Job Aid

Tae ResearcH FOUNDATION
The State University of New York

Assign an Allocation and Submit an Expense Report
in iExpenses Module

Contact: rftravel@rfsuny.org

Use this job aid to indicate the Project, Task, Award and Project Expenditure Organization to which your expenses will be charged, and to submit
your completed expense report in iExpense.

Tae RESEARCH FOUNDATION : anst
E)(IJEI‘ISE REIJOI‘tS Contact Uz Global Policy Home Logout Preferences Diagnostics

Expenses

Expenses Home | Expense Reports | Access Authorizations | Projects and Tasks | Payments Search

General Information  Cash and Other Expenses  Expense Allocations  Review

Create Expense Report: Expense Allocation

Use the fields below to update expense allocations for sele
#* |ndicates required field

@ TIP You can only upd

Select Expense Lines}{| Update Allocations ) ( Revert ) Iy Allocatmns _| Apply I

Select All | Select None

&

wpense lines. Apply an amount split to a single expense line. (_Bave ) [ Cancel ) | Back| Step 3 of4

Payment Receipt  Reimbursable roject Expenditure
SelectFocus Line Method Date Expense Type Amount  Amount (USD) Location Justificatior§Project Task Award rganization
O ¥V Al 464.76
O 1€ash 90 1an-2010 Lodging 222 76 USD 22276 | ¥ /650 Administration a| 5
Receipt Parish  at hotel . | {
O 2Per Diem 17-Jan-2011 Per Diem Meal Rates-Method 2 242.00 USD 242.00 Orleans meals not | ¥,

Parish  provided

(Bave ) [ Cancel ) [ Back] Step 3 0f4

Expenses | Contact Us | Global Policy | Home | Logout | Preferences | Diagnostics

Copyright (c) 2008, Oracle. All rights rezerved.
About this Page

Privacy Statement

Identify the Project, Task, and Award numbers to which your expenses will be charged by either selecting from the My
Allocations previously set up in your Preferences or typing in/searching for the information

Note: Use the Flashlight icons to bring up a Search window if necessary

The Project Expenditure Organization field automatically floods in based on your HR record in Oracle. You can change this
value by using the Flashlight icon to bring up a Search window

Or, PTAEO information may be selected using the My Allocations drop down box. Flou can also update or edit allocations.
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Contact Uz Global Policy Home Logout Preferences Diagnostics
f— R : Expense Reports
The State University of New York
Expenses

Payments Search

General Information  Cash and Other Expenses  Expense Allocations  Review

Create Expense Report: Expense Allocations

Use the fields below to update expense allocations for select
#* |ndicates required field

@ TIP You can only upd
Select Expense Lines:

ense lines. Apply an amount split to a single expense line. (_Bave ) [ Cancel ) | Back| Step 3 of4

= =0 ;
_Update Allocations ) (_Revert ) My Allocations (_Apply )

Select All | Select Mone | Expand All | Collapse All

Payment Receipt  Reimbursable Project Expen
ocus Line Method Date Expense Type Amount  Amount (USD) Location Justification Project Task Award Organization
¥ Al 464.76
Cash  50.Jan-2010 Lodging 22276 USD 222.76 EIA e 10732201 S 57 56098 | 57 650 Administration af 5
Receipt Parish  at hotel N N N ‘
2Per Diem 17-Jan-2011 Per Diem Meal Rates-Method 2 242,00 USD 242.00 Qleans meafs ot | rd rd 7 [650 Administration & 5
aris provi

(gave ) (Cancel ) [ Back| Step 3 of4

Expenses | Contact Us | Global Policy | Home | Logout | Preferences | Diagnostics

Copyrig h.t (c) 20068, Oracle. All rights reserved. Privacy Statement
About this Page

Select the line you will update by adding a checkmark in the appropriate box.
Note: The top checkbox will select all lines

Update Allocations button: Creates an allocation (PTAEO) and allows you to split the line(s) selected between multiple
allocations

Revert button: Defaults selected line to original settings

My Allocations drop-down menu and Apply button: Uses allocations you have previously entered and saved

Click the Next button from either the top or bottom menu to proceed to Step 4 and Submit your expense report

Research Foundation of SUNY




Job Aid

Tae ResearcH FOUNDATION

Assign an Allocation and Submit an Expense Report
The State University of New York

in iExpenses Module

Contact: rftravel@rfsuny.org
_ Note: A warning message will appear if a policy violation occurs

2 b - .
Tue REsEaArRCH FOUNDATION ContactUs Global Policv Home Logout Preferences Diagnostics

, Expense Reports

£ New York

Expenses

Expenses Home | Expense Reports | Access Authorizations | Projects and Ta: | Payments

General Information  Cash and Other Expenses  Expense Allocations  Review

/N Warning

This expense report contains policy violations. Use the warning icons to review. If necessary, return to the previous page to update an expense line or to include a reason for violation in the justification.

Create Expense Report: Review
Review the expense report below before submission.

| _Save | | Cancel ) | Back| Step 4 of 4 |_Subrnit

General Information
Mame Multunas, Ms. Rhetta Zink (29974) Travel Start Date  17-Jan-2011
Expense Dates 17-NOV-2010 - 20-NOV-2010 Travel End Date  20-Jan-2011
Cost Center 650 Report Total 464.76 USD
Destination and Purpose  HR conference in J fw Orleans, LA Reimbursement Amount  464.76 USD

Receipts Status Missin
Attachments HNone [_Add )

Expense Lines [ Expense Allocations

Approval Motes [0 Approvers

Business Expenses

Cash Expenses

Reimbursable Amount

Warning Date Receipt Amount Expense Type Justification Receipt Required Receipt Missing (USD) Details.

A 17-MNov-2010 222.76 USD Lodging conference at hotel v v 22276

Total 222,16

Per Diem Expenses
Reimbursable Amount

Start Date Start Time End Date End Time Number Of Days Expense Type Justification Destination (USD) Details.
17-Mov-2010  05:45 20-Mov-2010  19:45 4 Per Diem Meal Rates-Meathod 2 meals not provided Orleans Parish 242.00
Total 242.00

Expense Lines [ Expense Allocations Weekly Summary Approval Notes [0 Approvers

(_Zave ) |_Cancel ) | Back| Step 4 of 4 [_Submit |

Expenses | Contact Us | Global Policy | Home | Logout | Preferences | Diagnostics

Copyright (c) 2008, Oracle. All rights reserved.

About this Page

Privacy Statement

_ Add all associated documentation, including receipts, agendas, etc. by clicking on the Add button. |

Research Foundation of SUNY



Job Aid

Tue ResearRcH FOUNDATION . : ,
- — Assign an Allocation and Submit an Expense Report
The State University of New York in iExpenses Module

Expenses Home | Expense Reports | Credit Card Transactions | Access Authorizations | Projects and Task

Expenses: Expense Reports =

Add Attachment
([ Cancel ) ( AddAnother ) ( Apply
Attachment Summary Information
* Indicates required field
* Description
Category § | Miscellaneous
Miscellaneous
i Missing Receipts Declaration
Define Attachmgnt Receipts
Type @ File Travel ftinerary |[ Browse...
OURL |
O Text 5
MName
(Optional: provide a name to Text attachment) v

(Cancel ) ( AddAnother ] [ Apply )

From the Add Attachment page, type in a Description. Example: conference receipts & documentation

Use the drop-down menu to select a Category for the attachment (Optional)

Click the appropriate radio button to indicate the Type of attachment

Click the Browse button to navigate to the document on your computer

Click the Apply button from either the top or bottom menu to save the attachment. Or, click the Add Attachment button to

add another attachment
Review your expense report prior to submission then click Submit from the Create Expense Report: Review page to send your

expense report for approval
Research Foundation of SUNY _




Job Aid

Tue ResearRcH FOUNDATION ) : :
Assign an Allocation and Submit an Expense Report
The State University of New York in iExpenses Module

Contact: rftravel@rfsuny.org

Expenses
Expenses Home | Expense Reports | Access Authorizations | Projects and Tasks | Payments Search
General Information  Cash and Other Expenses  Expense Allocations  Review
() Information
Expense report IE10925 for 69.00 is saved. Once you have completed this report, click Submit on the Review page to submit the report for approval.
Create Expense Report: Review
| hereby certify that the above trip was taken for the purpose indicated; that the above accounting is accurate; that no portion has been paid, “Save ) ( Cancel ) Baclgl Step 4 of 4 (_Submit

‘except as stated on this form and that the bal d is due or reimb ble in accordance with Research Foundation Travel Policy. Review
the expense report below before submission.

General Information

Review the Certification disclosure.
Then, select Submit.

Research Foundation of SUNY



Tae ResearcH FOUNDATION

The State University of New York

Job Aid

Assign an Allocation and Submit an Expense Report
in iExpenses Module

Confirmation

Submission Instructions

*To send required receipts to Accounts Payable, print this page and attach all required receipts.
* Make a photocopy of this page and the receipts for your records.
* Place this page and the original receipts in an interoffice envelope. and send to Accounts Payable.

Expense report number IE10231 for 464.76 has been submitted.
Expense Report IE10231

been approved, and Accounts Payable verifies the receipts.

General Information
Mame
Expense Dates

Multunas, Ms. Rhetta Zink (29974)
17-NOV-2010 - 20-NOV-2010

(_Return ) ( Create New Expense Report | | Printable Page )

Your manager (or specified approver) will be notified requesting approval for this expense report. Upon approval, a notification will be sent to you and Accounts Payable. This expense report will be paid after it has

View | Add )

17-Jan-2011

Attachments
Travel Start Date

Cost Center 650 Travel End Date 20-Jan-2011

Destination and Purpose  HR conference in New Orleans, LA Report Total  464.76 USD

Receipts Status  Required Reimbursement Amount  464.76 USD

Report Submit Date  27-JAN-2011
_J Expense Lines l Expense Allocations ~ Weekly Summary ~ Approval Notes [0 Approvers
Business Expenses
Cash Expenses
Reimbursable Amount

Date Receipt Amount Expense Type Justification Receipt Required Receipt Missing (USD) Details
17-MNov-2010 222.76 USD Lodging conference at hotel v 22276 [=]

Per Diem Expenses

Total 222,76

Reimbursable Amount

Start Date Start Time End Date End Time Number Of Days Expense Type Justification Destination (USD) Details
17-Nov-2010  05:45 20-Mov-2010  19:45 4 Per Diem Meal Rates-Method 2 meals not provided Crleans Parish 242.00
Total 242.00

j Expense Lines [ Expense Allocations

Weekly Summary

Approval Notes [0 Approvers

Confirmation indicates that your expense report has been submitted and assigned a number

Follow the Submission Instructions as it will suggest actions and indicate what will happen next with the expense report. If
traveler has assigned a delegate, please attach the iExpense Traveler Certification form

Click Return button to go to the Expenses home page, where you can track a submitted expense report

Click Printable Page for a printer-friendly version of the expense report

You have successfully assigned an allocation and submitted your expense report.
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