Expense Report Procedure

For Reconciliation after Travel is completed you will submit an Expense Report (ER)
Checklist:

o Travel Authorization must be approved prior to submitting an Expense Report.
o Please check your supporting documents and ensure they meet the
requirements:
= Receipts that show payment method (ex:Visa, Mastercard etc)/Balance
shows paid/Balance is 0. Documents that state it’s been fully paid
= |f unable to find the receipt, bank/credit card statement with the charge is
acceptable (you can blur out information that you do not wish to show)

1. Log into PeopleSoft using myportal.sdccd.edu

@ mySDCCD Lngin

By logging into mySRCCD, you are agreeing not to disclose confidential information
protected by privacy'! ﬁ Unauthorized access and/or use of this system is prohibited.

User ID: ! fyumul

Password

200000000 L

m Forgot your Password?

Regular system mainienance takes place betwesen 04:00 and 06:00 AM PST on Thursday mornings.
During this pericd certain sections of the system may not be available for use.

Need Assistance? Student Help | Employee Help

2. Click on Finance Dashboard icon

m

Finance Dashboard




3. Click on Travel & Expense

Finance Dashboard
1 \Procurement v
! Travel & Expense w
4. Choose Expense Report
! Travel & Expense ~

avel Authorization

Expense Report

5. The Empl. ID Field should be pre-populated with your #. Click on “Add” to create a new
ER

Expense Report

Eing an Existing Valus Add a New Value

Empl D 3330002461 QL

Koo

6. Click on Quick Start dropdown menu

New Window | Melp | Personalize Page |

Create Expense Report o 2. Sugumary and Subemt

Naocy Lane

Choose “A Travel Authorization”
Click “GO”



7. Click “Select” to choose the appropriate TA for this travel

Copy from Approved Travel Authorization

F Date D7/14/2016 [54] To 111472016 [= Search
Travel Auth Description Authorization ID  Date From  Date To Amount Currency
Select Debt Symposium San Diego 0000002395 11/042016  11/04/2016 50.00USD

8. Make necessary changes and updates to the amounts and dates. Make sure amounts

reflect supporting document

Expenses
Expard M | Ceitapeo M Al | T Wy Wl (D) | ¢ Quocra Totabe (0 Lines) MWW uso
Tk Lo Type “Descrpton Faprent Type Aot Currorcy
INBATRIE (i | Mootngs & Corferences = MEETNG LN Pragud Howd & Coolewn(z] 000 UsD s BE
I Type rtverist Dok ] H Rucsive Sy ¥ Diatusth Kane Eachunge ot 19000000 7, [
Moo o Duatie Crantaimnt Are 000 Ush
N Fascena

9. Click "Save for Later” to save your work and obtain an ER-#

5 Surwrery and Suterd

Modify Expanse Report
s B0

ey |ame

“Dusswns Papose Frofessone Dewdogesent

Repat Q0000OEIM ey
Ragon Descripfion Debt Symposm Ban Dege Dwlonik Loceton

Fodsivnce A Aarhodiaation 1D 2000000335
o Amatmrwnts ‘j

10. Upload receipts for actual expenses as an attachment.

11. Click on “Summary and Submit” to submit for approval.
Modify Expense Repor hﬁ ot Subrmt

Mancy L Actons | Chooso B0 Ak = GO

12. Check the box to certify accuracy, then click “Submit Expense Report”

Modify Expense Report T Sove d Lt | ([55 Evprvae Dt

Drsocns an Acken [# ©O

Tasneas Pupose Prodecsonud Dewiop st Report QOGN Passing

“Dhescrpton Duds Syrrpnssarn Sae Ougy
Redoteocn

Totals Notes fo Aahwents

Eonglingww Enpretines |1 Lo Eavpboywe Cresfts nm wsp
Coanh Adwwncem 00 Us Sapples Conditn 0m 80
0.00 USD

V1 By cheching this boe, | enitity B ¢ shviimst e occmate et conrgply with experme jolcy

Supewt Eaponse Rapont




13. If a red flag appears, an error has occurred that must be corrected.

An entry may be required in the Older Transaction Comment field if the dates
are older than 1

"Expaensn Type

Diestrgtae Piagtrnent Tppni et Custurny
ra % M MW & Corfereces - " VEETING U Progd Hotel & Corfrwnis | S T A =
Ting Type! omal Disiw] ¥ Roceqn Spi ¥ Dataise Fote *Fackange et 1000000 7,
Ny Heindne ol Hetmbwrsemwer A Rl uUs
N lizcaipt
——
Older Transaction Explanation
Help

Expense Report

Older Transaction
Nancy Lane Report D 0000003334
The date entered for the Meetings & Conferences expense on line 1 is older
than what is allowed by company policy. Please provide an explanation as to
‘;'!‘Zved due 10 systeen msons

oK

Once the errors have been fixed click on Summary and Submit again, then click Submit
Expense Report after ensuring that the box is checked.

Modify Expense Repor

G S Lanw | | Sevwvawy ond Subom
Nancy Lanw _Jhr.--n CIO00 B0 A - oo
By checking this box, | certify the e: submitted are accurate and comply with expense policy.
Submit Expense Report
Click OK to confirm:
Create Expanse Repont
Save Copgfirmation
Totals
£ Exponses (1 Line) 00 UsH Non Relnbarsable Expensos 000 UsH Employee Credits 000 USD
Advances Applied 000 UsH Prapald Exponses S000 UsO Supplier Credits 000 Lsn
Amount Due to Employee 0.00 USD Amount Due to Supplier 0.00 USD
oK Cancel

Wait for a red notification that the ER has been submitted. The status changes to Submission

in Process:

)]




Your expense report 0000003334 has been submitted for approval.
Business Purpose Professional Development Report 0000003334 Submission in Process

Description Debt Symposium San Diego Created 10/14/2016  Nancy Lane
Reference Last Updated 10/14/2016  Nancy Lane




