home Worklist Performance Trace Add to Favorites
UNIVERSITY OF
ef)fln SOUTH CAROLINA
Related Content v | New Window | Help | Perso
Create Expense Report Save for Later | (@ Summary and Submit
Liaison 01 Pcard (2
Quick Start vli| GO
i
*Business Purpose | Team Card v Default Location Q
*Report Description March Statement &, Attachments ___Populate From
Reference Q tries fro
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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.

Favorites v ‘ Main Menu ~ > Employee Self-Service v > Travel and Expenses v > Expense Reports v > Create/Modify
Home Worklist Performance Trace Add to Favorites Sign oul
UNIVERSITY OF
of)fin SOUTH CAROLINA
Related Content v | New Window | Help | Personalize Page
Create Expense Report
My Wallet
ReportID NEXT
Below is a complete list of unassigned wallet transactions. To view all fransactions please go to the wallet
menu option under "Other Expense Functions™.
Select All | Deselect All
Select items and select if a Personal Expense. Press 'Done’ to add them to the expense report.
Unassigned Wallet Entries (2
Select Logo  Account Number Date Expense Type Merchant Amount Currency Non-Reimbursable
raxarnaanes HOLIDAY INN -
U 3700 03/28/2018  HOTEL AND LODGING EXPRESS DURH Enhanced Data 1,310.98 USD [}
srrrmrEa HOLIDAY INN
O @ 3700 03/28/2018  HOTEL AND LODGING EXPRESS DURH Enhanced Data 119.18 USD (m]
O FRERIRR3700 03/23/2018  OTHER SUPPLIES NEWK'S - FARRAGUT 169.71 USD [}
0 - 1(] 02/2072018  OTHER SUPPLIES CHILI'S UNCC 156.37 USD @
0 @D 3700 02/2072018  OTHER SUPPLIES CHILI'S UNCC 148.32 USD @
O Frerasarer3700 02/07/2018  AIR TRAVEL AMERICAN AIR Enhanced Data 350.68 USD [}
O FrERasARr3700 02/07/2018  AIR TRAVEL AMERICAN AIR Enhanced Data 350.68 USD [}
O @® 3700 02/07/2018  AIR TRAVEL AMERICAN AIR Enhanced Data 350.68 USD [}
O @® 3700 02/07/2018  AIR TRAVEL AMERICAN AIR Enhanced Data 350.68 USD [}
O FrERRTRR3700 02/07/2018  AIR TRAVEL AMERICAN AIR Enhanced Data 350.68 USD [}
Done
4 »

Step 10:

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

Favores~ | MainMenu~ >

% e
)l SOUTHCAROLINA

Create Expense Report
My Wallet

menu option under "Other Expense Functions”.
s Deselect All

Unassigned Wallet Entries (2

ReportID NEXT

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

Expense Reports v >

Below is a complete list of unassigned wallet transactions. To view al transactions please go to the wallet

Create/Modify

Home | Workist

Performance Trace | Add to Favorites | Sign ou|

Related Content | New Window | Help | Personaize Page

Select  Logo  AccountNumber  Date Expense Type Merchant Amount Currency Non Reimbursable

@ @ w3700 03282018 oo bURy  Enhanced Data 1,310.98 USD @ -
@ 3700 03282018  HOTEL AND LODGING O bRrSobURy  Enhanced Data 119.18 USD [

5] @ 3700 03232018  OTHER SUPPLIES NEWK'S - FARRAGUT 169.71 USD 8]

5] 3700 02202018  OTHER SUPPLIES CHILIS UNCC 155,37 USD 5]

@ “3700 02202018  OTHER SUPPLIES CHILIS UNCC 148.32 USD 5]

5] “3700 0207201 AR TRAVEL AMERICAN AIR Enhanced Data 35068 USD i

5] <3700 0207201 AR TRAVEL AMERICAN AIR Enhanced Data 35068 USD i

5] <3700 0207201 AR TRAVEL AMERICAN AIR Enhanced Data 35068 USD i

5] “3700 02072018  AIRTRAVEL AMERICAN AR Enhanced Data 350,68 USD i

5] 3700 02072018 AR TRAVEL AMERICAN AIR Enhanced Data 35068 USD i -
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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.

Favorites v ‘ Main Menu v > Employee Self-Service v > Travel and Expenses v > Expense Reporis v > Create/Modify

% UNIVERSITY OF

@3 SOUTH CAROLINA

Create Expense Report

My Wallet Detail
ReportID NEXT
Unassigned Wallet Entries (2

Expense Type { HOTEL AND LODGING vi [ Non-Reimbursable

Transaction Date 03/28/2018
Payment Type Prepaid Payments
Merchant HOLIDAY INN EXPRESS DURH
Expense Location

Number of Nights 1

Cardmember Number ##s#ssxssxss 3700
Transaction Amount 1,310.98 USD
Country USA Enhanced Data

Exchange Rate 1.00000000 Custom - Direct

Base Currency Amount 1,310.98 USD
Description

254 characters remaining
City DURHAM

Receipt Details/Summary/Breakdown (2

Retumn to My Wallet

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

Country USA Enhanced Data
Exchange Rate 1.00000000 Custom - Direct
Base Currency Amount 1,310.98 USD
Description | Ell

254 characters remaining
City DURHAM

Receipt Details/Summary/Breakdown (2

Return to My Wallet
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Step 12: From the list of my wallet transactions, click the Enhanced Data link.

Favorites v ‘ Main Menu v >

% UNIVERSITY OF

@, SOUTH CAROLINA

Create Expense Report

My Wallet

Below is a complete list of wallet

To view all

Employee Self-Service v > Travel and Expenses v

ReportID NEXT

Deselect All

Select Al | |

menu option under "Other Expense Functions”

Unassigned Wallet Entries (27

Select Logo Account Number

camsmeseax3700
@ sarsmene3700

sassaansas3 700

] sresmansss3700
m] sresransrs3700
sssamre3700
sssamr3700
sseamre3700

samaserrsaa3 700

sassarnsas3 700

Date

03/28/2018

03/28/2018

03/23/2018
02/20/2018
02/20/12018
02/07/2018
02/07/2018
02/07/2018
02/07/2018

02/07/2018

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

Expense Type

HOTEL AND LODGING

HOTEL AND LODGING

OTHER SUPPLIES
OTHER SUPPLIES
OTHER SUPPLIES
AIR TRAVEL
AIR TRAVEL
AIR TRAVEL
AIR TRAVEL
AIR TRAVEL

please go to the wallet

Expense Reporis v

Merchant
HOLIDAY INN
EXPRESS DURH

HOLIDAY INN
EXPRESS DURH

> Create/Modify

Enhanced Data

Enhanced Data

NEWK'S - FARRAGUT

CHILI'S UNCC

CHILI'S UNCC

AMERICAN AIR
AMERICAN AIR
AMERICAN AR
AMERICAN AR
AMERICAN AR

Enhanced Data
Enhanced Data
Enhanced Data
Enhanced Data

Enhanced Data

Home Worklist

Amount Currency

1,310.98 USD

119.18 USD

169.71 USD
155.37 USD
148.32 USD
350.68 USD
350.68 USD
350.68 USD
350.68 USD
350.68 USD

Performance Trace

Add to Favorites

Sign oul

Related Content v | New Window | Help | Personalize Page

Non-Reimbursable
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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
Helg

Transaction Date 03/28/2018 Expense Type HOTEL AND LODGING

Transaction Amount 1310.98 USD Merchant HOLIDAY INN EXPRESS DURH
Enhanced Data

Summary Lodging Information

Hotel Folio 11123839 Check In Date 03/27/2018
Room Rate 0.00 Number of Nights 1

Summary Lodging Totals

Mini Bar 0.00 Business Center 0.00
Telephone 0.00 Prepaid 0.00
Gift Shop 0.00 Room Tax 0.00
Laundry 0.00 Other Charges 0.00
Valet 0.00 USC Travel Advance 0.00
Movie 0.00
Health Club 0.00
Food & Bev 0.00
Detail Lodging Totals h

Detail Lodging
Lodging Detail 1 Lodging Detail 2 | [F=2¥

Mini Gift

- Health
Charge Date Room Rate Bar Telephone Shop Laundry Valet Movie

Club Food & Bev

03/30/2018 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

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

Favorites v | Main Menu » > Employee Self-Service v > Travel and Expenses v > Expense Reporisv >

@ UNIVEl?.SI‘l'\’((\j&lleNA

Create Expense Report

My Wallet

ReportID NEXT

Below is a complete list of unassigned wallet transactions. To view all iransactions please go to the wallet
menu option under "Other Expense Functions™.

| SelectAll ||  DeselectAll

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

Unassigned Wallet Entries (2

Select Logo Account Number Date Expense Type
v FRERRERRE3700 03/28/2018 HOTEL AND LODGING
o FRERRRRRE3700 03/28/2018 HOTEL AND LODGING
TEE)  Frerrsaea7()) 03/23/2018 OTHER SUPPLIES
o sreresaane 7 () 02/20/2018  OTHER SUPPLIES
o sy FrERRERR=3700 02/20/2018 OTHER SUPPLIES
o FrErrERRe=3700 02/07/2018 AIR TRAVEL
o jussy FrERRERR=3700 02/07/2018 AIR TRAVEL

Merchant

HOLIDAY INN
EXPRESS DURH

HOLIDAY INN
EXPRESS DURH

NEWK'S - FARRAGUT

CHILI'S UNCC

CHILI'S UNCC

AMERICAN AIR
AMERICAN AIR

Create/Modify

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.

menu option under "Uther Expense FUnctons .

Select All

|

Deselect All

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

Unassigned Wallet Entries (2

Select

v

Logo

CE]

s
@
i

Account Number

t*ttf!t*t!tt3700

XX!*‘X*XX*XX*3700

*t”*tt*kt’*37oo

t*ktitt*tttt3700
xxxxxxxxa—xxx3700
xxx:txx*xx:x3700
t**ttt*!tt*t3700
xtxxxxxxxxxx3700
t*ttf!t*t!tt3700

ttkt!t*!txtk3700

Creating a Card Statement Expense Report.docx

Date

03/28/2018

03/28/2018

03/23/2018

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.

— e I I
Favorites v ‘ Main Menu v > Employee Self-Service v > Travel and Expenses v > Expense Reporis v > Create/Modify
% UNIVERSITY OF

w@] SOUTH CAROLINA

Create Expense Report

Cardholder 01 Pcard (2

*Business Purpose Team Card v Default Location Q
*Report Description March Statement & Attachments
Reference Q
Expenses (2
Expand All | Collapse All Add] | [% My Wallet (32)
*Date *Expense Type *Description *Payment Ty;:]
v 03/23/2018 | OTHER SUPPLIES v /@ Prepaid Pay

254 characters remaining

*Billing Type| AVAILABLE v | - )
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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.

Favorites v ‘ Main Menu v > Employee Self-Service v > Travel and Expenses v > Expense Reports v >  Create/Modify

% UNIVERSITY OF

@, SOUTH CAROLINA

Create Expense Report

Cardholder 01 Pcard (2

*Business Purpose | Team Card v

*Report Description March Statement

Expenses (2
Expand All | Collapse All Add: | Ecl,My Wallet (32)

*Date *Expense Type
v 03/23/2018 ‘ OTHER SUPPLIES

*Billing Type| AVAILABLE v |

Reference Q

Home Worklist Performance Trace Add to Favorites Sign ou|

Related Content v | New Window | Help | Personalize Page

Save for Later | @ Summary and Submit

Actions v GO

Default Location Q

(% Attachments

Total 1,480.69 USD

*Amount *Currency
2l P2 169.71 USD =

*Description *Payment Type
*
// Prepaid Payments

L__254charactersremainine |

| Default Rate *Exchange Rate 1.00000000 <, [

=
*Merchant Preferred * Non-Preferred Non-Reimbursable  Base Currency Amount 169.71 usD
NEWK'S - FARRAGUT No Receipt
“w Accounting Details (2
Chartfields
Amount *GLUnit  Moneta SR R .
ry Amount <0 Rate Oper Unit Dept Fund Account Class Uit
169.71) |USCO1 |Q 169.71 USD 1.00000000 CLOO3 Q [600201 Q |CA200/Q 53009 Q 805 Q Q
‘ »
03728/2018 | HOTEL AND LODGING AFE‘ Prepaid Payments v A 131098 USD =
254 characters remaining
Expand All | Collapse All Total 148069 USD
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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.

Favorites v ‘ MainMenu~ > Employee Seff-Service v > Traveland Expenses v > Expense Reportsv > CreateModify
Home | Workist | Performance Trace | Add to Favorites Sign ouf
UNIVERSITY OF
r@! SOUTH CAROLINA
Related Content v | New Window | Help | Personalize Page
Create Expense Report Save for Later | [E) Summary and Submit
Cardholder 01 Pcard (7
Actions v|[ 60
*Business Purpose  Team Card Y Default Location Q
*Report Description March Statement 4. Attachments
Reference Q
Expenses (2
Total 148069  USD
Expand All | Collapse Al Add: | [ My Wallet (32)
*Date *Expense Type *Description *Payment Type *Amount *Currency
v 037232018 OTHER SUPPLIES vl B | Prepaid Payments 4 169.71 USD =
254 characters remaining
*Billing Type| AVAILABLE v | () Default Rate *Exchange Rate | 1.00000000 @, [
“Merchant ' Preferred © Non-Preferred Non-Reimbursable ~ Base Currency Amount 169.71  USD
NEWK'S - FARRAGUT () No Receipt
v Accounting Details (7
Chartfields
Amount “GLUNt  Monetary Amount Surreney  Exchangel  gper ynit Dept Fund Account Class e
169.71 UsCot|Q 169.71 USD 1.00000p00 [CLOO3 | /600201 Q [cA200/Q 53009 Q 805 |Q Q
‘ »
037282018 HOTEL AND LODGING v 2 [ Prepaid Payments v 4 131098 USD =
254 characters remaining
Expand All | Collapse All Total 148069 USD
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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

MGOH

Favorites v ‘ Main Menu v

UNIVERSITY OF
@3 SOUTH CAROLINA

Create Expense Report

Cardholder 01 Pcard (2

> Employee Self-Service v > Travel and Expenses v > Expense Reporis v >  Create/Modify

*Business Purpose | Team Card % Default Location

*Report Description March Statement &% Attachments

Reference

Expenses 2

SigI

Related Content v | New Window | Help | Personalize P}

Home Worklist Performance Trace Add to Favorites

Save for Later | [g) Summary and Submit

Actions v GO

...Choose an Action I

xpense Report Frojex ummary

Export to Excel

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

Favorites v ’ Main Menu v > Employee Self-Service v >

% UNIVERSITY OF

n@gsoummm

Travel and Expenses v >

LINA

Create Expense Report

Accounting Defaults

ReportID NEXT
Accounting Summary

Expense Reporis v

Set Personalizations | Find | [ @

> Create/Modify

Home Worklist

First ‘4 10f1 »/ Last

% *GL Unit et

Unit

Oper Unit Dept Fund Class Project Activity

100.0f

USCO01Q |CLO03|Q 600201 |Q |CA200/Q 805 |Q Q Q

Q

Cost Share Product Funding Source

Q Q Q =

Add ChartField Line Load Defaults
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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.

Favorites v ‘ Main Menu v > Employee Self-Service + > Travel and Expenses v > Expense Reporis v > Create/Modify
Home Worklist Performance Trace Add to Favorites
UNIVERSITY OF

@q SOUTH CAROLINA

Related Content v | New Window | Help | Personali

2 Summary and Submit

Create Expense Report

Cardholder 01 Pcard (2
Actions v GO

*Business Purpose Team Card W Default Location Q
*Report Description March Statement (ﬁ Attachments

Reference 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.

Favorites v ‘ Main Menu v > Employee Self-Servicew > Travel and Expenses v > Expense Reporisv > Create/Modify
Home Worklist Performance Trace Add to Favorites
UNIVERSITY OF

@, SOUTH CAROLINA

Related Content v | New Window | Help | Personali

[&: Summary and Submit

Actions v GO

Create Expense Report

Cardholder 01 Pcard (2

*Business Purpose  Team Card A Default Location Q
*Report Description March Statement ﬁ Attachments

Reference Q
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Step 23: Toreturn 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.

Favorites v ‘ Main Menu > Employee Sel-Service v > Travel and Expenses v > Expense Reporis v > Create/Modify I
Home Worklist Performance Trace Add to Favorites Si
UNIVERSITY OF
f)flw SOUTH CAROLINA
Related Content v | New Window | Help | Personal

Create Expense Report g Save for Later

Actions

Cardholder 01 Pcard
*Business Purpose Team Card
*Description March Statement

Reference Q
Totals (7 View Printable Version B4 View Analytics ¢ Notes & Attachments %
Employee Expenses (2 Lines) 1,480.69 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Step 24: Certify the expenses submitted are accurate and comply with policy.
Favorites v ‘ Main Menu v > Employee Self-Servicew > Travel and Expenses v > Expense Reporis v > Create/Modify
% UNIVERSITY OF
Dlitm SOUTH CAROLINA
Create Expense Report
Cardholder 01 Pcard h
*Business Purpose Team Card v
*Description March Statement
Reference Q
Totals (2 View Printable Version ‘B4 View Analytics O nq
Employee Expenses (2 Lines) 1,480.69 USD Non-Reimbursable Expenses 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 1,480.69 USD
Amount Due to Employee 0.00 USD Amount Due to Su
BY checking this box, | certify the Team Card transactions included on this expense report are accurate and
pported 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 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.

Favorites v ‘ Main Menu v 5

% UNIVERSITY OF

(Tin SOUTH CAROLINA

Employee Self-Service v > Travel and Expenses v > Expense Reporis v > Create/Modify

Create Expense Report

Cardholder 01 Pcard

*Business Purpose Team Card v k
*Description March Statement

Reference Q
Totals (2 View Printable Version B3 View Analytics ¢ nNq
Employee Expenses (2 Lines) 1,480.69 USD Non-Reimbursable Expenses 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 1,480.69 USD
Amount Due to Employee 0.00 USD

Amount Due to Su

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 to the card
statement

\ Submit Expense Report \

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

o Expense Report Submit Confirm

Help
Expense Report | P
kns| Save Confirmation
|- Cardholder 01 Pcard
Peal  Totals (7

: D |

*f Employee Expenses (2 Lines)

1,480.69 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 1,480.69 USD Supplier Credits 0.00 USD
Amount Due to Employee 0.00 USD Amount Due to Supplier 0.00 USD
Expel

advd|i OK | cancel |
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Creating a Card Statement Expense Report.docx

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 v ‘ Main Menu v >

% UNIVERSITY OF

%}5@ SOUTH CAROLINA

Employee Self-Service v > Travel and Expenses v+ > Expense Reporis» > Create/Modify

View Expense Report

o P p——
o2-Peard

Your expense report 3000000781 has been submitted for approval

Lard

Description March Statement - Demo

Reference

Totals (2

View Printable Version 9 View Analytics (> Notes

Employee Expenses (2 Lines) 13,200.13 USD Non-Reimbursable Expenses 0.00 USD

Prepaid Expenses 13,200.13 USD

Cash Advances Applied 0.00 USD

Amount Due to Employee 0.00 USD Amount Due to Supplier

74 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 to the card
statement

Submit Expense Report

i Refresh Approval Status

||| saveChanges |

) Approval History
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Step 29:
submitter.
Step 30:

Employee Self-Service v

>

The Report status is “Submitted for Approval” and the expense report page displays the

Click the triangle to expand the Approval History section to review the Approval levels.

Favorites v ‘ Main Menu v >

r UNIVERSITY OF

CAROLINA

View Expense Report

Cardholder 03 Pcard
Business Purpose Team Card

Description March Statement - Demo

Reference

Totals (2 & View Printable Version

Employee Expenses (2 Lines) 141.54 USD

Cash Advances Applied 0.00 USD

Amount Due to Employee

¥ By checking this box, | certify the Team Card tr:

Travel and Expenses v >

Expense Reports v > Create/Modify
Home
B4 View Analytics (O Notes
Non-Reimbursable Expenses 0.00 USD
Prepaid Expenses 14154 USD

0.00 USD Amount Due to Supplier

statement

Submit Expense Report

Withdraw Expense Report

on this exp: 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 card

Save Changes

Approval History
Expense Report Approval 2

v SHEET_ID=3000000782:Pending
Department Head Approval

Pending
Multiple Approvers
® Department Head Approver

On 04/07/2018 Submitted By Liaison 03 Pcard

Worklist Performance Trace Add to Favorites Sign ou

Related Content v | New Window | Help | Personalize Page

) Expense Details

Actions | v|| 6o

Report 3000000782 Submitted for Approval

Created 04/07/2018  Liaison 03 Pcard
Last Updated 04/07/2018  Liaison 03 Pcard

Post State Not Applied

Employee Credits 0.00 USD

Supplier Credits 0.00 USD

0.00 USD
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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.

Favorites v Main Menu v > Employee Self-Service v > Travel and Expenses + > Expense Reports v+ > Create/Modify Q
% Home Worklist MultiChannel Console Add to Favorites Sign out
UNIVERSITY OF
w SOUTH CAROLINA
New Window | Help | Personalize Page
Modify Expense Report () Save for Later | [ Summary and Submit
ARJUN CIGULLA 7
Actions _ Choose an Action B co
*Business Purpose Employee Travel B Report 0000000164 Pending
*Report Description AICPA Controller Conf, MCO Default Location Out of State Q
Travel Authorization ID Q & Attachments (1)
Expenses 7
Expand Al | Collapse All Add: | [ My Wallet (0) | 5% Quick-Fill Total 1,03948 USD
1 *Date *Expense Type *Description *Payment Type *Amount *Currency
09042017 55 Heteand Lodging B I eosiRontsens B, woed Uso o [
254 characters remaining
*Billing Type INTERNAI [ [ Receipt Spit @ Default Rate *Exchange Rate | 1.00000000 % [B
*Location Out of State Q N Baso y Amount 18964 USD
No Receipt
v Accounting Details 7
Chartfields | [TT)
Amount “GLUAt  Monetary Amount go":."“’ i::."""' Oper Unit Dept Fund Account Class z::‘“
189.64 USCO1 Q 189.64 USD 1.00000000 CLO71 Q 211070 Q [E2452 Q52024 Q 202 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 one error could create another
error. Simply continue reviewing and correct errors until fully resolved.

Expense Report Line Errors

Please enter or update the following information:

Missing Description |
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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.

Favorites v Main Menu v > Employee Self-Service v > Travel and Expenses v > Expense Reports v > Create/Modify [
% Home Worklist MultiChannel Console /Add to Favorites Sign out
UNIVERSITY OF
@g SOUTH CAROLINA
New Window | Help | Personalize Page
5
Modify Expense Report Save for Later | [ Summary and Submit
ARJUN CIGULLA 7
Actions . Choose an Action B | co
*Business Purpose Employee Travel B Report 0000000164 Pending
*Report Description AICPA Controller Conf. MCO Default Location Out of State Q
Travel Authorization ID Q & Attachments (1)
Expenses 7
Expand All | Collapse All Add: | [ My Wallet (0) | £ Quick-Fill Total 103948  USD
*Date *Expense Type *Payment Type *Amount *Currency
vp 09/04/2017 |5 Hotel and Lodging B J&2 | Personal Reimbursemer [ 4, 18964 USD  |Q =
233 characters remaining
*Billing Type INTERNAI [ Receipt Split Default Rate *Exchange Rate | 1.00000000 % [
*Location Out of State Q N Base Amount 189.64 USD
No Receipt
v Accounting Details 2
Chartfields | [F)
Amount “GLUnit  Monetary Amount g:::"‘y gf:"’““‘ Oper Unit Dept Fund Account Class ;ﬁ"s“‘
189.64 USCO1 Q 189.64 USD 1.00000000 CLO71 Q 211070 Q |[E2452 Q52024 Q 202 |Q 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.

Favorites v Main Menu

% UNIVERSITY OF
@E SOUTH CAROLINA

Modify Expense Report
ARJUN CIGULLA 7

*Business Purpose Employee Travel
*Report Description AICPA Controller Conf. MCO

Travel Authorization ID

Expenses 7
Expand All | Collapse All

*Date
09/04/2017 |3

*Billing Type INTERNAI )
“Location Out of State

*Expense Type
Hotel and Lodging

~ Accounting Details 7
Chartfields  [F=)
Amount *GL Unit

189.64 USCO1 Q

Add: | [ My Wallet (0) | £ Quick-Fill

189.64 USD

Report 0000000164 Pending

> Employee Self-Service v > Travel and Expenses v > Expense Reports v > Create/Modify

Default Location Out of State

3

& Attachments (1)

*Description

Home Worklist

% \Hyan Regency Orlando
233 characters remaining

[ Receipt Split
Q
Currency Exchange
Code Rate Oper Unk
1.00000000 |CLO71

Dept

Q (211070

MultiChannel Console Add to Favorites Sign out

New Window | Help | Personalize Page

Save for Later | [Z_‘_, Summary and Submit

Actions ...Choose an Action B | co
Q
Total 1,039.48  USD
*Payment Type *Amount ‘Currency
)7 personal Reimbursemer [ 4, 18964 UsD |q [#[E

Default Rate

*Exchange Rate

1.00000000 % [

Non-Reimbursable  Base Currency Amount 189.64 USD
No Receipt
PC Bus
Fund Account Class Unit

Q [E2452 Q52024

Q 202 o Q
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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.
. . IaYYH ”
Step 3: Click the “Withdraw Expense Report” button
Favorites v ‘ Main Menu v > Employee Self-Service v > Travel and Expenses v > Expense Reports v > View ||
% FCFG Home Worklist MultiChannel Console Performance Trace Add to Favorites Sign out
UNIVERSITY OF
o)l SOUTH CAROLINA
Related Content v | New Window | Help | Personalize Page
View Expense Report HE
Cardholder 01 Pcard Actions
Business Purpose Team Card Report 3000000785 Submitted for Approval
Description March Statement Created 04/09/2018  MICHAEL STATON
Reference Last Updated 04/09/2018  MICHAEL STATON
Post State Not Applied
Totals 2 View Printable Version EX View Analytics > Notes & Attachments (1)
Employee Expenses (3 Lines) 1,831.37 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 1,831.37 USD Supplier Credits 0.00 USD

Amount Due to Employee 0.00 USD

¥’ By checking this box, | certify the Team Card on this exp 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 card
statement

Submit Expense Report ‘ Withdraw Expense Report Submitted On  04/09/2018

‘ Save Changes

Approval History

5] Previous in List ||4Z Nextin List

Amount Due to Supplier

Submitted By MICHAEL STATON

0.00 USD
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Step 4: The status indicates the Expense Report has been withdrawn.

Favorites v ‘ Main Menu « > Employee Self-Service w > Travel and Expenses v > Expense Reports» > View [al
FCFG Home Worklist MultiChd
UNIVERSITY OF
.& SOUTH CAROLINA

View Expense Report

’—Catd." lder 04 Pecard
Your expense report 3000000785 has been withdrawn from the approver's queue.

BUSINESS PUrpose Team Card

Description March Statement

Reference
Totals (7 View Printable Version B4 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.

52 Reply @2 Reply All £, Forward Q; M
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 N
Business Purpose:  Team Card Liaison or preparer when
an expense report is either

From Date .

sent back or withdrawn.
To Date
Trip Location
Amount: 1831.27 UsSD

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

https://fms-
cfo.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”

Favorites v | Main Menu ~ > Employee Seff-Service v > Travel and Expenses v > Expense Reporisv >  Create/Modify
% FCFG Home Worklist MultiChannel Console Performance Trace Add to Favorites 9
UNIVERSITY OF
pflifiw SOUTH CAROLINA
ew Window | Help | Personaliz{
Modify Expense Report | ApprovalHistoy . immary and Submit
Cardholder 37 Pcard (2 Accounting Details
Actions| [ View Enhanced Data v|]| G0
*Business Purpose | Team Card v Report 3000000783 Pending
*Report Description March Statement Default Location Q
Reference Q & Attachments
Step 4: The page is split and the related content is displayed
Favorites v | Main Menu v > Employee Self-Servicev > Traveland Expenses v > Expense Reports~ >  Create/Modify
% FCFG Home Worklist MultiChannel Console Performance Trace Add to Favorites Sign
UNIVERSITY OF
[0l SOUTH CAROLINA

Modify Expense Report
Cardholder 37 Pcard (7

*Business Purpose  Team Card

Report 3000000783 Pending
*Report Description March Statement Default Location
Reference

& Attachments

Expenses (2

Expand All | Collapse All

Actions |

Related Content v | New Window | Help | Personalize Pa

Save for Later | @ Summary and Submit

v

GO

Add: | [ My Wallet (43)
¥ Related Content

Accounting Details Approval History
J9C_EX_PCARD_WALLET_ENH_RC- View Enhanced Data

iew Enhanced Data

Download results in :  Excel SpreadSheet CSV Text File XML File (15 kb)

iew All

Item
Report Purchase
Report ID Line :it: uscio Date

- " . Total
Name Posting . SUpDlier o pgcr gy it s

of Days

3000000783 1 1 PCHLD0037 g;:ard,cardno[der

PUBLIX CHOBANI

03/3012018 04/02/2018 o= (om0l o

—______PURIX CHORANI
==

1.0000 3.3400 3.34 281.560

___Pcard Cardholder
—

ttem Enhanced Number Depart Ticket Total Destination ,. .. _ Service
Price Total oS- pate Rate Name “nate Number AirFare  Cd  Arine

First 1-150f 15 Last

Class
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Step 5:

Move the separator up to see more rows

Favorites v ‘ Main Menu v > Employee Self-Service w > Travel and Expenses v > Expense Reporis v > Create/Modify
FCFG Home Worklist MultiChannel Console Performance Trace Add td
UNIVERSITY OF
([im SOUTH CAROLINA
Related Content v | New Window |
Modify Expense Report [ Save for Later | B
Cardholder 37 Pcard (2
Actions | |
*Business Purpose Team Card v Report 3000000783 Pending
*Report Description March Statement Default Location Q
Reference Q &4 Attachments
g Click the separator
v Related Content Accounting Details = Approval History | View Enhanced Data i p
[EC_EX_PCARD_WALLET_ENH_RC- View Enhanced Data icon and drag up to
see more rows
Download results in:  Excel SpreadSheet CSV Text File XML File (15 kb) r
View All t
Item " " o Total o
Report Purchase Posting  Supplier Unit  Item Enhanced Number Depart Ticket Total Destination ,... _ Service
Report 1D Line z:': uscio Name Date Date ame biem Descr | Qty Price  Total A.rrr?o':fr;t Date of Days Rate| Name Date Number AirFare Cd Atine Class
Pcard,Cardholder PUBLIX CHOBANI
1 3000000783 1 PCHLD0037 a7 03/30/2018 04/02/2018 067 0% 4 PACK 1.0000 3.3400 3.34 281.560
Pcard,Cardholder PUBLIX CHOBANI
2 3000000783 2 PCHLDO0037 a7 03/30/2018 04/02/2018 067 0% 4 PACK 1.0000 3.3300 3.33 281.560
Pcard,Cardholder PUBLIX CHOBANI
3 3000000783 1 3 PCHLD0037 a7 03/30/2018 04/02/2018 067 0% 4 PACK 1.0000 3.3300 3.33 281.560
Step 6: Click on other related content such as the accounting details
Favorites v | Main Menu v > Employee Self-Service v > Travel and Expenses v > Expense Reporis v > Create/Modify
% FCFG Home Worklist MultiChannel Console Performance Trace
UNIVERSITY OF
Pl CAROLINA
Related Content v | New
Modify Expense Report Save for Later | [
Cardholder 37 Pcard (2
Actions |
*Business Purpose Team Card v Report 3000000783 Pending
*Report Description March Statement Default Location Q
Reference Q & Attachments
w Related Content ! { Approval History | View Enhanced Data
SC_EX_EXP_RPT_ACC WAccounting Detl RC
Download results in:  Excel SpreadSheet CSV Text File XML File (1 kb)
View All First 1-
E;g:g;e Report Descr Line Dlstnﬂutlon T NI:;klfetr Distance Long Descr GL Unit OU‘:‘?{ Dept Fund Account Class P%g;" Project Activity megexzft Created :L?:Tll) Algv Appf
March Supplies for Team
1 3000000783 Statement 1 153009 0 Travel USC01 SM000 962002 D0200 53009 502 281.560 04/08/2018
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Step 7:

Export the grid of any related content to Excel if necessary.

Favorites v | Main Menu v > Employee Self-Service v > Travel and Expenses v > Expense Reporisv > Create/Modify
FCFG Home Worklist MultiChannel Console Performance Trace
UNIVERSITY OF
el ln SOUTH CAROLINA
Related Content v | New
Modify Expense Report Save for Later | [F]
Cardholder 37 Pcard (2
Actions |
*Business Purpose Team Card v Report 3000000783 Pending
*Report Description March Statement Default Location Q
Reference Q & Attachments
v Related Content Approval History | View Enhanced Data
SC_EX_EXP_RPT_ACCTG_EE- TAILS- Expense Rpt Accounting Detl RC
Download results In:  Excel SpreadSheet JSV Text File XML File (1kb)
View All First 1-
E;g;g:te Report Descr Line Dlstnlgutmn Type N-I;:;klf;r Distance Long Descr GL Unit ?J':‘?{ Dept Fund Account Class P%g:‘s Project Activity Ei’l‘\’;exrsnet Created AT;?:?:) Algv Appf
March Supplies for Team
1 3000000783 Statement 1 1 53009 0 Travel USC01 SM000 962002 D0200 53009 502 281.560 04/08/2018
Step 8: Close the related content
Favorites v \ Main Menu v > Employee Self-Service v > Travel and Expenses v > Expense Reporis v > Create/Modify
% FCFG Home Worklist MultiChannel Console Performance Trace Add to Favorites Sign out!
UNIVERSITY OF
wfflw SOUTH CAROLINA
Related Content v | New Window | Help | Personalize Page
Modify Expense Report Save for Later | [z Summary and Submit
Cardholder 37 Pcard (2
Actions v \ GO \
*Business Purpose Team Card v Report 3000000783 Pending
*Report Description March Statement Default Location Q
Reference Q & Attachments
v Related Content Accounting Details  Approval History  View Enhanced Data
SC_EX_EXP_RPT_ACCTG_DETAILS- Expense Rpt Accounting Detl RC ®Close
Download results in :  Excel SpreadSheet CSV TextFile XML File (1kb)
View All First 1-10f 1 Last
GL
E;g::r’f Report Descr Line DiSTRUtoN rype  Ticke!  pigtance  LongDeser  GLunit P Dept Fund Account Class PBUS project Activity EXPONS®  Created  Jravel AV applied Distrd
March Supplies for Team
13000000783 g7y or 1 1 53009 0 Travel USCO1 SM000 962002 D0200 53009 502 281.560 04/08/2018 N
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XIl.

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 v ‘ Main Menu v > Employee Self-Servicew > Traveland Expenses~ > Expense Reporisv > View

% UNIVERSITY OF

@(@ SOUTH CAROLINA

Expense Report
Enter any information you have and click Search. Leave fields blank for a list of all values.
Realtime Search Keyword Search
w Search Criteria
Report ID| begins with v |

Report Description| begins with v |
Name | begins with v |

Empl ID| begins with v | Q
USC ID| begins with v | N
Business Purpose | begins with v | Q
Report Status| = v v
Creation Date[= v |

| Case Sensitive

Search Clear | Basic Search [@ Save Search Criteria
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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.

Favorites v l Main Menu v > Employee Self-Service v > Travel and Expenses v > Expense Reporisv >  View [
% MBSTATON - FTST Home Worklist MultiC
UNIVERSITY OF

(T SOUTH CAROLINA

Ay v LICD\.JI.JIIUIIE - v ;
Name| begins with v |

Empl ID| begins with v | Q
USC ID| begins with v |
Business Purpose| begins with v |PCARD Q
Report Status| = v| | v
Creation Date(= v | B

Ll Case Sensitive

[ seach || Clear |Basic Search B” save Search Criteria

Search Results Ik
View All First ‘& 1a3sofas ‘» Last
Report ID Report Description Name EmplID USCID Business Purpose Report Status Creation Date
3000000181 Testing Business Purpose STATON MICHAEL 1071808 K64787130 Procurement Card Pending 04/05/2018
3000000177 Testing JG - Pcard BOSWELL,PENNY 1055316 Y63182507 Procurement Card Paid 04/03/2018
3000000176 Testing Journal Generation BOSWELL,PENNY 1055316 Y63182507 Procurement Card Paid 04/03/2018
3000000173 test link to MW page STILES,JAMES 1060500 W79459244 Procurement Card Pending 04/02/2018
3000000170 test link to my wallet STILES JAMES 1060500 W79459244 Procurement Card Pending 04/02/2018
3000000169 test STILES,JAMES 1060500 W79459244 Procurement Card Pending 03/30/2018
3000000168 test STILES,JAMES 1060500 W79459244 Procurement Card Pending 03/28/2018
3000000167 Testing Business Purpose ROSE,KIM 1019089 W07467946 Procurement Card Pending 03/27/2018
3000000158 Sample Approval ER STATON,MICHAEL 1071808 K64787130 Procurement Card Submitted  03/26/2018
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Step 3:
Step 4:

The Expense Summary page is displayed.

Click on Expense Details to see the expense details

Favorites v ‘ Main Menu v > Employee Self-Service v

% UNIVERSITY OF
M@J SOUTH CAROLINA

View Expense Report

Cardholder 03 Pcard
Business Purpose Team Card
Description March Statement - Demo

Reference

Totals (2 View Printable Version

Travel and Expenses v > [Expense Reports v >  View

Home Worklist Performance Trace Add to Favorites Sign ou

Related Content v | New Window | Help | Personalize Page

| Expense Details |

Actions § vi| 6o |

The expense
summary page is
displayed

Report 3000000782 Submitted for Approval
Created 04/07/2018  Liaison 03 Pcard

Last Updated 04/07/2018  Liaison 03 Pcard

Post State Not Applied

(O Notes

B View Analytics

% UNIVERSITY OF
m“, SOUTH CAROLINA

View Expense Report

Cardholder 03 Pcard (2

Employee Expenses (2 Lines) 141.54 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 141.54 USD Supplier Credits 0.00 USD
Amount Due to Employee 0.00 USD Amount Due to Supplier 0.00 USD
¥ By checking this box, | certify the Team Card tr: 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 pr i i ili to the card
statement
Submit Expense Report \ Withdraw Expense Report On 04/07/201¢  Submitted By Liaison 03 Pcard
Save Changes
4 »
Step 5: The Expense Details page is displayed
Favorites v ‘ Main Menu v > Employee Self-Service v Travel and Expenses v > [Expense Reporis v > View
Home Worklist Performance Trace Add to Favorites Sign ou

Related Content v | New Window | Help | Personalize Page

Actions | ._Choose an Action v GO
Business Purpose Team Card Report 3000000782 Submitted for Approval
Report Description March Statement - Demo % Attachments
Reference
Expenses (2
Total 14154 USD
Expand All | Collapse All
*Date *Expense Type *Description *Payment Type *Amount *Currency
’ 0210212018 OTHER SUPPLIES Supplies for Team Travel )2 propaid Payments & 1566  USD
230 characters remaining
My Wallet Details
» 020172018 OTHER SUPPLIES Supplies for Team Travel J@ Prepaid Payments & 12588 USD
230 characters remaining
My Wallet Details
Expand All | Collapse All Total 14154 USD
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XIil. Delete an Expense Report

Step 1: Navigation

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

Step 2: Select the Cardholder first.

Favorites v | Main Menu v > Employee Self-Servicew > Travel and Expenses v > Expense Reporisv > Delete

% UNIVERSITY OF

%@ SOUTH CAROLINA

Delete Expense Report

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value
w Search Criteria
Empl ID| begins with v || Q
USC ID| begins with v |

Name| begins with v |

| Case Sensitive

Search Clear Basic Search @ Save Search Criteria

Search Results

View All First ‘&' 1202 ' Last
EmplID USCID Name
1000015 PCHLDO0001 Pcard,Cardholder 01J L\\?

1000067 PCLIA0001 Pcard,Liaison 01
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Step 3: Check the report to be deleted and click the Delete Selected Report(s) button.

Favorites v ’ Main Menu v > Employee Self-Servicew > Traveland Expenses v > Expense Reporis» > Delete @

% UNIVERSITY OF

@1 SOUTH CAROLINA

Travel and Expense

Delete an Expense Report
Cardholder 01 Pcard

Delete an Expense Report (2

Select Report ID Report Description Creation Date Amount Currency

3000000780 March Statement 04/07/2018 1480.69 USD

Delete Selected Report(s)

Step 4: Click OK.

Favorites v ‘ Main Menu v > Employee Self-Servicew > Travel and Expenses v > Expense Reporisv > Delete ﬁ

UNIVERSITY OF

Nm SOUTH CAROLINA

Travel and Expense

Delete Confirmation
Cardholder 01 Pcard

‘/ The selected transaction(s) 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 v 1 Main Menu v

% UNIVERSITY OF

@3@, SOUTH CAROLINA

> Employee Seli-Service v > Travel and Expenses v > Expense Reporis v > Print

Expense Report

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

Find an Existing Value

w Search Criteria

Search by: |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.

Favorites v ‘ Main Menu v > Employee Seli-Service v > Travel and Expenses v > Expense Reports v > Print
% Home Worklist Performance Trace Add to Favorites Sign out
UNIVERSITY OF
wf)fin SOUTH CAROLINA
New Window | Help | Personalize Page “
Expense Repon Print Expense Report
Cardholder 02 Pcard
Description March Statement - Demo Report 3000000781 Pending USCID PCHLD0002
Business Purpose Team Card
Date Expense Type Non-Reimbursable No Receipt Receipt Required Payment Type Transaction Amt Exchange Rate Amount
Description Additional Information Merchant I}Locatlon
03/28/2018 HOTEL AND LODGING v Prepaid Payments 13,140.00 USD 1.00000000 13,140.00 USD
"—Odging for Team Travel /@ Number of Nights: 1 HOME2 BY HILTON
03/24/2018 OTHER SUPPLIES ¢ Prepaid Payments 60.13 USD 1.00000000 60.13 USD
’Supplles for Team Travel E \WM SUPERCENTER #1183
Employee Expenses 13,200.13 USD Non-Reimbursable Expenses 0.00 USD Amount Due to Supplier 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 13,200.13 USD Amount Due to Employee 0.00 USD
-
javascriptsubmitAction_winO(document.win0, EX_REPORT_WRK_EX_REPORT_BI"); | »
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Step 5:

ORACLE" Expense Report

Click the Print icon to print the PDF version of the report.

PeopleSoft Expenses EXC4500

Report
3000000781
Employee uscip
Cardholder 02 Pcard PCHLDO0002
Reference Business Purpose
Team Card
From Date To Date
Trip Location
E: Lines
Date | Expense Type Non- No p | Ipt Req Pay Type | Transaction Rate |
Reimbursable
|_Description Additional Information Merchant Location
03/28/2018 HOTEL AND | ] Prepaid Payments l 13,140.00 USD 1.00 l 13,140.00 USD
LODGING
Lodging for Team Travel Number of Nights: 1 HOME2 BY HILTON
0372412018 | OTHER SUPPLIES | | 5] Prepaid Payments | 60.13 USD 100 | €013 USD
Supples for Team Travel WM SUPERCENTER 81183
Employee Expenses 13,200.13 USD
Cash Advances Applied 0.00 USD
Non-Reimbursable Expenses 0.00 USD
Prepaid Expenses 13,200.13 USD
Amount Due to Supplier 0.00 USD
Amount Due to Employee 0.00 USD
Employce Phone Department Entered By user Receipt Creation Date Print Date Page Number
912203 PCARD LIAISONO2 04/07/2018 472018 Page 1 of 1
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