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Explore the World of
e-Reimbursement
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What is e-Reimbursement?

»Web-based travel and expense reimbursement for UW-Madison

»Electronic routing of expense reports and approvals with email
notification

»UW-Madison’s implementation of the PeopleSoft Expenses
module

Part of Shared Financial System (SFS) already in place at the
University of Wisconsin and includes the following modules:

Asset Management

Accounts Payable

General Ledger

Grants (branded as UW WISPER)
Purchasing

Expenses (e-Reimbursement)



What are the benefits?

» Approved reimbursements paid within 3-5 business days

» Electronic deposit for employees

» Prepare, submit, approve expenses anywhere, anytime
» Expenses entered by date incurred to match receipts

» Account codes, locations, and rate limits built into the
application
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< What Can | Use

e-Reimbursement For?

1. Expense Reports

» Travel-related expenses incurred on or after October 1, 2008

» Non-Travel related reimbursements which did not require a purchase
order. (Purchases over 55,000 require a purchase order)

Please note: Use of the P-card is recommended for the following:
 Lodging

e Airfare

* Large purchases

* Frequent purchases

Submit expenses within 60 days™ after travel or expense has occurred
*Submissions after 60 days are subject to approval of Division/Dean’s Office
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o Additional Features

2. Travel Authorizations

Pre-trip approval and planning required by some colleges &
schools on campus

3. Cash Advances for travel

All cash advances are received by submitting an electronic travel
authorization (noted above).

System access to request a cash advance is granted by request of
your Dean’s office.

Visit the Accounting Services Website for more information:
http://www.bussvc.wisc.edu/acct/TEWeb/index.html



http://www.bussvc.wisc.edu/acct/TEWeb/index.html

What forms does it replace?

v Travel and Expense Spreadsheet Form
v'Direct Payment Form for Employees
v'Paper Travel Advance

v’ Paper Group/Team Travel Cash Advance



Do I still need to fill out the
Travel Approval Request form?

NO

As of September 2011,
the Travel Approval Request form for
out-of-state travel done on GPR funds
is no longer required.



How does 1t work? Workflow

Workflow uses electronic routing to complete
transactions.

 Department ID numbers determine where
transactions will be routed through workflow.

* E-mail notification informs users where transactions
are in the workflow process.

STEP 3 STEP 4 $$$$
Traveler or Traveler Approver Auditor Traveler
Alternate submits reviews validates receives
creates expense receipts funding string direct
expense report for exceptions and approves deposit 3 to
report approval and for payment 5 days after

approves approval



e-Mail Notification

e e-mail is an important tool for e-Reimbursement users.

* e-Reimbursement uses e-mail to notify Travelers,
Approvers, and Auditors where the expense report
and/or travel authorization is in workflow.

* For example, when the Traveler clicks on the "Submit"
button, an email is sent to notify the Approver that the
expense report is ready for approval and so on.



Sample WiscMail Notification to Approvers

Wisc[NET

Folders Inbox Junk Mail Sent Trash Drafts Addresses Options Help / News QETRelTis

ISeIect Folder 'l | Inbos Messenger Express w3.07 (3) | Uparade to a Client
] &=
L3 @ @ é‘ m % ':—*l' A v @ O |M0ve message to folder: j

Compose Reply Reply All Forward Delete Printable Add Addresses | Previous Mext | Close Submit Spam
From cuccia@doit.wisc.edu »

Sent Sunday, January 25, 2009 3:21 pm
To SMERUCCI@BUISSYC WISC.EDY |, cuccia@doit. wisc.edu
Subject Approval requested for expense report 0000000185 for TRAVELER,LORI - Meeting at UWM 1214N09

An expense report has been submitted that requires your action:

Employee 10 TRAVEL3O

Employes Name: TEAWELER,LORI
Submission Date: 2009-01-25

Report Description: Meeting at UWwM 12JANOD
Report ID: ooooo0018s

Business Purpose: Business

Amount: 65 UsSD

You can navigate directly to the approval page by clicking the link below:

https:/ftrain. sfstest. wisconsin.edu: 8512/ psp/sftrn-B0/EMPLOYEE/ERP/C/APPROVE EXPEMSE TRAMSACTIONS.EX SHEET APPR.T

Mode=UgSHEET ID=00000001858LIME MBR=1

Approvers can use the hyperlink in the e-mail
to link directly to the expense report

&l [ BT [ |5 [ ntemet
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How do | log into e-Reimbursement?

2} UW-Madison NetID Login Service - Microsoft Internet Explorer O] x|
J File  Edit iew Fawvorites Tools  Help | f,'
[ — n C —
= 2 ) ~'F i 2 . . 7 ﬁ s
J 0 Back = | |£| |EL| | Search “p.f Favorites {i (= - rlf'” .‘i
J.ﬂ.gdress Iﬁj https: [ flogin.wisc, eduf?appurl=my . wisc,edufportal j a0
|Links &) DoIT Staff KB &) DoITLAN & DolTnet & MyUw &) Wischail Administration (&1 WiscMail Plus & DalT - STAR Time Entry

MY UW  SEARCH  PEOPLE

r ) WISCONSIN

" VAT —\ =
%u,/ UNMIVERSITY OF WISCONSIN—MADISON

Log into My UW Madison with your Net ID

NetlD Login
9 and Password.

| v

Prior to using My LW, you must loghh with your NetlD.

LOGIN
NetiD || |
What is iy MetlD? {ie. bbadget)
Pas s ord | | 08/26 Teaching and learning through My UWW-
Forgot wour password? Madison
07/27 Microsoft released two patches July 28
More Myl nesves
About UWW-Madison
Close all web browser windows Help Desk Documents
’ ’ Scheduled Maintenance
when you are ﬂn|5hled (gwt on a em Recommendations
Mac). When you login with your Terms of service
MetlD, you are automatically logged Ideas for content? Contact Us!
in to other services that use the Feedhack

MetlD Login Service.

i€l LT B [ miemet
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Click on the My UW Services Tab
Select ‘e-Reimbursement — Log In”

Course Guide

Academics

Work Record

@Wiscrﬂail t@tﬂisctal [:D}My WebSpace ([]/My Bookmarks

Customize this page: Add/remove content Rearrange layout

My DoIT Help Desk Cases
You have no open calls with the Help Desk.

Log a New Call | Review Past/Current Calls
DolT Help Desle, 264-4357, help@doit.wisc.edu

1210 W. Dayton 5t., Madison, Wisconsin

DoIT Departmental Consolidated Billing Invoice

DoIT Departmental Consolidated Billing Invoice

Data is available for the last 13 months

Your monthly DolIT Departmental Consclidated Statements will be

available for viewing no later than the 1st of each month.

NOTE TO STUDENTS - Consolidated charges are
department only and are not individual charges.

Printing Instructions PDF Instructions

UDDS Pattern Match: [AlT

Enter Billing Date: |JEH 2010 V| [ Submit

Uw. HOME UW SEARCH PEOPL
i v 8 L i P

Logged in as: STEFANIE DESHETLER-MERUCCI

Financial Information Resources

e-Reimbursement - Log In >

SR =11 1102w 1p=3=1001=1 0 L wmamun  = 1111 RIW
e-Reimbursement - Website Resources
e-Reimbursement - Help

WISDM - Financial Information System
(including grants/awards)

WISDM Related Tools

Campus Chat Connections

£ Ask Bucky
__,//I Got Questions? Ask Bucky is your source

an Library
_J &Ask a Librarian about vour library and

ﬁ:‘. NolT Heln Desk

for campus and community information.

research questions. (]
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TRIVERSITY OF
WISCONS N SYSTEM
Shared

Search:

[ My Favorites

[ Employee Sel-Service
[> Manager Sel-Service
[ Travel and Expenses
[> Reporing Tools

— hily Personalizations
— hily Svwstern Profile

') Financial System

)

Create Expense Report

Addto Favartes

NewWindu‘ ustornize Page | e

Expense Report Entry
TERESA TRAVELER

Quick Start: [ EGnE Fepor

o
‘Description: I
‘Business Purpose: I

Default Location: I

Accounting Defaults

{ Overview '|

PeopleSoft’s User Productivity Kit “UPK” is an
online help tool that :

« assists employees with using the system
* demonstrates step-by-step instructions

* uses simulated or live environments.

* is being developed and customized for use at

the university.

" CRPET=E LalBLLSLY 1] LY o _ Iy
select _Expense lype p _Hayiment [ype VD
Select Expense Type Date Spent *Currency P ent Type Twne
| =
| =
| =l
| [l
Copy Selected | Delete Selected | |New Expense =] Addl Check For Errors |
Employee Expenses: 0.00 UsoD Due Employee: 0.00 Uso
Non-Reimbursable Expenses: .00 UsD Due Vendor: .00 UsD
Prepaid Expenses: 0.00 wsD
Employee Credits: 0.00 UsD
Vendor Credits: .00 UsD
Cash Advances Applied: 0.0 uso -

l_ l_ l_ l_ ré_ |a Internet
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How do | enter my expenses into e-Reimbursement?

UNINERSITY DF
WISCARSIN SYSTEM

' Shared
=) Financial System Home Add to Favorites
=113
Expense Report Entry -
TERESA TRAVELER User Defaults Report ID: ooooon18a7
&
‘Description: |NY Botanical Gardens Comment: Conference at Mew York Botanical |
—_— Gardens from 03AUG0S to 05ALG0S
Business Purpose: |Conferen|:e j Left i@ 5:30am: Returned @ 8:300m 7
Status: Pending Reference: [oanz030808 Travel dates farmat
Default Location: |NEW YORK, MY Q Last Updated: 08281200
Post State: Mot Applied
#1 - Expenses are entered
| Accounting Defaults More Options: |

by date incurred and total
dollar amount to match

Customize | Find | View All

{ *Overview '\ [FH

Select] |'Expense Type ‘Expense Date | *‘Amount Spent | Currency | *Payment Typ)
= | [irfare-Coach only =] |[o7m1sz009 | 256.40 | 5D [University Prs
| [todging =] |[neisszo0a B || 517 28 \lSD [Corporate C3
| ||meals | ||osiarzo08 [+ || 40.00 U
) [weals =] |[oeroarzoog & || 30.00 \ISD [Fersonal Fun
| [Tax =] |[oerosizoog | [Corporate C3

40.00 \ISD

Employee Expenses:

Prepaid Expenses:
Employee Credits:
Vendor Credits:

Cash Advances Applied:

Non-Reimbursable Expenses:

883.68 USD
0.00 Uso
256.40 USD
0.00 Uso
0.00 usD
0.00 usD

CDD\IWHW|_WWEE_'

Due Employee:

Due Vendor:

=] a]

Definition of Tatals

Save For Later

Submit

receipts.

#2 — Expenses are
categorized and entered by
expense types.

#3 - Meals are entered per
day combining breakfast,
lunch, and dinner on one
expense line for each day.

Expense Report Project Summmary Printable Wiew

&l

’_ l_ l_ l_ E |4 Internet
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How do | know which payment type to use?

UNIVERSITY OF
WISCAHRSIN SYSTEM

Shared
" ) Financial System Home Addd to Favorites Sign out
=113
Expense Report Entry -
TERESA TRAVELER User Defaults Report ID: 0000001887
&
‘Description: |NY Botanical Gardens Comment: Conference at Mew York Botanical =
‘Busi P i con j Gardens from 03AUG0Y to 05ALGOS
usiness Purpose: I nierence Left i@ 5:30am; Returned @ 8:300m T
Status: Fending Reference: |ueusu3uaus Travel dates Tormat,
YYMMODDMMOD
Default Location: |NEW YORK, NY Q Last Updated: ngrzezoon By TRAVELTD
Post State: Mot Applied

University Pre-Paid
|_ sosounting Detauts More Options:_ | »Purchases made with your department’s
Customize | Find | view sl | 88 First [4] procurement ca rd (p-ca rd)

{ *Overview ' =¥

Select| |'Expense Type *Expense Date | *“Amount Spent | *Currency | *Payment Type *"Billing T

I | |[Airare-Coach Only | ||o7m1iz008 || 256.40 |USD | University Prepz | || fut-of- Corporate Card

| |[Lodging x| ||oamsrn0g = |f §17.28 |USD | corporate Card ||| fut-orS » Eliminates OUt'Of'pOCket Spendmg

| |[Meals x| ||oamarzn0g = |f 40.00 |USD [Personal Funds x| || Suisar- >Payments made dlreCtly to US Bank
| |[Meals | ||oamarz0g [ || 30.00 |USD [Personal Funds | || fut-or-5 » Credit Card transactions Import dlreCtly

o ”
| |fTax | ||oamsizn0g [ || 40.00 |USD | Corporate Card ||| ut-ors from My Wallet” into expense reports
CopySelected | [ Delete Selected | | New Expense jﬂl _J che
Personal Funds

Employee Expenses: 88363 USD Due Employee: T0.0 >PurChaseS made Wlth employees
Non-Reimbursable Expenses: 0.00 USD Due Vendlor: 557.2 persona| funds or credit card

Prepaid Expenses: 28640 USD

Employee Credits: n.oo Uso |

Vendor Credits: 0.00 UsD

Cash Advances Applied: 0.00 UsD

Definition of Totals Update Totals | b
SJE708 For LelEr SO Expense Report Project Surnmary  Printable Yiew - 15
€] [ [ [ [ |5 (e mwteme




System generated alerts for Travelers

UMINERSITY DF
WISCORSIN SYSTEM

Shared
= Financial System Home:
[=»
Expense Report Entry
TERESA TRAVELER User Defaults Report ID: nonooonteay
o
‘Description: |N‘rr Botanical Gardens Comment: Confarence at Mew York Botanical =
—_— Gardens fram 03AUG0S to 05AUGDY
Business Purpose: |C|:|nference Left @ 5:30am; Returned @ 2:300m T
Status: Pending Reference: [pane030808 Travel dates format
YMMDDMWMO D
Default Location: INEW YORK, WY Last Updated: perzeizone BY TRAVEL1G
Post State: Mot Applied
| Accounting Defaults More Options: I j _IGO |

Copy Selected | Delete Selected

Select 'Expense Type ‘Expense Date | *Amount Spent | *"Currency | *Payment Type *Billing Type
r | Airfare-Coach Only =l ||o7m1izo08 5 256.40 |USD | University Prepz x| || out-or5t 7 | | Detail
r | Lodging = ||oamsizong = 517.28 |USD | Corporate Card > || outorst > | |Detail
r | Meals | ||oemaizo0g 5 40.00 |USD | Personal Funds > || out-orst > | | Detail
r | Meals | ||oam4iz008 5 30.00 |USD | Personal Funds > || out-of-5t > | | Detail
I‘Q:,Taxi = ||osmsizo08 5 40.00 |USD | Corporate card > || Out-o-5t >

|New Expense

=] g

Check For Errors

Employee Expenses: 883.68 USD Due Employee: Tooo UsD
Non-Reimbursable Expenses: 0.0o0 LsD Due Vendor: 857.28 USD
Prepaid Expenses: 28640 USD
Employee Credits: 0.00 UsD
Vendor Credits: 0.0o0 LsD
Cash Advances Applied: 0.00 UsD

Add to Favorites

If errors are found,

they are marked
with a red flag
icon. |

Click on the red
flag to view and to
correct errors.

Update Totals | |

Expense Report Project Summary  Printable Yiew

| Ciefinition of Tatals

Sawe Far Later Submit

€] L[5 (e nternet
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System generated alerts for Travelers

UNIVERSITY DF
WISCORS I SYSTEM

Shared
o Financial System

113
LPYpense Report \
Expense Detail for Taxi (Line 5) é’
TERE FRAWELER Report ID: 0000001897

Please enter or update the following information:
F’ Description

About This Expense

Ao to Favorites

Each expense type has a unique
details page that requires specific
information pertaining to that
expense type.

If information is missing the system
will alert the Traveler.

*Expense Date: IDBIDSW []
*Payment Type: Corporate Card |
*Expense Billing Code: | Out-af-State =] I Non-Reimbursaj
*Location: [NEw YORK, MY Q
*Amount Spent: I—dﬂﬂﬂ
*Currency: (W}=1 8]
*Exchange Rate: Im o
¥ Default Rate
Reimbursement Amt: 40.00 USD

/

Location Amount: |
Mo Receipt: |

Accounting Detail

Eeceipt Split

Credit Card Selection
Check Expense For Errors

Return to Expense Report

Areceiptis required for expenses greater than $25. Please referto appropriate documentation far

Travelers will also be notified if
they have exceeded the
maximum for each expense
entered and are required to enter
an explanation.

The system will notify the traveler
when a receipt is required.

rules regarding receipts

]

I_ l_ l_ l_ E | mternet
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Submit Expense Report for Approval

EXpense Keport Entry

TEREZA TRAVELER User Defaults Report ID: noooont&az

o
‘Description: |NY Botanical Gardens Comment: Conference at Mew York Botanical
—_ Gardens from 03AUGOY to 05ALGOY
Business Purpose: | Conference [ Left @ 5:30am: Returned i@ 8:30om 7
Status: Pending Reference: [0a0z030805 Travel dates farmat.

YYMMODMMDD

Default Location: INEWYORK, MY Q Last Updated: owzeizons BY: TRavEL1A
Post State: Mot Applied

| Accounting Defaults More Options: | j_IGO |

Copy Selected | Delete Selected

Select| |’Expense Type ‘Expense Date | *Amount Spent | *Currency | *Payment Type “Billing Type
I~ | ||Airfare-Caach Only =l|joviotzo09 || 256.40 |USD [ University Prepz = || out-of-5t =] | Detail
I | ||Lodging | ||oarosszo0a [ || 61728 |USD | carporate Card =] || Outof-5t *| | Detail
I | ||Meals ~|||oaraszo08 [ || 40.00 (USD [ Personal Funds =] || out-of-5t > | Detail
| ||Meals ~|||oas4szo09 [ || 30.00 (USD [ Personal Funds =] || out-of-5t > | Detail
| || Tad = |[oamsszo0g i |f 40.00 |USD [Comorate Card =] || out-of-5t =] | Detail

| |New Expense

] s

Due Employee:
Due Vendor:

70.00 UsD
557.28 USD

Definition of Totals

Update Totals |

Employee Expenses: g83.68 USD
Mon-Reimbursable Expenses: 0.o0 uso
Prepaid EXpenses: 28640 USD
Employee Credits: 0on uso
Vendor Credits: 0.00 USD
Cash Advances Applied: 0.o0 uso
Sawe For Later |( Submit D
ﬁj v

Expense Report Project Surmmary - Printable Wiew

To submit your
Expense Report for
approval, click the
Submit button.

Only Travelers can
submit their own
expense reports
even if an Alternate
creates it.

I_ ’_ ’_ l_ E |4 Internst
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Expense Report:
Acknowledgement and Statement of Accountability

UNIVERSITY DF
WISCOMSIN SYSTEM

pAa Shared
L" Financial System Home Addd to Favorites
4

[E
Mew Window | Help | Customize Page | nm

Acknowledgement and Statement of Accountability

| am accountable for the claim(s) being submitted and accept responsihility to justify any costs or claims subject to review or scrutiny
by

--Federal, State or University officials and auditors. EaCh t|me VOU SU bmlt an

--State taxpayers, interested public and media outlets.

--Bponsors of funds. Expense Report’ the

| ceify claimis) being submitted are: Acknowledgement and

--Actual costs personally incurred net of any expenses provided or covered by other sources, .
--Bubmitted by myself and not by 3 proxy falternate) on my hehalf Statement OfACCOU” tablllty

--Buginess related and support missions of my unit, UW or the State.
--Allowable and in compliance with regulations and limits.

--Supparted by required receipts, justifications and documents. SC ree n d ISplayS.

--Allowahle and appropriate for funding sourceds) indicated.

| am aware of consequences for fraudulent unethical claims, including:

--Intentianally falsifying ar filing a fraudulent claim is considered to be a class C felony in Wi Statutes 839.50¢83), for which penaltyis a
fine notto exceed §10,000 or imprisonment not to exceed two vears or both,

--Reimbursement oftravel expenses not authorized by Wi Statute 946 12(4) is prohibited and any unauthorized reimbursement ar
payment shall he recoverable as dehtto the University from the person whorm the paymentwas made.

--In accordance with UWY Systern Administrative Code 8.01(1), every employee at the time of appointrment makes a personal
commitment to professional honesty and integrity. Falsifying or filing a fraudulent claim is a violation of this code which may result in

discipline, termination from the LW or both.

ok | cancel Click OK to except or Cancel to

return to the expense report

&1 I_ ’_ ’_ I_ |—§ | Inkernet
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What Should | Do With My Receipts?

» For receipt requirements see:
http://www.bussvc.wisc.edu/acct/policy/travel/receipt.html

> Receipts are required for all meal expenses over the maximum

allowed

> Give the receipts to the approver(s) in your department

> Your expense report cannot be approved without the required
receipts and documentation

Requirements

28

Receipt ALWAYS Required

Receipt Required When Claimed
Expenses Exceed $25

Receipt Not Required for Expenses Within

Set Limit

Airfare

Books and miscellaneous supplies
Vehicle rentals

Fleet vehicle rentals

Hosted meals

Laundry, cleaning, and pressing
Lodging

Meals over the maximum limit
Business communications:

Business facsimile charges
Phone calls

o o 0

Internet connectivity

Registration fees

Gasoline

Passports, visas, and innoculations
Local miscellaneous transportation and
travel-related fees:

Baggage and seat fees
Taxis

Shuttles

Trains

Subways

Limos

o 0o 0o 0 0o o o0

Parking and tolls

Personal meals

Bottled water during foreign travel:
$7.50/day

Personal phone calls: $5.00/day
Tips and gratuities for hotel
employees: $2.00/day

Porter tips: $1.00/bag

20



How Do | Know If
My Expense Report is Approved?

=} WiscMail - Microsoft Internet Explorer 1O =]

J File  Edit Wiew Fawvorites Tools  Help | 1',"
-6 - | e Favrices €5) | (- 2 o

(@ - © - %) (B (p] Pwwen Seren= @] 3- 1p @ - I B

J.ﬂ.gdress I@ https: [ fwiscmail wisc . edudoit, wisc, edufenfmail, html?sid=7j36ejHS6cMElang=en j Go

|Links & DoIT Staff KE @] DoITLAN @] DolTnet @] MyUw & Wischail Administration (& WiscMail Plus & DoIT - STAR Time Entry

Wisc R

Folders Inbox Junk Mail Sent Trash Drafts Addresses Options Help / Rewvis | KT Joll]s

ISeIect Folder "l | Inbox Messenger Express w3.07 (10) | Upgrade to a Client
2 @ &K & O 2 S @ i

Compose Reply Reply all Forward Delete Printable aAdd Addresses Frevious Mext | Close Submit Spam
From teresa.auditorf@wisc.edu 3
Sent Friday, August 28, 2009 403 pm

To cucciafdoit. wisc.edu

|M0ue message to folder:

Subject Expense report 0000001897 for 70 has been approved.
The following expense report has been APPROVED for payment:

An e-mail notification is sent to

Employee ID: TRAYEL1D

Employee Mame: TRAVELER, TERESA

Submission Date: 2009-08-28 you When your expense re pO rt
Report Description: MY Botanical Gardens

Report ID: oooooolesy .

Business Purpose: Conference IS approved for payment.

Total Amount: 883.68 USD

Eeimbursement Amount: 70 USD

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

https: /ftrain. sfstest. wisconsin.edug8512/psp/sftrn-BO/EMPLOYEE/ERP/C/ADMINISTER EXPEMSE FUMCTIONS . TE ExP SHEET IMQ.7
Mode=UaSHEET ID=0000001897

€l LT T[S (e mteret Z
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System Generated Alerts for Approvers

Approvers and Auditors have two opportunities to see

exception alerts
1. Prior to opening the expense report for review - Any expense report
that contains an exception will generate an alert in their worklist (queue).

Transactions to Approve S

Select Alert Transaction Type Total Unit Name Employee ID Description ;I'[;ansacnon [S}i:f;r
[ Expense Report 97.00 USD TRAVELERANA  TRAVELO1  Reassign by Workflow Trip 0000001746 0813
A | Expense Report 157650 USD TRAVELERAMA  TRAVELODT élg'l*t'i:n:;’:;”“t'”” in 0000001747 08M7
o i o 1
[ Expense Report 578.30 USD TRAVELTEACH,SUE TRAVTCH2 E; Planning ConfPSP March ;550001778 08120
5 -
A Expense Report 1,965.39 USD TRAVELERANA  TRAVELQr 2ua03UPK Trainingin 0000001844 08/24
Chicago
TR
A Expense Report 97612 USD TRAVELERANA  TRAVELOA 'Eigﬂ:r;h‘::' ei 0000001865 08/26
A Expense Report 805.00 USD TRAVELERANA  TRAVELpY 1L3ining&MNeeds 0000002002 09M4
Assessment —
A Expense Report 545,60 USD TRAVELERANA  TRAVELO1 TER091309 Biddick 0000002025 0916
L]
A Expense Report 2.846.07 USD TRAVELERANA  TRAVELOA Eiﬂtfng Pelformance mp.  pnnnopzizi 09123
A Expense Report 451.00 USD TRAVELERANA  TRAVELO1  Aug09 LSA Warkshop 0000002137 09/24
A Expense Report 205023 USD TRAVELERANA  TRAVELQY 2une09Tripto China - 0000002193 09/30
EVIMBA
MDA
[ Expense Report 242 50 USD TRAVELERANA  TRAVELOA :i?:n'brﬂ"eaue bysnon-  poppgozace 10114
A | Expense Report 93112 USD TRAVELERANA  TRAVELO1  Oct09 Meeting in Baltimore 0000002311 1019

22



System Generated Alerts for Approvers

2. After opening the expense report to approve —
All expense lines where the system generated a red flag for the
Traveler will generate an alert for the Approvers.

You can deny individual expenses and still approve or send back the overall report.

Expense Line [tems Customize | Eind | i
BC . . .
Expense Type Date Business Project Activity Rmm—w Currency EEE::}:‘ Rﬂiﬁﬁgj E‘:S;ﬁ:z
Unit -
LS~ Airfare-
A G %Eham co 1010112009 15.00 USD
rovers can .
pp Airfare-Coach Only  09/01/2009 326.40 USD Prepaid
click on the = ' Expense
exce tiOﬂ =y BUSINESS
P : G o iications | 10/03/2009 30.00 USD
. Lodaing 10/0312009 38472 USD Expense
details @ p
. ' Meals 10/02r2009 50.00 LSD
regarding the —
Meals-Hosted 10/01/2009 40.00 LsD
expense.
Cther Travel 10/032009 4.00 LsD
Parking 10/032009 21.00 UsD
i -"-".Il'fEIFE!-
@ CanceliChange Eee 10/032009 15.00 USD
@ Meals 10/032009 4500 LsD
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Want to Learn More?

Training is available

Options for Travelers :

e Monthly hands-on, instructor-led sessions -register on the OHRD website

eLearn@UW Online Course — self-register from the MyUW portal Services Tab

Options for Approvers/Auditors:

*Weekly hands-on, instructor-led sessions -register on the OHRD website
Visit the Accounting Services website at:

http://www.bussvc.wisc.edu/acct/TEWeb/index.html



http://www.bussvc.wisc.edu/acct/TEWeb/index.html

