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User Guide

Follow the steps outlined below to create a Travel and Expense Claim in Western Financials, a module of

PeopleSoft.

nN-ac

calpsp/fsqboweb/EMPLOVEE/ERP/h/?tab=DEFAULT & PeopleSoft Employee Portal

File Edit View Favorites Tools Help
Esvorites sin Meny ¥ # Home | Sign out

Western &4 -

Nofification

Personalize Gantent | Layout

Menu T ov Main Menu T ov
My Favortes ] Employe Self-Service ] Manager Selt-Service 7 UWO Menu
Employee SelfSenice [ rorExp Center [ merwre nt Carter [
Manager SelfS: 3 Travel @
uwo

Accounts Payable

Accounts Reseivable
Banking

t Control
sin budgess. bugat.cheok, and

= Commin
e
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Supplier Contracts
Pariners
Products

Gatalog Mansgement
Gustomer Contracts
Order Management
Pricing
Gustomer

tems
Cost Accounting

Step

Action

1. Click Main Menu from the top left side of the screen.
Favorites ¥
2. Click Employee Self-Service from the drop down menu.

Favorites ¥
Westel

&= Employee Self-Service b

Click Travel and Expenses from the side menu.

Favorites ™ Main Menu

Weste] O Employes Self-Service || D Travsl and Expenses

Click Expense Reports from the side menu.

Main Menu

3 Travel and Expenses Il—l Expense Reports

Employee Self-Service
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Step Action
5. Click Create/Modify from the side menu.

| CreateModity
W 3 Travel and Expenses O Expense Reports =2 4
este] O  Employes Self-Service =

6. Click Add from the Add a New Value tab.
Expense Report

Find an Existing Value Add a New Value

Empl ID[p20070275  x|Qy

Name |Claeys,Jessica-020070275 aQ,

Add

Click the ? to learn about the default settings and employee information associated with your
Travel and Expense profile.

Create Expense Report
Jessica Claeys | |

*Business Purpose

*Report Description

Reference a

8. Click X to close the help information

Help - Jessica Claeys

Employee Information

Employee information is populated from your Employee Profile (Main Menu --= Employee Self-Service —= Travel and Expenses --=
Review/Edit Profile).

Employee Data - This iz the address where your chegue will be mailed if you choose to change your payment method from direct

deposit. To update your payment method, please contact finsys@uwo.ca or x 34575, Your address may be updated by logging into
MyHR.

Organizational Data - This indicates that you are an active expense user.

9. Click the Business Purpose drop down arrow.
Create Expense Report

Jessica Claeys

*Business Purpose| A

*Report Description

Reference Q
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inan @ Create/Mo

File Edit View Favorites Tools Help
Service * Travel and Expen: 2 Create/Modity # Home | Signout
Notification

New Window | Personalize Page | i

Create Expense Report Save for Later | [E Summary and Submit
Jessica Claeys
Actions [ Choose an Action v]| o
*Business Purposc NI .
e Default Location Q
*Report Description | Department Expense Accounting Defaults
Donor Cultivation
Reference [Meeting Q
Meeting - Professional Group
Recruitment - Faculty/Staff
Recruitment - Students
Research
Expenses (2 Subject Fees
Expand All | Collapss All [Team Competitions il | Existing Report Total 0.00 CAD
[Training
*Date *Expense Type Deseription *Payment Type *Amount *Currency
W | v |2 [Personal Payment v oo cap @ EE
254 characters remaining
Expand All | Collapse Al Total 000 CAD

Step Action

10. Select the appropriate Business Purpose from the list.
Create Expense Report

Jessica Clagys

*Business Purpose

*Report Description | Department Expense

Donor Cultivation

Reference |Mesting

Meeting - Professional Group
Recruitment - Faculty/Staff
Recruitment - Students

— Research
Expenses (7 Subject Fess
Expand All | Collapss Al Team Competitions il
Training
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@ hitps://finance-qat.wisg.uwo.ca/ psp/fsqoveb/EMPLOYEE/ERP/c/ADMINISTER_EXPENSE © ~ @ & & Create/Modify

* # Home \ Sign out
Western b v
O Notification

New Window | Personalize Page |

File Edit View Favorites Toels Help
Favorites ¥ Main Menu ¥ Travel and Expenses ~ Expense Reports Create/Modily

Create Expense Report Save for Later | [E} Summary and Submit

Jessica Claeys
Actions [._Choose an Action v| | so
Business Purpose| “Default Location Q
“Report Description Accounting Defaults
Reference Q
Expenses
Expand All | Collapse All Add: | [ My Wallet (0) | £ Quick-Fil | Existing Report Total 000 CAD
“Date “Expense Type Description *Payment Type *Amount *Currency
5 [ V] [ [Personal Payment % oo [cAaD |Q =
Z54 characters remaining

Expand All | Collapse All Total 000 CAD

K\Finupg82\CFO ...

Step Action
11. Click in the Report Description field.
Create Expense Report

Jessica Claeys

*Business Pu rposem

*Report Description| |

Reference Q

12. Enter the desired information into the Report Description field.

Create Expense Report

Jessgica Claeys

*Business Purpose | Conference

*Report Description| ]

Reference Q

13. Click in the Reference field.
Create Expense Report

Jesgica Claeys

*Business Purpose | Conference

*Report Description |ABC Conference|

Reference| |2,

14. Enter the desired information into the Reference field.
Reference| |
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Step Action
15. Click the Magnifying Glass to look up a location.
*Default Location | E
16. Select an Expense Location, to set a default location where expenses were incurred.

Note - the location may be changed at the line level for expenses incurred in a location other
than the default set here.
Look Llp Default Location

SetlD UWO
Expense Location
Descrition

Look Up Clear Cancel Basic Lookup

Search Resulis

View 100 First ‘4 1303 B Last
Expense Location Description

CAN Canada

OTH Cther - Outside Canada

United States

17. Click Accounting Defaults to set the default accounting information to be used for all of the
expenses.

Note - the accounting information may be changed at the line level for individual expenses.

Create Expense Report

Jessica Clasys (7

*Business Purpose| Conference hd *Default Location |United States

*Report Description ABC Conference

Reference [F513 Q

18. Click in the Speed Code field.

Create Expense Report
Accounting Defaults
Report ID MEXT

Accounting Summary Set Personalizations | Find | (E] | Ed

% #GL Unit Speed Code Fund Dept Program PC Bus Unit Project
hoooo Jjuwo o[ Ja Q [421040  |Q Q Q ¢
Add ChartField Line Load Defaults User Defaults
OK
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Step

Action

19.

Enter the apprpropriate SpeedCode into the Speed Code field. Alternatively, you could enter
the Fund, Department, and Program/Project.

Note - the default information entered here may be changed at the line level for individual
expenses.

Create Expense Report
Accounting Defaults

ReportID NEXT

Accounting Summary Set Personalizations | Find |I-m| ] Fi
L *GL Unit Speed Code Fund Dept Program PC Bus Unit Project
i0oe |uwe o ]a q [4z1040 |Q Q Q a
Add ChartFigld Line Load Defaults

User Defaulis

oK

20.

Click OK to save the accounting defaults.

Create Expense Report
Accounting Defaults

Report ID MEXT

Accounting Summary Set Personalizations | Find |E|| B Fi
% *GL Unit Speed Code Fund Dept Program PC Bus Unit Project
100.00 uwo |Q [Fs18 Q [ Q, |421040 Q (ooooo | Q Q
Add ChariField Line Load Default=

User Defaulis

@ hitps://finance-qat wisg.uwo.ca/psp/fsqbaveb/EMPLOYEE/ERP/c/ ADMINISTER EXPENSE O ~ @ €& | @ Create/Modi

File Edit View Favorites Tools Help
Favorites ¥ Main Menu ¥ Employee Self-Service ¥ Travel and Expenses * Expense Reports ~ Create/Modify * Home ‘ Sign out
=
Western &4 =
-~ Notification

New Window | Persanaiize Page | (]

Create Expense Report Save for Later | [ Summary and Submit
Jessica Claeys
Actions [ Choose an Action v| | 6o
“Business Purpose Gonerence ] Ostaut Locaton [OmEeaEimES aQ
*Report Description [ABC Conference
Reference [F518 Q
Expenses
Expand All | Collapse All Add: | [@ My Wallet (0) | £ Quick-Fill | Existing Report Total 0.00 CAD
*Date *Expense Type Deseription *Payment Type *Amount *Currency
M [ v [ [Personal Payment 2 000 [cab |q =
254 characters remaining
Expand All | Collapse Al Total 0.00 CAD

= Western Universit... lodify K:\Finupg92\CFO ...
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Step

Action

21.

Click the ? for help about entering expense lines.

Create Expense Report

Jessgica Claeys

*Business Purpose| Conference v|

*Default Location |United States Q

ceountin Defaults:

*Report Description ABC Conference

Reference |FS18 Q

Expenses [7]

Expand All | Collapse All Add: | rT'._, My Wallet (0} é} Quick-Fill | Existing Report

@ Creste/Mo

File Edit View Favorites Tools Help

Favorites ¥ | Main Menu ¥ Create/Modify

#& Home | Signout

Western &3 -

Notification

New Window | Personalize Page | |

Create Expense Report

Jessica Claeys

Save for Later | [Z Summary and Submit

Actions [ ChooseanAction V][ GO
*Business Purpose [Conference ] “Default Location [United States Q
“Report Description [ABC Genference Accounting Defaults
Reference [F518 Q
Expenses
Expand All | Colle Tatal 0.00 CAD
Help - Expenses 3] ‘

Close

“Dat]  Creating Expense Lines “Currency
oo [cap @ =
On the below expanse lins(s), snter the dats of your xpenss and ssisct the appropriats Expanss Typs from th drop down manu. The sxpense lins will populats with

the required fields depending on the Expanse Type Selected. If you try to Save or Submit your claim with  blank required field, a red flag will appear next 1o the
expense line with missing information

Expand All | Colld To add = new expense line, click on the
combination) of the following links:

bution to the right of the current line. To assist in quickly adding multiple expense lines, you can use sither one (or & 0.00 CAD

My Wallet - If you have transactions in My Wallet you will see @ number next to the My Wallet link, for example: My Wallet (1). Click on this link ic select which wallet
transactions you would like to 8dd to your claim.

Quick-Fill - By using Quick-Fill. you can select all expanse types you would like to add to your claim in one sasy stsp. Each expense typs will create a new lins in your
claim. If you select the option "All Days". Quick-Fill will add a lins for that expense type for each day of your travel. For exampls, if you traveled August 5 - 10 and
selected Meal - Breakfast (TB Rate), it would add six (5) expense lines, one for each day of travel v

Esictina B, Lica this liok o salact s " Lot baicn Vous will than ba abl lifi linas 1o tail

Step

Action

22.

Click the X to close the help information.

Help - Expenses
Creating Expense Lines

On the below expense line(s), enter the date of your expense and select the appropriate Expense Type from the drop down menu. The expense line will populate with
the required fields depending on the Expensze Type zelected. If you try to Save or Submit your claim with a blank required field, a red flag will appear next to the
expensze line with missing information.

To add a new expense ling, click on the "+" button to the right of the current line. To assist in quickly adding multiple expense lines, you can use either one (or a
combination) of the following links:

My Wallet - If you have transactions in My Wallet you will see a number next to the My Wallet link, for example: My Wallet {1). Click on this link to select which wallet
transactions you would like to add to your claim.

Cuick-Fill - By using Quick-Fill, you can select all expense types you would like to add to your claim in one easy step. Each expense type will create a new ling in your
claim. If you select the option "All Days", Quick-Fill will add a line for that expenze type for each day of your travel. For example, if you traveled August 5 - 10 and
selected Meal - Breakfast (TB Rate), it would add six (6) expense lines, one for each day of travel.

Evictine Dareet 1 les thic link o colacd on svictines renort b0 pos o0 o late for wmie naue eloien e il Hhee he able b sddideladelond enedife lnae te toilae woor

=
[
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Step Action

23. Click the Calendar icon to select the date the expense was incurred.
Expenses
Expand &ll | Collapse All Add: | [F My Wallet (0) E_,? Quick-Fill | Existing Report
*Date *Expense Type Description *Payment Type
| Vl | b—m |Per30na| Payment ~

ittps://finance-g uwo. baweb/EMPLOYEE/ERI DMINISTER EXPENSE O ~ @ € | & Create/Modify

File Edit View Favorites Tools Help

Favorites ¥ Main Menu ¥ ee Self Service ¥ > Travel and Expenses ¥ Create/Modify * Home ‘ Sign out

Western £ -

Notification

New Window | Personalize Page | £

Create Expense Report Save for Later | [£ Summary and Submit
Jessica Claeys
Actions [._Choose an Action v|| o
“Business Purpose [Conference ~ *Default Location [United States aQ
*Report Description [ABC Gonference Accounting Defaults
Reference |[FS13 Q
Expenses
Expand All | Collapss All Add: | [ My Wallet (0) | £¥ Quick-Fill | Existing Report Total 0.00 CAD
“Date “Expense Type Description *Fayment Type *Amount “Currency
Calendar v |1 [Personal Payment ~ ooo [can |Q =

254 characters remaining

August 2017
S M T WTF s
Expand All | Gollapse All

i 2 3 45 Total 0.00 CAD
& 7 8 9 10 11 12
13 14 15 16 17 18 18
20 2122 23 24 25 26

27 28 29 30 31

' Current Date

Step Action

24, Select the Month and Day the expense was incurred.
Calendar I

August 2017

S MTWTF 5

1.2 3 4

6 7 8 8 10 11 12

13 14 15 16 17 18 18

20 21 22 23 24 25 26
27 28 29 30 X

¢ Gurrent Date ' *

25. Click the Expense Type drop down arrow.
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Step Action

26. Select the appropriate Expense Type from the list.

Reference

Accom - other's home allowance

Airfare:Can-Intnl (not US)

Airfare:Canada-CanadaUs
Collapse All Airfare:Mon-Canadian Departure

Long Term Accomoedation Rental

Meal - Breakfast (TB Rate)
*Date Meal - Dinner (TE Rate)

Meal - Lunch (TB Rate)
08/05/2017 |[Ml {Meal -All Day Recpts (TE Rate)

27. Enter a Description of the expense item.

Deszcription

254 characters remaining

2 htty boweb/ EMPLOVEE, IMINISTER EXPENSE O ~ @ € | & Create/Modify
File Edit View Favorites Tools Help
Favorites ¥ | Main Menu ¥ Employee ~ > Travel and Expen: Expensc Reports ™ > Create/Modify #& Home | Sign out
Western &3 -
Motification
New Window | Personalize Page |
Create Expense Report Save for Later | [B Summary and Submit
Jessica Claeys (%
Actions [ ChooscanAction  ~|| o
Default Location [D7FSTSies Q
“Report Description [ABG Conference Actounting Defaults
Reference F518 Q
Expenses
Expand All | Collapse All Add: | [ My wallet (0) | #F Quick-Fil | Existing Report Total 0.00 CAD
*Date *Expense Type Description *Payment Type *Amount *Currency
08052017 | [Accom - hotel ~] [Hotel at ABC Gonference J&  [Personal Payment ~ EE x| [caD % =
231 characters remaining
*Billing Type| B Receipt Spit ¥ Default Rate *Exchange Rate | 100000000 o, [B
*Location [United States Q [, ttemize Hotel Bil [INon-Reimbursable ~ Base Currency Amount 000 CAD
*Number of Nights [ VAT Information o Receipt
*Merchant
Accounting Details (7
Expand All | Collapse All Total 000 cap

K\Finupg92\CFO

Step Action

28. Enter the Expense Amount into the Amount Field field.

*Date *Expense Type Description *Payment Type *Amount *Currency

08052017 |[ij} [Accom - hotel v|  [Hotslal ABC Conference |71 [Fersonal Payment v [ HE [cao @
231 characters remaining

29. To change the currency, click on the Look up Currency button.

*Date *Expense Type Description *Payment Type *Amount *Currency

080512017 |j [Accom - hotel w]  [Hotel at ABC Conference [ [Personal Payment -~ 84548 @ [

231 characters remaining
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Step Action

30. Select the desired currency or enter the desired information into the Currency Code field.
Look Up Currency

Currency Code|begins with v || |

Description| beging with »

Look Up Clear Cancel Basic Lookup

Search Results

View 100 First ‘&' 1320032 'V Last
Currency Code Description

AED United Arab Emirates Dirham
AUD Australian Dollar

CAD Canadian Dollar

31. Click the Look Up button.
Look Up Currency

Currency Code|beging with % |usd x
Description | begins with »

Clear Cancel | Basic Lookup

32. Select the appropriate Currency link.
Search Results

View 100 First ‘Y 1of1 ' Last

Currency Code Description

| =] US Dollar

33. Click in the Number of Nights field.

*Date *Expense Type Description *Payment Type *Amount *Currency
08/05/2017 | [Accom - hotel v [Hotel st ABC Gonference [ [Personal Payment ~ 84546 [UsD  |qQ
231 characters remaining
. ] "
*Billing Type[Intemal __ w| [ Receipt Split ¥ Default Rate *Exchange Rate | 1.38120000) 7, [
*Location Unif i i
United States Q 8, itemize Hotel Bill [JMon-Reimbursable  Base Currency Amount 1,167.75 CAD

*Number of Nights[_] [ VAT Information [ Mo Receipt

*Merchant

Accounting Details (2

34. Enter the Number of Nights of the hotel stay.

Number of Hightslj

35. Click in the Merchant field.

*Date *Expense Type Description *Payment Type *Amount *Cumency
08/05/2017 | [Accom - hotel v |Hole\ at ABC Conference 'F‘ Personal Payment ~ 84546 |USD Q,
231 characters remaining
a
*Billing Type[Intemal ] [l Receipt Spit 9] Default Rate *Exchange Rate | 138120000 &, [
*Location |United States Q 08, emize Hotel Bill [INon-Reimbursable  Base Currency Amount 1,16775 CAD
*Number of Nights| 4 [ vAT Information [INo Receipt
*Merchant| |
36. Enter the Vendor Name in the Merchant field.
Meru::hant| |
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Step Action
37. For information about Accounting Detalils, click the ?.
*Date *Expense Type
08/05/2017 | [Accom - hotel v
*Billing Type[Intemal V]
*Location |United States aQ
*Number of Nights 4
*Merchant Hyatt
Accounting Details
38. Click the X to close the accounting details help information.
Help - Accounting Details =
Viewing or Modifying Accounting Details ~
Click on the arrow to the left of "Accounting Details” to view where an expense line will be charged.
The Fund, Department, and Program/Project are populated from the Accounting Defaultz (located in the expense claim
header). The account is based on the Expense Type. Each of these fields may be modified as needed prior to submitfing
the claim.
'
The ling accounting information dictates the approval workflow for the expense claim.
39. Click the Arrow to view the accounting details for the expense.
Note - that the accounting details on each line are pulled from the Accounting Defaults above.
*Date *Expense Type
08/05/2017 | [Accom - hotel v
“Billing Type [Infemal __ v|
*Location United States Q
*Number of Nights 4
*Merchant Hyatt
D Accounting Details -’
40. You can change where an individual line is charged to by editing the SpeedCode.
Accounting Details (7
Amount GL Unit z‘;":l::{y gggeency E:::ange Account SpeedType Key Fund Dept Program Project
167.75|[UW0 |@Q 1167.75 CAD  1.00000000 (645000 Q 1 Q (421040 Q [ooooo Q@ Q |# =
41. Click the Arrow again to hide the accounting details.

D Accounting Details (7

Collpase Accounting Lines

JE— —_ Monetary  Currency Exchange

Amount Code Rate Account SpeedType Key Fund Dept Program Project

1167.75/[uwo @ 1167.75 CAD  1.00000000 (645000 Q Qi Q 421040 Q, [ooooo | qQ # =
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Step

Action

42.

Click the + button to add another expense line.

*Date *Expense Type

Description

*Payment Type *Amount *Currency

08/05/2017 |W |Accom - hotel

~] [Hotel at ABC Conference

o EE

| [Personal Payment - 845.46) [USD

*Number of Nights

*Billing Type[Intemal __ v/]

*Location |United States

4

*Merchant |Hyatt

231 characters remaining
[ Receipt Split

a [@, ttemize Hotel Bill

Fa‘ WAT Information

] Default Rate *Exchange Rate | 1.38120000) «, [
[INon-Reimbursable  Base Currency Amount 1,167.75 CAD

D No Receipt

DMINISTER_EXPENSE O ~ & & | & Create/Modify

File Edit View Favorites Tools Help
Favortes ™ | Main Menu ¥ Employee Expense Reports Create/Modify # Home | Signout
Western *
Notification
Jessica Claeys ~
Actions [ Choose an Action v | so
*Business Purpose [Conference *Defautt Location [United States a
*Report Description [ABC Conference Accounting Defaults
Reference |FS18
Expenses
Expand All | Collapse Al Add: | B My Wallet (0) | Existing Report Total 116775 CAD
*Date *Expense Type Description *Payment Type =Amount *Currency
2 ccom - hotel otel a onference 'ersonal Paymen| e
081052017 A hotel Hotel at ABG Gonf = [F 1P t 845.46| |[USD =
73T characters remaining
Location [United States Q @, ttemize Hotel Bill [INon-Reimbursable  Base Currency Amount 116775 GAD
*Number of Nights| 4/ [, VAT Information [ No Receipt
*Merchant [Hyatt
Accounting Details (2
080052017 | | |7 [Personal Payment ~ 000 [caD @ =
254 characters remaining
Expand All | Collapse Al Total 1,67.75  CAD
w

1 Western Universit...

K:\Finupgd2\CFO ..

Step

Action

43.

Click the Calendar icon to change the expense date.

Note - the expense date defaults from the above line and can be changed.

0&/05/2017 .
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(& Create/Modify

File Edit Tools

Favorites

Western &

View Favorites Help

Main Menu ¥ e Self-Service ™ Travel and Expes

Expense Reports

Create/Modify

User Guide

#& Home | Sign out

(= Western Universit.

Notification
Jessica Claeys. A
Actions __Chnnse an Action GO
“Business Purpose [Gavamnes ] Dot Locstion [THEESiES a
*Report Description [ABC Conference Accounting Defaults
Reference [F518 Q
Expenses
Expand All | Collapse All Add: | [E My Wallet (0) | # Quick-Fill | Existing Report Total 1167.75  CAD
*Date “Expense Type Deseription *Payment Type *Amount *Currency
08/05/2017 |3l [Accom - hotel [Hotet at ABC Conference |7 [Personal Payment ~ 84546] [USD_ |Q
237 characters remaming
*Billing Type[Infemsl ] [ Receipt Spit ) Detautt Rate sExchange Rate | 138120000 #, [
Location [United States @ [, ttemize Hotel Bin [JNon-Reimbursable ~ Base Currency Amount 1,167.75 CAD
“Number of Nights| 4 VAT Information [Ino Receipt
“Merchant [Hyatt
Accounting Details (7
08052017 |6 | ~] [2 [Personal Payment ~ 000 [cAD @
254 characters remaining
Expand All | Collapss All Total 146775 CAD o

Step Action

44,

Click the Expense Type drop down arrow.

08/05/2017 | |

|

/finance-qat.wisg.uwo.

(& Create/Modify

File Edit View Favorites Tools Help

Favorites ¥ Main Menu ¥

Western 64

Jessica Claeys

*Business Purpose [Conference ~|

*Report Description ABC Conference

Reference FS13

Expenses

Expand All | Collapse All ccom - note)
Accom - other's home allowance
Airfare:Can-Intnl (not US)
Airfare:Canada-Canada/lUS
Airfare-Non-Canadian Departurs
Long Term Accomodation Rental
WMeal - Breakfast (TB Rate)

Mesl - Dinner (TB Rate)

“Date
03/05/2017 |

*Billing Typ¢

Reports *

*Default Location |United States

Actounting Defaults

ting Report

Description

CreateiModify

*Payment Typs

# Home | Signout

Motification

Actions | _Choose an Acticn

Total 1,167.75

*Amount *Currsncy

[Hotel st ABC Gonference

|2 [Personal Payment

84546/ |USD

~

Q

237 characters remaining
[# Receipt Spiit

] Default Rate

*Exchange Rate 1.38120000, @,

*Location|
*Number of Nights{

*Merchant]

08052017 |

Expand All | Gollapse All

Meal - Lunch (TB Rate)

Meal -All Day Recpts (T8 Rate)
Meal: Hospitality Receipt

Meal: all day allowance

Meal- breakfast allowance
Meal: dinner allowance

Meal: lunch allowance

Misc - Phone & Data Chrgs
Misc - equipment

Misc - memberships

Misc - moving

Misc - reception/entsrtainment
Misc - registration fee

Misc - subject fees

Misc - supplies

Transport - Other

Transport - Rail

Transport - auto - rental
Transport - auto -km allowance
Transport - auto km other

@, liemize Hotel Bill

VAT Information

[INon-Reimbursable ~ Base Currency Amount 1,167.75

[ No Receipt

Personal Payment ~ 0.00,

254 characters remaining

lcan

a

Total 1,167.76

CAD
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Step Action

45, Select the appropriate Expense Type from the list.

Collapse Al Accom - hotel

Accom - other's home allowance
Airfare:Can-Intnl (not US)
|Airfare Canada-Canadalls
Airfare:Mon-Canadian Departure
Long Term Accomodation Rental

*Date
08/05/2017  |[m)

L3 (Sl & hitps://finance-qatavisg.uwo.ca/psp/fsqbweb/EMPLOYEE/ERP/c/ADMINISTER_EXPENSE O ~ @ €& & Create/Modify

File Edit View Favorites Tools Help

Favorites ™ Main Menu ¥ Employee Self-Service ™ Travel and Expenses * Expense Reports ™ Create/Modify

#& Home | Sign out

Western £ -

Notification
Jessica Claeys A
Actions [ _Choose an Action haREN=
*Business Purpose [Conference ~ *Default Location United States Q
*Report Description ABC Conference Accounting Defaults
Reference FS15 Q
Expenses
Expand All | Collapse All Add: | [ My Wallet (0) | % Quick-Fill | Existing Report Total 1,167.75 CAD
“Date *Expense Type Description “Payment Type *Amount *Gurrency
0810512017 |5 [Accom _hotel V] [Hotel at ABC Conference |= [Personal Payment ~ 84548 |usD |Q =
237 characters remaining
*Billing Type[Intemal ] [ Receipt Spit M Default Rate *Exchange Rate | 1.38120000 o [
Location United States o [, ttemize Hotel Bill [ Non-Reimbursable  Base Currency Amount 1,167.75 GAD
“Number of Nights| 4 [® VAT information [ No Receipt
*Merchant Hyatt
Accounting Details (7
08/05/2017 |[ii) [Airfare:Canada-Canada/US v [Personal Payment v 0.00| [cap Q =
254 characters remaining
*Billing Type[Imemal __v] B4 Receipt spit Ml petauit Rate *Exchange Rate | 1.00000000] o, [
*Originating Locati =R i
riginating Location @ [ VAT Information [INon-Reimbursable  Base Currency Amount 000 GAD
*Location [United States (=} o i v

— Western Universit...

Action

46. Enter an Expense Description in the Description field.

254 characters remaining

47. Enter the Amount of the expense to be reimbursed in the Amount field.

48. Click the Magnifying Glass beside Originating Location to select the country where the
expense was incurred.

*Originating Location | E
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Step Action

49, Select the approrpiate Country from the list.
Look Up

SetlD uwao
Originating Loc ation| begins with
Description| begins with

Lock Up Clear Cancel Bagic Lookup

Search Results

View 100 First '&' 1303 &/ Last
Crriginating Location Description

m Canada

OTH Other - Cutside Canada
USA United States

50. Enter the Ticket Number of the flight being expensed into the Ticket Number field.

*Ticket Number] ]

51. Enter the Vendor or Supplier name into the Merchant field.

*I'u'leru:hantl |

52. Click the + button to add another expense line.

08/05/2017 |[ijl [Airfare:Canada-Canada/US ~ |Ratummgmm Boston L@ [Personal Payment v] 678.25| [CAD Q BE

53. Click the Calendar icon to change the expense date.
Daosizo017 B

54, Click the Expense Type drop down arrow.

[

.|

@ hitps://finance-gat.wisg.uwo. jboweb/EMPLOYEE/| DMINISTER_EXPENSE © ~ @ C || @ Create/Modify
File Edit View Favorites Tools Help
Favortes ™ | Main Menu ¥ Employee Self.Service ~ Travel and Expenses Expense Repors * > GrealeiModify #& Home | Signout
e
Western & A of
Noification
Expenses (7 ~
Expand All | Collapse All Add: | [@ My wallet (0) | % Quick-Fill | Existing Report Total 1,846.00 CAD
*Date *Expense Type Description *Payment Type *Amount *Currency
08/05/2017 |3y [Accom - hotel v [Hotel at ABC Conference |2 [Personal Payment ~ a4548) [USD  |Q =
231 characters remaining
*Billing Type[Inemal v [0 Receipt Spit 4 Default Rate *Exchange Rate | 138120000 4, B,
“Location |Unfied States Q 8. ttemize Hote! Bil [JNon-Reimbursable ~ Base Currency Amount 116775 GAD

e [T rematen Do ecen

<MerchangAccom - holel
Accom - other’s home allowance

Aiffare:Can-intnl (not US)

irfare Canada-Canada/lUs

Airfare Non-Canadian Depariure

Long Term Accomodation Rental

Mesl - Breakfast (T8 Rale)

Meal - Dinner (TB Rate)

Meal - Lunch (TB Rate)

081052017 |y |Meal -All Day Recpts (TB Rate) [Retum fight to Boston [Personal Payment 2 67823 [cAD  |@ =

Meal: Hospiality Receipt T err—

. Meal: all day allowance -
Billing TyPe el breakfast allowance B Rescipt Spit M petautt Rate “Exchange Rate | 1.00000000) ¢, [
*Originating Location|{Meal: dinner allowance. [ VAT Informati _
ainating Meal lunch allowance a [ VAT informstion I Non-Reimburssble  Base Currency Amount s7e05  GAD
*Location| Misc - Phone & Dala Chigs aQ )
Misc - equipment [No Recsipt

“Ticket Number|Misc - memberships

Misc - moving

*Merchantl\ise - reception/entertainment

Mist - registration fee

Misc - subject fees:

Mise - supplies

Transport - Other

Transport - Rail

Transport - auto - rental

Transport - auto -km allowance

DE1Z017 |E) {Transpert - aul 4o ther [ J& [Personal Payment ~ oo0] [caD @
T54 characters remaining

K\Finupgd2\CFO
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Step

Action

55.

Select the appropriate Expense Type from the list.

Accom - hotel

Accom - other's home allowance
Airfare:Can-Ininl (not US)
Airfare:Canada-Canada/Us
Airfare:Mon-Canadian Departure
Long Term Accemodation Rental
Meal - Breakfast (TB Rate)

Meal - Dinner (TE Rate)

Meal - Lunch {TB Rate)

Meal -All Day Recpts (TB Rate)
Meal: Hospitality Receipt

Meal: all day sllowance

Meal: breakfast allowance

Meal: dinner allowance

Meal: lunch zllowance

L 3 (Gl © nitps://finance-gat.wisg.uwo.ca/psp/fsqboveb/EMPLOYEE/ERP/ c/ADMINISTER_EXPENSE O ~ @ (& Create/Modify

File Edit View Favorites Tools Help

Favorites ¥

Main Menu ¥ Travel and Expe Expense Reports ~ Create/Modify

Western

*Number of Nights 4] [, VAT Information

A Home |

Sign out

F

MNaotification

[INo Receipt
*Merchant [Hyatt
Accounting Details (7
08/052017 | [Airfare:Canada Canada/us v [Retum nignt to Boston [Personal Payment ~ 678.25) [caD  |Q =
231 characters remaining
“Bitling Type[Intemal ] B Receiot Soit M Default Rate *Exchange Rate | 1.00000000] #, [
+Originating Location [Canada Q [ VAT Information [INon-Reimbursable  Base Currency Amount 67825 CAD
“Location [United States Q I No Receipt
“Ticket Number [F55788
*Merchant [Air Canada
Accounting Details (7
08/01/2017 |5 [Meal dinner allowance v | }7)  [Personal Payment v 000/ [UsD =
754 characters remaining
“Bill - . )
Billing Type[Infemal ] [, VAT Information I Defautt Rate “Exchange Rate | 000000000 @ [
Destination Location United States QU [INon-Reimbursable  Base Currency Amount 000 CAD
*Units x  30.0000 o Receipt
Accounting Details (2
Expand All | Gollapse Al Total 1,846.00  CAD

— Westem Universit... @

K\Finupgd2\CFO ...

Step

Action

56.

Enter an Expense Description in the Description field.

254 characters remaining

57.

Scroll to the top of the page and click the Save for Later button.

errors that will prevent your expense report from submitting.

Save for Later || @, Summary and Submit

Note - it is important to do this before you submit your expense claim to ensure there are no
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Step Action

58. Missing information will be indicated by a Red Flag next to the expense line.

E Da/o152017 @ |r-..1vaal: dinner allowance

*Destination Location |United States

*units [N x  30.0000

Accounting Details

59. Enter any missing information.

08/01/2017 | |Meal: dinner allowance

*Destination Location |United States

*U"its- X 30.0000

60. Click Save for Later to save the changes and re-check your claim.
Maodify Expense Report B> summary and Sub

Jessica Claeys (¥

61. Click Summary and Submit to submit your completed claim for approval.
Eﬂ Save for Later |'_Eﬁﬁ Summary and 5ul:umit|
62. You will see a summary of the expense amounts. To learn what the different expense
amounts represent click the ?.
Meodify Expense Report [ Save for Later | 5 Expense Details
Jessica Claeys Actions | ...Choose an Action v]|| so
*Business Purpose [Conference v Report E0195376 Pending
*Description ABC Conference
Reference F518 Q
Totals (& View Printable Version B View Analytics O HNotes
Employee Expenses (3 Lines) 1,887 44 CAD Non-Reimbursable Expenses 0.00 CAD Employee Credits 000 CAD
Cash Advances Applied 0.00 CAD Prepaid Expenses 0.00 CAD Supplier Credits 0.00 CAD
Amount Due to Employee 1,887.44 CAD Amount Due to Supplier 0.00 CAD
63. Click the X to close the help information.
Help - Totals El

Definition of Totals Cl

Employee Expenses: The sum of all expense lines on the expense report.

Mon-Reimbursable Expenses: The sum of all expenses that are marked as non-reimbursable or were denied by an Reviewsr or
Approver.

Mon-Approved Expenses: The sum of all expenses that were denied by a Reviewer or Approver.

Cash Advances Applied: Funds from a cash advance that ars applied to the expense report. W
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File Edit View Favorites Tools Help

Favorites ¥ | Main Menu ¥ Employse Self-Service ~ Travel and Expenses * Expense Reports

Western

Create Expense Report

Jessica Claeys

*Business Purpose [Conferencs v

*Description [ABC Conference

# Home ‘ Sign out

Mew Window | Personalizs Page | I

Nofific ation

Save for Later | GE) Expenss Details

Reference [FS18 Q
Totals (2 & View Printable Version i View Analytics
Employee Expenses (3 Lines) 1,667.44 CAD Non-Reimbursable Expenses
Cash Advances Applied 0.00 CAD Prepaid Expenses

Choose an Action v]
S Motes
0.00 CAD Employee Credits 0.00 CAD
0.00 CAD Supplier Credits 0.00 CAD

Amount Due to Employee 1,887.44 CAD

[ By checking this box, | certify that expenses submitted on this claim are for amounts paid by myself for

University-related activities and are in accordance with Western's Travel and Expense Policy MAPP 2.16

and p and that funded exp comply with funding agency guidelines,

and that | have not previously received nor will | receive separate reimbursement from another source for
charges submitted on this claim.

Western Uni.

Amount Due to Supplier

P

Step Action

64. Click Notes to enter additional information about your expense claim (Who, What, Where,

When, Why).

Jessica Claeys

*Business Purpose [Conference v

*Deseription |ABC Conference

Reference [F518. a
Totals (7 & View Printable Version B View Analytics
Employee Expenses (3 Lines) 1,887 44 CAD Non-Reimbursable Expenses
Cash Advances Applied 0.00 CAD Prepaid Expenses

Actions [_Choose an Actien ~

0.00 CAD
0.00 CAD

)| @ hitps://finance-gat.wisg uwo.ca/ psp/fsqbaweb/EMPLOYEE/ERP/c/ADMINISTER_EXPENSE O ~ @ &

(& Create/Modify

File Edit View Favorites Tools Help

Create Expense Report

# Home | Signout

Notification

New Window | Personaiize Page | 1

Save for Later | [ Expense Detsils

Amount Duetg Notes

Notes. Name
[ By checking this box, | certify that ex|

University-related activities and are in

and associated procedures, and that ¢ = =

and that I have not previously receivet
el

Submit Expense Report

Jessica Claeys Actions [_ChooseanAcion ________v| | GO
*Business Purpose [Conference Expense Notes
iption ABC Conference)
Reference FS18 [
Totals (7 8 viewn)
Employee Expenses (3 Lines) 1,887 4 00 CAD
Cash Advances Applied 0. Add Notes o o
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Enter information into the notes field.

Expense Notes

65.

Add Motes
Notes Personalize | Find | [E] | B First ‘4 10f1
Notes Name Role Action Date/Time
OK Cancel

L Last

=

)| @ https//finance-gat.wisg.uwo.ca/psp/fsqbweb/ EMPLOYEE/ERP/c/ADMINISTER EXPENSE 2 ~ @ © || @ Create/Modify

File Edit View Favorites Tools Help
Travel and B>

Create Expense Report

Actions [~ Choose an Action V]| 6o

Nofification

New Window | Personalize Page |

Save for Later | i Expense Details

Jessica Claeys

*Business Purpese [Conference Expense Notes
iption |ABC Conference|

1 Here is where you will describe any addiional information regarding your expense claim|

View P

Totals (7

Employee Expenses (3 Lines) 1,887 4{

Cash Advances Applied X Add Notes

Notes personalize | Find | 2| B Firt & 10f1 @ Last
Notes Name Role Action DatelTime

[J By checking this box, I certify that ex| =

University-related activities and are inf

and associated procedures, and that TR T

and that | have not previously receive

o

Amount Due tg

Submit Expense Report

00 CAD
00 CAD

Step Action

Click Add Notes to save the note.

Expense Notes

66.

Here iz where you will describe any additional information regarding your expense claim |

Add Motes

Notes

Notes Name Role

oK Cancel

Personalize | Find | (EJ | B First
Action Date/Time

Y 10of1 & Last
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Step Action
67.

Click OK to close the Expense Notes dialogue box.

Expense Notes

Add Notes

Notes

Personalize | Find | Lﬁ‘l D First ‘&' 1of1 ‘&' Last
MNotes Name Role Action Date/Time
i [ e L ol G e S0 T Jessica Clasys Employes 08/2272017 8:06:5TAM
information regarding your expense claim

=
Cancel

68.

Click the Checkbox to indicate you have read and agree with the Certification Statement

D By checking this box, | certify that expenses submitted on this claim are for amounts paid by myself for

University-related activities and are in accordance with Western's Travel and Expense Policy MAPP 2.16

and associated procedures, and that externally funded expenses comply with funding agency guidelines,

and that | have not previously received nor will | receive separate reimbursement from another source for
charges submitted on this claim.

69. Click Submit Expense Report.

QI By checking this box, | certify that expenses submitted on thig claim are for amounts paid by myself for

University-related activities and are in accordance with Western's Travel and Expense Policy MAPP 2.16

and associated procedures, and that externally funded expenses comply with funding agency guidelines,

and that | have not previously received nor will | receive separate reimbursement from another source for
charges submitted on this claim.

I Submit Expense Report

70.

Click OK to confirm that you would like to submit the claim.

Expense Report Submit Confirm

Create Expense Report
Save Confirmation
Jessica Claeys

Totals (7

Employee Expenses (3 Lines) 1,887.44 CAD Non-Reimbursable Expenses 0.00 CAD Employee Credits
Cash Advances Applied 0.00 CAD Prepaid Expenses 0.00 CAD

Supplier Credits

Amount Due to Employee 1,887.44 CAD Amount Due to Supplier 0.00 CAD

Cancel
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Step

Action

71.

View Expense Report

Jessica Claeys
Your expense report E0195876 has been submitted for approval
Business Purpose Conference: Report EQ185676 Submission in Process
Description ABC Conference. Created 08/182017  Jessica Claeys
Reference FS13 Last Updated 0811822017  Jessica Glaeys
Post State Not Applied

Totals 5 View Printsble Version B9 View Analytics O Notes
Employee Expenses (3 Lines) 185744 GAD Non-Reimbursable Expenses. 0.00 CAD
Cash Advances Applied 0.00 CAD Prepaid Expenses 0.00 CAD

Amount Due to Employee  1,887.44 CAD. Amount Due to Supplier

1 By checking this box, I certify that expenses submitted on this claim are for amounts paid by myself for
University-related activities and are in accordance with Western's Travel and Expense Policy MAPP 2.16
and associated procedures, and that externally funded expenses comply with funding agency guidelines,
and that | have not previously received nor will | receive separate reimbursement from another source for
charges submitted on this claim.

Refiesh Approval Sialus

Click Refresh Approval Status if you would like to view the approval path for your claim.

000 CAD

Employes Credits

Supplier Credits 000 cAD

0.00 CAD

e (d @https:-'_"hnan(a-qat.wug.uwo‘ca.'p

ffsqboweb/EMPLOYEE/ERP/c/ADMINISTER_EXPENSE O ~ & ©

(& Create/Modify

File Edit

Favorites ¥

View Favorites Tools Help

Main Menu ¥ Employee Self Service ¥ Travel and Expenses ¥ Expense Reports ¥

Western

Totals

Action

Submit Expe:

View Expense Report

Jessica Claeys

Create/Modify

Actions

Report E0195876 Submitted for Approval

Business Purpose Conference

Description ABC Conference Created 08/18/2017

Reference FS13 Last Updated 08/18/2017

Post State Mot Applied

Jessica Claeys

Jessica Clasys

O Notes

Q View Printable Version B2 View Analytics
Employee Expenses (3 Lines) 1,887.44 CAD Non-Reimbursable Expenses 0.00 CAD Employee Credits
Cash Advances Applied D.00 CAD Prepaid Expenses 0.00 CAD Supplier Credits
Amount Due to Employee  1,887.44 CAD Amount Due to Supplier 0.00 CAD

| By checking this box, | certify that expenses submitted on this claim are for amounts paid by myself for University-related activities and are in accordance with Western's
Travel and Expense Policy MAPP 2.16 and associated procedures, and that externally funded expenses comply with funding agency guidelines, and that | have not

previously received nor will | receive separate reimbursement from another source for charges submitted on this claim.

it ‘Withdraw Expense Report

Approval History

-
4
=
Reviewer
Joan K Greenlee

Deperments! Agpraver

Submitted
Multiple Approvers

Jessica Claeys

Role Name

K\Finupgd2\CFO

Submitted On  D&/13/2017

HR Supenisar
Williem G. Mathers

Date/Time

[ohoosemacion [ IEe

# Home | Signout

v

Notification

Mew Window | Personalize Page | ]

ﬂu:‘ Expense Details

0.00 CAD
0.00 CAD

Submitted Jessica Claeys
By

Step

Action

72.

Approval History

Ea

Submitted
Jeszica Clasys

,'3—']

.

= <
Reviewer Deparimentsl Approver

Joan K Greenles Multiple Approvers

.

Payment

6

HR Supervisor
Willism G. Mathers.
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73. Note - items in gray are approval actions that have not yet been routed.
Approval History
= p=2 =] ]
w3 i < o = 3
Sl.!men.e:I Reviewer Deparimental Approver HR Supenvisor Payment
Jessica Claeys Joan K Greenles Multiple Approvers William G. Mathers
|
74. Note - you can also see the history of actions taken on your claim under Action.

Approval History

Ea [@a==)
.j 1
& 15 :
Submitted Reviewer Deparimentsal Approver HR Supervisor
Jeszica Clasys Joan K Gresnlee Multiple Approvers William G. Mathars
|P.|::tion |ROIe Mame DateiTime
Submitted Employee Jessica Claeys D&/M82017 11:29:09AM

If you need assistance creating or submitting a Travel and Expense claim email: travel@uwo.ca or
review the Travel and Expense F.A.Q.'s found on the Financial Services, Training and Reference
webpage, under Corporate Accounting: http://uwo.ca/finance/training_reference/index.htmil .
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