Click the
CalATERS button.

SIGNIN
CalATERS
FReporting Syytem
mm Admeniniration
Traning Database

INSTRUCTIONS

@ment processing
of Ststewsde travel
beties, and much

to get
demonstrations of the New Lissr Regietration, Travel Advance and
Enpunse Remnburgement processes

If your depaniment is parficipating, and you ae 3 new user, click
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From the CalATERS web site at

www.calaters.ca.qov, click
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 Expense Reimbursement Form
Travel Advance Form

Cancel I
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Select “Expense Reimbursement Form” and

click &
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Expense Reimbursement Specialized Account Code - Submitter

Instructions for creating Expense Reimbursement with Specialized Account Coding.
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From the Work Queue, click on the “5ub icon.
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& Step 4
trouble signing in? Help is here R
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[ ke Offline
Key User ID and Password. [ e
. - Sign In
lick | 2 | .
Click on the employee for whom you are
submitting the form.
Step 6 Step 7
x| R L et Information [¥
T ropon ame:[ 21 0103 Maps Training & 02103 Transt Subsidy File Edit View Help
Claim Type:l =1 = = Ii @ &
Back Mext ‘Save Motes  Info Frint:  Help

Ot of State Travel
Ot of Country Travel
Mon-Travel Expenses Only

Zancel |

Key the report name (based on department
policy) and select a claim type — In State
Travel, Out of State Travel, Out of Country
Travel or Non-Travel Expenses Only.
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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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Step 8
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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.
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Click on the Special Account Code box.
Click on the ¥ Charge by individual expenze item

Agency name and high level account code.s will
display.
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Step 9

1. Gonweal | 3 Troganes Categorie | | ||

@ Updase as appropriate

Specialized =

Click on the appropriate
account code.
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& Hew would you like to charge yol

' Chasge o scoount e
& Chage by mvdradusl expense ke Agency Code: [Scogfcrammin =l
Select the account code from the list below.

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

Click on next tab - 2- TripExpense Categaries

Expense Reimbursement Specialized Account Code - Submitter
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g Selection of Trip or Expenses /
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Complete the

fields below.
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Click 2, select the Trip Type and complete
fields. Click %% Up to four trips can be
added to one form. Click tab 3 Expenzes

Step 12- If Account field has the account code go to Step 12. Otherwise complete Step A & B.
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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 Submitter

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

Teabning | KT Sy |

w g Create ‘charge 10’ names (lcharge expentes
—k o . P IR Step B
o
. =l
58, 7 = |
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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 Categories. | L Expensen | 4, |
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Charge to Account. =
| | I | A\ | I
1 1 | 1 J I\ 1 ]
Totals. L L L L L JAAY L IL
Expenae| Commercial Ar Fare = =
B vue [T 300 5
55 Amcuet —W,%

UCM Otject Code: [28401

Assi_g_n the detailed account code by clicking on

the X in the Account field then click on the

appropriate Charge to Account. Click
to add expense. Add all expenses to all trips

then click 4. Completion

Step 15
Select Approver

g Enter last name ar first few: letters, then click ‘Look Lp* button:

Look Up I

Last name:i Smithl

& |

Cancel |

On the Select Approver screen, key in the last

name of the approver and click l_'-'Z'T'-'F'I
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. Receipts  Review hems
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Travel Advance Recovery tabs (if app”CabIe)_

Click on ‘Fer Acceunting Office Only. 15y then click

on  Summary - (op,

Click on the ' Submission i},

Step 16

Select Person
E Simith, Diebie =

Smithzon, Matalie =
Smithson, Ronald =

mgtrnr@sc:o (=-H gov
motrnrEBsco . ca.goy

Cancel l
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Step 14
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Click on the approver, then click .

B Eiloen N MeDonald TH [Exponee Hembusoment Foose LA 1717
Fie Edt View Help

Assign an approver.
& & F o & o

Change Approver
o e 2 Click __I

1.Genersl | 3 Tripperse Cabsgories || 3 Expenses uompm/\

j} Submission  Please select an approves

|
mw|

. e

Pex |

State of Calformia. W a privately swned vehicle was wsed, snd if inlleage 1 #es sxceed tve minimum e,
qreates and that |

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

Change Approver
gl button.

Step 17
Select Approver

g Erter last name ok first fese letters, then click 'Look Up! button:

Look Lip I

Verify the displayed name, then click .
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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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