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Click the
CalATERS button.

@ment processing
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Sytam Admnistration |
Traning Qarabave

INSTRUCTIONS

If your depariment is participating, and you are & new user, click
instructions o view on-ling demonstratsons of the New Llser Registration, Travel fd-' ncs and
Enpumue Renmburgument processes

From the CalATERS web site at

www.calaters.ca.qgov, click SULAIERS |

Travel Advance Fl:urm

o]

Cancel |

Select “Expense Reimbursement Form” and

click L

Create Expense Reimbursement Employee

Create Expense Reimbursement

Step 2
&l CalATERS _

CalATE, .
sign in UszeriD:f]

Passwiord:

| Sign In |
new user ? Mew Lzer Registration |
trouble signing in? Help is here

Exit |
I “wiork Offline

Key User ID and Password.

Instructions for creating Expense Reimbursement (no Specialized Account Coding).
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Click | 2 |
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' Report Mame: [ 09/2002 Napa Canference & Transit Subsidy
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The Profile must he accurate hefare continuing with this
form. Current Profile information for key fields is displayed
below, Addtionsl Profie fields, such as name, email, and
LTA addresses may need to be updated

(TR I State Travel

If Profile changes are needed, click Cancel to exit this form
and return 1o the work gueus to update the Profile.

CcB Ide‘ntiﬁer:l ROl Rank/File - AdminFinaniStart Sves
Default Appmuer:l Debie L Lee

Mailing Address:
Street[500 Main Street city: | Rasevile

Statel|ca Zip’cu_ds.l G5661 -

LTA Information: Start Date[oimimz (0] End Dste:[mimms o]

IO—kI Cancel I
Key the report name and select a claim type.

Press 'Cancel' for Profile Updstes:

Step 3
il Eileen L McDonald

File Edit “iew Soit Help
Olz a g & ¢ [

Mew | Open Print Status  Profle Prep Sub Help

From the Work Queue, verify 'Prafie,

]
Click _M&% | to begin the Expense
Reimbursement form.

Step 6
K Eileen L McDonald [Expense Rei Information
Fie Edit “iew Help
ool Mest Save MNotes  Info ~ Pmnt  Help

If you need to exit the form before completion,

click Save , then File, Close. The form will be

saved as a dratft.
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Click 3 lect the Trio T q let Review the Receipts, Review Items
ic , select the Trip Type and complete . .
i A tab will display for each trip that was added. ~ and Travel Advance Recovery tabs

fields. Click Up to four trips can

(if applicable). Review Summary, then
be added to one form. Click tab 3. Expenses.

Click the = in left column, select and key click Submission tab

expenses for all trips. Click tab 4. Completion.

Step 10 Step 11 Step 12
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1 General | 2 Trnspersn Cadrgorins | 3 Expermes & Completion ] Afier Approval, Mafl Reeeipts Ta

S| 15w [, Y| iy | : T 300, Trmiring, |:| Mo, Blem
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—— Select a Receipt Address. Click i e
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The Submission tab displays your approver. If G T — ¥ [ eomamn | Expien | ey
iy PII)WMI(W |“""“""‘;'w,"g_"‘f“’7’"‘“‘ R |
necessary use Change Approver to select a [o] L pwarmimw | _coen |
different approver for this form, or Add Click i | and select print options.
Approver to add an additional approver. Select “Transmittal Page” and click Click Cloze I Attach receipts to Transmittal
. Subarmiit Print Praviswe

Key your password and click ; ; Sheet and forward to approver (based on

Department policy).
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