\'J FLEMING

Expenses User Guide
PeopleSoft Expenses 9.2

Entering an Expense Report
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Expense Reports

Create Expense Report

Navigate to: My Self Service> Travel & Expenses> Expense Reports > My Expense Reports

My Exponse Roports

Awaiting Approval

e : Y

Pamiiey Moprevet . Actions Descripson Repont Role Updated Date Amount

Pending Payment [} mioage 0000008 1 : xpense 00622 W0 00 CAD
tanacges

Mo AR L. Test traved OOO00007T 'ff""” 020672022 %840 CAD
M

e Click on Create Expense Report
£ Travel Auarizaion Expense Report
Report NEXT
]
Ganaral Information
*Businass Purpose  Geraral Travel & Exzarsa v v et R

*Description  Oracle Conferenco Hamilton
35 Aocounting Defaults
“Dofoult Location  Subwrdand Campus - Pe Q

Reference Q

Updidad on 0203272022

Expense Details

Al Fxpa s Links

rom My Widlict
Quise-Fil
Ceery Expanta Reperct

General Information:

e “Business Purpose” — leave as General Travel & Expense

e “Description” - enter description of expenses (i.e. Sept 2022 expenses)

o “Default Location” - select your home campus

o “Reference” - leave this field blank

e “Attach Receipt” —if you have a general document relating to your expenses you can attach the file
here (this is not where receipts/invoices for specific expenses incurred are to be attached)

e “Accounting Defaults” — this shows your default department (your default department is where your
salary is charged through payroll)

Expense Details:
e “Expense Report Action” - select Add Expense Lines, below screen should appear
o If below screen does not appear, click on “New Expense” row
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Expense Entry

Total (1 em) 0.00 CAD New Expense - 100052022

-~ - Y Date 10062022
e Cwtese P Merw Expense Type Q
= Tuesday, May 10, 2022
New Expense 000 Deseription

e “Date” - enter the actual date that the expense was incurred (note: this cannot be a future date)
e “Expense Type” - Select Expense Type using the Magnifying glass

o Tip: use the search field to find expense type you are looking for

o Tip: Frequently Used button will show past Expense Types you have used

o Note: all travel related expense types have the following options to select from:

=  Ont = travel within Ontario

= (Cdn =travel outside of Ontario but within Canada

= |ntl = travel outside of Canada (International travel)

= PD =travel related to Professional Development (Ont, Cdn or Intl)

o Ifyou are unsure which expense type to select for an expense, please see the “Expense Type
Listing” which can be found on the Finance website or email ap-expenses@flemingcollege.ca for
assistance

e “Description” - enter details of the expense incurred
o If Mileage related:
= the start and end locations (i.e. City/town) must be provided
= if you had passengers, list the passenger names in the description field

o If the expense relates to an approved Travel Authorization Form, please include the Travel

Authorization Report number/authorization ID in the description field

Mileage section:
o “Transportation ID” —leave as 01
o “Kilometers” — enter kilometers, then click “calculate mileage rate” button
= Note: Kilometers entered are to be the lessor of the actual KM'’s travelled to/from the
destination and the KM’s which would have been travelled had the individual left from or
returned to their Fleming home campus
= Please see the “Mileage chart” on the Finance website for standard intercampus travel
between campuses

Payment details section:
o “Payment” —leave as Out of Pocket
o “Amount” —enter amount including HST
= |f mileage expense, the amount is automatically calculated as per above
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* |f meal allowance expense within Canada, leave this amount as $0.00 as the allowance
will be automatically calculated when completing the “Additional Information” section

= Note: meal allowance expense type rates within Canada will be automatically calculated
when further steps below are completed, however meal allowance amounts outside
Canada are to be entered (please reference the Fleming College — Travel and Other
Expenses Administrative Operating procedure which can be found on the Finance

website)

o “Override VAT” — verify “Calculated VAT” matches the HST on receipt/invoice, if it does not
match, enter the actual HST amount from the receipt/invoice in this field

Additional Information section:

o “Billing type” — leave as Internal

o “Expense Location” — this field will only appear for meal allowances within Canada and a
location MUST be selected for the meal allowance to be calculated automatically, select the
appropriate location as per below:

e 8 —Ontario: meal within Ontario
e 9 - Canada - Outside Ontario: meal outside Ontario but within Canada
= Note: the calculated meal allowance amount may not appear until you click “save”

o “Per Diem Deductions” — will only appear for meal allowance expenses and can be ignored

o “Passengers” —this field will only appear for mileage expense, fill in total # of passengers (if
only yourself enter 1)

o “Attach Receipt” —if a receipt is required for the expense incurred, this will be indicated
(warning icon indicating “No Receipts”), attach the applicable Receipt which shows proof of
payment and details of purchase by clicking on “No Receipts” and following the below:

= Note: for meal allowances outside of Canada (Intl), a receipt is not required however
proof of the exchange rate (if US meal allowance) or the appropriate appendix from the
Treasury Board of Canada Travel Directive is to be attached

& Attach Receipt (Required) b Mo Receipts »

Attachments

| Cancel

Expense Entry
Date 05/18/2022
Expensze Type Office Supplies

Amount 113.00 CAD
Attachments Details

Mo attachments exist. Uplead an existing file or capiure receipt image

| < Add Attachment

Choose From

:t Click on the My Device icon to open your directory. Navigate to the file or picture to attach, click
tibeies “Open” and then click “Upload” and “Done”.
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o “Accounting” — click on this if the expense is to be charged to a department other than your
default department (your default department is where your salary is charged through payroll)

[ Cancel| Expense Report Distributions w
Expense Type Office Supplies
Amount 11300 CAD
Accounting Details
| GL ChartFields VAT Amounts Showe Al
Monetary
Amount < *GL Unit < Amnur::t g:;r:r:g:y Exrl,ll";:g:;e *Account < Alt Acct = Dept & Program -
‘+| |_‘ 113.00| | FLEMG Q 113.00 CAD 1.00000000 | 53051 Q Q| 141010 Q

key over the existing department, or use the magnifying glass lookup option to select
the department, then click “Done”

Exceptions section:
o “Personal Expense” — leave as no

o “No Receipt” - if a receipt in not available for an expense which requires one, toggle the No
Receipt button to Yes

= Enter an explanation as to why no receipt cannot be provided by clicking on “No
Comments”, which the appropriate budget manager will review and may discuss further
with you

o “No VAT Receipt” — leave as no (will automatically show as Yes if N Receipt in marked as Yes)

e Click “Save” button on top right hand corner of screen

< Expense Report

Reimburse office supplies | [+

Total (1 Item) 113.00 CAD

+ o v

Add Delete Fiiter More

« Wednesday, May 18, 2022

Offlce §UPD‘IES 113.00
printer ink
@ CAD

Add additional expenses as required following above processes for each expense.

Review and Submit

when all lines have been entered.
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On the next screen a summary of the expenses is shown, click “Submit” button to proceed. If there are any
errors relating to expenses entered this will be flagged.

An attestation/certification relating to the expenses being submitted is required to be read (you may have to
scroll up to see all of the information), once read click the “Submit” button and the expense report is then
routed to the appropriate individuals for review/approval.

Expense Summary

Reimburse office suppliss T Ipdate Detalls
' - Last Saved DSA82022 126050
Expense Report Sumimary Approval Status
Total [1 hem) 113.00 CAD Repoet ID 0000000123 Pending
Due to Employee 113.00 CAD

Addrtional Information

o View Analyhics 2
Submission Confirmation

£ Notes 2002. In sccordancs with the Freedom
of Information and Protecton of
Privacy Act, i will be used oaly for the

| View Printable Report purpose of admanistering College

= expenses and other legally suthorized
administrative purposes wathin the
College

Status and Routing

Navigate to: My Self Service> Travel & Expenses> Expense Reports > My Expense Reports

Expense reports are filed by status in the left hand column as shown in the below.

Clicking on “View All” lists all expense reports and shows their status as shown below (circled in red).

To see the routing of an expense report, click the > to the far right of the expense report line.

My Expense Reports

hesions Descrigtion Buseass Purpose Fepoet 1D Updated Date Armime
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Expense Summary

¥ Status

187.50 CAD Report 000000118 Submined for Approval
e —
Exgense Manage
- o —
ooy A
-V = Not Routed »

The example above shows the approval routing on the right side of the page.
On the left side the Expense report total amount is shown.

Under the Additional Information Section the view analytics option opens the page below.

View Analytics

Summary By | DateType v
Expenses by Day
Average Daily Amount 193.75 CAD

Highest Expense by Day 226.00 CAD, Tuesday 05/03/2022

Lowest Expense by Day 161.50 CAD, Monday 05/02/2022
Expense Type © Total Amount < Mo 05i02/2022 < Tu 05/03/2022 ©
Advertising 226.00 226.00
Books 105.00 105.00
Office Supplies 56.50 56.50
Total (CAD) 387.50 161.50 226.00

Expense Report Notifications

Once your expense report has been approved, you will receive an email notification.

You will also receive another email notification when the expense report has been paid (example shown
below).
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o evolve-notify@flemingc.on.ca

To I

=

1327387

IName

| |
| Employee ID | \
| Payment Amount || 244.50 CAD [
[Payment Date “May 13, 2022 j
| |

|

|

|

|

| Payment Method |EFT

|Bank Name |

[Bank Account H ks TS

| Expense Report ID||Amount | Description
[0000000113 | 244.50 CAD|[Test

Expense Reports

Authorize another user to create and submit expense report on your behalf
Navigate to My Self Service> Travel & Expenses > User Preferences > Delegate Entry Authority

Click the + button and add another user, then click “Save” for the other user to add Expense reports on your
behalf.

Authorize Users
Entering new UserlDs on this page will give those users the ability to enter

expense ransactions on behalf of the employee.

Authorize Users

*Authorized User ID Name *Authorization Level

- Estaswni | |#]=
< NN Edit & Submit v +=]

When Userl enters an Expense Report for User2, the Employee has to be changed from the down action box
to the right of Userl, the employee name, as shown on the next page.
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Expense Report

General informatian

“Business Purpose

Descripoon

Detauit Location

Reference

General Travel 8 Experses |V

Allach Recegt

02 Accouring Dedanms

Creation Dase 300

-

Updated on 300

Click “Change Employee” and the window below pops up. The user then selects the employee.

eneral information

Expense Details

“Business Pupole

“Decription

“Detandt Lexstion

Reference

Geveral Travel & Exporsos v

B

Employee Search

EE

Expense Report

Business Purpose

Dercription

Detauit Location

Reterence

Gereral Travel & Expenses |V

Atlach Rocegt

£ Accourting Detauls

Creation Date 30

Updated on 30X
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