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Welcome to the CalATERS Global website!
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What's New

From the CalATERS Global web site at:
WWW.Sc0.ca.gov/calaters global.html,

Click > CalATERS Global

D Please make your selections below in order to create a new form
Form Type: | Expense Reimbursement Form -
Claim Type: |In State Travel -
Trip Type: Regular Travel -

Select Form Type, Claim Type, and Trip Type.
Click >

Step 2 E

CaIATERS Global

User ID:

Passwaord:
News user? Mew User Redjstration

Having trouble logging in?  Click here for assistance

[ work offline

Key User ID and Password.
Click >
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Key Report Name, Trip Dates, Trip Times,
Location, Purpose, and respond to the 50 mile

rule.
Click >

Create Expense Reimbursement with Percent Account Coding

Instructions for creating Expense Reimbursement with Percent Account Coding.
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File Edit View Sort Help
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MNew Open Print  Status  Profile Help  Sign Qut

To begin an Expense Reimbursement form,

Click > Mew

Step 6

File Edit View Help Informatlon
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Back Next Save Print  Motes Adjustments  Info List Help
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To save the form, click e,
If you need to exit the form before completion,

Save and Close

click s»ezndcese from the toolbar or click File then
Save and Close. The form will be saved as a
draft.

Edit View Help

B save... Ctrl+S
K save to local disk...
‘s Print... Ctrl+P

<j Save and Close...


http://www.sco.ca.gov/calaters_global.html
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Click on the appropriate
account code.

Wihen campiote, seicct the Expenss tab.

Click on “Charge by percentage/amount...”.

(@) Charge by percentage/amount of total expense report
Agency name and high level account codes will
display. Click on the high level account code
that applies to your Expense Reimbursement.

Fio EOt View Help
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(2 1. General | B 2, Expenses [ 3. Comeietian
14, Bacepts | @ 5. Accountng | 6. Summary

@ Accounting

Charge to: | << Sekct 5> -@ Add
Aemount 0.00 or Percent: w00
Total charged: 0.00 0.00
[ 16258 100.00

"You must charge all your expenses

Chargs to Amourt percent

When percentages ara used, the last amount ksted in the “Changa to® fiekd may auto-cormect 5o 4l ameunts add up to the tatal repart amourt,
The auto-comect wil occur when the user leaves the screen,

On the Accounting tab, click on the Account

book icon 2> @ .
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Step 8

3 1. Genersl | B2, prpunses
' General Report Information:

Plnase chck on o selection boxes that are appropriate for this report

Repart ko
@ Gotng requrad for the dem
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charge
@ Change
Giwge by gkl penre bar Agancy Code: 0840 Stace Contolar's 0
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When compicte, select the Expense tab.

]
Click = m== in the toolbar or click the next
Tab, 2. Expenses

[ 1. General | R 2. Expenses | |

Charge to Names

@ Chorge to Names

Step 11

o :
Agency: |01
Fund: 0001
Sub Fund:
Organgzation: 0840
P Enter Charge to

Reference £: 001 name.

Chapter: 21

Program:

Category: [10
Fed Catabog

e Click Detail
s / Accounting button.

Source:

Detai Accounting:

Deétai Accountng |

pone || cancel

Enter a unique name in the “Charge to” field of
the detailed account coding.
Click - [ Detai Accounting | button.

Create Expense Reimbursement with Specialized Account Code
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Enter in expenses.

)
Click &> == in the toolbar or click the next
Tab, 3. Completion
\

| 3 1. General |55 2. Expenses | ¢l 3. completion |
I
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Enter Detail Accounting Step 12

EEY:

Index:

PCA:

PCA Activity:
Project/\WK:

Ref Doc Mbr/Suf:
Location:
Multipurpose:
General Use 1:
General Use 2:
General Use 3:
0Obj Detail/ Agency Object:

[ Done ] [Cancel]

When all fields used by the department are
added, click > :

Non-CalSTARS: View the hover text in each
field by placing cursor on field heading.
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Step 13

Charge to Names

a Charge to Names

Charge to

B New Entry

Charge to: |Test 1
Agency: 0840

Fund: |0001 Delete
Sub Fund:
Organization: 0840

Click to accept entry.

Charge to Names.

@ charge to Names

Repeat process to
enter any other
detail account
coding, if needed.

Sub Accounts
Saurc;

Click > ¢ when finished.

Step 16

Lt 1. Geners | B 2. Bpenses | b 3. cgmoleton

4. Becents | @ 5. Accountng | & 6. Summary | cla 7, Sybmesan

&b summary
Report total 18250 | [Report iotal =
Dopartmeark Bk 520 Totdl cash and carporate card empenses a7.38
Travel Advance Recovery a0 Decartment Pad 9520
e Employee 8738

)
Click = = in the toolbar or click the next

Tab.

Click > |
Approver.

Step 14

@ Accounting
arage o =@ 2
Totalcharged: [Test 2 000
*Remanng: 182.58 100.00

*You rmust charge all your expanses

Chargs to Amount Percant

When percentages are used, the kst amount isted in the “Chargs to” fiskd may auto-comect sa a amounts a0d Lp to the total report ameunt.
The auto-comect wil occur when the user leaves the screen.

Click the drop down arrow ~'in the Charge
to field to reveal the Account Book entries.
Select one entry and fill in either the
amount to schedule to this entry or the
percent.

Charge to:

~ @]

Amount: 0.00) <¢———p orPercent: 0.00
Total charged: 0.00 0.00
*Remaining: 182.58 100.00

Click > to accept.
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(3 1. general | B 2. Epenses | B 3. Caroleton
@ 4. dccounting | 605, Suremary | @ 6. Subemsson
B submission
Change Approver
Add Aoprover

Send Copy

Change Approver

| button to select an

Expense Reimbursement with Specialized Account Code

Step 15

Charge to: | << Salect >> ~@
Amount: 0.00 of Percent: o.0o]
Total charged: 54.77 30.00
“Remainng: 127.81 70.00
“Youmust charge 3llyour expenses
Charge to [ Arreent I Percent
Test 1 54.77 USD 30.00

The Remaining balance to be scheduled is
listed in both dollar amount and percent.
Repeat Step 14, if needed, until the balance is

0.00.
IMPORTANT

When percentages are used, the last amount
listed in the “Charge to” field may auto-correct
so all amounts add up to the total report
amount. The auto-correct will occur when the
user leaves the screen.

*To view the correction, proceed to the next
tab, Summary, and then return to the
Accounting tab.*

Select Approver Step 18

==

«3 Select Approver

Enter last name, or first few letters, then dick ‘Look Up' buttan,
Optionally, enter the first name ta narrow search.

Last name: |Approver10

First name: |SCO

Look Up

SCO Approver10

‘Galaters@sco.ca.gov
calaters@sco.ca.gov
calaters@sco.ca.gov
calaters@sco.ca.gov

e D e
Approver6, SCO
Approver7, SCO

Approvers, SCO

< [T} ] »

Select Approver and click >
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Step 19

Create Expense Reimbursement with Specialized Account Code

Step 21

Step 20

Change Approver
Add Approver

Send Copy

Print Form

Staple Receipts to the transmittal sheet and mail to this address.

MUTTLEY MUTT

SCO Departmental Accounting
PO Box 942850
Sacramento,CA 94250-0001

Key: TEADDDOO1273

@ Print Form by selecting a print option.

Postal Address

No Print

Transmittal Page

Transmittal Page with Summary
Transmittal Page with Summary and Details

(3 Print Preview

Select print form option and click >

*If the department has more than one receipt

address, click = | change Receipts Address |

Select Receipts Address
Select Receipt Address from the following list:

==

Mame Street

City, State Zip

Select address and click >

CalATERS-Global
Transmittal Page

TEADODDDOL1273

[ SUBMIT RECEIPTS TO SUMMARY INFORMATION
Name  BMUTTLEY MUTT
ExpenseDates  12/12/12-12/14/12
#C0 DEPARTMENTAL ACCOUNTING Tobl Expenses 182 58 USD
Advance Sthedule Amowni 0,00 USD
PO BOX 042850 Amuount Due Enpleyee 97 3% USD
SACRAMENTO CA 04250-0001 Approver  SCO ipprowrld
FunID  TEADDOOO1T3
Report Name  Erter your Report Hame Hre

DIRECTIONS FOR SUBMISSION

Wil the original zeceipts, and other appropriate documentation with this page.

Unilass youy manages has dirscted otherwise, place this tranmittal and veceipts into an anvelope and address

exxantly as showm shove

REQUIKED RECEIFTS

 not submited - Explain

e [ o |

Receipt e Amount
5520 0SD

Iy 120212  Lodgng

Thices pariemed these Socmmans

500 gpoweld

Attach required receipts and other required
documents to the Transmittal Page.

Forward as designated by your department (to
your approver and/or your department
accounting office).



