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Add Corporate Credit Card Receipts to Expense Report

Scenario

Fred Traveler, UW-Madison employee, is a cardholder of the US Bank Corporate Travel credit card and
has used the credit card on a business trip. To save data entry time, Fred or his delegate (e.g. Alternate)
can select US Bank credit card receipts to add to the expense report when the expense report is being
created or modified.

Note: e-Reimbursement uses the term, My Wallet, to describe the storage area for the corporate credit
card transactions.

There are two ways to add Corporate Credit Card receipts to an expense report:
1. Use the Quick Start field when creating a new expense report, before any expenses are entered.
2. Use the Add button if one of the following applies:

a. creating a new expense report and at least one expense type (e.g. Meals) has been entered
b. modifying an existing expense report

In this Job Aid, we will demonstrate both options for adding corporate credit card receipts to an expense
report.

1. If Creating a New Expense Report (first time):

URIVERSITY 0T
WIS

.sluswm\ B
L‘ Financial System
Fersonalize Content | Layout

Search:

[ My Favorites

[» Employee Self-Service
[» Manager Self-Bewice
[ Travel and Expenses
[» Reporting Tools

— My Personalizations

— My Systern Profile

a. Use menu path:
Employee Self-Service > Travel and Expense Center> Expense Report > Create

For Alternates (e.q. Delegates) Entering on Behalf of Travelers
b. Inthe Expense Report screen, Add a New Value tab, enter the employee ID of the

traveler for whom you will be creating an expense report. Click the button.

Go to Step 3.
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2. If Modifying an Existing Expense Report
From the main Menu,
ﬁ;ﬁ fl'nan:iaaISvsLem
Personalize Cantent | Layout
.
[ My Favorites
[> Emplovee Self-Service
[> Manager Sel-Service
[ Trawel and Expenses
[ Reparting Toaols
— My Personalizations
— My Systerm Profile
a. Use menu path:
Employee Self-Service > Travel and Expense Center> Expense Report > Modify
b. Inthe Expense Report screen, Find an Existing Value tab, click on to
locate the expense report you want to modify.
Go to Step 19.
3. The Create Expense Report, Expense Report Entry screen displays for the traveler.
Create Expense Report
Expense Report Entry
FRED TRAVELER
Verify this is the correct person. If not, click the Home hyperlink at the top right
portion of the screen, and start over at Step 1.
4. Complete the General Information section of the Create Expense Report, Expense Report
Entry screen. Fields marked with an asterisk ( * ) are required by the application.
Create Expense Report
Expense Report Entry
FRED TRAVELER User Defaults Report ID: NEXT
Quick Start: |A Blank Repart =] oo]
*Description: |MARDQ Meeting at CDC - Atlanta Comment: March 18-19, 2009 Meeting at %
. _ | Centers for Disease Control (CDC)
Business Purpose: |Conference j in Atlanta. GA Left home @ 2om an .=
. T | dates fi 1
Reference: |0903130319 Y;?nﬁr?nngrjnsmotr)ma
Default Location: |ATLANTA, GA &'}
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5. Option #1: Add Credit Card Entries from Quick Start Field

In the Create Expense Report, Expense Report Entry screen:

We will use the Quick Start field to choose an option to add Corporate Credit Card
transactions to the new expense report.
|Quick Start: [4 Blank Report =

NOTE: If you do not see the Quick Start field, one of two things may have occurred:

a. Inthe Create Expense Report screen, you have already entered at least one
expense type (e.g. Meals);

--OR--

b. you are modifying an existing expense report in the Expense Report,
Expense Report Entry screen.

If the Quick Start field is not displayed, skip to Step 19, Option #2: Add Credit Card
Entries from Add Button.

6. Option #1: Add Credit Card Entries from Quick Start Field (continued)
a. Inthe Quick Start field, click on the drop-down arrow i to display a list of available
choices.
Quick Start; A Blank Report =]

A Blank Report
ATemplate

A Travel Autharization
An Existing Report
‘Entries from, 3

b. Select the Entries from My Wallet list item. |

Note: e-Reimbursement uses the term, My Wallet, to describe the storage area for the
corporate credit card transactions.

7. Option #1: Add Credit Card Entries from Quick Start Field (continued)
GO

Quick Start: Entries from by Wallet

To display the list of corporate credit card transactions (e.g. Entries from My Wallet),

click the GO button. G0
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8. Option #1: Add Credit Card Entries from Quick Start Field (continued)

The Create Expense Report, My Wallet screen displays for Fred Traveler.
Create Expense Report

My Wallet
FRED TRAVELER Report ID: MEXT

Below is & complete list of unassigned wallet transactions. Ta view all transactions please go to the wallet
menu aption under "Other Expense Functions”.

Select All I Desalect All

Selectiterns and selectifa Personal Expense. Press 'Done'to add themn to the expense report.
Expense

Select Date Merchant Amount Personal Expense
S = Tvpe = S

r 1062008 Car Rental  MATIOMAL £49 40 USD r

r 10026/2009 w T-MOBILE 3732 USD r

r 10026/2008 Meals EEHST’Q‘URANT FIRRL 10.76 USD r

r 1062812008 W KAUFHOF 201 35.42 USD r

r 100262008 Meals EIEHSTAURANT PR 16.60 USD r

r Airfare-Coach
r 10/2812008 21 NORTHWEST 1,347.36 USD r
r 10/26/2009 % WA FEE-PPS2 DE BS0.63 USD r

a. The My Wallet screen contains credit card transactions that have not yet been assigned
to an expense report.

b. The US Bank logo displays for transactions originating from the US Bank
Corporate Travel credit card.

A If no US Bank transactions are shown, please contact the DolT Help Desk at
608-264-4357, option #2, or by e-mail at help@doit.wisc.edu.

9. Option #1: Add Credit Card Entries from Quick Start Field (continued)

Sort Columns
Any of the column headings may be sorted in ascending or descending order by clicking on
the heading name (e.g. Date, Expense Type, Merchant, Amount, etc.)

To sort date entries in ascending order, click the Date column header. @
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10. Option #1: Add Credit Card Entries from Quick Start Field (continued)

For our March 18-19 meeting example in Atlanta, Georgia; locate expenses by date that
may pertain to the expense report.

LANDMARK DINER AT

T

031 812009 Meals o 1817 USD
03192009 Lodging QUALITY INMISUITES 27.00 USD
03A9/2009 Lodging QUALITY INMISUITES 178,00 USD

JOCKS AND JILLS
03M 92009 Meals N 14.91 USD
03/19/2008 Parking ﬁﬂET‘f‘JLEARlALM'TCHELL £4.00 USD
11. Option #1: Add Credit Card Entries from Quick Start Field (continued)

To view more information about the Meals credit card transaction from 03/18/2009,
click the Meals hyperlink. [22]0318/2008 Weals]

12. Option #1: Add Credit Card Entries from Quick Start Field (continued)

In the Create Expense Report, My Wallet Detail screen:
Create Expense Report

My Wallet Detail
FRED TRAVELER

Review the information listed.

s = ol i
Payment Type: Corporate Card

Merchant: LAMDMARK DINER AT LUCKY 5

Expense Location: ATLAMNTA, GA

Cardmember Number: Rl W WA 006 B

Transaction Amount: 1817 USD Country: USA

Exchange Rate: 1.00000000 Custorm - Direct

Reimbursement Amt: 1817 LUED

Description: ﬂ
City: ATLAMTA

Return to by \Wallet

In this Meals credit card transaction example, we can only update information for the
Expense Type field. This is due to the electronic file transmission from US Bank to
UW-Madison.

When finished, click the Return to My Wallet hyperlink.
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13.

Option #1: Add Credit Card Entries from Quick Start Field (continued)

In the Create Expense Report, My Wallet screen:
|Create Expense Report

My Wallet
FRED TRAVELER

Under the Select column, on the left-hand side of the screen:

Select

Choose the credit card transaction(s) you wish to add so that a checkmark | displays.

LAMDMARK DINER AT

¥

031182000 Meals

LUCKY S

1817 USD

I
¥

03119/2008 Ladaging

03/119/2009 Meals

CUALITY INMISLITES
JOCKES AMD JILLS

178.00 LISD

14.91 USD

LLC ChM

14.

Option #1: Add Credit Card Entries from Quick Start Field (continued)

When finished selecting credit card transactions to add to the expense report:

Click the Done button, located at the bottom of the screen.

15.

Option #1: Add Credit Card Entries from Quick Start Field (continued)

In the Create Expense Report, Expense Report Entry screen:
Create Expense Report

Expense Report Entry
FRED TRAVELER

a. The corporate credit card transactions from the My Wallet repository are transferred to
the expense report.

‘Expense Type

‘Expense
Date

*Amount

Spent Currency

*Payment Type

*Billing Type

| Ladging |

03Mnarzong

178.00 (USD

Carpaorate Card

|outorst x|

*Detail

| Meals i

03narzong

14.91|USD

Corparate Card

| out-orst x|

*Detail

|Mea|s j

031812009

1817 |USD

Corporate Card

IOut—of—St vl

*Detail

b. The Payment Type column indicates Corporate Card to identify the US Bank corporate
credit card transactions.

16.

Option #1: Add Credit Card Entries from Quick Start Field (continued)

After you enter your first expense type, the Quick Start field is hidden and unavailable.

Add Subsequent Credit Card Entries
If you need to add subsequent credit card entries to the expense report, skip to
Step 19, Option #2: Add Credit Card Entries from Add Button.
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17.

Option #1: Add Credit Card Entries from Quick Start Field (continued)

To save any changes you have made, click the Save For Later button.

18.

Option #1: Add Credit Card Entries from Quick Start Field (continued)

Save for Later
The first time you click the Save for Later button, a unique document number
(e.g. Report ID) is assigned to the expense report. This number does not change throughout
the lifecycle of the expense report.
[Report ID: 0000004887]

Subsequent times you click the Save for Later button, all changes made to the expense
report are saved.

Note: If you accidentally exit e-Reimbursement, you can retrieve the expense report by
using the menu path: Employee Self-Service > Travel and Expense Center >
Expense Report > Modify.

[Skip ahead to Step 28].

19.

Option #2: Add Credit Card Entries from Add Button

In the Expense Report Entry Screen:
Expense Report Entry
FRED TEAVELER

Another way to add Corporate Credit Card transactions to an expense report is to select an
Add option. The Add button is located to the left of the Check For Errors button.

Customize | Find | view Al | 8 First [{] .50t 5 [F] Last

[ Overview
Select | |'Expense Type ‘Expense Date | ‘Amount Spent | *Currency | ‘Payment Type “Billing Type
| Airfare-Coach Only [0zinz2009 i || 259.00 |USD | University Prepz x| || out-of-5t x| |*Detail

[meals 0318/2008 18.17|USD Corporate Card | out-or5t 7| | 7Detail

| Other Travel [0zi19/2009 5 || 4.00 |USD | Personal Funds x| || out-of 5t = | |*Detail

Ao o
HH|FH FH] &

=l
=l
[ Meals | |03 ar2008 14.91|UsD Comorate Card || Out-of 5t 7| | *Detail
[
[

| Lodging 0318/2009 178.00|USD Corporate Card | Out-of-5t | | *Detail

Copy Selected | Delete Selected | INew Expense LI Addl 4— Check For Errors
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20. Option #2: Add Credit Card Entries from Add Button (continued)
a. Click the drop-down arrow E] next to the Add button.

b. Choose the Expenses from My Wallet... list item.
Mew Expense x| Add

‘Expenses from My \Wallet
Multiple Expenses...
Mew Expense

Note: e-Reimbursement uses the term, My Wallet, to describe the storage area for corporate
credit card transactions.

21. Option #2: Add Credit Card Entries from Add Button (continued)

|

To display corporate credit card transactions to add to the expense report
(e.g. Entries from My Wallet), click the Add button.

Expenses from by wWallet..,

22. Option #2: Add Credit Card Entries from Add Button (continued)

a. If you are creating a new expense report, the Create Expense Report, My Wallet
screen displays for the traveler. If the expense report ID is NEXT, this means you have
not yet saved the new expense report by using the Save For Later button.

Create Expense Report

My Wallet

FRED TRAVELER Report ID: NEXT

b. If you are modifying an existing expense report, the Expense Report, My Wallet

screen displays for the traveler, along with the expense report ID number.
Expense Report

My Wallet
FRED TRAVELER Report ID: nooooo4ea7

The My Wallet screen contains credit card transactions that have not yet been assigned to an
expense report. Note: If no transactions are shown, contact the DolT Help Desk.

Selectiterns and selectif a Personal Expense. Press 'Done'to add them to the expense repart.

S Merchant Amount Personal Expense
Type

r 03/01/2000 AMArE-COACh | oo e er 37.70 USD r
Snly

r 03/01/2009 g:lare-w NORTHWEST 542 B0 USD r

[ 030772009 Meals TEXAS ROADHOUSE 28.00 LsSD Il

- 03/09/2009 Gas BP OIL 35287614 5.00 USD -

A US Bank logo [®#] displays for transactions originating from the US Bank Corporate
Travel credit card.

Sort Column Headings
Any of the column headings may be sorted in ascending or descending order by clicking on
the heading name (e.g. Date, Expense Type, Merchant, Amount).
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23.

Option #2: Add Credit Card Entries from Add Button (continued)

Locate one or more corporate credit card transactions you wish to add to the expense report.

~ 0311812000 Parking &ETT,“I‘_EATAL GHELE 54.00 USD

For our March 18-19 meeting example, we will select a Parking credit card transaction
dated 03/19/20009.

24,

Option #2: Add Credit Card Entries from Add Button (continued)
Under the Select column, on the left-hand side of the screen:

Select
Choose the credit card transaction(s) you wish to add so that a checkmark | displays.
= 031 8/2008 Parking

25.

Option #2: Add Credit Card Entries from Add Button (continued)
When finished selecting credit card transactions, click the Done button.

26.

Option #2: Add Credit Card Entries from Add Button (continued)

In the Expense Report Entry screen:
Expense Report Entry
FRED TRAVELER

a. The Parking credit card receipt from the My Wallet repository is transferred to the
expense report.

Customize | Find | View A L] First (1] 1. cr s [ Last

[ Owverview !
Select | |*Expense Type *Expense Date | *Amount Spent | *Currency | *Payment Type *Billing Type
| Meals 03/18/2009 14.91 |USD Corporate Card | out-or-5t | | Detail

| Lodging 031972008 178.00|USD Corporate Card | out-or-5t | | Detail

-
-
| ||meals
-
-

031852009 1817 |UsD Corparate Card |Out—0f—8tj Detail

| Other Travel |03maiz009 [H || 4.00 |usD | Persanal Funds x| | out-of 5t > | Detail

L] Ll L L L

| Airfare-Caach Only |0z/02/2009 [+ || 259.00 |USD | University Prepz | | out-of 5t x| | Detail

Fl| F | F|(H| B

| Parking 031972008 54.00|USD Corporate Card | out-or-5t = | |*Detail

K

b. The Payment Type column indicates Corporate Card to identify the US Bank
corporate credit card transactions.

27.

Option #2: Add Credit Card Entries from Add Button (continued)

In the Expense Report Entry screen:
Expense Report Entry

FRED TREAVELER

To save your changes, click the Save For Later button.
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28. In the Totals section, at the bottom of the screen:

Employee Expenses: 528.08 USD Due Employee: 4.00 UsD

Non-Reimbursable Expenses: 0.00 UsD Due Vendor: 265.08 UED

Prepaid Expenses: 259.00 USD

Employee Credits: 0.00 UsD

Vendor Credits: 0.00 UsD

Cash Advances Applied: 0.00 LSh

Employee Expenses = Grand Total dollar amount of the Expense Report.

Prepaid Expenses = Total dollar amount of all payment types listed as University Prepaid.
[Expenses prepaid by University or with Procurement credit card (e.g. P-card)].

Due Employee = total dollar amount of all payment types listed as Personal Funds.
(Payment will be made to employee traveler via electronic funds transfer).

Due Vendor = Total dollar amount of all payment types listed as Corporate Card.
(UW-Madison will pay vendor, US Bank directly; no out-of-pocket costs to the Traveler).

29. Submit Expense Report for Approval

If you are the traveler, you may submit your expense report for approval.

Click the Submit button,

30. Notify Traveler Button (for Alternates/ Delegates of Traveler)
If you are entering an exiense reiort for another UW employee, you will see a
Notify Traveler button instead of a Submit button.
31. You have saved time creating a new expense report (or modifying an existing expense

report) by selecting Corporate Credit Card receipts to assign to the expense report.
Next steps

When the expense report is approved for payment:

a. The employee traveler is notified by email.

b. UW-Madison pays vendor, US bank, directly for expenses purchased with
employee’s Corporate Card.

Note: The employee traveler will continue to receive a copy of the US Bank corporate
travel credit card statement at work or home, per usual.

End of Procedure.
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