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Approve Expense Reimbursement
Approvers

These instructions contain procedures for approving Expense Reimbursement forms created on
CalATERS.

When an employee submits an Expense Reimbursement, the form will be forwarded to the first level
approver (usually the Default Approver specified in the employee’s Profile). If additional approvers
are assigned, the form will be forwarded to the next approver after the first level approver has
approved the form. If an alternate approver, instead of the Default Approver, is selected by the
employee/submitter, a copy of the form will be forwarded to the Default Approver. An email
notification will be sent by the CalATERS to alert the approver that an Expense Reimbursement form
is ready for review.

To select an Expense Reimbursement for review, you must first sign-in to CalATERS. The first
screen displayed after sign-in will be your Work Queue.
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1. From the Work Queue

Refresh Your Work Queue

The system does not automatically refresh the Work Queue when new forms are submitted.
Before selecting an Expense Reimbursement, if you have been logged on for a period of time,
refresh your Work Queue. Refreshing your Work Queue will add newly submitted forms and
remove forms that may have been cancelled by employees. To refresh the Work Queue,
click on Edit in the Menu Bar, then click Refresh List (see example below).

Expense Reimbursements requiring your approval are identified on your Work Queue with a
Status of Action.

Organizing Your Work Queue

Sort the listing so that forms with the Status of Action are listed first. To do this, click on the
field name Status.

Glok 1o sort by -lnix
File Wl “iew Sork H Stat f Acti
= = To refresh your Work atus or Action.
& ™ Queue, click Edit, then | O r—
—— "/ click Refresh List. v
Farm Status, .

T Re-liotfy appraver T =
Refresh Lisk - TraininginMaps  Action Eileen L A x -i

[ Action Eileen L .&CDunaId Expense Rambursq

[ Fotm &rchive Retrigval, ., e To Mames test Action Eileen L AcDonald Expense Rambursél

[ g in San Francisco Disapproved Eileen L AcDaorald Travel Sdvance Fol

[ Profilz... raining in Mapa Returned Eileen L AcDonald Travel Sdvance Fo

[ Options:. pa Training Class Returned Eileen L AcDonald Expense Reimburs
Lists. ..

Select Expense Reimbursement

To select the Expense Reimbursement you wish to review, double click on the desired
Expense Reimbursement.

=

File Edit Wiew Sort Help

O =2 8 & & [ Note: Forms may contain o —
Mew DOpen  Print  Skatus  Profile  Help exceptions to rules ! and/or V'BW-IA" j

notes .

Eileen L &c

 Action :
Eileen L AchnaId

EI4J'D?IDS ¢ Action Expense Relmbursq
0404003 g ' K Charge To Mames test Action Eileen L AcDonald Expenze Relmbursej
040403 L4 \.f:‘, 4/25/03 Training in San Francisco Dizapproved Eileen L AcDonald Travel Advance Foi
04m903 b ¥ f";‘; 4724-26/2003 Training in Napa Returned Eileen L AcConald Travel Advance For
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Exit and Save the Form

At any point during the review of an Expense Reimbursement you may exit and save the form.
To exit, from the Menu Bar, click FILE then click Close or from the top right hand corner, click

on the box with the X . A Save Confirmation box will appear:

S ave Confirmation

Click Yes to save changes. This action will save the Expense Reimbursement form and take
you back to the Work Queue.

Note: A saved document has not been approved or disapproved and the status of Action will
be retained.

Profile Information

The employee’s Profile information used for this Expense Reimbursement is viewable from
any screen within the Expense Reimbursement request. The system will take a “snap shot”
image of the employee’s Profile at the time the Expense Reimbursement is created. The
system uses this information to audit the form. Updates to the Profile will not change the
“snap shot” image attached to previously created forms.

If Profile information that impacts the auditing of the form is inaccurate, the form must be
returned or disapproved and the employee/submitter must correct the Profile, then create a
new form.

To access the employee Profile, click Edit from the Menu Bar, and then click Profile. The
employee’s Profile screen will display.

Specific information regarding the Profile can be found in the View User Profile instructions on
the CalATERS website.

File: L=l
Report Information.. . 5 Click he_re
“| for Profile.
Mote log...
£4d| o ple =il B o [ [ | e i ST E e
Unlock for update:. .
E |
Total Expenzes: 24.00
Report Matmne: calsE) development test
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IV. Note Log for Comments

The Note Log function is a multi-purpose feature. Notes may be used by employees to
provide additional information about the Expense Reimbursement request. Notes can also be
used by approvers to provide additional detailed information regarding the reason a form has
been adjusted, returned, etc.

To access the Note Log functions click on the M3 jcon. Notes can be accessed and
updated from any screen within the form.

To Add a Note:
1) Type in the Subject (if a change is desired).
2) Type in the desired information in the Comment area.

3) Click on .

To Modify a Note (only the creator can modify a Note):
1) Click on the note to be modified.
2) Type in the corrected information in the Subject and/or Comment area.

3) Click on .

To Delete a Note (only the creator can delete a Note):
1) Click on the note to be deleted.

2) Click on | belte |

. Firished |
When all Notes have been updated/deleted, click on - "= |,
Note log for Comments o x|
N Suzan M Bates: Update
S| Trip Selection Dilats I
JInclude class materials under different trip type. -
- Fhishedl

: Sizan M Betes = Trip Selection 2 Include clasz materials under different trip type.
New Entay

Click on the note to modify or delete.
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V. Review Tab

Several tabs will display under the icons. The tab with bold black lettering identifies the screen
that is currently displayed. Tabs that are not highlighted (words are gray) cannot be accessed.
Clicking on a tab will make the next tab available for access.

The Review tab will display information regarding items that require prior approval for the trip
or expense and exceptions to expenses that may require additional information or
substantiation or the expense requires mandatory review. This screen will also display, when
applicable, a message identifying that the form was selected for State Controller’s Office pre-
audit. Items on this tab will require your review.

File Edt Wiew Help

Y . ;
Mext Save Motes  Info Frint  Help
1. Review l?.General | 3L Tt ERpEnse Catettrics I A ERpENBES S Eampl et
Eileen L McDonald
Total Expenses: 48595
Report Mame: calf 34 TaxReport Recalculation
e [ tem | . Commert o L stetus |-

1 #3b DPA required - tri A Documert of Prior Approval must be submitted for Mon-State Sponsored Conference/Convention trips.  Complete
He8la DPA required - MMileage, SpecMod A - Dacument of Prior Approval on file? Complete
AAE DPA required Document of Prior Approsval required for Out of State Travel. Complete
AG9 Pre-Payment AudiThiz farm will be routed to the Cortraller's Office, Division of Audits Complete

fterm: =h0a DPA required - Mileage, SpecMod Ao
Exception: Mileage, Speciod Auto expensels) - Document of Prior Approval on file?

Respunse:i Yes Z‘

Plext I Back | et Palicy ..

Continued on next page
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V. Review Tab (continued)

Listed below on the bottom of the Review tab are fields that provide additional information on
the selected expense:

Response field — displays the Response information keyed by the employee/submitter. If
the response is No, a reason Why will be displayed.

Reason field — Will display the reason given by the employee for the expense.

At the bottom of the screen are buttons for E and - B which will take you to the
next or previous review item.

The % button will display the information keyed from the Expense screen.
The FRIE¥.- putton states the policy associated with the expense.

Click on the next tab 2. General.

File Edit “iew Help

S & [E = 5 8

Plext.  Sawie  otes  Info Print  Help

1. Review |2.General | TR e pEn e Cated ares I 4 EypEnmes

SO et

Eileen L McDonald
Total Expenses: 45595
Report Mame: cal? 94 TaxReport Fecalculation
T e = - TER
' #3b DPA required - tri A Document of Prior A ponsored ConferencefConvention trips.  Complete

#E0a DP A reguired - M ge, Speciod Suto expen: - Dacumernt of Prior C
AAE DPA, reguired Diocument of Prior Spproval recuired for Out of State Travel, Complete
AG0 Pre-Payment AudiThis form will be routed to the Controller's Office, Division of Audits Complete

.

ftem: Z§0a DPA required - Mileage, SpecMod Auto
Exception: Mileage, SpeciMod Auto expensze(s] - Document of Prior Approval on file?

Response:l Yes ZI

Plest I Back | Bt Policy...
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VI. General Tab

On the General tab is a field titled Specialized Account Code. By default, expenses are
charged to the Account Coding indicated in the employee’s Profile. The Specialized Account
Code field is clicked only when the expenses are to be charged to codes which are different
than those identified in the employee’s Profile. If Specialized Account Coding is required,
the form must be returned to the employee or the Accounting Office may add or change the
high level account code.

Click on the tab 3. Trip/Expenses Categories.

Ed Susan N Bates [Expense Reimbursement Form: Los Angeles 3/5] = ] 4
File Edit Wew Help

5 & [F e

Mt Save Notes  Info £ Frint  Help

1. General |2.Trip.fEB<pense-Categnries | & Expensess | 4 Catplenen. |

| @ Updaie as appropriate «— Left blank, no Repott Info |
[ Specialized Account Code | | Expenses requies| Special coding
required.
1. Reviewe 2. General | 3. TripiExpenze Categaries | 4 Evpenzes

@3 Update as appropriate Report Info |

| Specialized Account Cnde_| Iv Enenses requie speclal socount cliange codes

This box is marked when Specialized
Account coding is required. The Agency Code
Cuding required for this claimi (department name) will
S E— display with the selected
high level account code.

' How would you like to charge your Expenses ?

" Charge o account cading indizated in my employes profils

(% Charae by individual sxpense item Agency Code: [SCOSacramerto. 4 3

Select the account code from the list below.

_Fund | Sub Fund | Otganizstion || Fiscal ear | Reterence | Chapter || Program | Category | Fed Caﬁog | Eleme -

0001 2000 il m

Whert complete, select Tab 2. Trip/Expense Categories.
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VIl. Trip/Expenses Categories Tab

Tab 3. Trip/Expense Categories displays the type of trip(s) being claimed. (For definitions of

Trip Types, click on Definitions from the CalATERS website).

The example below has two trip types 1) Non-Travel Expenses and 2) Regular Travel.

File Edit Wiew Help

- T Applied Trips lists
Back Mext Save MNotezs  Info ; Frint  Help K
- the Trip or Non-Travel
1. Review | 2.Gerersl 3.TripExpense Categories l 4. Expenzes | & Complenon Expenses being
. . claimed.
Selection of Trip or Expenses
Select from the following list
I Z! Applied Trips | Ciates E

When a trip/non-travel expense is A1 Hon-Travel Expenses
highlighted in the Applied Trips list,

information regarding the trip/ non-travel
expense will be displayed on the bottom

half of the screen.

Update or Remove the applied trip

Sp onsored ConferencefConyvention

0326103 -

040103 - 0401

@ State Sponsored Conference/Convention

Conference Name: | Califarnia Trawel Conference

First date of Trip: [032603 (5] Start Tme: [a700
Last Date of Trip: [0328m3 )] End Time: [1200

Trip Location: ll_A

.
-

£

Trip Mame: ILA Conference
State vehicle used? | Mo E
Wz Trip = of = S0 miles from HomeMHeadguarters? I Yes E
Trip PUrpose: | Affend Conference: Was a meal provided ot the conferenceiconvention? [fo E
‘1 Licensze Mumber: | a1 23123

A Detail button ~ Bypetail.. may appear on the screen. Clicking on this button will open the
Review Items-Exceptions screen, which contains information regarding prior approval and/or

additional information. To exit the screen, click d or

ok Zancel

The PHIE¥-- button states the policy associated with the expense.

Review ltemsz - Exceptions

tetmn: £3a MPA required - trip Convention

Respunse:i Yes 3

Ok I Cancell F‘u:uliu:y.-'...l

Exception: & Document of Prior Approval must be submitted for State Sponzored ConferenceiConvention trips.

Click on the next tab, 4. Expenses.
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VIll. Expenses Tab

In tab 4. Expenses you will find a tab for each of the Applied Trips from the previous screen.
There are two formats available, Grid or List. The instructions provided in this section use
the Grid format.

(File Edit View Help - L When all dates are not B
& = [E = 2 0 displayed, click the <« or »
| Back et  Save MNotes Info Print Help ) symbol to access the dates

1. Review ] 2. Genetal ] 3. TripExpenze Categories 4 Expenses that are not dISplayed'

LA Begion 1

i|4'ﬁa/ Wi Th Fri | Sat SR Man Tue Vel Thut

Awgun iz | dun s I dun 14 I Jun 15 I dumtB | dund¥ | dundd | dumi9 | dun 20 | Jun2d
B B0 B0 ] .00 B0 B0
1000 Wher_w all expenses are o qgm|  qnoo| 000 d000|  j0m
— 1s0g notdisplayed, click the [a&ng 1800 1800 1500 B0 1500
12000l A or ¥ symbols 2000|2000  12000] 12000 2000 12000
: E00 £.00 B0 £ £.00 £ f.00

TaiFare located here to access

L Lony Distance Tel expenses.

Eimertency Purt
2.00

- Totals »  160.00 18636 160.00 162.00 160.00 160.00 160.00 160.00 160.00 160.00

Expense:; Fax 3 Payment type:l Cash
@ Date:lnR=m Tl Fridaw
File Edit View Help : This is the List

e S B E

\ format. To change
_ Back Met  Sawe Moles Info _Gid | Prnt  Help to the Grid format, Use the scroll bars
: = : click here. to view additional
1, Review 2 General | 30 TripExpenze Categories | Expense . .
] |Eaames 4 information.
LA Region 1 /\
| @ | Elc|. Expense | Date |  Amount | ! | Merchant | City: | Charge | Reimburséb
s s s e o un A
&0 062201 1000 Cazh Lok Reimbrsahle Yes iz
&1 Cinnetr O6/22101 1800 Cash L Reitphursakle Yes  Admi
62 Lodging 0B/22/1M 12000 Caszh LA Fefmbursakle Yes  Adminis
63 Inciderntals OES22101 E.00 Cash LA Feimbur zakle Yes  Adminis
G4 Breskiast OE/23/01 5.00 Cash LAk Reimbursable Yes Adminis:
B4 Lunch 062301 1000 Cash L&y Reimburzable ¥em  Addminis
BE Incidentals D231 £.00° Cash LA Reimbursakle Yes  Adminis
&7 Taxi Fare O6/23/01 560 Cash LaX Reimbursakle Yes .&.dminiﬂ_
Report Tatal 2357.86 Reimburssble Smourt: 2357.86
= Expense:;-Elreakfast E} Payment t'y'pEZI Caszh EI - ‘
1=y Date: oo Tl Fricey Cdats I
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VIIl. Expenses Tab (continued)

In the example below there are two Applied Trips identified by the two tabs labeled "Transit
Subsidy” and “LA Conference”. When multiple tabs are displayed click on the tab to access
the expenses for that Applied Trip.

Fil= B4 Two Trip

& Types |[& [ & &

Back

Motes  Info List Frint  Help

1.Review42.@en¥l ] 3. TripExpense Categories 4 Expenses lS.Comple‘cion ]

Transt Subsidy LA Conference ] ) -
T o Click on the expense you wish to
______ | Mar 95 | Mar o7 view. The'fields associated with that Totals

 Breakfast : £.00 £.00 : expense display on the bottom half 12.00
Lunch 10.00 10.00 20.00
Binner | 1800 18.00 / of the screen. 36.00
Gazoline | 25.3y Ji 2533
+ 1520 / 152.00
Commercisl Sir Fal 123.00 / 123.00
_ Lodging 92.00 92.00 ] 184.00
__ Mileage, Personal .10 510 / 1020
_ Parking, Auto | 7.00 7.00 7.00 / 21.00
. Parking, Suto | 500 / 500
% Totals % 26010 13300 20143 Ji BO0.53

Expense:[&uto Rental =1 ‘ Paymert type: [Dirsct Charge =]

Date: [al| Fri icler:
2| 03028/03 E Friciay Contracted Prnwder.; Alamo Renta & Car, Inc :']
Amourt; & Lacation:|Lax =l

The UCM Object Code is displayed
base on table information provided by
your department.

Fields that are white can be updated. Fields
that are arav cannot be undated.

LICM Object Chde: [ 29701

Accourft:! CET Fund - J[EEE

Reviewing expenses:

1)

To verify information keyed for an expense click on the expense amount on the grid. The
various fields requiring information will display on the bottom half of the screen (e.g.
Receipt Included, Purpose, Location, etc.).

Depending on your department’s policy approvers may be responsible for verification of
expenses requiring receipts. Verification of lodging address is required when requesting
high cost lodging.

Fields that are white (not gray) can be modified.

Expenses cannot be deleted. If an expense in not valid, return the form to the employee.
The employee may delete the expense and resubmit the form.

Amounts can be adjusted to a lower amount, but must be greater than zero. Cannot be

adjusted to a higher amount. Add information regarding the adjustment in the Note Log
(see section IV. Note Log for Comments).

Continued on next page
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VIIl. Expenses Tab (continued)

Reviewing expenses: (continued)

File Edit Wiew Help

G =2 B F 1 H &

Back  Mext Save Motes  Info List Frint  Help

1. Review ] 2. General ] 3. TrimExpense Categaries 4. Expenses 5. Completion

Transit Subsidy ] L& Conference ]

Totals

b |

|
|
Totals [ 4500 4500

EXFJEI'ISB:l Regional Transit (Subsidy) :'] Payment ty‘pe:i Cash E

Date: [0amTing = Upcate

This field is used to assign Detail Account
Codes and can only be changed by the Click to review
employee/submitter or Accounting Office. expense Review Item.

Receipt included:i Yes EI \Accnum:i Q5T Fund &
LICM Object Code: [30201 ‘Detail...i

6) UCM Object Code field - is displayed based on a table with codes submitted by your
department. This field is verified by your accounting office and can be modified.

7) If the Detail Account Code is incorrect, you can return the form to the employee for
correction, or request that your Accounting Office make the correction when approving the
form.

8) When the expense is a Review ltem — Exception, the information regarding a

reason of explanation will display when the ._!DEJ‘E'"-" button is clicked. (This is the
same information provided on tab 1. Review).

When an expense is modified or adjusted, click the button.

IMPORTANT: When an amount is adjusted an Adjustment Reason screen will appear after
updating the Approve/Return screen (refer to Adjustment Reason Screen
section). The Adjustment Reason screen allows you to enter a reason
limited to 50 characters. Only one Adjustment Reason screen will be
displayed for the Expense Reimbursement. If additional approvers adjust the
form, another Adjustment Reason screen will be created and will overlay any
previously created screen. Use the Note Log function (see section IV. Note

Log for Comments), click on ‘Mates to track and identify all adjustments.
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IX. Completion Tab

Under tab 5. Completion, you will find additional tabs.

Receipts Tab - will display only if expenses requiring receipts were requested.

NOTE: Levels of review for required receipts are based on your department’s policy.

This screen lists all expenses that require receipts. On this screen you may view the Receipt
Submitted field Yes or No with a statement indicating why the receipt was not submitted or
Previously Submitted. Click on the receipt item to view the information for each expense.

Click on the next the next tab.

File Edit Wiew Help

e =2 B F I S

Back  Mext Save MNotes  Info Frint  Help

1. Rewiew l 2. General I 3. TripExpanze Categories ] 4 Experzes & Completion l

Receipts I Far Accounting Office Oy | Sommery | Aparee R !
% Date:[0amt03 ]
4 Receiptz Amount:l 4500
Expense:l Regional Transt (Subsidy)
Receipt subm'rt'led:! Yes 3
[ Receigt | Diate | Amourt | Experize [«]
=t 0401 03 45.00 Regional Transit [Subsicy) |
Yes 032503 25.33 Gasoline
Yes 032703 92.00 Lodging
Yes 0326103 92.00 Lodging

Approve Expense Reimbursement 13
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IX. Completion Tab (continued)

Travel Advance Recovery Tab

The Travel Advance Recovery screen displays the outstanding Travel Advance amount to
be recovered from this Expense Reimbursement. CalATERS will deduct the maximum
amount from all outstanding Travel Advances.

Click on the next tab For Accounting Office Only.

1. General i 2. TripExpense Categoties ] 3. Expenzes 4. Completion i

Receipts ] Revigw ftams Travel Advance Recovery For Accounting Cifice Only Sl

??; Travel Advance Racovery

~ Travel Advance Recovery

T4 10| TAF000002045 .
Reflects the amount being

TA Amount Availablel 20000 scheduled for recovery from
/ the Travel Advance

TA Amourt to be Scheduledl 7100 (TAF000002045) highlighted

below.

TaDete [. TAID | TA Original Amourt | TA Amount Avellable |
O7OE03  TAFODOO02044 500.00 500,00
O7mosns TAFODOOOZ2045 0 20000 ZU0 .00 73

LI5S TAFODODO2045 20000 HREN

Aiggunt to be Recovere -

Will require using the scroll bar to view
the Amount to be Recovered field.

4]
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IX. Completion Tab (continued)

For Accounting Office Only Tab

This screen is used only by the Accounting Office. Click on the Summary tab.
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IX. Completion Tab (continued)

Summary Tab

This screen reflects the total from the Expense listing minus the Travel Advance Recovery
and Direct Charge amounts. The Amount Due Employee represents the reimbursable
amount. Also included at the bottom of the screen is a Trip Summary, which is a total of
expense amounts for each trip reimbursement.

If the information is incorrect, return to a previously viewed/updated tab and modify as
needed.

If all information is correct, click on the Approve/Return tab.

Total Expense Amount. BE31E.

Travel Advance Recovery 35800

Direct Charge 19635
Amourt Due Employes. 11082
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IX. Completion Tab (continued)

Approve/Return Tab

This screen is used to Approve, Return or Disapprove an Expense Reimbursement. It is
important that you read the Submission Statement.

This screen can also be used to assign an additional approver, see procedures for assigning
an additional approver on the following page.

File Edit WYiew Help

> :
_ - o S
Back Save Motez.  Info Frint Help
1.Review | 2 Genersl | % TrpExpense Categories | 4 Expenses 5. Completion l

Receipts ] Far Accourting Office: Only SUMITiEry Approve /Return l

N, Approve / Return

See next page for instructions for
adding an approver

I hereby certify that:

1} | am authorized Iy my department to approve expense reimbursement requests; and
2} the expense(s) contained herein were incurred and inthe conduct of official State business anil
were authorized and in keeping with the applicable rules for expense reimbursement requests.

Prssword i % Aparoye &" Return for more informstion & Disapprove

Click in the Password field, enter your password, then click one of the following buttons:

@p i Will approve the Expense Reimbursement and will move it to the next approver or to
the Accounting Office for approval. If an additional approver is requested an email
notification is sent by the system to the approver. Email is not generated for the
Accounting Office.

m Return far more information

Will not approve the Expense Reimbursement. This option will allow
you to return the form to the creator or previous approver for
corrections or additional information. Follow instructions in section
Returning Expense Reimbursement.

iz approyve
&« Click this button to disapprove an Expense Reimbursement. Follow instructions in
section Disapproving an Expense Reimbursement.

Note: A disapproved Expense Reimbursement cannot be modified/corrected for
resubmission.

Continued on next page
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IX. Completion Tab (continued)

Approve/Return Tab (continued)

To Add an Approver:

1) Click on the Addl Appraver  putton. The Select Approver screen will display.
2) Key the last name of the approver, then click _ﬂl.

Select Approver
g Enter last name ar first fewe letters, then click 'Look Up! button:
Last name:|| [Loalis

i | Cancel

3) The Select A Person screen will display. To add the approver, click on the name, then

click the L e button. The Expense Reimbursement will now be routed to the added
approver.
x

@ ........................................................................

Michiols, Dehie M DMichols@izco.ca.0oy
Micholzon, Matalie M Miicholzoni@sco. ca.goy
Micholzon, Ronald M RMicholzoni@sco.ca.goy

ik I Zancel

To Remove an Added Approver:
Click on the RE’“‘:"‘“E'E‘W':'VE"I button.

The added approver will be removed.
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IX. Completion Tab (continued)

Approve/Return Tab (continued)

Returning an Expense Reimbursement

To provide a detailed description/reason for returning the Expense Reimbursement add a
Note using the Notes Log function (instruction are in section IV. Note Log for Comments).

& Feturn for more information

Click on the button.

When an Expense Reimbursement is being returned, the Return Reason screen will display.

1) Key a return reason (limited to 100 characters) or when the Note Log function is used,
refer the person to the Note Log for the detailed reason for return.
e

2) Click the L 1 button.

Return Reason

& Return Reason

Refer to Mote Log function for explanatiu:url :_l

| Ok I Cancel

3) The Select a Person screen will display. Click on the name to whom the form will be
T

returned, then click the : button.

select Person = x|

Displays:

Employee —
Nichols, Debie N

1% Approver —
Nicholson, Natalie N

¢ Micholz, Debie M

ichiolzon, Matalie i

Ik I Cancel

The Expense Reimbursement form is sent back to the Work Queue of the person selected on
the Select a Person list. The system will generate an email to notify the selected person of
the returned form. For instructions regarding working with a returned Expense
Reimbursement can be found in the Miscellaneous Actions Expense Reimbursement
instructions on the CalATERS website.

Continued on next page
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Completion Tab (continued)

Disapproving an Expense Reimbursement

A disapproved Expense Reimbursement cannot be modified/corrected for resubmission.

If

m Feturn for more information
button.

the information requires changes, use the

To provide a detailed reason (more than 100 characters) for disapproving the Expense
Reimbursement add a Note using the Notes Log function (instruction are in section IV. Note

Log for Comments).

&“ iz approyve

On the Disapprove Reason screen:

Click on the

1) Click the down arrow I, Click on one of the options, then click

button. The Disapprove Reason screen will display.

2) When Other is selected key reason (limited to 100 characters) or when the Note Log
function is used, refer the person to the Note Log for the detailed reason.

3) Click the L 1 button.

Click on the down arrow to display options, then
click on the desired option.

Key in the reason when Other is selected, then
click on OK.

Dizapprove Reason

& Reason

[ =
o funk/available

O‘lher.._.

o]

Cancel |

Reason

Other ...

Refer to Mote Log function for explanaﬂnn]

el

Ck Cancel |

The Expense Reimbursement form is sent

back to the Work Queue of the employee/

submitter. The system will generate an email to notify the person of the disapproved form.

Approve Expense Reimbursement
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Completion Tab (continued)

Approve/Return Tab (continued)

Adjustment Reason Screen

When an adjustment is made on tab 4. Expenses or to tab 5. Completion - TA Recovery
tab the Adjust Reason screen will display. This screen may also display if an expense was
adjusted, then changed back to the original amount. If this is the case, select Other and

indicate “No adjustments made”.

1) Click the down arrow ZZ.. Click on one of the options, then click

2) When Other is selected key reason (limited to 50 characters) or when the Note Log
function is used, refer the person to the Note Log for the detailed reason.

3) Click the 1 button.

Click on the down arrow to display options, then
click on the desired obtion.

Key in the reason when Other is selected, then
click on OK.

Adjust Heason

& Acljust Beason

the /
Feguest Submitted Earl%

Thiz Employee has Outginding Travel Advances
Mo funds svailable

Cither ...

LK I

d Heaso =

Adjust Reason

Cther ...

Mo Adjustments were made|

et )

Ok

Once the Adjustment screen is completed, the action requested for the Expense
Reimbursement (i.e., approved, returned or disapproved) will be performed and an email
notification will be sent to the employee/submitter regarding the adjustment.

Approve Expense Reimbursement
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File  Edit Wiew Help

Completion Tab (continued)

Approve/Return Tab (continued)

Messages

Prior to approving, returning or disapproving an Expense Reimbursement, a message may
display. This section contains examples of messages.

Travel Advance Error Message
When a Travel Advance is scheduled for recovery and multiple Expense Reimbursement

forms are in progress, you may receive an error message when approving, returning or
disapproving the form.

Click the ezl 1 button then click on the Travel Advance Recovery tab. No other action is
required on your part; the system will automatically recalculate the Travel Advance fields.

Click on the For Accounting Office Only tab and proceed to the Approve/Return tab.

Add an additional approver if needed. Key in password then click one of the buttons to
Approve, Return for more information or Disapprove the form.

2) Click on the Travel Advance -

e

Back

Sﬁ Nl?, = §r E‘ Recovery tab.
S Sl S P 3) Click on tabs to proceed to the

1. Review | 2. General W 5. Completion ! Approve/Return tab.

Travel Advance Recowery | Faor acoounting Office Only | Summary  Approve /Return |

Y, Approve/ Return

I hereby certify that:

1) | am authorized by my department to approve expense reimbursement requests: and
7} the expense(s) centained herein were incurred and in the conduct of official State business and
were authorized andl in keeping with the applicable rules for expense reimbursement requests.

1) Click OK. Password ixm & Abproye & Return-for more intormation &‘ Disapprove
Eror b

D¢ | TA Amount to be Recovered has been partially ar fully recoverad on another Expanse Reimbursement.
Return ta the Travel Advance Recovery tab and make corrections if needed,

Continued on next page
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IX. Completion Tab (continued)

Approve/Return Tab — Messages (continued)

Work Flow Message

This message will appear when an Expense Reimbursement is “Cancelled” by the employee
while attempting to approve, return or disapprove the form.

File: Edit Wiew Help

= 5 B = - &8

Back 1 ‘Save. MNotes Info | Frint. Help

1.Resiew | 2. Genersl I 3. Trip/Expense Categories: | 4:Expenses | 5. Completion I

Travel Advance Recavery || For Accounting Office Only | Summary  Approve {Return |

[0\ Approve / Retur x|
WorkFlow: ltem (TEADDDDDD2ES) not found. Please contact
I hereby certify that: ‘sUpport.

1) Fam authorized by my
2} the expense(s) contair

Click L= , then exit the form by clicking File on the Menu Bar, then click Close. When

the Save Confirmation screen appears, click —l which will take you back to your Work
Queue. The form will no longer appear on your Work Queue.

Click File on the Menu Bar, then click Close. Click the “No” option to return to your Work Queue.
e view Help / Save Confirmation ) %}
Save .. Chrl+5 @ et % @ :
istes  Info  Print  Help to form’s
Prink... k4P

Ma Cancel l

|I 3. TripExpense Categories | 4. Ex

|l |l
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