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I your dep s participating, and you are & new user, click to g

Enpunse Remnburgement processes

From the CalATERS web site at
CalATERS

o
imstractions or view on-line demonstrations of the New Llser Registration, Travel Advance and

|

www.calaters.ca.qgov, click

- | Step 2

Create Expense Reimbursement with Specialized Account Code

Instructions for creating Expense Reimbursement with Specialized Account Coding.

! CalATERS .

sign in UszeriD:f]
Passwiord:
| Sign In |
new user ? Mew Lzer Registration |
trouble signing in? Help is here
Exit |

I “wiork Offline

Travel Advance Form

o]

Cancel |

Select “Expense Reimbursement Form” and
T

click L

Specialized Account Coding

Key User ID and Password.

. - Sign
Click | 2 |
w | StePS

' Report Mame: [ 09/2002 Napa Canference & Transit Subsidy

=

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

Claim Type: | IR

If Profile changes are needed, click Cancel to exit this torm
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.! G5661 -

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

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

Press 'Cancel' for Profile Updstes:

Step 3
il Eileen L McDonald

File Edit “iew Soit Help
e [

0| =2 2 [N
Mew | Open: Pont Status  Profle Prep  Sub Help

From the Work Queue, verify 'Prafie,

I

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 draft.
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A Gonmral | 2 Trediapense Catsgories | |

e Click here first.
tipdate as appropriate

Specialied Account Code | [+ Experuas secuis special sccount charge codes

R Click here next.

Ea How would you like to e your Expenses 7
© Charge ‘codrg ndeated n fy smplopes pofie
by indiidisal evperne iem agency Cote: [SE0Encrammnta =]

Select the account code from the list balow.

Fur | S fur o-gm-m Fincal Yo | Rmtereroe | Crgir mq.un Caingory | P Coeniog | _eem <

] 0 wn
0001 .-wu 2001 o m
oo AARA 2000 o o

Click on the Special Account Code box.
Click on the ¥ Charge by individual expenze item

Agency name and high level account codes will
display.

1 Edeen H Melonald TH [Expense Heimbuzemenl Fom 1]
Fie Edt View Hep
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Step 8

1 Genmial | 3 Trplipenss Categorns |
@ Update as appropriate

Specialized =

Click on the appropriate
account code.

m-wd--umu..uu{

& Hew would you like to charge yo

1 Chage o accourt e
& Chage by vvadual expenae kem Agency Code: [SC0p€ranmitn =l
Select the account code from the list below,

Click on the high level account code that
applies to your Expense Reimbursement.

Click on next tab - 2: THRExpense Categories

g Selection of Trip or Expenses

Select from the following st

B Eddecn H Mclonald TH [Eapense ot
Fie Edt View Hep

Step 9

Create Expense Reimbursement with Specialized Account Code

e 222783 _ =
1. Germrs 2 TopExpenas Categories | 3 grpeses | - A|/ Click the Z..
L Appled Trips Dates =]

Please provide the requesied infirmation

g Fegula Travel

Fiest b ol Trs [0 3003 Lol et Tore: [1254
Last Date o Tripe [or ey L8] End Time: [Toes

Trip Location

Hapa

Tro uepose: [Fronde CanTiisnancg. =]

fields. Click

x

iy Trip = o = 50 mées from MomeMensquatersT

Complete the
fields below.

Trig Merr:

Licervse Number:[ a1 231 23

Click =2, select the Trip Type and complete
Up to four trips can be

added to one form. Click tab = Expenses

Step 11- If Account field has the account code go to Step 12. Otherwise complete Step A & B.
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Dack Ned  Seve Nomes  Info Pirk

Dack  Mexdt Save Notes  Info Pk
1.Gerersl | 2. Trioaperse Categonies. | 1 Expemses | 4. Conpietion . . V.G | 2 TigEaperse Catngories % Empemses | 4 conpietion. |
ol L Click in one of these ol L Step A
Mo [ Tes | Wed | T . . Mo [ Tes | Wed | T

: _dani3  dante aniS  danib 1 2 arrows to view IISt "_ m' ol ents et 1 1

- /| of expenses. = . T

P = Click on [,
T T T
[ 7 I I i i T T T T
Totals ! L L = L IL Totals . 1 I' L L "lq'v'

S.f{g D':‘; ;xﬂ:‘-»ﬂ-’vwe% &'oﬂ-esle‘ﬂhe:v:r lmiill Ertar I S.f{g e ﬁ = Crtractad Providr:

UCM Otject Code: [28401

UCM Otject Code: [28401

A tab will display for each trip that was added.

Click the ZZ to view expense list. Click on
expense to select.

Specialized Account Coding

In the Account field click to add a new
Specialized Account Code or to verify/change
coding.

Teabning | KT Sy |

g Create ‘charge 1o’ nuanes ificharge expenses

=

il | Fegon 1 U 557

7

P —

In the “Charge to” field key the name of your
specialized account code, then key the detailed
account codes in the fields following. Click

&= ] When all “Charge to” entries are
added, click Finished],
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1.Gerersl | 2. Triaperse Caegories. | L Expemses | 4. Congletion |
Toami | g1 ity |
e

i) C!ick on the I then_ a
z click on the appropriate =
Charge to Account. =

[
I
L
Commercial Ar Fars =l Paryment tvper [Cash =l
55 3

ninana

Tim W Thi
dantd daniS  danib

Am

UCM Otject Code: [28401

Assi_g_n the detailed account code by clicking on
the 21 in the Account field then click on the

appropriate Charge to Account. Click

to add expense. Add all expenses to all trips
then click = # Completion |

Step 15
Select Approver

g Enter last name or first few: letters; then click ‘Look Up' button:

Look U I

Last hamg:i Smith]

Cance| |

)l I

On the Select Approver screen, key in the last

name of the approver and click [ =2%1p I

Step13 [ & &
tep o cotegories | 3. Bxpenzes & Completion
Receits | Reviewtens | | Fer 9 Summary | Subeissien |
¥ Summary
Total Expanse Amount B30 66
DI:;(;:;:' - 1200
Amrd Due Brgloree: 07 B8
Tirips) Susmamary
Trip Marie: e _l
Traning TEEG
. Recaipts Review ems
Review B , o , and

Travel Advance Recovery tabs (if applicable).

Click on :Fer Accounting Office Onl (o then click
on  Summary | (o

Click on the ' Submission .,

Select Person

ESmith, Debie 5 R
Smithson, Natalie S
Smithgon, Ronald S

metrArEsco . ca.gov
mottnrEsco . ca.goy

Cancel

Specialized Account Coding

Click on the approver, then click .

Create Expense Reimbursement with Specialized Account Code

Expens Hembussement Foem: LA 171

Assign an approver.

o) CIle Change Approver |

Pex |
State of Califormia. W a privately swned vehicle was wsed, snd il illeage 1 #es sxcesd e minkmum [ae,
qreates and that |

Password [T
Assign an approver for this Expense
Reimbursement by clicking on the

Change Approver
el button.

Step 17
Select Approver

g Enter last name or first few: letters; then click ‘Look Up' button:

Look U I

Verify the displayed name, then click .

Rev. 04/17/03



putoma,
“op

Step 19 Step 20
B8 ke ce:pf,s‘ to the Transmittal Sheet and place in an EXTERMAL EHVELDFIE

Eerexactly as shown below . Ifyou are unable to print the Transmittal Shest,
= & [ B2 & & Select Recelpt Address fromthe following list aﬂach wour receipts to a piece of paper.with the REA #, Authorization form (UShA)
L

Back Save Wotes Info T number, your name, etial nuimber total expense amount, last date of expense.
1.Gonersl | 2 Trpdiipense Categonts | 3. Epenses & Completion ld Eileen M McDonsld TR
PREHG| ne RS | - | P ey [ SCO-Training .S, Postal Service
S — e loem] _ B |
- Click on the desired address if more than one o TR o P e

Beortify i thee cont of apes ating the wehich was cqual (o o geestor than the rate clamed, and tha | address |S dlsplayed CIle . é Prin.tRepori by selecting & print option

usage.

~ | selectad

h S etails
o | Prict Praview | cancel |

Submit

Key your password and click

Click to select print options to print reports then

cIick. Attach receipts to the Travel and
Expense Transmittal sheet to be reviewed by
the person (s) designated by your department
(approver and/or accounting office).
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