Step 1 Step 2
Approvers will receive an e-mail indicating that they =101
have a form to approve. s
: -2 CalATERS Global

From the CalATERS web site at

T ﬂﬂ_‘,p" Please enter your logon information below and click the Logon button to

http://www.sco.ca.gov/calaters global.html =g
Under Global Sign In, click CalATERS Global. User ID: |
Password: |
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California State Controller's Office She Tools EENE|
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Reporiing

Having trouble logging in? Click here for assistance

[~ wiork Offline Logan | Exit |
The California Aufomated Trave! Expense Reimbursement Sysfem has been enhianced fo meef the vanous needs of the State and

System Administraion (Dept industry standards. We welcome you fo CalA TERS-Global,

#octUse Oriy)

Training Datzbase

¥ GLOBAL INSTRUCTIONS

Get Started & Hew User
Registrafion

Key User ID and Password.
Click__t2don
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Reimbursemenis
Step 4 Step 5
Informa“on File Edit “iew Help

File Edit Wiew Help : : @ H :\d g & B @
@ H :; @ & B @ Eﬁi pack | Mext | Save | Print | Motes | Adjustments [ Info Help

Back Next | Save | Print | Motes | Adjustmentsi| Info Help | Save and Close | B 2, @=mere | |19, Trmve Ao e it |

At any point during the review of a Travel

Advance form, you may exit and save changes
!

Save and Close

4, Carmpletion |

‘ Review Items - Sonja Red |

Total advances: 200.00 USD
User ID: SCOEE2
Ermail address:
Form ID:
Report Mame:

rrubi@®sco.ca.gov
TaAF000000653
Ta for travel to San Diego

to the form. Click Save and Close

Status Item Comment

Save Confirmation x|

Save changes to form?

The Review screen displays the employee name,
total advance amount, user id, email address, form
id and report name as well as any exceptions to
travel policies and reason for the exception.

Click tabé---

Click Yes to save changes.

Approve Travel Advance

Step 3
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Fle Edit View Sort Heb
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Action Red Sonja

Action Red Sonja

From the Work Folder, open (double click on) a
Travel Advance form that has a status of
Action.

Step 6
File Edit wiew Help p
. 5

QOB |» |2l

Back Mext | Save | Print | Notes | Info Help | Save and Close

1. Review [ 3. Gerieral | [F 3. Travel Advance Information | = Carrpletion

‘ @ General Report Information:

@ Advances |
a Enter the Advance Delivery information below
How would you like to receive your Travel adv... |Pick up 'I

Indicate date check is needed: |02/21/12 ||

Displays the Travel Advance delivery option
and date needed indicated by the employee.

. { 3. Travel Advance Information
Click tab: = |

12/17/2013 rr


http://www.sco.ca.gov/calaters_global.html

P
o P
et g gren s

Approve Travel Advance

Step 7 Step 8 R i | Step 9
i sk . Completion
File Edit Yiew Help Informatlon CIICk é p il
CIO|B|®|&|k 4 .
Back | MNext | Sawe ;‘\nt Notes | Info Help | Save and Close If reduclng the amount requested, add a nOte File Edit Yiew Help
(3 1. Review | [32. General [EZ3 Trael Advance rferinaton | b 4. Completon | 9 [ d o2 20| Fr]
g r«:\éﬁ v e | us'ng the Notes |Con_ Back | Mext | Save | Print | Notes | Info Help | Save and Close
Advance 120.00! 120.00 4| Note log for Comments x| (5 1. Review | [ 2. General | E8 2. Travel Advance Information <0 4. Completion |
v 0.00 5
o0 Q Mame: |Miss \White Erter I S s R I
nan : (Ll Approve / Return The Sum of the Travel Advance Request = ¢ [120.00
E:EE C:::jz;:; |‘Advance on 03/07/12 for 120,00 Delets | ‘
0.00 - Add Approver
4| | 120.00
Send Copy
3 Select: [ Advance | Update
. —éﬁs;gay Narme Subject Comrment iberehy Eemfy. at
sartnae %3 3 B e v b w1 e o] it ot e
Destination: lSanDiEqu—
Furpose: franmg | |8 Approve | & Return |
Done |
Displays Travel Advance Information. Enter reason in Comment field, click Enter, This screen is used to approve or return a
then click Done. Travel Advance. It can also be used to add an
additional approver.
Step 10 Step 11 Step 12
Information ) - |
At the Approve/Return screen, key S AL
. g H H H . Reasan: || 5|
To add an approver click L. AR AR lang  Your password and click one of the following:
Look Up approver’s last name. Click Ok to (B approve Approves advance and moves o
add approver. the form to the next approver or accounting. &=

Select Approver x|

@ Select Approver

Enter last name or first few letters, then click 'Look Up' button,

Last name: [SNa Look Up

Professar Plum

MName

Plurn, Professor

Ok Cancel

ﬂlReturns the form to the employee

or previous approver for corrections or
additional information. You must key a return
reason. CalATERS sends an e-mail notifying
the person that the form has been returned.

When an adjustment is made on a Travel
Advance, the Adjustment Reason box will
display. Key a reason e.g., See Note Log.

CalATERS will generate an e-mail to the
employee, notifying them of the adjustment.
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