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Expense Report — Trips

(Travel Voucher expense reimbursements)

Every STC approved Trip requires a Travel Authorization (Pre-Approval) to be on file with the Travel
office or in Chrome River. Once travel is complete a Travel Voucher (Expense Report) needs to be
completed to close out the file, clear the encumbrance and reimburse the employee. Please refer to
Travel Guidelines for deadlines and best practices on submission of travel.

NOTE: S0 dollar trips (no expenses will be incurred) require paper documents to be filed with the Travel Office.

NOTE: Registration only expenses, which include online webinars or conferences, (no other expenses such as
mileage/per diem) require a purchase requisition through the purchase order system with Purchasing.

Each expense report should have an imported pre-approval. Contact the Travel Office with questions.

When importing pre-approvals, the traveler or delegate should be careful to select the correct pre-
approval or cash advance amount. Incorrect information might result in errors in budget availability for
future travel.

Also — when selecting pre-approvals, if the incorrect travel type was submitted originally, the expense
report will not be able to be completed — for example, if you select “In-District Mileage” travel type for a
Pre-Approval trip, you will not have access to the expense types you need to reimburse the employee.

When approving an expense report it is also crucial that the financial manager catch and return any
reports that should not be funded from their FOAP or errors in balancing.
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Create an Expense Report (Trips)

Previously: Travel Voucher (Trips)

Log into Chrome River via JagNet. Expense Reports are submitted to reimburse expenses incurred while
traveling on behalf of South Texas College.

+ New | L Paticia Jackson

E 3 % SOUTH TEXas
Submitted ¥¥¥ COLLEGE
EXPENSES

Last 90 Days

6

submitted

Last90 days For Prs-Approvals and Expense report processing asslstance, pleass contact

= Main email for all supporting documents
travelofiicag@southtexascollege edu

« Tonya Ecksr, Travel Assistant 156-872-46
966 0724618 tocker@southtexascolloge.odu

- Malissa Lara, Traval Assistant &
5607746 mmendoza_0438@southtexascollege

« Maricarmen Ramirez, Accounts Payable / Travel
Supervisar 956-872-4602 mramirez@southtexascollege.cdu

All travel cancelled through August 31, 2020

Employea Travel Guide® hiips /agnet southtexascollege eduiweh/jagnet/employes

REMINDER:  Par Diem Rules

Click the +New button. Select New Expense Report from the drop-down list

E New Expense Report 4”—

B 1, [—

Submitted
Last 90 Days

EXPENSES

Submitted

PRE-APPROVAL .
(EREDEES For Pre-Approvals and Expense report processing assistance, please contact:

+ Main email for all supporting documents
traveloffice@southtexascollege.edu

- Tonye Eeker Travel Assistant 956-672-4615 tecker@southtexascollege.edu

* Melissa Lara, Travel Assistant 956.872-4656 mmendoza_0438@southtexascollege
edu

« Maricarmen Ramirez, Accounts Payable / Travel
Supervisor 956-872-4602 mramirez@southtexascollege.edu

All travel cancelled through August 31, 2020

Employee Travel Guide

REMINDER:  Per Diem Rules
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Importing a Pre-Approval

The system will take you to this screen. As with the pre-approval creation this is simply to create your
report header. ***Note: You must import a pre-approval each time you do an expense report. Click
the Import Pre-Approval button.

+ New A Pairicia Jackson

ceneel E

Expenses For Patricia Jackson
Import from Pre-Approval

Report Name |

Pay Me In ‘ USD - US Dollars - ‘
Is Dean approval required for ‘ — Select - ‘
this trip?

TravelerlD ‘ A00136468

Please include the following elements in the Business Purpose field above, a) What is the purpose of the travel?, b)
Why is the travel necessary and c) How does the travel benefit STC?

Report Type ‘ - Select - v ‘
Travel Type ‘ - Select - v ‘
Is Dean approval required for ‘ — select - - ‘
this trip?

+ New L Patricia Jackson

Select a pre-approval report - 44—
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A drop-down list will appear. ***Note: The oldest pre-approvals will appear towards the top of the
drop-down list. Scroll through them and select the correct pre-approval that you are creating the
expense report for.

= CHROME + New A Paricia Jackson

Select a pre-approval report

REP( ORIGINAL AMT REMAINING

Testing_PJackson_Washington DC_080919 2,737.00usD 2.737.00USD
Testing_PJackson_New York NY_08/09/19 932 35UsD 932.35USD
Testing_PJackson_Mileage enc_010119-053119 85.02usD 85.02usD
Testing_PJackson_Mileage Enc_010119-053119 272 50USD 272 50USD
Testing _PJackson_Salamanca Spain_080919 2,682 12UsD 2,682.12USD

| am going to select the pre-approval for my Austin trip that was used in the “create a pre-approval”
instance for training purposes.

= CHROME + New L Pairicia Jackson

ORIGINAL AMT REMAINING

Test Non Student Club Trave! In State PJ 866.50USD 12.20usD
Testing cash advance on mileage 183.24usD 183.24usD
PJackson_Mileage Enc_090118-083120 1,740.00usD 1,582 24usD
P_Jackson_Austin TX_062320 1,767.42UsD 1,767.42usD
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The system will pull up the pre-approval information:

CHROME + New

L Patricia Jackson

X

P_Jackson_Austin TX_061420

Report Summary

From Date 06/14/2020

To Date 06/17/2020

1. What is the purpose of the travel? To leam of any
changes in the Title IV programs. 2. Why is the travel

Business Purpose necessary? To educate ourselves in the Title IV changes. 3
How does the travel benefit STC? The college will be in
compliance with Title IV regulations.

Expense Summary

Airfare 500.00 0.00
Car Rental 110.00 0.00
Conference / Seminar 500.00 0.00
Hotel 30062 000

Click the green Import button at the bottom

Click Save

CHROME + New A Patricia Jackson

Expenses For Patricia Jackson

Report Name ‘ P_Jackson_Austin TX_061420 |

Pay Me In ‘ USD - US Dollars

Start Date 06/14/2020 m
End Date 06/17/2020 m

Business Purpose ‘ 1. What is the purpose of the travel? To leamn of any changes in the Title IV progra

Please include the following elements in the Business Purpose field above, a) What is the purpose of the travel?, b)
Why is the travel necessary and c) How does the fravel benefit STC?

Report Type ‘ Empioyee Travel v ‘
Travel Type ‘ In State - ‘
Is Dean approval required for ‘ No - ‘
this trip?

TravelerlD ‘ A00136468
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E-Wallet/Cash Advance Application

The system will bring you to the “expenses screen” with all the information pre-filled from the pre-
approval. ***Note: Always keep a watch on the Total Pay Me Amount. This is what is owed to the
traveler.

CHROME

Expenses For
Patricia Jackson

P_Jackson_Austin TX_061420
DATE EXPENSE SPENT - aa
Sun o =€ Meals - Per Diem 480 . A -
Mon ee = Meals - Per Diem 6100 o100 A
I:?nm =Z Meals - Per Diem Etgg . A
Wed o (= Mesls- Per Diem 61.00 100 A
Wed o BB Professional Membership Dues 1500 125.00 A
Wed o E Conference / Seminar / Training w000 500.00 A
o T Hote 30082 - N
‘?;iﬁm & CarRental ﬁngg 11000 A
}";ﬁ?m N Alrare SDOJ gg 500,00 A
Expense Report Total Pay Me Amount =
010021025505 1,46680 UsD

Add
Expenses

All
Trips
Offline
® Cash Advance

Recycle Bin

Receipt Gallery

"I Cash Advance

Other
0200712020

i+ Cash Advance Request

t Cash Advance

Other
0200712020
» Cash Advance Request

i Cash Advance
i Other
i 020712020

b Cash Advance Request

i Cash Advance

Other
0200712020

i » Cash Advance Request

i Cash Advance

Other
02/07/2020

i ¥ Cash Advance Request

Cash Advance
Cash Advance
06/1412020

» Cash Advance

New

A Paricia Jackson

The first thing | want to do is to apply my cash advance to reduce the 80% per diem. To do this | will
look at the middle of the screen that says Add Expenses and | am going to click on the cash advance

option with the green dot.

The system will bring you to this screen:

Patricia Jackson

P_Jackson_Austin TX_061420

DATE EXPENSE - e o E A
U e (= Meals - Per Diem 48 w0 A -
Mon e =2 Meals - Per Diem s1.00 oo N
e oz = Meals -PerDiem 5100 . A
ed oz = Meals-Per Diem 6100 oo N
ed w2 EP Professional Membership Dues 20 125.00 A
‘ﬁ;ﬁ?m P Conference / Seminar / Training snngg 500.00 A
womm W Ho 0,52 oo N
\J'\E'Ef—m (& CarRental 11(123 11000 A
e W Afere 500.00 000 A

Expense Report Total Pay Me Amount

010021025505 1,466.80 uso

Add
Expenses

Al
Trips
Offline
® Cash Advance

Recycle Bin

Receipt Gallery
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Make sure to scroll through the cash advances to select the appropriate one.

i Cash Advance
i Other
i 020772020

» Casn Advance Request

"I Cash Advance

Other
0200712020

} ¥ Cash Advance Request

t Cash Advance

Other
0200712020
» Cash Advance Request

i Cash Advance
i Other
i 020712020

b Cash Advance Request

i Cash Advance

Other
0200712020

i » Cash Advance Request

Cash Advance
Cash Advance
06/1412020

» Casn Advance

L Patricia Jackson
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Next, | am going to check off the box with the cash advance | had requested on the pre-approval. In this
case it is the $125.68 at the end of the list.

CHROME

A Patricia Jackson

Add [ oee | oo

Expenses

Expenses For
Patricia Jackson

sort v 1w
P_Jackson_Austin TX_061420
o x
Cash Advance a
DATE EXPENSE SPENT PAYME & B A Other -75.00
0200772020 “Ueb
B » Cash Advance Request
Sun oo =2 Meals - Per Diem e 4380 A Al
Trips
Cash Ad
Mon oz (= Meals - Per Diem B0 61.00 A D:-:e' vance o (%
Offiine 0200712020 e
» Cash Advance Request
e sz =2 Meals- PerDiem oo 6100 A ash Advance Request
# Cash Advance
Wed 61.00 Cash Advance
06/17/2020 < Mieals - Per Diem uso 61.00 A Recycle Bin Other D
0210712020 -35 '9593
ed vz BB Professional Membership Dues 0 125.00 A » Cash Advance Request
Wed w0 TEl Conference / Seminar / Training 500,00 500.00 A Receipt Gallery Cash Advance O
Other 50.00
) 0200772020 Ueb
;‘E‘?‘!qtzc 3°°J-§§ 0.00 A » Cash Advance Request
ed s (R CarRental fiooo 110.00 A Cash Advance O
Other
Wed 500.00 0210712020 -75'9591
Sz T Afare Ven 500.00 A ¥ Cash Advance Request
- Cash Advance <4+—
Cash Advance
Expense Report Total Pay Me Amount W -1 25.93
010021025505 1,466.80 uso » Cash Avance

| will now click the Add button at the top right hand of my screen.

A Parricia Jackson

& Expenses For = @
Patricia Jackson = Expenses

sort v 1w
P_Jackson_Austin TX_061420
- .
Cash Advance a
DATE EXPENSE SPENT PAYME & B A Other -75.00
02/07/2020 .
uso
sun 4880 = ¥ Cash Advance Request
oeiaozo =L Meals - Per Diem e 48.80 A Al
Trips s
Won 61.00 i Cash Advance
oonszoz (32 Meals - Per Diem =t 61.00 A | Other 50 (%
Offiine 020712020 e
[ + Cash Advance Request
T m < Meals- Per Diem eton §1.00 A ash Aavance Redues
# Cash Advance
Wed 61.00 Cash Advance
el e (= Meals - Per Diem [ 61.00 A Recycle Bin p 25 (%
020712020 By
ed vz BB Professional Membership Dues 0 125.00 A L » Cash Advance Request
Wed w0 TEl Conference / Seminar / Training 500,00 500.00 A Receipt Gallery Cash Advance O
e 0002 02072020 '50'952
ves 1 o
o6/1712020 Hotel s 0.00 A » Cash Advance Request
Wed 110.00
a0z (M Car Rental e 110.00 A Cash Advance 0O
Other
Wed 500.00 0210712020 -75'9509
Sreso SN Airare e 500.00 A ¥ Cash Advance Request
- Cash Advance
Cash Advance
Expense Report Total Pay Me Amount W o -125.68
p usp
010021025505 1,466.80 usp » Cash Advance
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Click Save.

+ New L Patricia Jackson

Cancel

Wl CashAdvance

Business Purpose P_Jackson_Austin TX_061420

Description South TX Cash Adv

Date 06/14/2020 (o}

Spent 12568 | USD

Allocation

CASHADV Cash Advance

Downloaded Details

Cash Advance >

In this example | clicked Save and the system gave me two warning messages and a violation.

Warning messages are an orange color and Violations are in red. (See references manual for a list of
most common warning and violation codes.) Type in responses in the “add response” first and click
“post”, then Click Edit.

+ New A Patricia Jackson

T - m o
P_Jackson_Austin TX_061420
a ] Expense over 20 days old. #202
DATE EXPENSE SPENT PAYME & B A
° Expenses should be submitted in @ timely manner. Please provide an explanation why an exception should be made.
sun 48.30 =
soazozo =2 Meals - Per Diem oo 48.80 A
sun 12568
o eoss WA CashAdvance e 12568 A
Mon 61.00
osnaozo = Meals - Per Diem T 61.00 A
Tue §1.00 Expense Amount Compliance. .
wtezoze = Meals - Per Diem Uso 61.00 A
Wed P 5100 The accounting system can not support a negative dollar amount. Please correct prior to proceeding. If his is a Cash Advance please
weizeze =L Meals - Per Diem L 61.00 A indicate
Wed s BB Professional Membership Dues 250 125.00 A
Wed 500.00
wzzoze i Conference / Seminar / Training Uso 500.00 A
Wed o 30062
oxmzozo B Hotel Ues 0.00 A
A Description Compliance. #228
Wed 110.00
osimzos e CarRental Uso 110.00 A
The description entered is too short. Please provide more detail
Wed - 500.00
ooamzozo  S¢  Alrfare s 500.00 A o
Expense Report Total Pay Me Amount
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Clearing Warnings and Violations

Cash Advance

My first Warning message (#202) says “Expense over 20 days old”. You will have to enter a justification
as to why the expense is over 20 days old and post it so that it will allow you to move to the next
warning. You cannot see the word post on my screen shot but it will be located on the far side of the
text box.

+ New A Paticia Jackson

fanee m

W | Cash Advance

Expense over 20 days old. 02
Expenses should be submitied in a timely manner. Please provide an explanation wihy an exception should be made:

Facutly tumed in the receipts yesterday 07/12/20

d—

Expense Amount Compliance. w22

The accounting system can not suppert & negative dollar ameunt. Please correct prior e proceeding. If this is a Cash Advance please
indicate.

A Description Compliance. 2226

The description entered is too short. Please provide more detail.

Business Purpose P_Jackson_Austin TX_061420

The next Warning message (#222) that says “Expense Amount Compliance”. This is a message you will
get whenever you are applying a cash advance. Make sure to enter a description. The cash advance is in
a negative when posting to reduce the per diem expenses.

+ New AL Patricia Jackson

caneel “

Wl Cash Advance

Expense over 20 days old. w0
Expenses should be submitted in a timely manner. Please provide an explanation why an exception should be made.

Facully tumed in the receipts yesterday 07/12/20

Expense Amount Compliance. w2

The accounting system can not support a negative dallar amount. Please correct prior to proceeding. If this is a Cash Advance please

indicate.
This is a system glick so | will proceed. | ‘ S
A Description Compliance. #226

The description entered is foo short. Please provide more detail

Business Purpose P_Jackson_Austin TX_061420
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The third one is a violation (#226) and is saying that the description is too short. All descriptions should
be more than 25 characters. If you notice on the left-hand side of the screen all your expenses have a
red triangle. This means that each expense has an exception that has to be taken care of before
proceeding. Click on each line item and click edit to correct the warning or violation and save.

+ New A Patricia Jackson

Concel m

IR Cash Advance

Expense over 20 days old. =200
Expenses should be submitted in a tmely manner. Please provide an explanation why an exception should be made

Facutly tumed in the receipls yesterday 07/12/20

Expense Amount Compliance. #222

The accounting system can not support a negative dollar amount. Please correct prior to proceeding. If this is a Cash Advance please
indicate:

This is a system glick so | will proceed. |

A Description Compliance. 226

Business Purpose P_Jackson_Austin TX_061420

| clicked on the line item for the cash advance and that is where the violation was.

+ New L Patricia Jackson

Images

P_Jackson_Austin TX_061420
= 3 A Description Compliance. =
DATE EXPENSE SPENT PAYME § B A
‘ The description entered is foo shor. Please provide more dstai
Um0 =€ Meals - Per Diem 48s0 1230 A
sun 12568
osiaz00 W Cash Advance =y -125.68 A Business Purpose P_Jackson_Austin TX_061420
Mon 61.00
owrszom (3 Meals- Per Diem = 5100 A Description Souln TXCashAdv <
Tue , 6100
</ Meals - Per Diem 51.00 A

06/162020 usD Date 06/14/2020
ed e = Meals- Per Diem o1 61.00 A

Spent -125.68 USD
Ted e BB Professional Membership Dues 2000 125.00 A

Allocation
Wed vso TE) Conference / Seminar / Training s0o00 500.00 A

CASHADV Cash
onaz T Mo 0 000 A Advance
Wed 11000
oormaney @y Car Rental uso oo A Downloaded Details
A L 00 500.00 A -

Cash Advance > <
Expense Report Total Pay Me Amount
010021025505 1,341.12 uso < Previous 20f 10 Next >

Click Edit and enter more information.
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+ New L Patricia Jackson

Images

P_Jackson_Austin TX_061420
a ] A Description Gompliance. w25
DATE EXPENSE SPENT PAYME &
¢8 4 The description entered s too short. Please provide more detail
Sun 4880 =
osiazazo £ Meals- Per Diem oo 4880 A
sun 12568
osiians W Cash Advance UsD 12568 A Business Purpose P_Jackson_Austin TX_061420
Mon 61.00
ooirszom0 € Meals -Per Diem uso 6100 A Description South TX Cash Agv
Tue . 61.00
=4 Meals - Per Diem 61.00

owieznzn oo A Date 06/14/2020
Wed §1.00
osimzoz0 (= Meals - Per Diem o 61.00 A

Spent -125.68 USD
ed e BB Professional Membership Dues 12900 125.00 A

Allocation
Wed . 500.00
owinzozo  TEM Conference / Seminar / Training UsD 500.00 A

CASHADV Gash
Wed = 30062
oenTo A HoE! Ueo 0.00 A Advance
Wed 110.00
oaimozo R Car Rental uso oo A Downloaded Details
Wed - 500.00
osimzozo ¢ Airfare o 500.00 A -

Cash Advance >
Expense Report Total Pay Me Amount s
010021025505 1,341.12 usp < Previous 20f 10 Next >

| added “80% per diem to be applied” to the description that was already there and | am going to click
Save.

+ New A Patricia Jackson

A Description Compliance. 2220

The description entered is too short. Please provide more detal

Business Purpose P_Jackson_Austin TX_061420
4

Description South TX Cash Adv 80% per diem to be applied. 4_/’_,
4

Date 06/14/2020 (]

Spent -12568 | USD

Allocation

CASHADV Cash Advance

The action cleared my violation and placed a green check mark in place of the red triangle.
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+ New A Patricia Jackson

P_Jackson_Austin TX_061420
- Il ©4sh Advance
DATE EXPENSE SPENT PAY ME 8 A
. Expense over 20 days old. =202
sun 42.30
Seszozo % Meals - Per Diem i 4380 A
s - / Expenses should be submitied in a tmely manner. Please provide an explanalion why an exception sheuld be made.
un E
oeii4ziz0 W Cash Advance = -125.68 v
; ion RESPONSE .
lon 2 .
oozozo () Meals - Per Diem uso 6100 A Traveler just now tumed in the receipts for the trip ’
Tue 61.00
ogiezoze (% Meals - Per Diem en 61.00 A )
Expense Amount Compliance. 22
Wed ez (=2 Meals - Per Diem s1o0 §1.00 A
7 The accounting system can not support a negative doliar amount. Please correct prior fo proceeding. I this is a Cash Advance please
indicate.
el vz B Professional Membership Dues 250 12500 A
RESPONSE .
Wed . , 500.00
oizzo My Conference f Seminar / Training s 500.00 A This needs to be a negative and will apply properly 7
Wed = 30062
ozozo  ai  Hotel usD 0.00 A
. Business Purpose P_Jackson_Austin TX_061420
ed oo (@ CarRenial oo 110.00 A
Description South TX Cash Adv 80% per diem to be applied
Wed - 500.00
e e T Airfare wo 500.00 A -
Expense Report Total Pay Me Amount . M
DD 1,341.12 usp < Previous 20f10 Next >
I _

Now | am going to do the same thing for each line item until they are all green check marks. If the
expense requires a receipt to be uploaded the system will give you a Warning to remind you to upload
it.

Hotel/Lodging

Click on the hotel expense line item and click Edit. You may update the dollar amount according to the
hotel folio (minus in-state taxes and unallowable expenditures like liquor and tips)

A Patricia Jackson

CHROME

Expenses For
Patricia Jackson

e

P_Jackson_Austin TX_061420 Hotel OTAL A REMAINING
= ole 300.62 300.62
DATE EXPENSE SPENT PAYME & B A
sun o1y Hem ere
oanamoz =€ Meals - Per Diem Uso 61.00 v - A Amount of expense needs to be fully itemized. HCO1
sun -125.68
Sun s W CashAdvance 208 12568 v Amount of expense needs to be fully itemized
Mon P 51.00
Mo = Meals - Per Diem e 6100 v A Data entry validation. r
Tue P e DI 51.00
orezozo (%€ Meals - Per Diem usp 6100 v This line item could not be processed automatically. Please complete the data entry.
Wed . 51.00
ogizoze =€ Meals - Per Diem Jeo 61.00 N
Wed 125.00 Date 06/17/2020
variyzgze B Professional Membership Dues fe 12500 & v
Wed , , 500.00
oai7eoze ‘Mg Conference / Seminar / Training usD 000 @ v Spent 30062 USD
Wed = 300.62
0871772020 5 Howel uso GL A Business Purpose 1. What is the purpose of the travel? To leam of any changes in the Title IV program
s. 2. Wny is the travel necessary? To educate ourselves in the Title IV changes. 3. H
Wed 110.00 , i
0811772020 ﬂ Car Rental UsD 110.00 A ow does the travel benefit STC? The college will be in compliance with Title IV regul
ations.
Wed - 500.00
shizzozs T4 Alare f 500.00 A
W Description AD0370286 Embassy Suites Austin Arboretum
Expense Report Total Pay Me Amount Room rale is $250 00 hoiel faxes are 8 50% or $21 25 for cilv 1axes 6% or $15 00 1
010021025505 853.32 usp < Previous 8of 10 Next >

Once expense amount is correct or updated, please click Itemize
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+ New A Patricia Jackson

.T. Hotel TOTALAMOUNT  REMAINING
als 300.62

Date 06/17/2020 (]

Spent 300.62 @ usD

Business Purpose 1. What is the purpose of the travel? To leam of any changes in the Title IV

programs. 2. Why is the travel necessary? To educate ourselves in the Title IV
changes. 3. How does the travel benefit STC? The college will be in
compliance with Title IV regulations.

A00370286 Embassy Suites Austin Arboretum

Room rate is $250.00, hotel taxes are 8 50% or $21.25 for city taxes, 6% or
$15.00 for state taxes, 1.75% or $4.37 for county taxes. 10% or $25.00 for
resort fees. Trip is in state so state taxes do not apply. Fees that apply are

4

Paid by STC
Vendor AQ0370286 Embassy Suites Austin Arberetum
Vendor City Austin

Please type the FOAP Number/Name you would like to search for in the allocation box below. As you type, a drop
down list of matching items will be displayed for selection

The system will bring you to this screen. Click on Hotel-Lodging.

+ New L Patricia Jackson

Add ltemization m

P_Jackson_Austin TX_061420 TOTAL AMOUNT REMAINING
= ) Hotel 300.62 300.62
DATE EXPENSE SPENT PAYME § B A -
sun o1
owiazezo =2 Meals - Per Diem Uen 61.00 v -
sun 12568 = %g -~ E T" ‘.
carazz WM CashAdvance e 12568 &z 0
Mon s = Meals - Per Diem 5100 61.00 v - -
Tee 61.00
oaezozo = Meals - Per Diem Ven 61.00 v
Wed 61.00
omiznzo (22 Meals - Per Diem Uen 61.00 v
Ned s EP Professional Membership Dues 250 12500 &
Wed ; ; 500,00
osimooz0 o Conference / Seminar / Training Lo 000 & N
Wed = 300.62
oairzozo Al Hotel uso o g A
Wed 110.00
omizzo (M CarRental Uen 11000 A
Wed 500,00
o720 v Airfare Uen 500.00 A
Expense Report Total Pay Me Amount
010021025505 853.32 usp

Enter the full amount of the expense in the Spent line item and click Save. Clear any Warnings or
violations that come up.
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+ New A Patricia Jackson

Cancal E4/

o TOTALAMOUNT  REMANING
sl 300.62 300.62

= Hotel - Lodging

Date 06/17/2020 ]

Spent O [ | uso 4——

Business Purpose 1. What is the purpose of the travel? To leam of any changes in the Title IV
programs. 2. Wny is the travel necessary? To educate ourselves in the Title IV
changes. 3. How does the travel benefit STC? The college will be in .
compliance with Title IV regulations. 4
Description
4
Paid by STC

Please type the FOAP Number/Name you would like to search for in the allocation box below. As you type, a drop
down list of matching items will be displayed for selection

Allocation

Click Save. When you itemize the hotel, it will give you an additional line item on the left side of the
screen where the expenses are listed. This is the way the system works. It will not add it twice or take it

out twice from the department’s budget.

+ New | X Palricia Jackson

Cancel “4/

TOTALAMOUNT  REMAINING

i 300.62

= Hotel - Lodging

Date 06/17/2020 (]

Spent 000 g | uso

Business Purpose 1. What is the purpose of the travel? To leam of any changes in the Title IV
programs. 2. Why is the travel necessary? To educate ourselves in the Title IV
changes. 3. How does the travel benefit STC? The college will be in .

compliance with Title IV regulations

Description

Paid by STC

Please type the FOAP Number/Name you would like to search for in the allocation box below. As you type, a drop
down list of matching items will be displayed for selection

Allocation

Follow the same process to clear your warnings and violations for all line item expenses that were
estimated / processed from your Pre-Approval report. Your end product should look as follows: All
green check marks. Now you are ready to reconcile the pre-approval expenses.

Page 16 of 58 11/06/2020



Reconcile Pre-Approval expenses paid by STC

CHROME

+ New L Patricia Jackson

Expenses For

Patricia Jackson e

||I
C]

P_Jackson_Austin TX_061420 . .
@& Professional Membersh ip Dues
sun 1508 i 205
ose20c0 WM Cash Advance e -125.68 + - Possible duplicate entry. o
g\ﬁzw‘ﬂimc # Weals - Per Diem Etgg 61.00 v Please :tunﬁrm this is not a duplicate eniry. Check based on Expense Owner, Expense Type, Date and Amount. Please provide a
confirmation.
, 61.00
oovezoz (=X Meals - Per Diem i 61.00 v AEsPONSE
Wed . 61.00 asdkliad fas o kajsdf aksjida;sdidf.adf
g8 1700 (<f Mesls - Per Diem L 61.00 v
Wed 125.00 Expense over 20 days old. =202
08172020 EF% Professional Membership Dues T 0.00 & N o y:
Ved  FE) Conference/ Seminar Training 500.00 000 @ » Expenses should be submitted in a timely manner. Please provide an explanation why an exception should be made.
Wed o 300.62 RESPONSE
T owimzen B HOW uso v é v
astiasdiadfadiadladfiasdfast
Wed - 300.62
e w2 B Holel - Lodging = 0.00 N
Wed o (M CarRental 0.0 00 & o Date 06/17/2020
Wed - 500.00
ez T Airfare i 000 & v Spent 125.00 USD
Expense Report Total Pay Me Amount s
IR0 1" 3-22 usD < Previous 60of 10 Next >

Verify that the “spent” column has the correct expenditure amount. Then look at the Total Pay Me
Amount, this column will be what is reimbursed to the employee. All items that were paid by STC
should be cleared from the Total Pay Me Amount column. At this point what is owed to the traveler is
the 20% per diem. 100% per diem was $244.00, we reduce the advance -125.68 which leaves $118.32.
Our Total Pay Me Amount is correct. After all Warnings and violations are cleared and receipts are
uploaded you can now enter any other expenses/incidentals.
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Entering Additional Expenses and Incidentals

If you are on this screen click the + sign.

CHROME

+ New L Patricia Jackson

Expenses For —_
Pafricia Jackson =

P_Jackson_Austin TX_061420 . .
B Professional Membership Dues
Saszze W CashAdvance e 12568 . . Possible duplicate entry. S
';Lﬂ‘f‘; s < Meals - Per Diem EWJSE 61.00 . Please confirm this is not a duplicate entry. Gheck based on Expense Owner. Expense Type, Date and Amount. Please provide a
S . confirmation.
Tue sz (=2 Meals - Per Diem 5100 61.00 N
Vi asdkljad;fjasdf kajsdf,aksjfda sdkif, adff
el 2o £ Meals - Per Diem 5100 6100
el o BB Professional Membership Dues e 000 & . Expense over 20 days old. =2
\nle‘ﬂ' oo T Conference / Seminar / Traiing 50(:22 000 @ . Expenses should be submitted in a timaly manner. Please provide an explanation why an exception should be made.
asdfasdfadffadffadfadffasdfast
Wed . 300.62
osi7zizo P Hotel-Lodging usD 000
Wed 110.00 P Date 06/17/2020
w70 W CarRental e 000 @ v
el T Afare 000 00 § o Spent 125.00 USD
Expense Report Total Pay Me Amount hd
010021025505 118.32 usp < Previous 60of 10 Next >

Incidentals are classified as follows:

1. Air Travel tile has the following subcategories: Air Wi-Fi and Baggage Fee

2. Ground Transportation tile has the following subcategories: Car Rental Fuel, Parking, Public
Transit/Train/Rail/Other, Taxi/Car Service/Uber/Lyft, and Tolls

3. Registration tile has the following subcategories: Books/Publications

4. Miscellaneous has the following subcategories: Miscellaneous/Other and Cash Advance Return

Follow these steps to add the information for all approved expense reimbursement requests:

1. Date should be within Travel dates — you will get a violation otherwise.

2. Fillin the amount of the receipts. Add all receipts for one amount, submit all receipts in
attachment with calculator tape, or total amount for review/verification

3. The Business Purpose block here is for TESTING only — the Business Purpose will flow from either
your Pre-Approval, or the information you posted on your Expense Report.

4. The description block is not mandatory, however, you may fill in needed information here.
5. “Paid by STC” SHOULD NOT be clicked for reimbursement to Traveler.

6. Select correct Allocation if prompted

7. Upload attachment — should be itemized receipt with payment information included

8. Save
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Ground Transportation — Car rental — Fuel

We had a car rental that needed fuel so click on Ground Transportation.

+ New L Patricia Jackson

Add
Expenses -’

P_Jackson_Austin TX_061420
Create New
=
DATE EXPENSE SPENT PAYME & B A
sun Epye
iz W CashAwvance > 08 12568 Voo a0 A
Mon o 1 Meals - Per Diem o100 6100 v Trips
Offline:
e e = Meals -Fer Diem 6100 61.00 v
® CashAdvance
el e = Meals - Per Diem o1 61.00 v
Recycle Bin
el vz BB Professional Membership Dues 12000 w g v
Wed m 50000
: Conference / Seminar/ Trainin 0.00 v

ooz 0 uso é Receipt Gallery
Wed = 30082

T oz IR HOtel usD v g v
Wed ; 30062
el e B Holel - Lodging s 0.00 v
el e (R CarRental o 0w g v
el e T Airlare o000 w g v

Expense Report Total Pay Me Amount

010021025505 118.32 uso

— hd

Click on Car Rental Fuel

+ New X Patricia Jackson

Add

Expenses . ﬁ Lr"

Expenses For
Patricia Jackson

P_Jackson_Austin TX_061420 .
= Create New
DATE EXPENSE SPENT PAYME ¢ B A
sun 12008
sz W CashAdvance 2o 12568 - T
Mon 61.00 ﬂ
sz = Meals- Per Diem e 61.00 Ve Trips
Tue 61.00 Offine
ez = Meals- Per Diem e 61.00 Ve
® Cash Advance
Wed 61.00
osarzoz 22 Meals - Per Diem Uen 61.00 v
Recycle Bin
Wed s BB Professional Membership Dues 125,00 000 & v
Wed m 500.00
17 Conference / Seminar / Training 0.00 v

wmn W 9 usp é Receipt Gallery
Wed F 30062

oo B Howl uso we v (2]
Wed - 30062
owzz S Holel- Lodging e 000 v
Wed 110.00
R CarRental uso 0w g v
Wed - 500.00
iz T Artare uso v g v

S 18,92 vy “

010021025505 118.32 usp
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See steps to add the expenses on Page 19. | have entered $25.00 in fuel, | have uploaded the receipt,
(as directed on Page 30 of this manual) now | am going to Save.

+ New A Patricia Jackson

il'j Car Rental Fuel

Date

Spent

Business Purpose

Description

Paid by STC

06/14/2020 ]

2500 [ | usp

P_Jackson_Austin TX_061420

O

Please type the FOAP Number/Name you would like to search for in the allocation box below. As you type, a drop
down list of matching items will be displayed for selection

Allocation

‘ 110000-410013-6300 General Funds Business Office, Bus & Fiscal Management

The upload receipt option will always be after you enter the expense towards the bottom

Clear any Warning or Violations messages before continuing. In this example | got a Warning (#202)
about the expense being 20 days old. | cleared it and now you can see the gas amount included in the
Total Pay Me Amount column.

CHROME + New X Palricia Jackson

Expenses For

Images
Patricia Jackson

P_Jackson_Austin TX_061420
- Car Rental Fuel
DATE EXPENSE SPENT PAYME & B A
sun 1508 o
osszzo W CashAdvance o -125.68 v Expense over 20 days old. =
Q ?ﬁ‘f:\ﬂm B) carRental Fuel Zf:gg 2500 @ v Expenses should be submitted in a timely manner. Please provide an explanation why an exception should be made.
Mon 61.00 RESPONSE
oanszoze 2 Meals - Per Diem s 61.00 Ve ’
aldfikia: diffas:difa:idfla dsfiaiof ajsda sdif
Tue 61.00
osezoze (2 Meals - Per Diem oo 61.00 v
Wed 61.00 Date
oainzoze 22 Meals - Per Diem Uso 61.00 v 06/14/2020
Wed e B Frofessional Membership Dues 0 00 § Spent 25.00USD
Wed ; ' 500.00
g7z My Conference / Seminar / Training e 0.00 @ v Business Purpose b Jackeon Austin TX 051420
Wed F 30062
¥ ooz Ma Hotel es 000 @ v , .
escription
Wed 30062
oaiazg P Hotel-Lodging uso .00 7 Paid by STC o
Wed 11000 .
Gairzeze  {® CarRental uso 000 4 v Allocation

Expense Report Total Pay Me Amount
010021025505 143.32 usp

BN ... - ot s
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To get to the next expense simply click the plus sign

+ New L Patricia Jackson

For Images
Patricia Jackson

P_Jackson_Austin TX_061420 5
- iﬁ Car Rental Fuel

DATE EXPENSE SPENT PAYME ¢ B A

sun 12008

Smiaz W CashAdvance ney -125.68 v Expense over 20 days old. #202

Eﬁu‘:‘wtz: i] Car Rental Fuel Zf:gg 2500 @ v Expenses should be submitied in a timely manner. Please provide an explanation why an exception should be made.

Mon 61.00

oaizzo = Meals - Per Diem i 61.00 v RESPONSE ;

ajaikja;diffas; dIfa; it dsTia; or ajsda; sair
Tue 61.00
ogiezozs 2 Meals - Per Diem Ueo 61.00 v
£ Meals - Per Diem 6100 61.00 v Date 06/14/2020
el s BB Professional Membership Dues 100 0w g v spent 25.00 USD
Wed m 500.00
° Conference / Seminar / Training 000 @ v

081772020 &k use Business Purpose P_Jackson_Austin TX_061420

Wed - 30062
T oo How us 00 g v

Description

Wed 30062

ed s = Hotel- Lodging = 0.00 % it by STC. o

Wed 110,00 .

corczo (& CarRental Uso 0 g v Allocation
Expense Report Total Pay Me Amount e
010021025505 143.32 usp < Previous 3of 11 Next >

Ground Transportation - Parking

| will click on Ground Transportation again to include a parking charge

+ New A Parricia Jackson

Add

Patricia Jackson

Expenses -’
~t
P_Jackson_Austin TX_061420 .
- Create New
DATE EXPENSE SPENT PAYME & B A
Sz W Cash Advance T 12568 voo. o A
S e ) Cer Rental Fuel 20 2500 & v Trips
Mon 61.00 Offline
oeszoz = Meals - Per Diem s 61.00 7
# Cash Advance
Tue 61.00
ocenezoz0 = Meals - Per Diem Uso 61.00 ~
Recycle Bin
Wed . 61.00
ognreoz = Meals - Per Diem Uso 61.00 N
Wed . . 125.00
gl %, Professional Membership Dues 0.00 v
wirmn B P Uen é Receipt Gallery
Wed ' Train 500.00
g0 g Conference / Seminar / Training e 000 & v
Wed 30062
¥ osnmz020 Hotel usD 0w ¢ v
30062
S0z B Hotel - Lodging e 0.00 v
Wed 110.00
ez WMy Car Rental s 000 & N
Expense Report Total Pay Me Amount
010021025505 143.32 uso
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| will click on Parking

A Patricia Jackson

CHROME + New

Expenses For Add
Patricia Jackson Expenses

P_Jackson_Austin TX_061420
- Create New
DATE EXPENSE SPENT PAYME & B A
sun 12008
oiMizze WR CashAdvance i -125.68 [N P
- & Q ¢
Sz W) carmena e 28 B0 G v Trips
Mon 61.00 Offline .
osizzozo = Meals - PerDiem \ED 61.00 v
# Cash Advance
Tue 61.00
ostazozo (22 Meals- Per Diem Uso 61.00 v = -~
Recycle Bin L d
— . &
Wed 61.00
osirzozo (2 Meals- Per Diem Ueo 61.00 v
wed 125.00
R, %, Professional Membership Dues 0.00 v
oorraze B . v ¢ Receipt Gallery
ed vz I Conference  Seminar  Training 50000 0w § v (2]
Wed &= 30062
METTE uso e v
wed - 30062
osiirzi0 P Hotel - Lodging usD B v
Wed 110.00
N e @ CorRona we v
Expense Report Total Pay Me Amount
010021025505 143.32 uso

See steps to add the expense on Page 19. | will enter $42.00 of airport parking and | will upload my
attachments and Save.

+ New A Patricia Jackson

@ Paring

Date 06/14/2020 (o}
Spent 42.00 E usD
Business Purpose P_Jackson_Austin TX_061420

4
Description

4
Paid by STC (m}

Please type the FOAP Number/Name you would like to search for in the allocation box below. AS you type, a drop
down list of matching items will be displayed for selection

Allocation

‘ 110000-410013-6300 General Funds Business Office, Bus & Fiscal Management ‘

P -

| got a warning (#202) so | cleared it. Please be sure you reconcile the Total Pay Me Amount. | know |
am owed $118.32 for the 20% per diem, $25.00 for fuel, and $42.00 for airport parking for a total of
$185.32.
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My “Total Pay Me Amount” is correct. | can now submit my Expense Report.

L Patricia Jackson

CHROME + New

Expenses For Images
Patricia Jackson

P_Jackson_Austin TX_061420 .
- Parking
DATE EXPENSE SPENT PAYME & B A
sun “zs0n .
oanaze W CashAdvance e 12568 N - Expense over 20 days old. =
o W CorRemalrue 2.0 50 & Expenses should be submitted in a timely manner. Please provide an explanation why an exception should be made
sun 4200
sartazcze @ Parking 20 20 & RESPONSE L,
Kadffaidfaldta dfa dfiadfiadit]
Mon 2o =2 Meals - Per Diem o100 6100 v
Tue , ; 61.00 Date
sanazazo (=€ Meals - Fer Diem e 61.00 v 06/14/2020
Wed 61.00
ogizoze =2 Meals - Per Diem U 61.00 v Spent 42.00 USD
ed 2o EP Professional Membersiip Dues 220 000 & v 5 -
usiness Purpose P_Jackson_Austin TX_061420
Wed , , 500.00
oaizeoze ‘Mg Conference / Seminar / Training usp 000 @ v 5 "
escription
Wed - 30062
T ostmzozn M Howl usD 000 & v Paid by STC o
Wed 30062
ed 2o E= Hotel- Lodging usD g v Allocation

Expense Report Total Pay Me Amount “ |
010021025505 185.32 uso < Previous 40f12 Next >

Other expenses that might need reimbursement:

Air Travel — Baggage fee

The system will bring you to the expenses screen. From here you will select the incidental you want
paid to the traveler. If you have Baggage fees — select Air Travel — then Baggage fee.

— CHROME + New AL Maricarmen Ramirez

Add
E -
xpenses b ﬂ

Create New

Expenses For _
Maricarmen Ramirez

e

testing testing expenses for guideline book
=]

DATE EXPENSE SPENT PAYME & B A
All
Trips

Offline

@ Cash Advance

Recycle Bin TT’ G

Receipt Gallery
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Example of information to input for Baggage fees:

+  New A Maricarmen Ramirez

Cancel

1-.—- Baggage Fee
Spent ‘ s0.00 g | usD |
Business Purpose testing testing expenses for guideline book
Description Baggage fees paid 1 day prior 1o travel dates at check
Optiona: -

in
Paid by STC O

Please type the FOAP Number/Name you would like to search for in the allocation box
below. As you type, a drop down list of matching items will be displayed for selection

Allocation

‘ 110000-410013-6300 General Funds Business Office, Bus & Fiscal Management

@ Add Allocation

Attachments (0)

Once you have saved you will see the expense on the left side.

L Maricarmen Ramirez

CHROME + New

€ | poemssre Add
Marncarmen Ramirez Expenses -’ H

st HH

testing testl.ng expenses for guideline book e R -

=]

DATE EXPENSE SPENT PAYME & B A
Mon 60.00 - Al
tozzoze WM Baggage Fee uso 6000 & v
Trips
Offline

@ Cash Advance

Recycle Bin

Receipt Gallery
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Ground Transportation — Taxi / Uber / Lyft

Another common expense that is submitted is Taxi, Uber or Lyft receipts. Please remember to remove
the Tip/Gratuity amount when submitting these receipts.

< = D o ) | https://ga-app.cal.chromeriver.com/index#expense/draft/0f3c5a8d255bd60902782d999d4f4dbadadal T0bddcleec5198e5fbc38 ¥ = 7 e
+ New ; Maricarmen Ramirez
. Add
Maricarmen Ramirez EXDEHSGS
testing testing expenses for guideline book
- 9 .g P 9 Create New
DATE EXPENSE PAY ME
Mon All
tomeooen WM Baggage Fee 60.00 &
Trips
Offline

@ Cash Advance

Recycle Bin

Receipt Gallery

See steps to add the expense on Page 19. Example:

Cancel Save

i~

Date 10/26/2020 ()

Spent amount should not include tips.

Taxi / Car Service / Uber / Lyft

Spent s000 fg | usp

Business Purpose testing testing expenses for guideline book

Description 4 receipts to and from hotel to convention center, -
Options

plus 2 receipts to attend networking event that was
approved to attend by supervisor to promote STC /
network with other colleges for info needed | ~

Paid by STC )

Please type the FOAP Number/Name you would like to search for in the allocation box
below. As you type, a drop down list of matching items will be displayed for selection

Allocation

‘ 110000-410013-6300 General Funds Business Office, Bus & Fiscal Management

€@ Add Allocation

Attachments (0} == [ =
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Membership — Professional Membership Dues

If prior approvals received (some departments require Division VP approval also) to pay Memberships or
License/Permit fees out of pocket at the conference:

— CHROME + New A Maricarmen Ramirez

< i‘iaﬁlcal"r;‘:;n Ramirez = @ é)c(’genses e ﬂ E
:.esting testing expenses for guideline book Create New |
DATE EXPENSE SPENT PAYME & B A (
Mon oo 18 Baggage Fee 60.00 60.00 & - N All Lr"
Mon oso (% Taxi/Car Service .. s0.00 5000 & ~ Tres
Offline L
® Cash Advance :
Recycle Bin E :
Receipt Gallery
I
Expense Report Total Pay Me Amount o
QA0021605919 110.00 usp
[ © . -
See steps to add the expense at top of Page 19. NOTE: Membership reimbursement requests REQUIRE
the South Texas College Institutional Membership form (BO-8400). You can find that in JagNet with the
Accounts Payable forms. Example:
4+  New L Maricarmen Ramirez

Cancel Save

Eg Professional Membership Dues

Date 10/26/2020 [}

Spent 7s.00 [ | usp

Business Purpose testing testing expenses for guideline book

Description Approved Institutional membership form attached, Prior
Spiiana

FM approval received..

Paid by STG (]

Please type the FOAP Number/Name you would like to search for in the allocation box
below. As you type. a drop down list of matching items will be displayed for selection

Allocation

| 110000-410013-6300 General Funds Business Office. Bus & Fiscal Management

€ Adad Allccation

Attachments (1) = =1
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Registration — Conference/Seminar/Meetings or Training/Education

If prior approvals received (some departments require Division VP approval also) to pay Registration out
of pocket or add classes that require payment at the conference:

testing testi

=

DATE

WMon
107262020

Won
10262020

WMon
10r26v2020

Expense Report
QA0021605919

EXPENSE

Wl Baggage Fee

@ Taxi/Gar Service ..

ER, Professional Mem._

ng expenses for guideline book

SPENT
60.00
usD
50.00
uso

75.00
usD

Total Pay Me Amount
185.00 usp

<+  New AL Maricarmen Ramirez

Add
Expenses

Create New

PAYME &
60.00 All lr’l (2
Trips
50.00
Offiine

75.00
® Cash Advance

Recycle Bin 224 =

Receipt Gallery

See steps to add the expense on Page 19. Example:

+ New A Maricarmen Ramirez

Cancel Save

;;“i Conference / Seminar / Meetings

Date 10/26/2020 (o)

Spent 2500 fg | usD

Business Purpose testing testing expenses for guideline book
Description Extra class opened up at conference for Accounts
Optional

Payable. | received supervisor/FiM approval to be
reimbursed upon return with attached jtemized receipt.

Paid by STC O

Please type the FOAP Number/Name you would like to search for in the allocation box
below. As you type, a drop down list of matching items will be displayed for selection

Allocation

| 110000-410013-6300 General Funds Business Office, Bus & Fiscal Management

e Add Allocation

Attachments (1) =
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Miscellaneous — Miscellaneous Other

If prior approvals received (some departments require Division VP approval also) to pay for
books/publications, make copies, use Hotel Wi-Fi, send items through mail (postage/courier), purchase
supplies or other miscellaneous out of pocket expenses:

& Maricarmen Ramirez

= HROMCE + New

Add
Expenses X ﬂ

Exp r
(_ Maricarmen Ramirez

testing testing expenses for guideline book
a

Create New

DATE EXPENSE SPENT PAYME & B A
~
Mon 60.00 All
10/26/2020 1!. Baggage Fee uso o0 & v T" [P
Trips
Mon i . 50.00
o050 £ Tad/ Car Service Uz 5000 & v
Offline
:’10‘?2"!'{2020 EP, Professional Mem... YEUgg 75.00 & v
# Cash Advance A
Mon w2 it Conference/Sem.. =0 2500 & v Recycle Bin L4

Receipt Gallery

See steps to add the expense at top of Page 19. All miscellaneous items require an itemized receipt
with payment information. Example:

+ New A Maricarmen Ramirez

Cancel Save

a .
® Miscellaneous / Other
Date 10/26/2020 (o]
Spent s000 B | usp
Business Purpose lesﬂng tesﬁng expenses for guidelme book
Descripliun Purchased new AP 1099 publ\mlion 1o KEED up 1o date

with new forms being intreduced for 2020 1099s._
Received prior approval from supervisor & FI

Paid by STC O

— Select —
Books / Publications
Copies/Printing
Please type the FOAP Num Hotel it

M Offi
below. As you type, a drop d Ol‘:ﬁer e
Postage/Courier
Supplies

Misc Expense

arch for in the allocation box
be displayed for selection

Allocation

| 110000-410013-6300 General Funds Business Office, Bus & Fiscal Management

@ Add Allocation
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Uploading Attachments

Uploading attachments to the expense report is different than the pre-approval because you do not
have to click on the report name and click edit to attach a document.

On the expense report it will be at the bottom of the screen once you are done entering the expense
and before you click save. Please upload an attachment for each reimbursement amount except per
diem and mileage.

+ New A Paricia Jackson

= CHROME

Expenses For

e Images
Patricia Jackson

P_Jackson_Austin TX_061420 E]j .
- Y - Car Rental Fuel
DATE EXPENSE SPENT PAY ME 2 A
- Expense over 20 days old. #202
SN e =2 Meals - Per Diem om 61.00 v
s . Expenses should be submitted in a timely manner. Please provide an explanation why an exception should be made
un E
a0 W Cash Advance = -125.68 v
RESPONSE
Sun 2500
ooz [ Car Rental Fuel usD 2500 ¢ v ajdfia difias;difadfia dsfiajdr ajsdfia; sdif
iz B Periong 420 1200 @ v
Date 06/14/2020
Mon 51.00
oaiszoz (3 Meals - Per Diem oo 61.00 v
Spent 25.00 USD
Tue 51.00
oaiazoz (€ Meals - Per Diem oo 61.00 v
Wed 61.00 Business Purpose i
o8 1712020 =# Meals - Per Diem Uso 61.00 v L P_Jackson_Austin TX_061420
Wed 125.00 i
08172020  EF% Professional Membership Dues Den 000 & v Description
Wed | ) 500.00 Paid by STC (]
oaireozo My Conference / Seminar / Training uso 000 & v
. Allocation
Wed - 300.62
Y ooaimzoz  am Hotel Lo 0.00 & v =
110000-410013-6300 General Funds

Business Office, Bus & Fiscal Management

Comments (0)

Attachments (2)
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Submitting an Expense Report

I will click Submit.

+  New L Patricia Jackson

Add

Expenses -~ I
¢ H
P_Jackson_Austin TX_061420
. B Create New PR . HOTE B
DaATE EXPENSE SPENT PAYME ¢ B A
sun Azsoy
Stz W CashAdvance o 125,68 . . A
Sun 2o Y CarRentalFuel 20 50 & v Trips
Offiine R - -
iz B Parking 4200 200 g v
® CashAdvance
Mon 61.00
osiszozo (=2 Meals - Per Diem Uso 61.00 v
Recycle Bin
61.00
ooz 22 Meals - Per Diem Uso 61.00 e
Wed ’ 61.00
e =€ Meals - Per Diem 61.00 v
eiTzez use Receipt Gallery
ed w2 EP Professional Membership Dues 12500 000 & v
wied 500.00
o200 ‘Ml Conference / Seminar / Training Veo 000 & v
Wed = 30062
¥ osnzoer MR MOl Uso 0.00 & v
Wed 30062
Stinzozs B Hotel- Lodging = 0.00 v
Expense Report Total Pay Me Amount
010021025505 185.32 usp

If Dean approval is needed - see page 40. If Dean approval not needed:

| will certify the items are true and correct and click Submit again.

+ New A Paricia Jackson
Submit Confirmation

I hereby certify that all expenses listed here are true and correct to the best of my knowledge and are for legitimate
business purposes.

Pre-Approval Applied: P_Jackson_Austin TX_061420 [Rer
Available Balance: 185.44 USD

coneel m

P_Jackson_Austin TX_061420

Patricia Jackson
Report Owner

Accountant
Expense Report ID 010021025505
Business Purpose 1. What is the purpose of the travel? To leam of any

«changes in the Title IV programs. 2. Why is the travel
necessary? To educate ourselves in the Title IV changes. 3
How does the travel benefit STC? The college will be in
compliance with Title IV regulations

P_Jackson_Austin TX_061420

Financial Summary

Total Expense Reported 1,72094 0.00

If you get a message in Green saying the report has been submitted successfully you will now be able to
see it in your Submitted Expenses Dashboard.
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Create an Expense Report (In District Mileage)

Click the + New button

+ New A Patricia Jackson

7 ¥, SOUTH TEXAS
¥Wy COLLEGE

Submitted
Last 90 Days

EXPENSES

© 11

Submitted
PRE-APPROVAL . i i
Last 90 days For Pre-Approvals and Expense report processing assistance, please contact:

+ Main email for all supperting documents. traveloffice@southtexascollege ed
u

« Tonya Ecker, Travel Assistant 877

v 9568724618 tecker@southtexascollege.edu

+ Melissa Lara, Travel Assistant 956.872.4556 mmendoza_0438@southtexasco
llege.edu

« Maricarmen Ramirez, Accounts Payable / .

Travel Supervisor 9558724602 mramirez@southtexascollege.ed

All travel cancelled through August 31, 2020

Employee Travel Guide: https://jagnet /ji pl

REMINDER:  Per Diem Rules

Click New Expense Report

L Patricia Jackson

E New Expense Report

New Pre-Approval Report

7

Submitted
Last 90 Days

EXPENSES

L] 11

Submitted
PRE-APPROVAL y . .
Last 90 days For Pre-Approvals and Expense report processing assistance, please contact:

+ Main email for all supporting documents traveloffice@southtexascollege ed
u
« Tonya Ecker, Travel Assistant
v 956-872-4618 4o per@southtexascollege.edu
« Melissa Lara, Travel Assistant
956872465  Mmendoza_0438@southtexasco
llege.edu
* Maricarmen Ramirez, Accounts Payable / .
Travel Supervisor 956-872-4602 mramirez@southtexascollege.ed

u

All travel cancelled through August 31, 2020

Employee Travel Guide: https:/jagnet. th Il di ji p

REMINDER:  Per Diem Rules

Page 31 of 58 11/06/2020



Importing the Pre-Approval - Mileage

Click Import the Pre-Approval

CHROME + New A Pairicia Jackson

faneet m

Expenses For Patricia Jackson

Report Name ‘
Pay Me In ‘ USD - US Dollars - ‘
start Date

|

Business Purpose

Please include the following elements in the Business Purpose field above, a) What is the purpose of the
travel?, b) Why is the travel necessary and c) How does the travel benefit STC?

Report Type - Select -- v ‘
Travel Type ‘ - Select - v ‘
Is Dean approval required for ‘ - Select - - ‘
this trip?

Click on the down arrow from the box that says select a pre-approval report

CHROME + New A Paifricia Jackson

Select a pre-approval report -
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Click on the pre-approval you wish to import. In my case | am going to click on the pre-approval for in
district mileage 090119-083120.

L Patricia Jackson

CHROME + New

Select a pre-approval report

REPORT NAME ORIGINAL AMT REMAINING

Test Non Student Club Travel In State PJ 866.50USD 12 20usD “
Testing cash advance on mileage 183 24usD 183.24usD
PJackson_Mileage Enc_090119-083120 1,740.00UsSD 1,582.24USD
PJackson_In District Mileage_0901139-083120 1,740.00UsD 1,883.40UsD
TEST PJackson Cash Advance 93.80USD 93.80USD

Click on Import at the bottom of the page and then click save at top right hand corner

CHROME L Pairicia Jackson

PJackson_In District Mileage_090119-083120

Report Summary
From Date 09/01/2019
To Date 08/31/2020

| am traveling from Pecan which is my homebase to
Business Purpose Mid Valley to teach SOCI-2530. See attached
teaching schedule

Expense Summary

Mileage 1,583.40 0.00
Total 1,583.40 0.00
Allocations

110000-224005-1070 General Funds 1.740.00
Associate Degree Nursing, Health Occup-Associate Degree Nurs T
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Entering Mileage Expenses

We will now click on the expense line on the left side and go over to the delete button on the uppe
right hand corner to delete the line. This will remove the warnings and violations.

CHROME + New L Paicia Jackson

(_ Expenses For
Patricia Jackson

PJackson_In District Mileage_090119-083120 A .
- &y Mileage

DATE EXPENSE SPENT PAYME & B A
- Mileage Guidelines. 2200
e T Mileage R0 1,740.00 A

oe2a2020 &

If traveling campus to campus use STC's mileage chart and attach the mileage log. Otherwise, use the Google maps
feature

Expense over 20 days old. #202

Expenses should be submitted in a timely manner. Please provide an explanation why an exception should be made.

Date 06/23/2020

Fynense Rennrt Total Pav Ma Amannt

This screen shows up — click on the expense report on the left side

— CHROME + New L Maricarmen Ramirez

Add
Expenses ﬁ

Expenses For .
Maricarmen Ramirez

e

TEST_M Ramirez_In Dist Mile_082520-120520
Create New

=l
DATE EXPENSE SPENT PAY ME B8 A
Tz (& Misage 290,00 290,00 A Al
Trips
Offline h
® Cash Advance is
Recycle Bin

Receipt Gallery
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+ New L Maricarmen Ramirez

Maricarmen Ramirez

TEST_M Ramirez_In Dist Mile_082520-120520 W -
.5 Mileage

EXPENSE PAY ME

Expense over 20 days old. #202

& Mileage 29000

Expenses should be submitted in a timely manner. Please provide an explanation why an
exception should be made.

Mileage Guidelines. #2089

If traveling campus to campus use STC's mileage chart and attach the mileage log. Otherwise,
use the Google maps feature

Date 1011312020
Spent 290.00 USD
Business Purpose 1?7 i
oo et — po: a) What is the purpose of the travel?, b) Why is the travel .
QADD21605963 290.00 uso 1of1

First clear the warnings (#209 & #202) by typing justification statements in the “add response
boxes” and posting — see example:

+ New A Maricarmen Ramirez

aricarmen Ramirez

TEST_M Ramirez_In Dist Mile_082520-120520 o i
&) Mileage

PAY ME

EXPENSE
Mileage Guidelines. #200

JJug & Mileage 20000 290.00 A

If fraveling campus to campus use STC's mileage chart and atiach the mileage log. Otherwise,
use the Google maps feature.

STC mileage chart was used and mileage log is being attached

Expense over 20 days old. #202

Expenses should be submitted in a timely manner. Please provide an explanation why an
exception should be made.

Pending information (driver's license, insurance for travel dates) from traveler
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Click on Edit and scroll down to miles that were calculated on mileage log.
Notice how the dollar amount spent changes when posting the monthly miles — then click “save”.

+ New L Maricarmen Ramirez

Cancel -

Date /1342020

Spent | 290.00 | usD |

Business Purpose a) What is the purpose of the travel?, b) Why is the
travel necessary and c) How does the travel benefit
3TC?

Description AD0207793 Maricarmen Ramirez homebase Is Pecan
will be teaching at Mid Valley

Rate 058
Miles 500.00 f= Calculate Mileage
Deduction | | None |

Please type the FOAP Number/Name you would like to search for in the allocation box
below. As you type, a drop down list of matching items will be displayed for selection

Allocation

110000-410013-6300 General Funds Business Office, Bus & Fiscal Management

+ New A Maricarmen Ramirez

Date 10/13/2020 [

Spent | 29.00 | usD ‘

Business Purpose a) What is the purpose of the travel?, b) Why is the
travel necessary and c) How does the travel benefit
3TC?

Description AD0207793 Maricarmen Ramirez homebase is Pecan
will be teaching at Mid Valley

o

Miles = Calculate Mileage

Deduction | | None |

Please type the FOAP Number/Name you would like to search for in the allocation box
below. As you type, a drop down list of matching items will be displayed for selection

Allocation

| 110000-410013-6300 General Funds Business Office, Bus & Fiscal Management

-

Verify that the “pay me” amount is the correct expenditure. If Okay:
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Changing the Report name

Click on the name of the report

+ New

A Maricarmen Ramirez

Expei
Maricarmen Ramirez

TEST_M Ramirez_In Dist Mile_082520-120520 R .
&3 Mileage

DATE EXPENSE SPENT PAYME & B A
T 20,00 ~ Expense over 20 days old. #202
ue %
e - Usb 2900 & v
Expenses should be submitted in a imely manner. Please provide an explanation why an
exceplion should be made
RESPONSE .
Pending information (driver's license, insurance for iravel dates) from traveler s
#208

Mileage Guidelines.

If traveling campus to campus use STC's mileage chart and attach the mileage log. Otherwise,
use the Google maps feature

RESPONSE .
STC mileage chart was used and mileage log is being attached s

Date 10/13/2020
Spent 29.00 USD
Business Purpose a) What is the purpose of the travel?, b) Why is the travel

necessary and c) How does the travel benefit STC?

ARAAATTAR Maricarman Mamirns hamahacn e PDocan il

10f1

Nascrintinn

Expense Report Total Pay Me Amount “
QAD021605965 29.00 usp

Click on “edit”

+ New A Maricarmen Ramirez

2 Bl « -

TEST_M Ramirez_In Dist Mile_082520-120520 Expenses For Maricarmen Ramirez
a

D EXPENSE SPENT PAYME ¢ B A Report Name TEST_M Ramirez_in Dist Mile_082520-120520
T c 20.00 -
1orar2020 @& Mileage Uen 2000 & v
Pay Me In USD - US Dollars
Start Date 08/25/2020
End Date 12/05/2020
Business Purpose a) What is the purpose of the travel?, b) Why is the trave

I necessary and c) How does the travel benefit STC?

Report Type Employee Travel
Travel Type In District Mileage
Is Dean approval No

required for this trip?

TraveleriD AD0207793
Pre-Approval Expense Summary

Pre-Approval Report Applied

Expense Report Total Pay Me Amount
QAD021605965 29.00 usp X TEST_M Ranm t
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Now you can update the report name to the dates of mileage

Expenses For Maricarmen Ramirez

Report Name TEST_M Ramirez_In Dist Mile_082520-120520| |
Pay Me In USD - US Dollars

Start Date 08/25/2020 (]

End Date 12/05/2020 =

Business Purpose a) What is the purpose of the travel?, b) Why is the tray

Please include the following elements in the Business Purpose field above, a) What is
the purpose of the travel?, b) Why is the travel necessary and c) How does the travel
benefit STC?

Expenses For Maricarmen Ramirez

Report Name TEST_M Ramirez_In Dist Mile_090120-093020|

Pay Me In USD - US Dollars

Start Date 08/25/2020 [}

End Date 12/05/2020 (o]

Business Purpose a) What is the purpose of the travel?, b) Why is the tra

Please include the following elements in the Business Purpose field above, a) What is
the purpose of the travel?, b) Why is the travel necessary and c) How does the travel
benefit STC?

Click on Save

CHROME +  New L Maricarmen Ramirez

EoEoEr —
< Maricarmen Ramirez = @

TEST_M Ramirez_In Dist Mile_090120-093020
=

Expenses For Maricarmen Ramirez

DATE EXPENSE SPENT PAY ME =2 A Report Name TEST_M Ramirez_In Dist Mile_090120-093020
T oza @& Milenge =8 .00 & -
Pay Me In USD - US Dollars
start Date 08/25/2020
End Date 12/05/2020
Business Purpose ) What Is the purpose of the travel?, b) Why Is the trave

I necessary and c) How does the travel beneflit STC?

Report Type Employee Travel
Travel Type In District Mileage
Is Dean approval No

required for this trip?
TravelenD ADO207793
Pre-Approval Expense Summary

Pre-Approval Report Applied
x TEST_M Ramirez_ln Dist Mile_082520-120520

Expense Report Total Pay Me Amount m
QA0021605965 29.00 usp
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Uploading Attachments

| need to upload my attachment of the mileage log, any teaching schedules, and SMM forms so | am
going to scroll to the bottom of the page and click Add Attachments.

+ New A Patricia Jackson

Caned ﬂ

Please type the FOAP Number/Name you would like to search for in the allocation box below. As you type,
a drop down list of matching items will be displayed for selection

Allocation

110000-224005-1070 General Funds Associate Degree Nursing. Health Occup-Associale Degree Nurs
e Add Allocation

Comments (0)

Add Comment
Attachments (0) = )
Drag image here to upload
!; From Receipt Gallery

& Upload Attachments 4-\

| am going to pick upload attachments because | have it saved to the network. Go to where you have
your documents saved and select the file(s). Your attachments should show up at the bottom.

Reconcile / Submit Mileage Expense Report

If everything ready, attachments uploaded, and “Total Pay Me Amount” is correct, then you may click
“submit”, then “submit” again to certify.

+ New A Maricarmen Ramirez

Submit Confirmation

| hereby certify that all expenses listed here are true and correct to the best of my
knowledge and are for legitimate business purposes.

Pre-Approval Applied: TEST_M Ramirez_In Dist Mile_082520-120520 [Remove

Available Balance: 290.00 USD
e m

TEST_M Ramirez_In Dist Mile_090120-093020

If “Total Pay Me” amount is not correct — contact Travel Office for assistance BEFORE clicking “submit”.
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Dean Approval

If you selected Dean approval you will get this screen and have to select the appropriate Dean again.

+ New A Patricia Jackson

Select Approver

The following allecations require an approver to be selected

D 110000-410013-6300 General Funds 1,846.62
Business Office, Bus & Fiscal Management usD
[ cAsHADV Cash -125.68
Advance usp

Click Submit

Your expense report has been removed from your “Draft” expense reports list, and is now in the
DashBoard as “Submitted Expenses” with “pending” status

= CHROME + New L Maricarmen Ramirez

= Submitted Expense Reporis

amirez_In Dist Mile_09012... 11/04/2020
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Verify Encumbrance Balance for Mileage Expense
Report

Click on the Mileage Expense report you wish to review from your submitted expense reports. If you
remember, the original Pre-Approval encumbrance was $290.00 — If you scroll down on the right side -
now the remaining balance is $261.00.

CHROMCE +  New

Submitted Expense Reports m

Financial Summary

A Maricarmen Ramirez

amirez_In Dist Mile_09012__. 11/04/2020

TEST MRamirez mileage 9/1/20-9/30... 10/16/2020 29.00 Total Expense Reported 29.00 29.00
APPROVE
[areRoveD)] Amount Due Employee 29.00 29.00
Test M Ramirez trip to Dallas TX 101... 10/16/2020 947.80
QADOZ1501082 usp Total Expenses For Approval 29.00 29.00

Applied Pre-Approval Report

Ramirez_mileage enc 09/01... 10/15/2020 2500

Ic
C

APPROVE
TEST M Ramirez_In dist mile_01152... 10/15/2020 29 00 1071372020 [ = -or 29.00
- _APPRGVE’
Remaining Balance 26100 4——
TEST_M Ramirez_Dallas TX_101320 10/15/2020 1.347.41
o Expense Summary
Ramirez_Austin TX_100620 10/13/2020 1.040.29
Mileage 29.00 29.00
Testing expense alone and return lin... 10/09/2020 22500 Total 29.00 29.00
Account Summary
to test cash advance return for canc... 09/19/2020 0.00
110000-410013-6300 General Funds
Business Office, Bus & 29.00 29.00
Fiscal Management

test expense report by itself for allo... 09/17/2020 25000
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Opening an Expense Report/PDF

Go to your Dashboard by clicking the hamburger menu. Your screen should look like this.

+ New A Patricia Jackson

OUTH TEXAS

[ 7

S sumitec COLLEGE
Last 90 Days
PRE-APPROVAL Submitted i i

DTS For Pre-Approvals and Expense report processing assistance, please contact

« Main emailfor all supporting documents
raveloffice@southtexascollege edu
« Tonya Ecker, Travel Assistant 872
v 956-872-4618 tecker@southtexascollege edu

+ Melissa Lara, Travel Assistant ess 72505 rmendors_040gsouthesascolege

= Maricarmen Ramirez, Accounts Payable / Travel
Supervisor 956-872-4602 mramirez@southtexascollege.edu

Al travel cancelled through August 31, 2020

Employee Travel Gyide: hitps:/fjagnet i p

REMINDER:  Per Diem Rules

Click on your submitted expense reports tile. Your screen will look like this.

A Patricia Jackson

CHROME + New

E Submitted Expense Reports

P_Jackson_Austin TX_061420 07142020 1,720.94
TEST_PJackson_Dallas TX 070620 07/08/2020 838.80
B
P_Jackson_Austin TX 061420 06/29/2020 1,581.98
a
son_In District Mileage_090119-093019 06/26/2020 156.60
PJackson_In District Mileage_090118-093019 05/28/2020 157.76
}
TEST PJackson_nonstudentmileage 050120-051020 05/14/2020
TEST Packson_Indistrictmileage 040120-043020 05/14/2020 18.32

Student Club Travel - Qut of State 02/28/2020 1.036.60

e
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Click on the report you want to open from the list on the left-hand side of the screen.

Click Open.

= CHROME + New L Patricia Jackso

B oo coense Reors o
P_Jackson_Austin TX_061420 07/14/2020 172094 :
oie21025505 - = P_Jackson_Austin TX_061420
TEST_PJackson_Dallas TX_070620 07/08/2020 838.80 Patricia Jackson
01002100323 Report Owner
Accountant
P_Jackson_Austin TX_061420 06/29/2020 158198 Submit Date 071412020
Expense Report ID 010021025505
PJackson_In District Mileage_080119-093019 06/26/2020 156.60
0100200543 Business Purpose 1. What is the purpose of the travei? To leam of any
changes in the Title IV programs. 2. Why is the travel
necessary? To educate ourselves in the Title IV changes. 3.
How does the travel benefit STC? The college will be in
PJackson_In District Mileage_080119-093019 05/28/2020 157.76 compliance with Title IV regulations.
ot002083428 e P_Jackson_Austin TX_061420
TEST PJackson_nonstudentmileage 050120-051020 05/14/2020 140.56
010020700332 usD Tracking Summary
TEST Packson_Indistrictmileage_040120-043020 0511472020 1832 Pending Approval 1.720.94 USD
— Financial Summary
Student Club Travel - Out of State 02/28/2020 1,036.60
- [EFoxED)
Total Expense Reported 1,720.94 1.720.94
i‘ i.l‘; inii‘. ki i‘i‘r o ’rﬁ 020 4101 20 hd

If you do not see the buttons below for “PDF” and “Images” — you may see instead 3 dots right under
your name — please go ahead and open up the screen to full page first \

1784168cef564806d7b253820e5c4ce32ff520f255d9d53f09a5087f e = 4 e -

+ New L Maricarmen Ramirez

Expenses For Maricarmen Ramirez
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The system will bring you here. All of your expenses for the trip are listed on the left-hand side of the
e report. Click PDF.

screen. From here you can choose to open a PDF copy of

CHROME

Expenses For
< Patricia Jackson

The system will display the following drop-down list.

ﬂ .

+ New

A Patricia Jackson

Pa:
CHROME + New L PatriciaJackson [
e — = I~ I N
Patricia Jackson = N
B
P_Jackson_Austin TX_061420 i
- - - Expenses For Patricia Jackson N
DATE EXPENSE SPENT PAY ME Report Name P_Jackson_Austin TX_061420
sun 61.00 2
oaiazozy 22 Meals - Per Diem Uzo 61.00
Pay Me In USD - US Dollars
Sun 12568
ity W CashAcvance e 12568
Start Date 06/14/2020
S e ) CarRental Fuel 2 500 §
End Date 06/17/2020
sun 4200
oerazozo @ Parking 20 20 ¢
Mon o =2 Meals-Per Diem 6100 6100 Business Purpose 1. What is the purpose of the travel? To leam of any changes in the Title IV program
s. 2. Why is the travel necessary? To educate ourselves in the Title IV changes. 3.
How does the travel benefit STC? The college will be in compliance with Title IV reg
Tue 61.00
oz (& Meals - Per Diem usD o100 ulations.
Wed 61.00
oai7ao20 =€ Meals - Per Diem beo 61.00
Report Type Employee Travel
Wed 125.00
oai7ao20 B Professional Membership Dues en 000 g
Travel Type In State
Wed . , 500.00 y
osi7z020 'y Conference [ Seminar / Training i 000 &
y o Hota! 3002 000 & - l‘;‘ElE%v?approva\ required for  Yes
Expense Report Total Pay Me Amount
010021025505 185.32 usp TraveleriD Q0136468
- P

Cover Page N
P_Jackson_Austin TX_061420 ;
- - - Ful Report tricia Jackson
DATE ENSE SPENT PAYME A Full Report with Notes & ickson Austin TX 061420
. Receipts = -
Sun 51.00
oeszoz0 = Meals - Per Diem NS 61.00 7
Full Report with Receipts - US Dollars
sun 12568
oatazeze WM CashAdvance uso -125.68 v View Receipts
. . StartDate 067142020
un
eem020 Eﬂ Car Rental Fuel oo 2500 & V2
End Date 06/17/2020
sun 4200
N » RS ang
MOn s (s Meals - Per Diem o100 61.00 v Business Purpose 1. What is the purpose of the travel? To leam of any changes in the Title IV program
5. 2. Why is the travel necessary? To educate ourselves in the Title IV changes. 3.
How does the travel benefit STC? The college will be in compliance with Title IV reg
Tue 51.00
oiiezoz (&£ Meals - Per Diem uso 61.00 v ulations.
el e = Medls -Per Diem ot 61.00 N
Report Type Employee Travel
Wed 125.00
oozozo B Professional Membership Dues oo 000 & v
y Travel Type In State
Wed . , 500.00 y
oezozo ) Conference / Seminar / Training e 000 & v
Wed 300.62
Y osii72020 e 000 & v - Is Dean approval required for ~ Yes
this trip?
Expense Report Total Pay Me Amount
010021025505 185.32 usp TraveleriD 00136468
| B

You can select Cover Page, Full Report, Full Report with Notes and Receipts, Full Report with Receipts, or
just View Receipts.

You can also open the PDF report from this screen without opening the actual expense report.

Click on the arrow next to “Expenses for traveler name”, to see your “submitted expense reports”. Then
select the report you wish to review.
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Then click on PDF to review the report.

CHROME + New L Patricia Jackson
Subrted Espan Rapars [ or | o]
P_Jackson_Austin TX_061420 07/14/2020 1,720.94 -
- - P_Jackson_Pustin TX_061420
TEST _PJackson_Dallas TX_070620 07/08/2020 838.80 Palricia Jackson
0z U Report Owner
Accountant
061292020 Submit Date 071412020
Expense Report ID 010021025505
06/26/2020
U Business Purpose 1. What is the purpose of the travel? To learn of any
changes in the Title IV programs. 2. Why is the travel
necessary? To educate ourselves in the Title IV changes. 3.
How does the travel benefit STC? The college will be in
PJackson_In District Mileage_090119-093019 05/28/2020 157.76 compliance with Title IV regulations
) P_Jackson_Austin TX_061420
TEST PJackson_nonstudentmileage_050120-051020 05/14/2020 140.56
020700232 v Tracking Summary
TEST Packson_indistrictmileage_040120-043020 05/1472020 Pending Approval 1,72094USD
Financial Summary
Student Club Travel - Out of State 02/28/2020 1,036.60
a
Total Expense Reporied 1,720.94 1,720.94

Sldant ol Taualln Stats 220000 440900 " -
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Tracking an Expense Report

Click on the report you want to view the tracking of the approvals. You will open Tracking on this
screen.

+ New A Patricia Jacksol

CHROME

:P jlacksqlLAustln TX_061420 07/14/2020 1,720.94 Pi.JacksoniAustin TX7061 420

: Submitted Expense Reports

lackson_Dallas TX_ 070620 07/08/2020 Patricia Jackson

Report Owner Accountant
:
P_Jackson_Austin TX_061420 06/29/2020 1,581.95 Submit Date 07/14/2020
Expense Report ID 010021025505
PJackson_In District Mileage_090118-093019 06/26/2020 156.60
0 D Business Purpose 1. What is the purpose of the travel? To leam of any
changes in the Title IV programs. 2. Why is the travel

necessary? To educate ourselves in the Title IV changes. 3.
How does the travel benefit STC? The college will be in

PJackson_In District Mileage_090119-093019 05/28/2020 157.76 compliance with Title IV regulations.
- P_Jackson_Austin TX_061420
ickson_nonstudentmileage 050120-051020 05/14/2020 140.5¢

Tracking Summary

TEST Packson_Indistrictmileage_040120-043020 05/14/2020 18.32 Pending Approval 1,720.94 USD

Financial Summary

Student Club Travel - Out of State 02/28/2020 1,036.60
Total Expense Reported 1,720.94 1,720.94
ii ‘.I‘ i ii“. & I ili" o "ﬁ 0on 4101 20 -

If the report is not fully approved it will display like this. It is only telling you who it is currently assigned
to.

CHROME + New L Patiicia Jackson

Tracking for P_Jackson_Austin TX_061420 X

EXPENSE TYPE AMOUNT (USD) ~ STATUS CURRENTLY ASSIGNED

=# Meals - Per Diem 61.00 Pending Approval Maricarmen Ramirez .

£ Meals - Per Diem 61.00 Pending Approval Maricarmen Ramirez

[ Car Rental Fuel 2500 Pending Approval Maricarmen Ramirez

& Car Rental 110.00 Pending Approval Maricarmen Ramirez

¢ Airfare 500.00 Pending Approval Maricarmen Ramirez

@ Parking 42.00 Pending Approval Maricarmen Ramirez
» T Hotel 30062

£ Meals - Per Diem 61.00 Pending Approval Maricarmen Ramirez

T Conference / Semin 500.00 Pending Approval Maricarmen Ramirez

wm Cash Advance -125.68 Pending Approval Maricarmen Ramirez

B, Professional Wlemb 125.00 Pending Approval Maricarmen Ramirez
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If the report is fully approved it will show like this. This item went to the Supervisor, The Travel Office,
and the financial manager. If you look at the picture it has three check marks so it is fully approved.

+ New L Patricia Jackson

Tracking for P_Jackson_Austin TX_061420 x
Status Used / Expired
Estimated Amount 1,767.42 USD

Routing Steps

O—0O—0© <

Step Number 1

Approver Maricarmen Ramirez
Assigned Date 06/16/2020 02:35 PM
Step Status, Re-Assigned
Re-Assigned By Giovanni Colin
Re-Assigned Date 06/18/2020 03:23 PM
Approver Giovanni Colin
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Recalling an Expense Report

***Note: Remember that you can only recall an item if it has not been approved. Click on the report
you wish to recall. It should say pending.

CHROME

+  New A Patricia Jackson

E Submitted Expense Reports

4’ ?79;a:l§§0{n7Austin TX_061420 07/14/2020 1,720.94
TEST E._lacksonfnallas TX_070620 07/08/2020
:Pi.:J:a ::fk:sofniﬂusun TX_061420 06/29/2020
ison_In District Mileage 090119-093019 06/26/2020

PJackson_In District Mileage_090119-093019 05/28/2020

TEST PJackson_nonstudentmileage_050120-051020 05/14/2020

ckson_Indistrictmileage 040120-043020 05/14/2020

Student Club Travel - Out of State 02/28/2020 1,036.60

EXPORTED

e i Sl

Click the Recall button

CHROME

+ nNew A Patricia Jackson

T T B

E ‘Submitted Expense Reports

P_Jackson_Austin TX_061420 07/14/2020 ]
T - P_Jackson_Austin TX_061420
TEST PJackson_Dallas TX_070620 07/08/2020 838.80 Pairicia Jackson
01002100322 uso Report Owner
Accountant
P_Jackson_Austin TX_061420 06/29/2020 1,561.98 Submit Date 07114/2020
SEoRTED
Expense Report ID 010021025505
PJackson_In District Mileage_090119-093019 06126/2020 156.60 _ )
0100200543 usp Business Purpose 1. What is the purpose of the travel? To learn of any
changes in the Title IV programs. 2. Why is the travel
necessary? To educate ourselves in the Title IV changes. 3.
How does the travel benefit STC? The college will be in
PJackson_In District Mileage_090119-093019 05/28/2020 157.76 compliance with Title IV reguiations.
010020824249 __AFFROV’E'; P_Jackson_Austin TX_061420
TEST PJackson_nonstudentmileage_050120-051020 05/14/2020 140.56
20700332 o Tracking Summary
TEST Packson_Indistrictmileage_040120-043020 05/14/2020 1832 Pending Approval 1,720.34 USD
Financial Summary
Student Club Travel - Out of State 02/28/2020 1,036.60
Total Expense Reporied 1.720.94 1.720.94
Stydent Sl Trovel o Giot 22.22/2020 440400 -

If the “recall” button is used by the department, all items including the report name, can be updated/edited.

Should an item be “returned” to the department, the report name cannot be updated. In order to update the report name,
the item would have to be deleted and the delegate or traveler would have to start the report from the beginning.
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The system will take you to this screen and your expense report is now on the drafts Dashboard.

CHROME + New | L PairiciaJackson

E Submitted Expense Reports

TEST PJackson_Dallas TX 070620 07/08/2020
P_Jackson_Austin TX_061420 06/29/2020
PJackson_In District Mileage 050119-093019 06/26/2020

_In District Mileage_090119-093018 05/28/2020

ckson_nonstudentmileage 050120-051020 05/14/2020

kson_Indistrictmileage_040120-043020 05/14/2020

lub Travel - Out of State 02/28/2020 1.036.60

Student Club Travel - In State 02/28/2020 1,101.60

EFoRTED

Aut.at.ctat o non 102000

Click the hamburger menu and select Dashboard. You can see your expense report is in the draft
section.

4+ New A Patricia Jackson

6 Yo, SOUTH TEXAS
BAA e
Submitted vvv COLLEGE

Last 90 Days

EXPENSES

© 11

Submitted

PRE-APPROVAL ” il i
Lnst 80 days For Pre-Approvals and Expense report processing assistance, please contact

« Main email for all supporting documents
travelofiice@southtexascollege.edu

+ Tonya Ecker, Travel Assistant -
v 956-872-4618 tecker@southtexascollege.edu
+ Melissa Lara, Travel Assistant
sseonasss  Mmendora M43B@southiexascollege
+ Maricarmen Ramirez, Accounts Payable /Travel
Supervisor 956-872-4602  mramirez@southtexascollege.edu

All travel cancelled through August 31, 2020

Employee Travel Guide: hiips fjagnet i P

REMINDER:  Per Diem Rules

You can now open your report and make any changes by clicking on the line item, then edit, then save.
You will have to resubmit the item.
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Returned Expense Report

It is preferred that the entire expense report be returned instead of line by line, however, the system is
capable of allowing approvers to return 1 line item. Please contact the travel office to discuss PRIOR to

returning only 1 line item.

View Returned Expenses and Notes - You may access the Returned Expense Reports Grid directly from
the Dashboard by tapping on the number of returned expenses.

E Expenses
231 2

Draft Returned

Q Document

1

Returned

Alternatively, you may access the Returned Expense Reports grid via the left navigation Menu, by
tapping Returned in the Expense section.

eWallet ®

eReceipts ®

bmitted
90 Days

Returned

Recently Submitted -

Single-tap the desired report in the grid to see its preview.
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¢ 3 -

CDA Conference 2017

Report Owner Alan Rich
Submit Date 11/10/2016
Expense Report ID 010014900375
Business Purpose Conference

Financial Summary

Total Expense Reported 333.00 0.00

Less Cardholder

Responsibility 0.00 0.00

View and Reply to Comments - You may view and reply to header-level comments directly from the
Expense Preview.

¢ -

Account Summary

"23" "Count the
Medals"
"Anything Goes 12,00 0.00
Coming Up GOQ0"

Totals 12,00 0,00

Comments (1)

The Approver
test

MNew Comment

Header-level comments may also be viewed from within the report. Double-tap the desired report in the
grid to open it.
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The returned line item(s) will be highlighted in yellow. Any header-level approver notes that apply to the
entire report can be accessed by tapping the Comments link in the header.

e Expenses For
Alan Rich

CDA Conference 2017

DATE EXPE.. SPENT pavME & B A
v Iﬂgflrzma FSH 3331_@3 3300 & v |

Iﬂgwama FSL 222ng8 Z2ZUl v

IHS1.*2016 e 111Ugg 111.00 v

Expense Report Total Pay Me Am... m
010014900376 333.00 UsSD

If the approver left a note on a specific line item, tap the blue note icon to read it.

For

E
(_ Austin Powers

Business Trip to LA Baby!
=]

DATE EXPE.. SPENT PAYME & B A

Wed 450.00
01728/2015 tho GBFP 450.00 E/

Expense Report Total Pay Me Am..
010007507237 3,499.00 GBP

You may reply to notes via the box in the Comments section. Tap POST to add it to the report.
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Expenses For Alan Rich

Report Name CDA Conference 2017
Pay Me In USD - US Dollars
Business

Purpose

Comments (1)

Steve Vance
You spent $111 on BREAKFAST?!

That's Disney pricing for yal

Edit Returned Lines - Only returned line items can be edited. For example, if your expense has four line

items and only two are returned, only those two are editable.

Tap on the returned line item and then tap EDIT in the preview.

nm -

Exp B
<_ Steve Vanca

Client Meeting in Dubai i .
. e Copies
EXPE SPEN PAY WE (=%
Date 031062013
. Tue B S4DO0 a0 Spent 600 USD
OAOSNE usn
Locaton
Tua & - 6.00 .00 a v
acecm; EE 1] -
I sam test 1234 Clent Mesting to discuss menger

1esli23 Copies of merger documentation

Allecation

1000 Billable (Mo Keey ether
wnzson | 2rase v | I R
10003261760 2.736.00 UsD < 4 of 4

Make the necessary changes to the line item and tap SAVE.
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Comments (1)

Sudha Thanusuraman

Wrong receipt attached

Attachments (1) =

Delete Returned Line Items - If you choose to delete the line item all together then tap DELETE in the
line-item's preview or inside the line item to remove it from the report. ***Note: Because new line
items cannot be added to returned reports, once a line item has been deleted, it cannot be restored.
However, itemizations (such as the "child" expenses listed on a "parent” expense like a Hotel line-
item) may be added to a returned report, as long as the parent expense is still present.

¢« s
‘. Copies
Date 03/05/2013
Spent 6.00 USD
Location
sam test 1234 Client Meeting to discuss merger
test123 Copies of merger documentation
Allocation
1000 E_I?Ilialjll_e_(No Keep Together)
< 4 of 4
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Resubmit returned line items - When all the changes have been made, tap SUBMIT to resubmit the line

item(s) for approval.

é .‘_:-‘uteve Vance

Client Meeting in Dubai
- .

DATE EXFE... SPENT PAYME @& B A
Tie  w=a 175000 175000 -
Tue 940.00
D 03/05/2013 BSH usD eI v
= 40.00 40.0
Tue .‘. c 6.00 6.00 8 v

031052013

usoD

Expense Report Total Pay Me Am... m
010003261760 2,736.00 UsSD

In the Submit Confirmation pop-up window, tap SUBMIT.

Submit Confirmation

| hereby certify that all expenses listed here are true and correct to the
best of my knowledge and are for legitimate business purposes.

I

Cancel

Client Meeting in Dubai

I

Report Owner Steve Vance

Submit Date 03/05/2013

Expense Report ID 010003261760

Business Purpose Client Meeting to discuss
merger
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Expense Report Email Notification

ACTION REQUIRED Chrome River
Expense Report for Patricia Jackson [Accountant]
Report Name Plackson_In District Mileage_090119-093019
Submit Date 05/28/2020
Expense Dates 05/21/2020 - 05/21/2020
Total Expenses 157.76 USD
Prior Approvers Giovanni Colin [05/28/2020 GMT]
Amount
Account Summary
(USD)
110000-410013- General Business Office, Bus & Fiscal 157.76
6300 Funds Management
Pre-Approval Summary Estimated (USD) Submitted
Mileage 1,740.00 157.76
Totals 1,740.00 157.76
Expense Details
05/21/2020 Mileage Business Office, Bus & Fiscal 157.76
Management usp

110000-410013- General Funds

6300
Business Purpose In district mileage for FY20 traveling from my homebase in Pecan to
teach at the Midvalley Campus

In district mileage for FY20 traveling from my homebase in Pecan to

Description

teach at the Midvalley Campus
Miles/km 272.00
Calculated Miles/Km 0.00
Deduction Type deductionDefault
Units Miles
Rate 0.580

Reason Assigned All Reports route to Travel Office

Receipts View

I Compliance Warning !

Mileage Mileage Guidelines.

Response 1 have used the STC mileage chart

Financial Summary Amount (USD)
Total Expense Report 157.76
Less Company Paid 0.00
Amount Due Employee 157.76
Expense Summary Amount (USD)
Mileage 157.76

ACCEPT RETURN
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Approve an Expense Report
To approve an expense report via email, click the Accept button at the displayed on the previous page.

To approve via the app go to the dashboard and click on the approvals needed section.

Company Info

Approvals Needed
3 Expense Reporis
0 Pre-Approvals

You may also access your approvals by tapping the MENU button in the upper left corner. The yellow
circle shows the number of approvals waiting for you.

Dashboard

‘ Expense Report 29
Invoice 32
eWallet ®
eReceipts ®
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The Approvals Needed list displays all the expenses awaiting your approval, including the Expense
Owner, Report Name and Report ID, along with the Amount and its Currency Code.

@ Approvals Needed

Expense Reports

FaCH, lan 11/04/2016 18800 4
Trip to Spain P
010014375078

Rich, Alan 11/04/2016 7500
Travel to France Uso
010014874565

Fach, Ao 11/04/2016 7500 4
Travel to France UsD
010014874450

e s urier, Son 0472712015 4000 A
Trip to London i
010008187065

S : 111212014 1475 5
Demo for FishNet Security usD
010006003433

Terry, Dave 07/01/2013 209359
Travel to Mountains UsD
010003855281

To open a report, double tap on it in the Approvals Needed list, single tap its name in the preview, or
tap OPEN under the three dots menu item in the upper left-hand corner of the preview. Click approve.

= =[]

Expe L
—
Iracking
FA, Chiganms . P02 P20 Looooe .

o
Becknedl, Anne 21
4;-51;1;. qulm 10212016 24000 4 an the pre approvalreques Slease proads an saplanalion -

weiry the matter ns are diterent
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