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3.

Create the report:

Creating a New Expense Report

1. Onthe home page, on the Quick Task Bar, place your mouse pointer over New, and then click Start a

Report.
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2. Complete all required fields (marked with red asterisk) and the optional fields as needed. Then click Create

Report.

7
1 Create New Report

Create From an Approved Request

Note: Report Type field must be USA — Procurement Policy

* Required field
Report Type * Report Name * Report Date Report Purpose * |
I *USA - Procurement Policy v I June 2023 06/13/2023 8 Other v ‘
Division * @ ovison2* @ o @ ot o
|‘ (17) Finance and Administration X v I (172000) University Accounting/Controller X v (172800) PCard and Travel Services X v (110000) University X v
Program * @ oy Additional Information Report Total
(4600) Institutional Support X v

v

report.

June 2023 $0.00

Not Submitted | Report Number: 34WDYG

Report Details v i v

o ] |

L Add Expense J

Manage R ts v

Once you have created your report click Add Expense to beginning adding your pcard transactions to this

Delste Report | Submit Report

View Available Receipts



4. Your PCard transactions will be listed under the Available Expenses tab. Check the box next to the
transaction(s) you wish to add to this report or check the top box to select all transactions.

La Il

Add Expense X

50 +

Available Expenses Create New Expense

(m) JPayment... |T  Expense T..JT VendorD... |T Datel® Amount)T

Motor vehicle

Test - Hancock . . supplies and
v Office Suppl 05/02/2016 77.28
University Paid ice suppties new p $
Mobile
Test - H k Fi
O e Undefined nes 04/28/2016 $41.55
University Paid Maobile
E_— . Horticultural
] Ue‘_ j”c:c_d Postage Services 04/28/2016 $7.92
niversity Pai )
Mobile

-

Close QULEGEETLTE
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5. Click Add To Report.
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Add Expense X

50 +

Available Expenses Create New Expense

(W  Payment... |T Expense T..JT VendorD.. |T Datel® Amount]T

Motor vehicle

Test - Hancock . . supplies and
v Office Suppl 05/02/2016 77.28
University Paid fm b new p $
Mobile
Test- H k Fi
() TestoHances Undefined nes 04/28/2016 $41.55
University Paid Mobile
Tt . Horticultural
] Ue‘_ _j'?ch’_c_d Postage Services 04/28/2016 $7.92
NIVErsity Fal Mobile .
| ———
Close p.ULELEET.LT S
| —



6.

Each expense will have Alerts click each expense one at a time and complete all the required fields and any

optional fields as needed.

A Alerts: 1

v |

June 2023 $77.28

Not Submitted | Report Number: 94WDYG

Report Details v Print/Sharew  Manage Receipts v

Add Expense

() Alerts{f Receiptll Payment Typell

o] a

Test - Hancock University Paid

Expense TypelT

Office Supplies

Delete Report Copy Report Submit Report

View Available Receipts

Vendor Details|T Datel Requested [T
Motor vehicle supplies and new p 05/02/2016 §77.08
Mobile, Alabama

$77.28

Make sure the Expense Type is correct and all required fields have been completed. Required fields are
marked with a red asterisk next to the field name. Some will auto populate for you.

A\ You must attach a receipt image to this expense.

Office Supplies $77.28

05/02/2016 Motor vehicle supplies and new p
Details Itemizations
@ Allocate

Expense Type *

Office Supplies

Corporate Card

* Required field

05/02/2016

Additional Information

City of Purchase

Mabile, Alabama

Amount

Comment

Report Purpose *

Other

Enter Vendor Name

Motor vehicle supplies and new p

Payment Type

Test - Hancock University Paid

cancel R

Hide Receipt

T

Add Receipt

Click to upload or drag and drop files to upload a new receipt.
Valid file types for upload are .png, .jpg, -jpeg, -pdf, .tif or tiff.
5MB limit per file.

Note: The Alerts at the top of the screen will aid you in completing the requirements for this

particular transaction.



8. Click Add Receipt and locate the required documentation associated with this transaction and attach. Then
click Save Expense.

A\ You must attach a receipt image to this expense.

[SYPNI Dolote Expanse | Save Expense

Office Supplies $77.28

05/02/2016 Motor vehicle supplies and new p Corporate Card

Details Itemizations

@& Allocate

Expense Type *

* Required field

Office Supplies v
Transaction Date Report Purpose *
05/02/2016 Other ~

Additional Information

City of Purchase

Mobile, Alabama

Enter Vendor Name

Motor vehicle supplies and new p

Payment Type

Test - Hancock University Paid

Hide Receipt

T

Click to upload offdrag and drop files to upldkd a new receipt.
Valid file types fuua pf, if or iff.
5MB limit per file.

Amount Currency
77.28 Us, Dollar
Comment

Note: If you need to allocate any expense(s) to another FOAPAL(s) please see the How To Allocate video
and/or manual.

9. Once you have added all the pcard transactions you wish to add to this report click Submit Report.

Delate Report | Copy Report | Submit Report

View Available Receipts

June 2023 $77.28

Not Submitted | Report Number: MHKWSI

Report Details v PrintiShare v  Manage Receipts v

Add Expense

() Alerts}t Receiptlf Payment Typel? Expense Typelt Vendor Details)T Datel? Requested [T

0 D Test - Hancock University Paid Office Supplies ::°:_Tr :le:‘de supplies and new p 05/02/2016 577.28
obile, Alabama

$77.28
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