& Dartmouth Expense Reports

iExpense Overview

iExpense is a business expense system that will be used to:

Capture business expenses paid for with either personal funds or a Dartmouth paid credit card
Route Expense Reports to approvers through an automated workflow

Determine the status of an Expense Report (Pending Manager Approver, Ready for Payment, Paid)
Identify a delegate to be able to submit Expense Reports on your behalf

Provide notifications to employees when an Expense Report has been completed on their behalf

Business Expense Policy

Expenses need to comply with Dartmouth’s Business Expense Policy, the policy can be accessed here:

http://www.dartmouth.edu/~control/policies/dartmouth-business-expense-policy.html

For a list of unallowable expenses, reference page 21

Make sure to update your profile with Travel Leaders if you are utilizing a new Dartmouth paid credit card so
that future charges are put on the new card and create a Profile with Enterprise Car Rental.
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Grant Manager’s — Roles & Responsibilities

Apply Role by Function:

1.

Grant managers

As Creator: the Grant Manager is acting as “Delegate” and
is responsible for applying Business Expense Policy. * Review expense reports

As Reviewer: this is the “Grant manager” responsibility. * Ensure grant expenses:

e comply with grant policies and guidelines
* allowable and reasonable

e funding available and valid

As Approver: the Grant Manager is acting as “Approver”
and approves at a higher-level.

e Cannot create and approve same expense report

Payees/Travelers or Delegate

Approvers

e Confirm expenses and funding are:
* allowable and applicable

Comply with College policies and procedures

Provide complete, accurate and detailed information

Obtain and submit required receipts/documentation e available

Provide approver —or— grant manager, if grant funded * reasonable

Correct errors/remove unallowable expenses * Review and approve business purpose

Pay for personal or non-College related expenses e Approve/deny within 5 days of email notification (2 sent)

Cash Advance settled in one expense report

Submit within 60 days
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'_"' Dartmouﬂ-l Exnense REDOI'tS ﬁ L_ﬁ Home Logout Preferences Diagnostics

Expenses
Expenses Home | Expense Search | Credit Card Transactions | Assign Delegates I

Expenses Home
Create Expense Reportl Import 5|:|readsheet|

Log into employee.dartmouth.edu and choose
DC iExpenses > iExpenses Home. Click “Create
Expense Report”. You will be led through the
following steps:

General Information Cr2dit Card Transactions Credit Card Expenses Cash and Other Expenses Expense Allocations Review I Fill out general info on the trip/expense purpose [p 6]

General InformationCredit Card Transactions)Credit Card Expenses Cash and Other Expenses Expense Alocations Review

General Information Credit Card Transactiolis Credit Card Expenses Dash and Other Expenses Expense Alocations Review

General Information Credit Card Transactions Credit Card Expense€ Cash and Other Expen Expense Alocations Review
General Inforrmation Credit Card Transactions Credit Card Expenses Cash and Other Expegges Expense Allocations Beview

Previous Expense AIIDcati@

§ave| Cance_|| Baci_(|5tepEnr'E Subm'rtl

k

‘

Claim Corporate Card charges relating to trip [p7]

‘

Assign expense types to Corporate Card charges [pp 8-11]

‘

List out of pocket (non-corporate-card) expenses [pp 12-14]

‘

Assign chart strings/PTAEOs to charge [pp 15-17]

‘

Summary review [p 18]

‘

Submit for approval and processing [p 19]
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Expense Reports * £ Home Logout Preferences

Expenses Home | Expense Search | Credit Card Transactions | Assign Delegates
Expenses Home

Create Expense Report | Import Spreadsheet |
Update Expense Reports
Click an Update icon to make changes to a saved, rejected, or returned expense report.
[Hame [Report Humber Purpose Report Total (USD)[Report Date v Status Edit | Delete
2 |G'tEson, Janet M |DIE224858 5 Test 0.00|13—Feb—2015 In Progress &) 2 il

Track Submitted Expense Reports

The following expense reports are either outstanding or have been paid in the last 30 days.

||'¢ame Report Number Purpose Report Total (llSD)|Report Submit Date |Report Status @ Withdraw
3 |No results found. | |

@ ¥ the status is Pending Your Resolution, you were sent a notification explaining the required action.

Notifications
View  Open Notifications b
@ Select From Subject Sent Due

There are no notifications in this view.
TIP Vacation Rules - Redirect or auto-respond to notifications.

Create Expense Report Import Spreadsheet

Copyright (<) 2005, Orade, All rights reserved,  Privacy Statement

A — Expenses Home is the main page where you can:
1. Create a new Expense Report

Complete or Delete a previously started (not yet submitted) Expense Report
View the status of an existing Expense Report
Take action on an Expense Report sent to you for approval
Select the report link to open a previously started or submitted report
Report status can be viewed within the Status or Report Status column:

* In Progress, Pending Manager Approval, Pending Payables Approval (means selected for audit), Ready for Payment or Paid

ok wnN
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Expense Reports

Expenses Home | Expense Search | Credit Card Transactions | Assign Deleg
Expenses Home

Update Expense Reports

Click an Update icon to make changes to a saved, rejected, or returned ex

Name Report Number Purpose

P Gilson, Janet M DIE224868 B Test

Track Submitted Expense Reports

The following expense reports are either outstanding or have been paid ir]

i!iame EReport Number |Purpose
3 No results found. |

A0 t esolution, you were sent a notification &

e status is Pe

Notifications

View  Open Notifications b

4 [select|from
| iThere are no notifications in this view. -
TIP Vacation Rules - Redirect or auto-respond to notifications.

B — Expense Search - search for Expense Reports by the following fields:

Search

Mote that the search is case insensitive

Name Gilson, Janet M

Report Number I To search for previously
Report Date | : submitted Expense Reports,

(example: 18-Feb-2015) enter relevant information and
Report Submitted Date | select “Go” to return results.
{=xample: 18-Feb-2015)
Report Status . —

C — Credit Card Transactions - view expenses on a Dartmouth paid credit card that are either still
needing to be settled or were previously settled

D - Assign Delegates - assign other employees to submit an Expense Report on your behalf or
view who you are a delegate for
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Expenses Home | Expense Search | Credit Card Transactions | Assign Delegates
Expenses Home

Dartlnout}l Expense Reports * & Home Leog a@

Expenses |

E — Preferences
e Within General - assign a 2 > Eworw R
default Approver e D Expenses Preferences

Concel | Revert | seve| Aaphy|

Field Defaults Preferences

Spacify the default values for expense reports. Select Expenses Preferences to enter the default values. If you select Prior Expense Raport, the system will use the values from
YOUT 0w expense reports, or from expense reports you enter for other indniduals,

Defaults Source ) Prior Expense Report
@ Expenses Preferences
Expense Template - Furpose |
Approver F docation d

& Dartmouth seesereons

= =) Diagnostics Home Logoutl Preferences
. Within Mv Allocations - © General Expenses Preferences: My Allocations
. y ® Display Preferences | Create an allocation set to represent your pre-defined allocations. You apply your alocation set to expense lines during expenses Cance_\l Revertl Save| Apply
create nicknames to use o AccessRequests | anfry.— }
Manage Proxies <_| My Project Allocation Sets
When Comp|eti ng Expense O Expense Preferences | |Line |Allocation Name ‘iject |Task ‘Award |Project Expenditure Organization | Split Criteria | Duplicate | Remove
: f:nizfléoaﬁo Ho resufts found. | | | | | |
ly ns
Reports, for both PTAEO Add notherRow|
My Account Allocation Sets
(gra nt) and GL accounts Line —JAllocation Name [NtV [ORG [FUNDING  [ACTIVITY  [SUBACTIVITY | Split Criteria_ | Duplicate | Remove
Mo results found. | ‘ | | | ‘ | |
Add Another Row|

C‘ance_\l Re'vertl Save| Apply

Copyright (<) 2006, Oracle, All rights reserved, Privacy Sttement  About this Page
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Create Expense Repurtl Iml K General Information Cdit Card Transactions Credit Card Expenses Cash and Other Expenses Expense Allocations Review

General information for each Expense Report needs to be provided:

¢ Name — will default to your own name; if you are acting as a delegate for someone else, simply select their name in the dropdown list

* Purpose — provide a clear business purpose that includes the who? did what? where? when? and why?

e Approver — select the appropriate approver for each expense report; enter name as Last Name, First Name (value will populate or you
can search)

* Expense Template — domestic is the default value, but if you were traveling or incurring expenses in a foreign country, select the
foreign template

e Accompanying DC Personnel — enter if applicable

e Comments — enter any additional pertinent information

Create Expense Report: General Information

Name Gilson, Janet M (67868) - = Purpose AFC Staff lunch - iExpense Project

Reimbursement Currency US Dollar « Approver Murdach, Rita T i{]‘:ﬂ'
Expense Template Domestic Expenses ~ !

Additional ].nformatir_u

. | Fareign 2{r5as |
Accompanying DC Pe.wn..gl——,-. c o

Comments

st
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Create Expense Repnrtl EI K General Information CRdit Card Transactions Credit Card Expenses Cash and Other Expenses Expense Allocations Review

When you select the Foreign Expenses Template, you will see two new required fields, Country and Primary Activity

Additional Information
* Country
* Primary Activity

Primary Activity definitions are as follows:

0 Education & Educational Consulting - Business expenses incurred relative to activity in a foreign country by Dartmouth students,
faculty and staff related to provision of services to foreign entities (educational institutions, governments, hospitals, etc.); graduate
student, faculty and staff continuing education activities; advising, consulting and/or collaborating with foreign entities (European
Advisory Board, etc.); any bona fide Dartmouth activity that does not fall into any of the categories listed below (athletics,
admissions, etc.)

0 Fundraising - Business expenses incurred relative to activity in a foreign country to induce potential donors to make contributions to
Dartmouth

0 Research - Business expenses incurred relative to activity in a foreign country by Dartmouth students, faculty and staff related to
conducting research activities

0 Study abroad programs - Business expenses incurred relative to activity in a foreign country by Dartmouth undergraduate students
and faculty related to student enrollment in a course of study coordinated by Dartmouth

0 Volunteer services - Business expenses incurred relative to activity in a foreign country by Dartmouth students, faculty and staff et |
related to involvement in a humanitarian or other outreach program
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General InformationkCredit Card Transactions)Credit Card Expenses Cash and Other Expenses Expense Alocations Review

* Select the checkbox for each credit card transaction to include in the expense report/trip
¢ If you have any transactions older than 30 days you will need to settle those transactions before being able to submit any
Expense Reports (noted with a warning sign)

Create Expense Report: Credit Card Transactions

Current Transactions for Corporate Credit Card 30000000CO0KE443

Select each transaction to add to the expense report.
Select All | Select None

[save]

cancel | Back| step 2 of s Next

Select| Warning [Transaction Date Age (Days) Transaction Amount|Merchant Name |Location Billed Amount (USD)
[+ (B 31-Jan-2015 46 30.00 USD SOUTHWES 5262479139530 ;—BD[HISS-Q?DZ, ™ 30.00
) j.\ 03-Feb-2015 43 113.36 USD|SPRINGHILL SUITES MANCHES ;MANCHESTER, NH 113.36
| & ,D4-Feb-2015 43 34.98 USD |YELLOW CAB [FORT WORTH, TX 34.98
5l A |04-Feb-2015 42 270,94 USD COURTYARD BY MARRIOTT1194 \HOUSTON, TX 270.94
v A |p4-Feb-2015 42 6.75 USD YELLOW CAB [FORT WORTH, TX 6.75
@I HC D ) los-Feb-2015 39 194.79 USD SPRINGHILL SUITES DAL D/T IDALLAS, TX 194.79

TIP To dispute a transaction, use the Credit Card Transactions tab.
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General Information Credit Card Transacti Credit Card Expenses_Dash and Other Expenses Expense Alocations Review

For each credit card transaction included in your Expense Report, you need to:

0 Assign the appropriate Expense Type

Create Expense Report: Credit Card Expenses
Cancel | Back| step 3 0F 5 Next

Business Expenses

Select Business Expenses: Categorize as Personal I Remove l
Seiectum[Datz _ |Merchant Hame [Receipt I Type Justification [Reimbursabh (
| |1 ||31 -Jan-2015 OUTHWES 5262479139530 30.00 USDW > 30.00

¢ To Itemize the receipt, select the

[ =
B2 |m' PRINGHILL SUITES MANCHES 11336 USD| " Lodging-Domestic M| % B
| 3 JoaFed2015 [ veLLow cas 34,98 USD  * Grounds Transportation-Domestic ¥ | 3408 [E “Details” icon, then select Itemize
[ | 4 ||o4-Feb-2015 270,94 USD = Lodging-Domestic | 270.94| =
[ |s iuq-Feh-zmS )| 6.75 USD| * Grounds Transportation-Domestic ¥ | 5_75. _@_...
| | 2]

194.79 USD " Lodging-Domestic -

6 [05-Feb-2015 PRINGHILL SUITES DAL D/T

Total 650.82 |

Credit Card Expenses: Details for Line 2

* Indicates required field @ Remove | | ne 2of 6 Next |

NOTE: To allocate a single transaction

oL * Expense Type ™ Lodging-Domestic - Justification
between a PTAEO and a GL account, it is - StrtDote T3reb2015
i i i ar-2015)

necessary to |tem_|ze t_he transaction to create Daily Rate 11335 ! -
separate transaction lines. Number Of Days 1 Expensa Location

Receipt Amount 113.36 Merchant Name SPRINGHILL SUITES MANCHES

Receipt Currency USD - US Dollar [ original Receipt Missing

Exchange Rate 1 Altachments - Add...

Reimbursable Amount  113.36 USD
10
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General Information Credit Card Transacti Credit Card Expenses_Dash and Other Expenses Expense Alocations Review

Itemized Business Expenses
TIP Itemize the receipt by creating a separate row for each individual business expense. Any remaining amount is treated as & personal expense.

Select Expense :
Duplicate | Remove ]

Select|Line|Date Expense Type  [Justification [temized Receipt Amount (USD)

Change the amount for the selected Expense Type o7 TOF * Udgirir- Domesiic T
you wish to itemize g Mdmmw

Total Business Expenses  113.36

Personal Expenses 0.00
Original Receipt Amount  113.36

¢ Select Add Another Row to account for other

Itemization 2-1

Expense Types
* Expense Type ‘ Lodg!ng-[_!umestjc hd Justification -
- StartDate 03-Feb-2015 [
DailyRate 11336 =
Number Of Days 1
Itemized Business Expenses @ Amount 100
TIP Itemize the receipt by creating & separate row for each individual business expense. Any remaining amount is treated as a personal expense
Select Expense ©
Duplicate | Remove I
Select/Line|Date [Expense Type  Pustification [Ttemized Receipt Amount (USD)
- 52-1 EIB—Feb-ZOLS - Luds;us 100.00
@ 2-2 03-Feb-2015 ~ Alcohol > 1336
Add Another Row
Total Business Expenses  113.36 :
___PersonalExpenses _ 0.00 e Confirm or update Amount and select the correct Expense Type
Original Recelpt Amount  113.36 L. i
i * Note: it is ok to use the same Expense type when allocating
—_— expense between a PTAEO and a GL account.

= Expense Type R0
= Start Date  03-Feb-2015

o Maer-2015)
Daily Rate  13.36

mber Of Days

* Ttemnized Receipt Amount  13.36

11

Remove Remization | Remove | Back|inezcrc Nest| Return |
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General Information Credit Card Transacti Credit Card Expenses_Dash and Other Expenses Expense Allocations Review

If an unallowed personal expense was put on the Corporate Card, you need to change the itemization amount
to be for the business related expense total only. The remaining amount will appear as Personal Expenses and
will need to be reimbursed to the college.

Remember to always itemize:

0 Alcohol on meal receipts or at hotel

0 Personal expenses (not allowed)

0 When charging a grant account, hotel bills need to have parking, internet, meals, etc. itemized
from lodging

0 If there are multiple expense types on one receipt, as an example; buying a gift on the same
receipt when supplies were purchased.

12
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General Information Credit Card Transactions Credit Card E:-:pense(ésh and Other Expen@Expense Allocations Review

For each expense paid for with personal funds provide:
* Date
* Merchant Name
e Receipt Amount (if entering an amount in a foreign currency, select the Show Receipt Currency button and an additional column
will appear where you can indicated the Receipt Currency)

* Expense Type
» Justification is only required for certain expense types: Gifts, Employee Moving, and Entertainment
- - M ﬂ ES‘.;_:-L:-:‘JM
Per Diem Expenses 10,00]  Missos Experses 0.00]
Receipt-Based Expenses [27.60]
Receipt-Based Expenses
TIPE 525 w Gd not charge to your corporate Cedit card, Enter one expense per ine, Click Details to enter informiation specific 1 an expense, such 25 the Daily Rate, If your receipt inchudes more than ane expense type, cick Itemize,
Select Expense Lines: _Remove | | ( Show RecsptQumerey |
Mllﬁ%ﬂm Merchant Hame Receipt Amount  |Expense Type Justification Raimbursable Amount (USD)| Original Receipt Missing | Details
[ | 1 [0oMa2015 5] [Ofive Garden 2560 * Meals-Actuzl Domestic - | 25.60 =] E]
O | 2 [oMer2ms 5] [Toke 2.00 * Grounds Transportation-Domestc v [ 2,00 0 3
EE ® ' - | O &
i @ | - [ = S
af A | - | ] )
{3 g | - | ] ]
oz = | - | 3
O | s “®/ | - | A
B s 7 | M | & B
0|10 G - [ & =
Add Mere Lines | Update | Toual 27.60
Select Expense Lines: | Remove | | Show Recept Curency |
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General Information Credit Card Transactions Credit Card E:-:pense(ﬁash and Other ExpenEDExpense Allocations Review

If electing Per Diem for meals, select the Per Diem Expenses tab and provide:
* Date
* Expense Type: Domestic or Foreign
e Destination (use the flashlight icon to search)
e Justification field is optional
* Number of Days will calculated total Per Diem to be reimbursed
* Select Details to deduct certain meals from your Per Diem

Reosipt-Based Expenses [27.60]

Receipt-Bas:

Cash and Other Expenses: Details for Line 1

- Bspense Type  Domestic-Meas-Per Diem Justification -
‘SmaDae (M5 |
ErdDae 04Mzr2015 wton T
= Number Of Days 3
Rembursable Amount 107,25 USD

Generste Per Diem

Per Dern Catculabion
Meals Deguctons

_ Recaloulaen |

Mzals Daductions o
Dare fimﬁuﬂmndbinur{.ﬂmounr {usn)
02Mar- [ @ o |

i | (10.25)

g-ﬁm (@] ciga (10.25)

O4-Mar- |

et o 2 O (10.25)

| Tatal (20.75)

Reimbusament s_‘l.—.!.‘ﬂ.-rr.

pare Per Diem Amount {USD) Meals Deductions [USD)| Reimbursable Amount (USD)
D2-Mar-2015 46.00 {10.25) 35,75
D3-Har-2015 4600 {10.25) 375
D4-Mar-2015 46.00 {10.25)] 3575
[ Toual 138.00 (30.75) 107.25

14
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General Information Credit Card Transactions Credit Card E:-:pense(@sh and Other Expen@Expense Allocations Review l

If Mileage needs to be reimbursed, select the Mileage Expenses tab and provide:
e Date
* Expense Type: Business Mileage, Charitable Mileage or Moving Mileage
* Trip Distance
* Location From and Location To

Mileage Expenses [69.00]

5l Mileage Expenses [69.00] )
Mileage Expenses

TIP Enter one expense line for each separate mileage daim., To enter additional information including vehicle infarmation, dick Details.
TIP Date Example: 28-MAR-2015.

Select All | Select None

[select]Line/Start Date Expense Type Trip Distance|Location From lLocation To Distance Ratel Reimbursable Amount (USD)|Details
W l [02-Mar-2015 Business Mileage * || 120 [RT Hanover |Manchester Airport ILS?S! 50,00 [=
Bz =l ~ Il | | | B
B2 d || l | &

B4l ol | -l | | | B
B s M | | | =
Add More Lines | calalate | ppa) 08
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General Information Credit Card Transactions Credit Card Expenses Cash and Other Expek@es Expense Allocations Peview |

For each receipt provide a GL or PTAEO account string:

General Information Credit Card Transactions Credit Card Expenses Cash and Other Expenses Expense Allocations Review

Update Expense Report: Expense Allocations

Use the fields below to update expense allocations for selected expense lines. Apply an amount split to a single expense line.

» The default page, Project Allocations, is PO st

Indicates changed item

where PTAEO accounts are entered; you
need to change your view to Account
Allocations to enter GL accounts

TIPY

My Allocations ¥

ou can only update expense lines

Select Expense Lines: Update Allacations Revert

PTAEQ Allocations  GL Account Allocations |
that are not charged to projects and tasks

Apply
Select All | Select Hone | Expand All | Collapse Al
XAl
e The default string that populates will be a | PP
. . . _ P
GL string previously defined for each Select focus tine ZZ‘IE‘_W Merchant _A:f:untt ;“::;;"t |Expense Type By oo FUNDIG ‘M‘TN]‘I‘\' |SUBACTIVITY [HATURAL_CLASS
Bl |va | | | 1,162.51 | ; } ! |
person. To update the GL account or [ ‘ 1 lcredt  04-Feb20SYELLOWCAB 6.75USD  |6.75 = Ground Transporation-Foreign 20| <768 | . seso00 | 7 saese | flesor |
PTAEO... | | !Card | | | | [Coegs only b Actviies |Subvention Cobege !;; e Travel  [Traval Regional 1
O ‘ 2/1(Credit |04-Feb-2015|COURTYARD BY 250,00 USD (250,00 = Ladging-Foreign | s | seson0 | F saes2 | o es01 |
i SRR ) ey (L A, [ RO N ot gl

General Information Credit Card Transactions Credit Card Expenses Cash and Oth

Update Expense Report: Expense Allocations

Usit the fields balow to update expense sllocations for selected expense ines. Apply an amount Split to 8 single expenss line.
*  Indicates required field

@ Indicates changed iterm

Project Allocations  Account Allecations

TIP You can only update expense lines that are not charged to projects and task
Soloct Bepanse Lines:  Update Allocations | Revert |
Apply
|Select All | Select Hone | Expand All | Collapse Al
A
:Rainbnrﬁbh.
Payment | Receipt Amoint |
_{Method [Date [Merchant l“"'ﬂ”’“ _|{usD) [Bxpense Typa: ENIITY  [ORG AMDING  ACTIVITY.  |SUBACTIVITY RATURAL CLASS |
1,162.51
1 Credit  (04-Feh-201S[YELLOWCAB  (6.75USD  [6.75 = Ground Transporation-Foreign| 20 | 5| 768 | < 368000 | < 321852 | ¥ 6601 | < BM
Card gt Only  |Cu Actvities  [Subreartion Colage AR Offcer Trave Trawsl Regicnal 1 _,j'- w5
21Credit  04-Feb-2015/COURTYARD 8Y 250,00 USD |250.00 * Lodging-Foreign 0 | |78 | F seeo00 | F 3nesz | Flesnr | F @ §
Card |MARRIOTT1194 | i o [ e i Coos (AR e et (R4 FoRma
== | Nz e = > P e - . F- | -

xpenses Expense Allocations Review

Cancel | Back| Step 507 6

e Select All or individually select by checking the box
next to each receipt and then apply a previously
created nickname using the dropdown for My
Allocations, or

* Type into the segment value boxes, or...

16
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General Information Credit Card Transactions Credit Card Expenses Cash and Other Expek@es Expense Allocations Peview I

Select Update Allocations to apply a different account, do a 50/50 split or a split by % across accounts, click Apply after accounts have been
entered.

Canoell Prewewl Agpryl

Update Account Allocations: Multiple Lines

Allocation Set
Allocation Method @ Mass Allocation Allocation Reason I
(2 Equal Split
() Percentage Split 1
[T]Add Allocation Set to My Allocations
ENTITY _ [ORG FUNDING ACTIVITY  [SUBACTIVITY|Remove
L I I | A I &

Selected Lines

Expand All | Collapse Al
Al
Reimbursable
Payment Receipt Amount
Focus|Line Method |Date Merchant Amount (UsD) Expense Type ENTITY |ORG (FUNDING ACTIVITY |[SUBACTIVITY [NATURAL_CLASS |Location |Remove
v Al 1,162.51
1 |Credit 04-Feb-2015|YELLOW CAB  |6.75 USD 6.75 * Ground Transporation-Foreign 20 768 368000 |321852 6801 8112 FORT E‘)
Card Colege [Club  |Subvention |AR Officer  |Travel Regional 1 |TRAVEL FOREIGN WORTH
Onhy Activities|College Travel Ground Transportatn
2/1|Credit 04-Feb-2015 COURTYARD BY |250.00 USD |250.00 * Lodging-Foreign 20 768 368000 321852 6801 8113 E‘)
Card MARRIOTT1194 Colege [Club  |Subvention |AR Officer  |Travel Regional 1 |TRAVEL FOREIGN
Onby A ctivities [College Travel Lodging

17



Verify all information
has been entered at
the Review step

Click ‘Add’ to upload
receipts, if required

Note amount paid by
credit card vs. amount
being reimbursed

Grant Manager’s Oracle iExpense Expense Reporting

Previous Expense Allncatiﬁs Review )

Create Expense Report: Review
Review the expense report below before submission,

Imaged Submission Instructions

General Information
Name
Experse Dates
ORG
Purpose
Approver
Imaged Receipts Status

Young, Suzanne W (13861)
31-JAN-2015 - 04-MAR-2015
768

AFC Staff Lunch - iExpense Project
Murdoch, Rita T

Required

Business Expenses
Credit Card Expenses

Attachments

Accompanying DC Personnel
‘Comments

Report Toizl 854,67 USD

Reimbursement Amount  203.85 USD

Expense Lines Expence Allocations  Weekly Summary  Approval Notes (0]

Cancel | Back | Step6of6 | Submit

Date Receipt Type ificati hant Name Imaged Receipt Required Receipt Missing imbursable Amount (USD)[Detail b
31-12n-2015 30.00 USD|* Airline-Domestic SOUTHWES 5262473135530 3000 .
03-Feb-2015 113,36 USD|* Lodging-Domestic SPRINGHILL SUITES MANCHES v 1336 .
D4-Feb-2015 34,98 USD|* Grounds Transportation-Domestic YELLOW CAB EXE] .
04 Feb 2015 270,94 USD ¥ Lodging Domestic COURTYARD BY MARRIOTT1154 v 27084 .
D4-Feb-2015 .75 USD|* Grounds Transportation-Domestic YELLOW CAB 675 =
05-Feb-2015 154.79 USD|* Lodging-Domestic SPRINGHILL SUITES DAL D/T v 13478 5
Total 650.82
Cash Expenses
Date Merchant Name Receipt Amount| Expense Type Justification Amount [USD)] Imaged Receipt Required Receipt Missing il
02-Mar-2015 Olive Garden 25,60 USD|® Mezk-Actuzl-Domestic 25.60 = .
02 Mar 2015 Tolks 2.00 USD{* Grounds Transportation Domestic 200 [ .
Total 27.60
Per Diem Expenses
Start Date [End Date | Humber OF I Type [Destinati imk ble Amount (USD)[Detail h
02-Mar-2015 ||14-M;-zm_§ | }|M-Meals-pa Diem Austin County 107.25 & .
Total 107.25
Mileage Expenses
Start Date [ Type | Trip Distance| Mileage Amount (USD) Date Imaged Receipt Requi Receipt Missing
02-Mar-2015 |m Mileage ‘ LMME}‘ 0575 63.00 [ [02-Mar2015 .
Total | 69.00
Expense Lines Expense Allocations  Weekly Summary  Approval Notes [0]
Corporate Card Business Expanses £50.82
Cash and Other Business Expanses 20285
Expense Report Total 854.67 USD
Corporate Card Business Expenses 650,82
Corporate Cand Personal Expanses 0.00
Corporate Card Inemized Personzl Expanses 0.00
Company Paying to Credit Card Issuer 650.82 USD
Cash and Other Business Expanses 20385
Corporste Cand Persons| Expanses 0.00
Corparste Cand Itemized Parsonzl Expanses 0.00
Reimbursament to You 203.85 USD




B —
save| cancel| Back| Stepﬁoff Submt!l

.

Click Submit to complete the
expense report and it will route
for approval

m«nmwm 650,82
and Crher Eusinans Expansas
Espassa Raport Toal B54.67 USD
Corporate Card Business Expenses £50.82
Corporate Card Personal Expanses 0.00
Comperate Caed Tamized Parsonal Expanses .00
Caenpary Paying o Cradir Card Tnsuer 630,82 USD
Cash and Othar Business Expansas plit 13
Carporata Caré Parianal Expansss a0
REMOFIaTant 10 You 203,83 USD
R R R R R R R R R R R R R R R R R AR RARAPAPARARARARNRLNRN A AR i i,
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From: Workflow Mailer |
Sent: Friday, March 11, 2016 8:09 AM

To: Lisa A. Wallace <Lisa.A.Wallace @dartmouth.edu>
Subject: Action Required: Expense OIE268191 for

.edu]

zinc@dar

usD)

Receive Workflow Notification Email
Determine Action either through Email or iExpense Expense Reports System

Dar tmouth Expense Reports

Home Logout Preferences Help

Expenses
Expenses Home | Expense Search | Credit Card Transactions | Assign Delegates

Expenses: Expenses Home > Notification Details

This expense report requires imaged receipts to be submitted for certain lnes. The employee has provided the following justification for missing imaged receipts: Lost

Total

254.97

From Expense Report for B
To Wallace, Lisa Individual's ORG 813 [Waming
Sent 11-Mar-2016 13:07:29 Purpose  test
Due 16-Mar-2016 12:07:29 Expense Report Total 254.97 USD
ID 55878481 Attachments Expense 01£272211 for
[nstuctions ———
Please approve or reject this expense report. Please provide a Note if you reject. mTrS Wallace, Lisa
[Gornorate Credit Card Expenses: Business Bxpenses | T sent 15-Mar-2016 16:23:44
Due 20-Mar-2016 16:23:44
ID 55888485
Line Date I_ 58 REamm Name | Reimbursable Amount (USD) Justification Imaged Receipt Required Instructions
1 [14-Jan-2016™ Meals-Actual-Domestic EVERYTHING BUT ANCHOVI 254.97 pesubmitted v

usD)

[Appmvel Reject| Reassign Requestlnformtmnl]

Expense Report for
Individual's ORG
Purpose

Expense Report Total
Attachments

Please approve or reject this expense report. Please provide a Note if you reject.

Corporate Credit Card

Num Action Date
i 11-Mar-2016 13:07:29

Action
Submit

| Expense Report Details

Please click on one of the following choices to automatically generate an E-mail response. Before sending the E-mail response to close this notifi

desired response value within quotes.

| xtor: Approve Reject Request Information |

Wallace, lisa

|Datzils

Imaged |Expense
Merchant Receipt |Accounts

Expense Type [Name Amount (USD)| if i 1l
1 [16-Feb-2016|Supples-Food & LEBANON 4432, Yes T

Beverage CO-OP FOODS ] |
2 02-May-2015* Lodging- HOLIDAY INN 240.00 v

Domestic BURLINGTON ) ,

Total 284.32 [ |

Action History
[Mum|action Date [action [From [T [Details |
1 [15Mar2016 16:23:44  Submit Wallace, Lisa | |

Related Applications
Expense Report Details

Response

Note

Retum to Worklist
I™ Display next: notification after my response

Approve| Reject| Reassign| Reguest Information

20



Grant Manager’s Guide Oracle iExpense Expense Reports

Approving through the Email Notification

Actions available in Email: Approve, Reject, and Request Information
The Expense Report Details link below the report will open the expense report in a browser

From: Workflow Mailer [mailto:WFMailer_zinc@dartmouth.edu]
Sent: Friday, March 11, 2016 8:05 AM
To: Lisa A. Wallace <Lisa.A.Wallace @dartmouth.edu=

Subject: Action Required: Expense OIE268191 for usD)

From Expense Report for
To Wallace, Lisa Individual's ORG 813
Sent 11-Mar-2016 13:07:29 Purpose test
Due 16-Mar-2016 12:07:29 Expense Report Total 254.97 USD
ID 55878481 Attachments ccdexpense.dock

Please approve or reject this expense report. Please provide a Note if you reject.

Line Date L-Emmse Type Merchant Name Reimbursable Amount (USD) Justification Imaged Receipt Required Attachments Account
1 14-Jan-2016* Meals-Actual-Domestic EVERYTHING BUT ANCHOVI 254.97 resubmitted v 20.813.368000.321853.1019.8144
Total 25497

Action

‘Details
bmit

11-Mar-2016 13:07:29

‘Num Action Date
1

From To
nveny, Greag Wallace, Lisa

I Expenss Report Details

Please click on one of the following choices to automatically generate an E-mail response. Before sending the E-mail response to close this notification, ensure all response prompts include a
desired response value within quotes.

action: Approve Reject Request Information
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* From the email, clicking ‘Approve’ will generate the following workflow email
* Click ‘Send’ to submit Approval

Please click on ong of the following choices to automatically generate an E-mail response. Before sending the E-mail response to close this notification, ensure all response prompts include a
desired response value within quotes.

action: Approve | Reject Request Information

From - Lisa.AWallace @Dartmouth.edu
To... WFMailer _zinc@dartmouth. edu
Send
Ce...
Bec...
Subject Action Required: Expense QIE265191 for uso)

L&ctrcm: 'Approve’

Note: "

NID[55878481/156109621558049507571101421073139276573@WFMAIL]
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* Clicking Reject or Request Information will generate the emails seen below

* When Rejecting or Requesting Information a ‘Note’ or ‘Question’ should be provided within the single
quote “ “ “(i.e. ‘Because | said so’)

0 Note: If text is not provided within the quote, no notice will be provided to the submitter

Please click on one of the following choices to automatically generate an E-mail response. Before sending the E-mail response to close this notification, ensure all response prompts include a
desired response value within quotes.

action: Approve Reject Regquest Information

From - Lisa.A Wallace@Dartmouth.edu
Tao.. WFMailer zinc
Send
Cr.. From - Lisa.A.Wallace@Dartmouth.edu
Bec... To.. WFMailer zinc
Send
Subject Action Required: Expense OIE268191 for usDy) Ce...
Bee..,
Action: 'Reject’
Subject More Information Requested: Action Required: Expense QIE268191 fc

Notei'Because | said sof

Request more information from: 'D23550C'
Question{'Did vou seriously not order any fries with your burger?|

NID[55873481/156105621558045507571101421073139276573@WFMAIL]
NID[55878481/156109621558049507571101421073139276378@WFMAIL][3]
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Reviewing/Approving through the iExpense System

e Approvers may access and review Expense Reports at: employee.dartmouth.edu
* The Worklist provides a list of recent actions or pending requests

* Expenses Home will provide the Approver a Notifications list specifically for Expense Reports

18 Dartmouth esusines suie

5% Logout Preferences Help

Logged In As D1257R6
Oracle Applications Home Page

Main Menu
Worklist
u |
® O partmouth Employee Self-Service |F |T |5 = |5e . |D |
=F rom ype ubject nt v ue
: I Expenses |Expense QIE272211 for 2 Usp) 15-Mar-2016/20-Mar-2016
Expenses |Expense QIE273226 for 70 USDY  [15-Mar-2016/20-Mar-2016
Expenses |Expense OIE274194 for 15-Mar-2016/20-Mar-2016
Expenses |Expense QIE274193 for 61 USD]  |15-Mar-2016/20-Mar-2016
Wallace, Lisa Reguisition|Purchase Reguisition 519586 has been approved 14-Mar-2016
\Wallace, Lisa Requisition|Purchase Reguisition 519585 has been approved 14-Mar-2016

TIP Vacation Rules - Redirect or auto-respond to notifications.
TIP Worklist Access - Specify which users can view and act upon your notifications.
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* Expenses Home Notifications shows all Expense Reports pending action
* Check the Select box, then click ‘Open’ or click the Subject link to Open the Expense Report

Expenses

—

Expenses Home | Expense Search | Credit Card Transactions | Assign Delegates
Expenses Home

Create Expense Report| Import Spreadsheet
Update Expense Reports
Click an Update icon to make changes to a saved, rejected, or returned expense report.
|Report Number Purpose Report Total (USD)|Report Date Status Edit Delete
|No results found.
Track Submitted Expense Reports
The following expense reports are either outstanding or have been paid in the last 30 days.

Previous | 1-3 j Next 5
|Report Number Purpose Report Total (USD) |Report Submit Date v Report Status Withdraw
DIE272206 lodging for M.Anand ... 200.37|01-Mar-2016 Paid @a
DIE272208 Round trip bus ticke. 306.00/01-Mar-2016 Paid @'
OIE270213 Lodging 2/18 - 2/21... 583.66 24-Feb-2016 Paid 'L}’
OIE270212 Belinda Chiu- foreig... 482.29 24-Feb-2016 Paid 'L__;,
OIE270214 2nd prmt for housing ... 828.00 24-Feb-2016 Paid IL‘;.

@ If the status is Pending Your Resolution, you were sent a notification explining the required action.
Notifications \
View I Open Notifications ;_I Gol
Select Notifications: Open | Reagsignl Cloz;el
Selact All | Select Mone
Select|From Subject Sent ¥ Due
| Expense QIE272211 for Usny 15-Mar-2016 20-Mar-2016
| Expanse QIEZ73226 for s 15-Mar-2016 20-Mar-2016
i Expense QIEZ274194 for JSDr) 15-Mar-2016 20-Mar-2016
B R Expense OIE274193 for uspl 15-Mar-2016  |20-Mar-2016 /]

TIP Vacation Rules - Redirect or auto-respond to notifications.
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Actions available within iExpense are: Approve, Reject, Reassign, or Request Information
When Rejecting, Reassigning or Requesting Information a ‘Note’ should be provided within the
Response section of the Report; this note will be viewable to the submitter

Dartmouth soense wepors R N e ot st s

Expenses

Expenses Home | Expense Search | Credit Card Transactions | Assign Delegates

Expenses: Expenses Home > Motification Details

Warning
This expense report requires imaged receipts to be submitted for certain lines. The employee has provided the following justification for missing imaged receipts: Lost
Expense OIE272211 for usD)
[ Approvel Rejectl Reassigr| Reqguest Information |]
From Expense Report for
To Wallace, Lisa Individual's ORG
Sent 15-Mar-2016 16:23:44 Purpose
Due 20-Mar-2016 16:23:44 Expense Report Total
ID 55888485 Attachments
Instructions
Please approve or reject this expense report. Please provide a Note if you reject.
Corporate Credit Card Exp : i EXp
Imaged |Expense
Merchant Receipt  |Accounts
Line/Date Expense Type |[Name Reimbursable Amount (USD)[Justification| Required |Updated Attachments|Account
1 16-Feb-2016 Supplies-Food & LEBAMON 44.32 Yes j*@
Beverage CO-OP FOODS | |
2 02-May-2015|* Lodging- HOLIDAY INM 240.00 v
Domestic BURLINGTON | |
Total 284.32 | |
Action History
[Num[action Date [Action From [To [Details |
|1 [15-Mar-2016 16:23:44  |Submit |Walace, Lisa | |

Related Applications
[5] Expense Report Details

Response

MNote

Return to Worldist Approvel Re]ectl Reassign | Reguest Information
- Display next notification after my response
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Click ‘Reassign’ to Reassign the Expense Report to another Approver

Begin to type the last name of the employee and list of values will populate. Click the name of

the new Approver

Add any comments that would be useful for the new Approver

; L Darmlou‘tl‘l Expense Reports

Expenses
Expenses Home | Expense Search | Credit Card Transactions | Assign Delegates

Expenses: Expenses Home > Motification Detasils >  Reassign Notifications
Reassign Notification: Expense OIE272211 for

lUse 'Delegate’ to give another user authority to respond to a notification on ;four behalf, while stil retaining ownership or 'Transfer’ to give another user complete ownership of and responsibilicy for

* Indicates required fieldthat notification.

(284.32 USD)

+ Assignee | Al Employees and Users

«© Delegate your response
" Transfer notification ownership

= {T&mpl
[
Hame

User Name

Email

Tompkins, Megan

FOO1DY0

Megan.E. Tompkins@Dartmouth.edu

‘é
5

Comments

T

Home Logout Preferences Help

Cance|

Submitl

Return to Worklist

Copyright (c) 2006, Oradle. All rights reserved, Dantmouth ITS Polides

Cance_ll Subm'rtl
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Appendix A — Applying a Cash Advance

Settling a cash advance will be one of the last steps before submitting the report for approval

If you received a cash advance via a check:

e It will appear automatically in iExpense on an additional tab called Advances (if you do not see this tab, please see the next slide for instructions on
Settling a Cash Advance issued with Cash)
¢ Onthe Advances tab, search for the cash advance number in the Advance Number field (you can type part of the name and use the % sign to search)
¢ The Advance Amount & Advance Balance will then auto-populate
¢ Enter the amount in the Advance Amount Applied field as follows:
0 If out of pocket expenses are less than the cash advance, enter the amount of out-of-pocket expenses (not the total advance); the traveler will
need to bring a personal check payable to “Dartmouth College” for the remainder of the cash advance that was not used and deposit it at the

Cashier’s Office

0 If out of pocket expenses are greater than or equal to the cash advance, enter the full amount of the advance

¢ Click next

8 Dartmouth eeerse nevors 2 a o i e

reh | Cradst Card Transactions | Asdgn Delegates

achtions Advances fiv

Update Expense Report: Advances

Salact an ndvance to apply to your xpensa rapart. Conce] | Back| 516 7 Negt

e Application

- Advance Number | CashAvbasid td Unappliad Advancs Beasan
Avance Amount 500.00 USD This will auto
Advnnce Balsnce SOOI USD
Advance Amaunt Applied 500.00 populate

Cxpenses Digibde For Application 500,00 USD

Advance Balance 500,00 USD

Advance Armourd Applied  S00.00 USD
Updated Advance Balance  (LO0 USD

Capyogher) 300, Couce. A1 ighe s
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Appendix A — Applying a Cash Advance

If you received a cash advance via cash:

¢ Go to the Cash and Other Expenses screen
e Add aline and enter both the Merchant Name and the Expense Type as “Cash Advance”
¢ Enter the cash advance amount as a negative in the Receipt Amount field as follows:
0 If out of pocket expenses are less than the cash advance, enter the amount of out-of-pocket expenses (not the total advance); the traveler will
need to bring a personal check payable to “Dartmouth College” for the remainder of the cash advance that was not used and deposit it at the
Cashier’s Office
0 If out of pocket expenses are greater than or equal to the cash advance, enter the full amount of the advance
0 Onthe Expense Allocations tab, manually enter the Cash Advance chart string (xx.xxx.909000.910000.0000.1465)
* Click next
[ Dartn’lou Expense Reports 2 . O —
Update Expense Report: Cash and Other Expenses
Receipt-Based Expenses [286.50]  Par Dween Expenses (0,001 Misaor Expenses [0.00] el el el =
[Select Experse Lines= Mamove] | Show Receot Cumency

Sshech A | Selict Nong

Sedect, Line | Date Merchant Name Receipt Amsunt Expense Type Justification Resmbursable Amount (USD)  Oniginal Recsipt Missing Details
1 [nvecans [§) Dartreath Ceach Jrs0.00 | * brounds Tansportaton Domest | x| | 180,00 =
2 [ncec20s [§) Coap |1z5.00 |* Gfes | 125.00 |
3 [nvec2ns [ Parvera Bred [12.00 | = Meab-ActuaDomestic | 1200
4 fo3secans [F) wkan |asu00 | = Lodgngomerme | 45800 =
5 [03-Dec2015 j McDonalds L= = + 11.50 B
6 [150ec2ms Mm- [ts00.00) | cast aransce [Bssed via cash evinocanio11s @
z| i T T t =
e B | | | A
a | L | | I
10 | & I I B [ =

Add More Lines Update| Total 286.50
Select Exponss Lines: Ramove| | Show Recept Curency | 29

Receipt-Based Expenses [206.50]  Per Diern Expenses [0.001  Mispoe Expenges (0,001
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Appendix B — Roles & Responsibilities

Payees/Travelers or Delegate (not Finance Center delegates) Grant managers
¢ Comply with College policies and procedures * Review expense reports
e Provide complete, accurate and detailed information * Ensure grant expenses:
 Obtain and submit required receipts/documentation * comply with grant policies and guidelines
 Provide approver —or— grant manager, if grant funded * allowable and reasonable
« Correct errors/remove unallowable expenses * funding available and valid
» Pay for personal or non-College related expenses * Cannot create and approve same expense report

e Cash Advance settled in one expense report

e Submit within 60 days

Approvers
¢ Confirm expenses and funding are:

e allowable and applicable
e available
e reasonable

* Review and approve business purpose

* Approve/deny within 5 days of email notification (2 sent)



Grant Manager’s Guide to Oracle iExpense Expense Reporting

Appendix B — Roles & Responsibilities

Finance Center acting as delegate for payees/travelers

Work with the payee/traveler to receive appropriate information
Review transactions and documentation against College policies
and procedures

Ensure appropriate business purpose

Ensure complete, accurate and detailed information

Ensure correct approver

Send to grant manager first, if grant funded expense

Settle Cash Advance, send the printable page to Cashier’s Office
Report employee gifts to payroll

Regularly review status of iExpense reports

Regularly review unsettled corporate card transactions

Ensure repayment of personal expenses

Ensure terminated employees settle all the transactions before
they come inactive in the system

Work with Procurement to settle fraudulent charges in the system

(need to determine process)

Accounts Payable

Ensure appropriate payments are generated in a timely manner
Research and settle discrepancies with JP Morgan billing

Auditors (within finance centers)

. Review:

Business purpose and verify appropriate information provided
Approver and verify appropriate for payee

Expenses over 60 days old, justification, and notify payee of IRS
requirements.

Verify reasonableness of expense amount

e Confirm/Verify Expenses are:

Allowable under College Policy

Reasonable: purpose and amounts (mileage, meals)
Documented and legible as required

Itemized and alcohol is separated out
Itemized/allocated for Cash withdrawal or advance

*  Approve or reject Expense Report

Institutional Accounting

e Reconcile corporate cards

* Inform appropriate finance center of unreconciled amounts



