Revised: 07/03
Expense Reimbursement Process

This document provides Help Desk staff an overview of the Expense Reimbursement process.
Forms processing and tasks specific to the Employee/Submitter, Approver and Accounting Office
are explained.

NOTE: Throughout these instructions there are references to other sets of instructions (e.g.,
Update Your Profile). To access these instructions, go to the CalATERS website, click
Travel Advance & Expense Reimbursement, then select a role (e.g., Employee, Preparer,
Submitter, Approver, Accounting or Help Desk). Then select the specific instructions.

Help Desk staff can use the Logon As privilege (if authorized) to access Expense
Reimbursement forms that need problem resolution. The Logon As privilege is provided by
SCO and is requested by your department. Refer to instructions for Sign In and Access

Problems.
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l. Overview of Icons

Icons are available on most screens within CalATERS. The following section explains the
purpose and use of icons available on the Expense Reimbursement form.

1 Eileen L McDonald [Expense Reimbursement Form: 03/24-25/03 5an Francisco Training]’ [ iD!:?_(_[
File Edit Yiew Help
o w [E

Lant Mext Save - Notes Info

& [ 4— Icons

Print Help

1. General |2_Tripﬁpaﬁ_se_r;a'teg'oﬁes e G| 2 anietn |

@: Update oy appropriate Reportnfo |

l_Specialized Accoumt Co&! [ Expenses requie special account charge codes

ICONS - Are used to perform the following functions:

<5 Moves backward to the previous tab.
bBack
= Moves forward to the next tab.
Pext.
= Saves the form.
Save
@’ Opens the Note Log. Displays any Notes that were added by the
Mot employee/submitter, approver(s), or the accounting office. Notes can be

added during the processing of the form. Also, the system will
automatically generate a note in the Note Log with information regarding
the reason a form was returned or disapproved by an approver.

Mote log for Comments ﬁl
‘|Eileen L McDonald Upelate
‘| Trip Selection

Delete

Reimbursement for Regional Transit Subsidy based on ,_-_i
$E60 monthly cost, _‘ Finishied

Al

ACamment

........... - ; . ek
New Entry |

Continued on next page.
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. Overview of Icons (continued)

ICONS - Are used to perform the following functions:

Info

Displays the Report Name and Claim Type.

Expensze Heimburzement

K

Repart Mame: | 03:24-2503 San Francizco Trairing & 0403 RT Suk

Chaim Type:|In State Trawed

[~

Displays the expenses on the Expense tab on a Grid format.

File Edit Wiew Help

& 5 [E O3

Back  Nex Metes  Info

Icon changes

o

hitar 24 G
o Rerfal 2900] 290
Breakfast Eo0| 600
Lunch 00| 1000
Dinner 1e00] 1800
cidle B.00

o

from Grid to
List .

Expense Reimbursement Process

Continued on next page.

help_erprocess.doc 07/22/03-




. Overview of Icons (continued)

ICONS - Are used to perform the following functions:

Displays the expenses on the Expense tab in a List format.

Fil= Edit \i"lew Help Icon changes
= [ aat % from List to
Back Mext  Motes Info  ahd  Prnt  Help Grid.

4. Genersl ! 2. TripExpense Categaries 3 Expenses I4.Cu:umpleti

SF Training | RT Subsily

[ E e

Expenze

1

2 Breakiast 03024003
3 Lunch 03524003
4 Dinner 0Z724003
5 Incidertals 03724003
(=] Lodging 0372403
T Ao Rental 03525003
g Breakiast 03525003
9 Lunch 03025003
] Dinner Q3725003

Frint.

Displays the Attached Receipts/Print Report screen.
I

@ Attach Receipis tothe Transmittsl Sheet and place in an EXTERNAL envelope
acdressed exactly a5 shown belov. [t vou are unable to prict the Transmittal Sheet,
attach your receipts toa piece of paperwith the REA #; Authorization form (LUShaa)
nmber, your name, serisl number , total EXPENSE amount, last date of expense.

Eilzen L McDaonald

SCO-Training LS. Postal Service
300 Capitol Mall
Sacramento CA 9551 4

Key: TEADDOOOOZ2G3

Change Receipts Address

@ Print Report by selecting 2 print option,
Mo Prirt

Tranzmittal Page

Tranzmittal Page with Summary

e Transmmittal Page with Summary and Detailz

o]

Prirt Previsw | Cancel |

The employee/submitter can change a receipt address and can select
from a number of different Print options for their transmittal and summary
sheets.

Note: Department's receipt policies vary, your department may require
receipts be forwarded directly to the employee's first level approver.

Help

Provides help information and access to other areas within the
CalATERS website, such as Definitions, Instructions, etc.

Expense Reimbursement Process
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Il From Draft to Submission — Employee to Approver

Refer to Create Expense Reimbursement, Special Account Coding, or Long Term
Assignment instructions for detailed or quick path information on how to complete Expense
Reimbursement forms.

The following pages outline issues the employee/submiiter may encounter when processing
Expense Reimbursement forms from draft to submission.

Profile Information

Before creating a new Expense Reimbursement the employee should verify that their
Profile information has not changed. When a submitter or preparer is creating a form for an
employee, they should verify with the employee that Profile information is correct. Changes
may include appointment to a new classification, changing your approver, appointed to
supervisory from rank & file, name or address change, etc. Refer to Update Your Profile
instructions.

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

If Profile information that impacts the auditing of the form is inaccurate, the form should be
returned or disapproved. The Profile must be corrected then a new form must be created.

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

E1 Eileen L McDonald [Expense Re g = -

File: e Hel Click here
= 4 for Profile.

Report [nforriation... -
Ba  Hete log... | i nf
ek d|gories |-3.Expenses i 4 Completion I

Continued on next page.
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Il From Draft to Submission — Employee to Approver

1. General Tab

The General tab can be used to select Specialized Account Coding. If no special coding is
required, or if employees/submitters of the department do not specify this coding, the
selection should be left blank. Note: Once Trip Types are added to tab 2. Trip/Expense
Categories, the employee/submitter cannot go back to tab 1. General and select
specialized account coding, except when the form is submitted and subsequently returned
to the employee/submitter. Only the Accounting Office can modify the General tab after
trips have been added.

E3 Eileen L McDonald [Expense Reimbursement Form: 03/24-25/03 San Francisco Tra h Y | = iEI]li
File Edit “iew Help
> & 2 &
Mext Save hotez  Info Print  Help
1. General |2.Trip.l'E><pense Categories I 2 Enpenass I Ao o
@ Update as appropriaie Report info |

:Specia].izedﬁ.ccnuandel I Expenses reauite cnecial acoonnt charme code
Selection is blank. The
form will use coding from

il Eileen L McDonald [Expense Reimburcement Form PrOfIIe-
File: Edit “iew Help

=10l x]

3 . T
5 & [F s &
Mext ‘Save MNotes Info (e Frint  Help
1. General | 2. Trip/Expense Categaries I 2, Expenises | & Complehon l
@ Update as appropriate Reportinfo_ |

i Specialized Account Code | i E2penses require special account charge codes

v Indicates special
coding is needed.

Coding required for this claiml

' How would you like to charge your Expenses ?

" (Charge to account coding indicated in my emplopes profil

& Charge by individual expense item Agency Code: ESCO!Sacramerdo ;j

Select the account code from the Iist below.

Fund | SubFund | Organization | Fiscal vear | Reference | Chapter | Program | Category | Fed Catalog | Eleme - |
oo ALDA 2002 oa1 o |
000 ALSA 2001 oo 01 |
ululng} AAAL 2000 001 o1 |

|

|

|
J | #Hzl

Wiren complete. sefect Tab 2. Trip/Expense Categories.

Continued on next page.
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Il From Draft to Submission — Employee to Approver (continued)

1. General Tab (continued)

If Specialized Account Coding is selected, the employee/submitter/preparer has the option
to charge individual expense items to an account code other than the one indicated in the
Profile. Refer to the Special Account Coding instructions on the CalATERS website.

i Eileen L McDonald [Expense Reimbursement Form: D3/24-25/03 San Francisco Training & 04/03 BT S = 1EIL>Q
File: Edit “iew Help
5 = [= 38
Rl ‘Save Motes Info Prirk Help:
1. General | 2, TripExpense Categorias | 2 ExpEnes | G Bt I
@ ipdate as appropriqte Reportinfo_|

| Specialized Account Code | ¥ Espenses require special account chargs codes

Coding required for this i:laimi

How would you like to charge your Expenses 7

" Charge to account coding indicated in my employee prafile

& Charge by individual expense item Agency Cocde: I 50

(CalATERS-Region |
Department of Training
SCOLos Angeles

Select the account code from the list below.

Fund | Sub Fund | Organization | Fiscal Year | Reference | Chap

oo ANAR 2002 o1

0o AAAR 200 o1

0oo AAAA 2000 001

0 [ e

When complete. sefect Tab 2. Trip/Expense Categories.

Continued on next page.
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2. Trip/Expense Categories Tab

From Draft to Submission — Employee to Approver (continued)

The Trip/Expense Categories tab is used to select the type of trip or non-travel expenses.
The fields available/displayed on the bottom half of the screen depend upon the trip type
selected/highlighted in the Applied Trip area.

& Eileen L McDonald [Expense Reimbursement Form: 03/24-25/03 San anc'm:uftairﬁug-ﬁmﬂ_' IC

File Edit %iew Help

1B/

&

Prririt

Infaor

Eop o [F

Back Next Save MNotes

Help

1,General 2. TripExpense Categories | 3. Expenses’ | et |

Selection of Trip or Expenses
Select from the following list

Applied Trips

=

Long Term Assignment
IMon-State Sponsored Conference/Convention
Mon-Travel Expenses

Update or Remove the applied trip

IS‘tate Sponzared ConferenceiConvention

R
Bl Fegular Travel

0401003 -

Highlighted Trip Type
fields display on
bottom half of screen.

@ Regular Travel
o ad

First-clate of Trip: | ik
[n32sna

] E Start Time: ’DBDD

Last Date of Trip: Tal| End Time: i19l3l3
Trip Location: |San Francisco
Trip Purpose: [Training ,__1

N

Trip Mame:
State vehicle uzed?

Was Trip = ar = 50 miles from HomeMesdquarers?
License Mumber:

Update I

SF Training
5
Yes | ¥

abcl 23

Selection of trip(s) or non-travel expenses:

Limit on trips

Four trips (same trip types or different trip types) can be applied to one form. If more are
required, an additional Expense Reimbursement form must be created and submitted.

Expense Reimbursement Process

Continued on next page.
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| From Draft to Submission — Employee to Approver (continued)

2. Trip/Expense Categories Tab (continued)

Review Items and Exceptions
A Review Items and Exceptions screen will display when Non-State or State Sponsored
Conference/Convention trips are requested.

Review ltems - Exceptions . '.!' xf_

tem: Z3a DPA required - trip LA Conference
Exception: & Document of Prior Approval must be submitted for State Sponsored ConferenceiConvertion trips.

Respunse:!l 3

ok I Eancel-| -PDIic:ﬁ*-,-'

Continued on next page.
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| From Draft to Submission — Employee to Approver (continued)

3. Expenses Tab

The Expenses tab is used to itemize expenses for each trip. This tab can be viewed in a
grid or list format (see Icons section for more information). The sample below is the grid
format.

The expenses that are available for selection for each trip depend upon the trip type
selected on tab 2. Trip/Expense Categories. For instance, LTA expenses are only
displayed in the expense drop-down list if an LTA trip type was selected on tab 2.

The fields displayed at the bottom of the screen depend upon the expense selected.
Expenses can be claimed as Cash, Direct Charge (pre-paid by the State or using a General
Services card), or Corporate Card (a state issued credit card, such as American Express,
where the employee versus the state receives the bill). Note: Rules for selecting expenses
and expense limits are applied based upon the employee's collective bargaining description
on the Profile record attached to the Expense Reimbursement.

The fields displayed may be different based on the role viewing the expense (e.g.,
Employee versus Accounting Office Staff). When Accounting staff view tab 3. Expense,
additional fields such as, Taxable, Reportable and Account fields may display. See section
IV. Review Form — Accounting Office to Final Approval.

i Eileen | McDonald [Expense Reimbursement Form: 03724-25/03 5an Francisco Training & }‘“ j _ v] = D]l(_j

File: Edit Wiew Help

e = & [ 3 &

Back et Save Motes Info [t Print  Help

1. General ] 2, TripiExpense Categories. 3. Expenses ]4.Completion I

SF Training ] RT Subsidy

24 (YOS | Totls |
o + 2900 29.00 S3.00]
Breakfast £.00 £.00 12.00
Lunch ; 10.00 10.00 20,00
| Dinner 1800 18.00 3600/
_ Incidertals 5.00 5.00
Lodging, 102.00 102,00
=
|
I
l 1
Totals | 171.00 B3.00 23400
Expense:i Auto Rental :'j Payment type:! Cazh ) |
ﬁ Date:| 0zr24003 E tdanday Contracted Provider:i Avis Rent & Car System, Inc El S
IR Thn| B Location: | Sacramenta =] Delets |

Plewi

Receipt included:i Yes :"}

UCh Ohject Code: 129?01

Continued on next page
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From Draft to Submission — Employee to Approver (continued)

3. Expenses Tab (continued)

Selection of expenses:

Incidentals — the system will allow one incidental per 24-hour period. If the employee
claims the Incidental expense on the first day and your office does not allow this, return the
form back to the employee/submitter with instruction to delete the first day Incidental and
add the Incidental to the last day of the trip. These instructions can be added using the
Notes feature.

Account field

This field is used to further define account coding information associated with the expense,
for instance, it can be used when an expense needs to be charged to a specific grant or
program. Accounting staff can modify this field. Refer to the Special Account Coding
instructions on the CalATERS website.

Account: | Program 100 hl |LE2:

Long Term Assignment

For Long Term Assignments (LTA), the employee's Profile must indicate LTA start and end
dates and LTA address. For retroactive LTA claims where the LTA information has been
removed from the Profile, the Profile should be updated to reflect the LTA dates at the time
the expenses occurred. Once the Expense Reimbursement is created, the Profile should be
updated to reflect current information. Refer to Update Your Profile and Long Term
Assignment instructions.

Review Items and Exceptions

Messages are generated when approval is required, the expense requires reviewing, or the
rules criteria have been transgressed. When a transgression occurs and an Exception
Message is generated, the employee may be asked to provide additional substantiation
regarding the expense or the system may consider the expense a “Hard Stop” which will not
allow the employee/submitter to update the expense. Hard Stop messages may also be
encounter on the Review ltems screen. The employee/submitter cannot update the
Expense Reimbursement until all Hard Stops are resolved or the expense is deleted.

Review ltems - Exceplions i}

ftem: #1115 Regional Transit (Subsidy)
Exception: Automated Audits have nat been applied to this expense item; approvers should review:,

Ok I Cancell Palicy..,
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| From Draft to Submission — Employee to Approver (continued)

4. Completion Tab

Receipts
The receipts tab will display only if expenses requiring receipts were listed for any trip on

tab 3. Expenses.
El Eileen L McDonald [Expenze Reimburzement Form: 03124-251Ij3=5,an Franciss.n Trmnmg&ﬂ“ﬁﬁ
File Edit View Help

e =2 B [F &

Back Mext Save  Motes: Info | Prnt  Help

1. General I 2. Trip/Expense Categories I % Expenses. 4 Completion |

Receipts | Review tems | Travel Advance Recovery | | e ek [p e R = el I ST I SURITIESIEN

Dste: [0a72403 =l e
4 Receipts Amourﬂ:l it
Expense:l Auto Rental

Receipt Submﬂted:l frez] 3

. Receipt Diate Amount Expenze =]
ki 3024005 29.00  Auto Rental [
Yes 03525003 29.00 Auto Rertal |
Yes 0352403 102,00 Lodging |
Yes 040103 45.00 Regional Transt (Subsidyl |

!

Review Items

The Review ltems tab will display only if prior approval was required or if an expense
requires additional information or the expense is an exception to a rule. If the Status field
shows Hard Stop, the form cannot be processed until the expense is rewsed or removed.

i Eileen L McDonald [Expense Reimbursement Form: 03/24-25/03 San Francisco Training & 04/03 RT ‘Subsidy] - lDi x|
File: Edit Wiew Help

> & ECI | @

Back et ‘Save Motes Info | Print  Help.

1. General | 2. TripExpense Categaries I 3. Expenzes 4. Completion

Receipts Review ftems | Travel Advance Recovery il € LG [ = S ETEL SObTIES |

[ 12 tem | Camment = T

#1115 Regional | Transi Au‘t mat i I i item; approvers shc-ul EVIEYY,
#E Incidertals ¥ of BE el ed pe =) . 2 reported in. 3

¥ ¥ Incidentalz 1 expense(s) of this type permitted per 24 hours of trip. 2 reported in 3? DD hours Hard Stop

Exception: 1 expenze(z) of this type permitted per 24 hours of trip. 2 reported in 37.00 hours

Mext Back |  Detail. | ‘Poicy. |

Continued on next page.
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From Draft to Submission — Employee to Approver (continued)

4. Completion Tab (continued)

Travel Advance Recovery

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. Only the accounting office has the capability
to adjust the amounts scheduled for recovery.

On the Travel Advance Recovery screen, the employee/submitter and approver(s) can
view, but not adjust, any outstanding Travel Advance amounts to be recovered from the
Expense Reimbursement. The Accounting Office will have the capability to reduce or

schedule the maximum amount available for recovery for outstanding Travel Advances.

E Eileen L McDonald [Expense Reimbursement Form: 03424-25/03 San Francisco Training & i dy] i [=] 5]
File: Edit ‘“iew Help

G L & =

Back hext Save Motes  Info ! Frink.  Help.

1, General l 2. Trip/Expenze Categaries l 3. Expenzes 4. Completion I

Receipts | Reviewy tems  Travel Advance Recovery I For Accourting Gffice Only | STy S0k

?\?% Travel Advance Recovery

T Travel Advance Recovery

TA |DZ|TAFDUDUUDS23
T4 Armount Avallablel 75.00
TA Amount to be S'chaduledl 7500

Update

Travel Advance Available for Recovery

__Amourtfo be Recoversd |
o .00
0320003 200.00

Continued on next page.




Il From Draft to Submission — Employee to Approver (continued)

4. Completion Tab (continued)

For Accounting Use Only

This screen is used by the Accounting Office to enter the Start and End dates for taxability
while on a Long Term Assignment of one year or longer.

| i Eileen L McDonald [Expense Reimbursement Form: 03/24-25/03 5an Francizco Training & 04703 RT Subsidy]

Continued on next page.
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Il From Draft to Submission — Employee to Approver (continued)

4. Completion Tab (continued)

Summary

This screen reflects the total from the Expense listing minus Travel Advance Recovery
and Direct Charge amounts. The Amount Due Employee represents the reimbursable
amount (including Cash and Corporate Card payment types).

ement Form: 03/24-25/03 San Francisco T ng & 04703 BT Subsidy]

Tatal Expense Amount

Travel Advance Recovery

Direct Charge

Amourt Due Emplayee

Continued on next page.
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| From Draft to Submission — Employee to Approver (continued)

4. Completion Tab (continued)

Submission

The submission tab displays on draft forms, prior to being submitted by the employee
/submitter.

The name of the employee's first level approver is displayed. The first level approver
(default approver) is specified in the employee’s Profile. Refer to Update Your Profile
instructions.

The Change dppraver | | ion is used by employees/submitters to select an alternate approver
(other than the Default Approver) or to assign a first level approver when an approver is not
displayed.

The LEAEERREY | button is used to add another level of approval.

To submit the form, the employee/submitter enters their password and clicks the

=
M button. An e-mail is sent to the first level approver.

sidy] = ini_ﬁ
File Edit “iew Help
= . 1 -

. - v T -
Back Seve  MNotez.  Info Frint  Help
1, General | 2 TripExpense Catenories . | 3 Expenses | 4 Completion l

Receipts 1 Review tems I Travel Advance Recovery ! For Accourting Office Only 1 Summary. | Submission I

[N, Submission  lNextapprover is Debie L Lee < First level approver. Change Apprqver_l

Add Approver I

I hereby certify that this request represents a true statement of the travel expenses incurred by me in
accordance with the Department of Personnel Administration Bules and Regulations inthe service of the
State of California. If a privately owned vehicle was used, and if mileage rates exceed the minimum rate,
| l:ertlfythét the cost of operating the vehicle was equalto or greater than the rate claimed, and that |
have metthe requirements as prescribed by SAM Sections 0750 through UTSA]-perlainil1g to vehicle
usage.

Submission Routing

When the form is submitted, it will go to the employee's first level approver (default
approver) or an alternate approver (with a copy to the default approver) if the
employee/submitter changed the approver. An e-mail notification will be sent to the
approver and the form will be available for review in the approver's Work Queue with a
status of Action. The form has a status of Submitted on the employee/submitter's Work
Queue.

Note: When a submitter submits the form, a copy will be sent to the employee.
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Review Form — Approver to Accounting Office

=
To check the status of a form after it has been submitted, use the Form Status AU b tton
from the Work Queue.

Refer to Approve Expense Reimbursement from the Approver role for detailed instructions
on approving an Expense Reimbursement.

View Profile Information

When the form is opened, the approver can view the employee's Profile that is associated
with the Expense Reimbursement request by clicking Edit, then Profile.

The Profile screen will display. To exit the Profile, click the ﬂl button or the .

Note: The Profile can be accessed from any tab within the Expense Reimbursement form.

For more information, refer to View User’s Profile instructions.

1. Review Tab

For the approver, the view of the form is arranged slightly different from the
employee/submitter’s view of the form. The first tab that appears is the Review tab. This
lists any exceptions or mandatory review items.

=10l x|

i Eileen L McDonald [Expense Reimbursement Form: 03724-25/03 San Francisco Training & 04703 BT Sub:
File: Edit “iew Help

> 4 3
et ‘Save Motes Info Frint.  Help
1. Review |2:General | ) T/EpEnse Categ s, |4 Experises I 5 Gompletion) |

Eileen L McDonald

Total Expenses: 27900
Report Mame: 03/24-25/03 San Francisco Training & 0403 RT Subsidy

tem: 2115 Regional Transit (Subsidy)
Exception: Automated Audits have not been applied o this expensze tem; approvers should review:.

[HE3E I El e I Detail... _Policy...l

Continued on next page.
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2. General Tab

Review Form — Approver to Accounting Office (continued)

This tab is the same as tab 1. General for the employee/submitter. This tab is used to
indicate Specialized Account Coding. If no special coding is required, or if
employees/submitters of the department do not specify this coding, the selection will be left
blank. The approver cannot change information on this screen.

3. Trip/Expense Cateqgories Tab

This tab is the same as tab 2. Trip/Expense Categories for the employee/submitter. If
detailed information is not displayed, click on an Applied Trip to view detail. The approver
cannot modify information on this screen.

il Eileen L McDonald [Expense Beimbursement Form: 03/24-25/03 San Francisco Training & 04/03 RT = ]EIL)Q
File: Edit ‘“iew Help
e s &
Back et Save Motes  Info Frint.  Help
1. Reviewy I 2 Genersl 3. Trip/Expense Categories I 4. Expenses I 5. Gampletien I
. Selection of Trip or Expenses
Select from the following list
| ][] AppliedTrps [ Dates |
[¥] Mon-Travel Expenses 04/01/03 - 040103 ||
Bl Regular Travel 032403 -0 KN
|
: |
Click on an ,
Applied Tripto | |
disnlav detail. o
Update or Remove the applied trip

@ Regular Travel

First date of Trip: [0am4ma (]| Start Time: [n800
Last Dste of Trip. [G5725103 5] End Time: [1500

Trip Marme: [SF Training

State vehicle used?

Trip Lacation: [San Francisco

Tripy Purpose: Tr;Eiin'ing

=
=

Waz Trip = or = S0 miles from Home/MHeadguarters?
License Mumber:

Upidd BrE I

-

I
Yes 3

abol 23

Continued on next page.
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Review Form — Approver to Accounting Office (continued)

4. Expenses Tab

This tab is the same as tab 3. Expenses for the employee/submitter. Approvers can reduce
expense amounts. If expenses are adjusted, the Approver will be prompted at the
Approve/Return tab (last screen in the review process) to provide an adjustment reason.

) =] E3
File: Edit Wiew Help
o g
Back et Save Motes Info  List Frint  Help
1. Review ] 2. General ] 3. TripExpense Categories: -k Expenses | 5. Completion ]
SF Training l RT Subsidy ]
Tue _ |
___&_g@'gﬁ@gijgl_ 29.00 29.00 S5.001
Breakiast E.00 £.00 1200
Lunch : 10.00 10.00 20.00(
__ Dirrier- 1800 1800 36.00 |
Incidentals 5.00 .00
& 10200 102.00f
- |
|
|
[
|
|
Totals | 171.00 63.00 234.00
Expense: {Lodging :‘:I Paymert type: [ Cash X
o=y Dete: [r3/24103 =
Amourt | 10200
County; | San Francizco
Room Amaurt: 5000 B Can reduce amounts
Tax Amourt: 13.00 & that dISpIay in Whlte
fields onlv.
Receipt included:iveg E
LICM Object Code: |

Continued on next page.
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M. Review Form — Approver to Accounting Office (continued)

5. Completion Tab

This tab is the same as tab 4. Completion for the employee/submitter. The Receipts,
Travel Advance Recovery, For Accounting Office Only and Summary tabs function the
same as for the employee/submitter.

The Approve/Return tab only displays for approvers and accounting office staff. This tab is
used to Approve, Return for More Information, or Disapprove a form and can be used to add
an additional approver.

B Eileen L McDonald [Expense Reimbursement Form: 03/24-25703 San Francisco Ti &0 —"* -":-‘:'-."E:’.",' i iEIJll
File Edit Yiew Help

= = [Z == 7

Back Save Motes  Info | Frint  Help

1. Rewigwe l 2. General ]SZTripJExpense Categories i4.Expenses 5 Completion

Feceipts ' Travel Advance Recovery ] For Accounting Cffice Only SUMMary: Approve ! Return

{1\ Approve/ Refurn

Add Abprover |

| hereby certify that:
1) L amy authorized by my department to approve expense reimbursement requests: and

2) the expense(s) contained herein were incurred and in the conduct of official State business and
were authorized and in keeping with the applicable rules for expense reimbursement requests.

‘ &’ Feturn for more information | ‘ &‘ Disapprovel

Password | ‘ w RIS

Approve

If the form is approved, it will go to any additional approvers or to the Accounting Office.
When the form is approved, the approver's Work Queue will display a status of Approved,
while the employee/submitter's Work Queue will continue to display a status of Submitted,
until the Accounting Office approves the form. The form will display in the next approver’s
Work Queue, or the Accounting Office's pooled Work Queue, with a status of Action.

Returned for More Information

A form can be returned to the employee/submitter or any approver who approved the form.
A reason for return will be required. When a form is returned to the employee/submitter the
status of the form on the Approver's Work Queue and employee/submitter's Work Queue
will display Returned. Once the form is corrected, it can be resubmitted for pay and the
status will change to Submitted for the employee/submitter and Action for the approver.

Disapprove
When a form is disapproved it will be returned to the employee/submitter's Work Queue with

a Status of Disapproved. Approver’'s Work Queue will also display a Status of
Disapproved. Disapproved forms cannot be resubmitted.

Continued on next page
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M. Review Form — Approver to Accounting Office (continued)

Adjustment Screen

If an approver has made an adjustment to an expense or amount to be collected on the Travel
Advance Recovery tab, the Adjustment screen will appear after the form is Approved,
Returned for More Information or Disapproved.

The Adjustment screen may also display if an expense was adjusted, then changed back to
the original amount. If this is the case, Other may be selected and “No adjustments made”
can be indicated.

1) Click the down arrow Z.. Click on one of the options, then click 5
2) When Other is selected key reason (limited to 50 characters).
e

3) Click the L= d button.
Click on the down arrow to display options, then Key in the reason when Other is selected, then
click on the desired ontion. click on OK.
Adjust Reason d Reaszo *
& Adjust Reason Adjust Reason
et / E’] Other.. 3
Feguest Submitted Early ; -
Thiz Employes has OutPanding Travel Advances Mo Adjustments were made | ,:_I
Mo funds available ‘v_!
(Other ..
UK I Ok

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

To check the status of a form after it has been approved, use the Form Status SEAUS. 1yytton
from the Work Queue.

Continued on next page.
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V. Review Form - Accounting Office to Final Approval

Refer to Approve Expense Reimbursement instructions from the Accounting role for detailed
information on how to approve an Expense Reimbursement.

Accounting Staff Work Pool

After an Expense Reimbursement is approved by supervisors/managers, the form will be
forwarded to the "Department Technician Group" (work pool). Your department CalATERS
Coordinator will submit to the State Controller's Office a request to authorize access to the
work pool.

All “work pool” forms will be included on the accounting staff's Work Queue along with any
forms that they have created/submitted. Forms requiring accounting office approval are
identified with a Status of Action.

IMPORTANT: When accounting staff open an Expense Reimbursement form for review,
they must either act on the form or return the form to the work pool using the
Cancel and return to pool function. If the form is not exited via the Cancel
and return to pool method, the form will not be available for review by other
accounting staff.

Cancel and return to pool

Bl Eileen L McDonald [Expenze Reimbursement Fao I - Ea— vl B Elllﬁ_i
Eoli @izt Help To return to work pool,
Save.. Chil+g &/ click File, then Cancel
T el B2 fitl and return to pool.
Cancel and returm to pool ! : ! - :
Cloge
Total Expenses: 27900
Repott Mame: 03/24-25/03 San Francizco Training & 0403 RT Subsidy

Cotmmel

should review.

The Return to Pool confirmation box appears, click Yes.

Return to Pool

f\?l) Cancel form and return to the pool?

Mi I

Continued on next page.
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V. Review Form - Accounting Office to Final Approval (continued)

When accounting staff open an Expense Reimbursement form for review (Status of
Action), their view of the form is similar to that of the approvers.

View Profile Information

When the form is opened the accounting office can view the employee's Profile that is
associated with the Expense Reimbursement request by clicking Edit, then Profile.

The Profile screen will display. To exit the Profile, click the ﬂl button or the .

Note: The Profile can be accessed from any tab within the Expense Reimbursement form.

For more information, refer to View User’s Profile.

1. Review Tab

The first tab that appears is the Review tab. This lists any exceptions or mandatory review
items.

i Eileen L McDonald [Expense Reimbursement Form: 03/24-25/03 San Francisco Training & 04/03 BT Sub
File: Edit ‘iew Help

sidy] =18l

= " 5
= = [Z = |
Mext  Sawe Motes Info | Prnk  Help
1. Review |2:Gene‘ral | ) T/EpEnse Categ s, |4 Experises I 5 Gompletion) |

Eileen L McDonald

Total Expenses: 27900
Report Mame: 03/24-25/03 San Francisco Training & 0403 RT Subsidy

tem: 2115 Regional Transit (Subsidy)
Exception: Automated Audits have not been applied o this expensze tem; approvers should review:.

[HE3E I El e I Detail... _Policy...l

Continued on next page.
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2. General Tab

Review Form - Accounting Office to Final Approval (continued)

This tab is the same as tab 1. General for the employee/submitter. This tab is used to
indicate Specialized Account Coding. If no special coding is required, or if
employee/submitters of the department do not specify this coding, the selection will be left
blank. The Accounting Office can add or modify this information.

3. Trip/Expense Cateqgories Tab

This tab is the same as tab 2. Trip/Expense Categories for the employee/submitter. If
detailed information is not displayed, click on an Applied Trip to view detail.

The accounting office can update or remove information on the Trip/Expense Categories

tab.
il Eileen L McDonald [Expense Reimbursement Form: 03724-25/03 San Francisco Training & 0 vl = ]EIL?Q
File: Edit “iew Help
&~ = [E =)
Back et ‘Save Motes  Info Print  Help.
1.Review | 2 Genersl 3. TripExpense Categories |4:Expenses I 5 Gompletion) |
'\ Selection of Trip or Expenses
Select from the following list
| =] _ Applisd Trips | Dates =1
[V] Mon-Travel Expenses D410 - 0401 /03 | |
M Reaular Travel 0324003 - 032503 -
i
. |
Click on an |
Applied Tripto | |
displav detail. =
Update or Remove the applied frip

@ Regular Travel

Update: I

First dete of Trip:
Last Date of Trip:
Trip Location:
Trip Purpose:

Darama [2l| Stert Time: |
D353 o] End Time:

0500

|San Francisco

Training

Trily Mame: | SF Training
-'I'EI_DD- State vehicle uzed? (Mo (v |
Was Trip = or = 50 miles from HomeHeadguarters? |Yes ||
_;j License Mumber: | ahc1 23
=

Expense Reimbursement Process

Continued on next page.
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IV. Review Form - Accounting Office to Final Approval (continued)

4. Expenses Tab

This tab is similar to the tab 3. Expenses for the employee/submitter. The accounting office
can adjust expense amounts, delete expense amounts, indicate taxability and reportability,
and add or change account coding on the Expenses tab. If expenses are adjusted, the
Accounting staff will be prompted at the Approve/Return tab to provide an adjustment

reason.
i Eileen | McDonald [Expense Beimbursement Form: D3/24-25/03 San Francisco Tr ing & 0 bsidy] = EI]_Xj
Filz: Edit “iew Help
> ; ;
A L 5 &
Back Mext Save Motes Info List  Prnt  Help
1. Review ] 2. Gengeral ] 3. Trip/Expenze Categories.  “h EXpenses | 5 Completion ]
SF Training 1 RT Subsidy ]
|
Tue _ |
: Mar. 25, ‘ Totals !
fio + 2o00] 2300 55.00)
Breaktast 5.00 5.00 12.00
Lunch ; 10.00 10.00 20001
Dininier 1800 1800 36.00(
Incidentalz 5.00 6.00
_ Lodging 102.00 10200
o
|
Totals | 171.00 53.00 234.00
Expensze:| suto Rental =l Payment type: | Cash =1 '
ﬁ Date: | 0324003 E Monday Contracted Provider:i Aviz Rent A Car System, Inc _:] Hiale
Amount:l i i i PR Looation: | SanrarReRta e «cccoeoeoeoeoeeed o e |
Taxable/Reportable Taxahle: lNo El Reportable: INo ::__i
. _". Taxable Amourt: 000
fields. : !
<Reportable Amourt: J (i}
.......................................................
Receipt included:i‘r‘es E
LUCh] Object Code: 129?01

Taxable/Reportable fields

For all transactions identified on CalATERS as taxable/reportable, the system will
automatically generate transactions in the State Controller's Non-Uniformed State Payroll
System (Non-USPS). These transactions were previously requested on the form STD.676
Non-USPS Adjustment Request — Payments (Fringe Benefit/Employee Business Expense).

The system or accounting staff can use the Taxable (Yes/No), Reportable (Yes/No),
Taxable Amount and Reportable Amount fields to indicate taxability and reportability for
each expense.

IMPORTANT: Some expenses will be automatically identified by the system as
taxable/reportable, for example, Specialize/Modified Auto Mileage.

Continued on next page.
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Review Form - Accounting Office to Final Approval (continued)

UCM Obiject Code field

This field will identify the object code associated with the expense. A table defined by your

department determines this code. This field can be modified. If the code is incorrect and
requires a change to the table contact the person in your department responsible for
requesting CalATERS table updates.

Account field

This field is used to further define account coding information associated with the expense,

for instance, it can be used when an expense needs to be charged to a specific grant or
program. Accounting staff can modify this field. Refer to the Approve Expense
Reimbursement instructions from the Accounting role.

il Eileen L McDonald [Expense Reimbursement Form: 03/24-25/03 San Francisco. T Subsidy] = D]i(_j

Fie: Edit “iew Help

e 5 » B3 g &

Bl
Back next Save Motez  Info List  Frink Help

1.Reviewe | 2 General | 3.TripExpense Categaties: | 4 Expenses | 5 Completion |

SF Training l RT Subsid\,_f 1

Tue _ ‘
l Mar 25 Totals ‘
to + 2900 29.00 £5.00
Breaktast 5.00 5.00 12.00
Lunch ; 10.00 10.00 20.00
Dinner - f&00[  1&00 36.00
Incidentals E.00 5.00
Lodging. 102.00 102.00
=
Totals | 174.00 53.00 234.00
Expense:i Auto Rertal _;_I Payment type:! Cash E
ﬁ Date:| 03524103 E ancay Contractecd Provider:i Aviz Rent A Car System, Inc E Sl
Amourt: 29 00 iE Location:i Sacramento :Z] Deleta I
Taxakle: lNo EI Reportable: iNo :?_I
i Taxahle Amount:
Indicate account Sl il
Reportable Amount; 0.00

coding using these

fields. \

Receipt included | ves | ] / Accourt: | ¥ |G

LICM Object Cade: [ 20701

Continued on next page.




V. Review Form - Accounting Office to Final Approval (continued)

5. Completion Tab

This tab is the same as tab 4. Completion for the employee/submitter. The Receipts,
Travel Advance Recovery, For Accounting Office Only and Summary tabs function the
same as for the employee/submitter.

For Accounting Use Only

This screen is used by the Accounting Office to enter the Start and End dates for taxability
while on a Long Term Assignment of one year or longer.

Expensze Heimbursement Form: 03724-25/703 San Francisco Training & 04703 BT Subsidy]

Continued on next page
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Review Form - Accounting Office to Final Approval (continued)

5. Completion Tab (continued)

The Approve/Return tab only displays for approvers and accounting staff. This tab is used
to Approve, Return for More Information, or Disapprove a form and can be used to add an
additional approver.

=

File: Edit Yiew Help

= 5 E & & B

Back Save Motes  Info Frint  Help

1.Reviews | 2.General | & TripExpense Categories: | 4:Expenses | 3. Completion

Receipts J Trawel Advance Recovery For Accaunting Sffice Only SUmmary Approve | Return

2N, Approve/ Return

Add Approver |

I hereby certify under penalty of perjury that I am a duly appointed, qualified, and acting officer of the
herein named State agency, department, board, commigsion, office, or institution; that this requestis in all
respects true, correct, and in accordance with the law: that the services mentioned herein were actually
rendered and supplies delivered to the State agency in accordance with the contract and law; that the
authorizations for purchases have been duly obtained wherever required and that amounts claimed andd
articles delivered comply therewith: that the amounts of any refunis to claimants indicated herein were

r ived from such clai it= by the hersin named agency in excess of that legally due it under the law,

or otherwise lawfully due such claimants; that all of the expenditures herein set forth are in accordance
with the current budget allotments and provisions as approvesd by the State Department of Finance, and
that none of the expenditures are in excess thereof: that there has been full compliance with all provisions
or restrictions in the budget act or any other appropriation relating to expenditures herein; thatthe
claimant named herein is entitled to the amounts specified and will be paid as allowed when the warrant
is received by the State Controller; that | have not violated any of the provisions of Sections 1030 to 1096,
inclusive, of the Government Code, in incurring the items of expense mentioned in the ¢laim, or in any
other way; that any disaster service worker for whom compensation or reimbursement for expenses
incurred is claimed herein has, if required by law, taken subscribed, and filed the oath set forth in Section
3103 of the Government Code.

Password l_l ‘ &Approvel ‘ & Return for more informstion I ‘ &‘ Dlsapprovel

Approve

If the form is approved, it will be forwarded to any additional approvers or when applicable,
to the State Controller's Office for pre-auditing and then to "final approval" and payment.
When the form is approved, the accounting office's pooled Work Queue will display a status
of Approved. The approver's Work Queue will continue to display a status of Approved.
The employee/submitter's Work Queue will continue to display a status of Submitted, until
payment is issued, then the status will change to Completed.

Return for more information

A form can be returned to the employee/submitter or any approver who approved the form.
A reason for return will be required. When a form is returned to the employee/submitter the
status of the form on the Accounting Office Work Queue and Employee/Submitter’'s Work
Queue will display Returned. Note: The Approver's Work Queue will not change to
Returned. Once the form is corrected, it can be resubmitted for approval.

Continued on next page
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V. Review Form - Accounting Office to Final Approval (continued)
Disapprove
When a form is disapproved it will be returned to the employee/submitter's Work Queue with
a Status of Disapproved. Approver’'s Work Queue will also display a Status of
Disapproved. Disapproved forms cannot be resubmitted.
Adjustment Screen
If an approver has made an adjustment to an expense or amount to be collected on the
Travel Advance Recovery tab, the Adjustment screen will appear after the form is Approved,
Returned for More Information or Disapproved.
The Adjustment screen may also display if an expense was adjusted, then changed back to
the original amount. If this is the case, Other may be selected and “No adjustments made”
can be indicated.
1) Click the down arrow =Z.. Click on one of the options, then click 5
2) When Other is selected key reason (limited to 50 characters.
pET
3) Click the < 4 button.
Click on the down arrow to display options, then Key in the reason when Other is selected, then
click on the desired obtion. click on OK.
Adjust Reason d Reaso *
& Adjust Reason Adjust Reason
. / E’] Othat .. 3
?Eiiu:n?pizl;:ﬁzg gﬂlzﬂding Travel Sdvances [ Adfustments were made] ,..‘_I
Mo funds available ‘v_!
Cther ..
LK I Ck

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

To check the status of a form after it has been approved, use the Form Status SEAUS 1yytton
from the Work Queue.
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