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TRAVEL AND EXPENSE

—

THE DEPARTMENT OF FINANCE HAS PARTNERED WITH THE OFFICE OF
INFORMATION TECHNOLOGY(OIT) TO AUTOMATE THE CURRENT TRAVEL AND
EXPENSE POLICY FOR THE CITY COLLEGES OF CHICAGO(CCC). USING THE
PEOPLESOFT TRAVEL AND EXPENSE MODULE, FINANCE AND OIT WILL
DELIVER A TECHNICAL SOLUTION INTEGRATED WITH DATA FROM HR,
PAYROLL AND ACCOUNTS PAYABLE. THE END RESULT WILL BE A “POLICY
DRIVEN”, FULLY AUTOMATED PROCESS THAT WILL PROVIDE TRANSPARENCY,
EXPEDITE PAYMENTS AND REDUCE MANUAL PROCESSES FOR CCC
EMPLOYEES, MANAGEMENT AND FINANCE STAFF.
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Travel and Expense Software will automate each area above
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TRAVELAAUTHORIZATION (TA) & TRAVEL—
. © “EXPENSE (TE) REPORT
© WORKELOW /APPROVALS EXAMPLES

\/ Union Tentati o Live date before or by mid October
e

‘ ) Rep '
Online Union Employee
Travel /Expense Supervisor*
RequeSt Request

Begins online approval
workflow

*Executive

Director /Business
Manager

Paper
request

e

CITY COL
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* = Same as CCC Works1st tseyél Approver u\ )
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http://www.ccc.edu/
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PAIS 1OK
AP PREPAID TRAVEL/CASH ADVANCE AUTHORIZATION
e WORKFLOW EXAMPLES

Travel
Related
Prepaid
EXxpenses

(TA)
Employee
Cash
Advance

TA — Prepaid
Registration

AP notifies
Employee by
email to Employee or
Create a Student
Cash Services

CA is enter
by the

Advance Dept.

Voucher /Designee

Create AP Prepaid
Voucher

CA is routed
through

Approval
Workflow

Payment is processed
and disbursed to
Vendor

Cash
AP Prepay Advance
Auditors Final processed
Review & and
Approval disbursed to
Employee

/

Vendor receives

payment

Employee
receives
payment
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AP Prepay Auditors
reviews, approves
and initiates
prepaid voucher

(TA)
Prepaid

Alirfare

AP Prepay Auditors
reviews, approves
and initiates
prepaid voucher

(TA)
Prepaid
Hotel

AP PREPAID TRAVEL/CASH ADVANCE AUTHORIZATIOh\_/
-/
e

TA is placed on
hold

TA is placed on hold

WORKFLOW EXAMPLES

AP notifies
Employee by email
to book flight
online thru CCC
Corporate Travel
Agency

CorpTrav Notifies
AP Prepay Auditor
of pending
purchase

AP Control Analyst
confirms booking
and if needed
make required
adjustments to the
prepaid voucher

TA hold is
released and
approved;
Employee will
receive email
notification of
Approved TA and

AP notifies
Employee/Designee
by email to reserve

Hotel room thru
CCC Corporate
Travel Agency by
phone

A manually record is
not recorded until
after hotel stay is

completed.

Vendor payment is
manually recorded

CorpTrav Notifies
AP Prepay Auditor
of pending hotel
purchase

AP Prepaid Voucher

is Created and
placed on hold

confirmed flight
purchase from
CorpTrav

AP Prepaid
Voucher is Created

AP Control Analyst
confirms
reservation and if
needed make
required
adjustments to the
prepaid voucher

TA hold is released
and approved;

Employee will
receive email
notification of
Approved TA and
confirmed
reservation from
CorpTrav
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AP EMAIL AUTHORIZATION TO FINALIZE

o RMNNIKINICE

© This message was sent with High importance,

From: Nate Imoniruwe
To: Donnetta Ramsey
o L atasha Johnson; || Cherrise Harper; || Chin Bouldin

Subject: American Airlines booking authorization

7

Donnetta,

In the event the ticket price increases significantly please notify District AP before you continue with the booking process.

Thanks

Nate Imoniruwe
AP Control Analyst II
P (312) 533-2942
F (312) 553-2813
C CITY COLLEGES
of CHICAGO

Edueation thet Works

| am approving the travel request for you to finalize the booking arrangements with American Airlines through CORPTRAV website for Ingrid Byrd to attend the SAEOPP Conference on July 29 August 01, 2014 in New Orleans, LA,
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AP/c_QkP{RAv EMAIL AUTHORIZATION REQ

From: ainweb @trondent.com

To: Nate Imoniruwe

Ce

Subject: Autharization required for Ingrid Byrd traveling on 7/29/2014 7:45:00 AM

=/
UEST

Sent: Thu6/12/2014 4:

You have been selected to be the first level authorizer for Ingrid Byrd traveling on 7/29/2014 7:45:00 AM to New Otleans, LA.

You may render your decision on this trip directly from this email by using the links below. If prompted for a password, use the same password you use to access the Pre-Trip Approval website. You also have the option to render your decision by logging into the Pre-Trip Approval website

(https://gtauth.trondent.com/gettherelogin jspsite=citvcolleges).

Record locator - HCGOYO

Booked Fare - 340.00
Lowest Fare - 27500

Air Reason -L

Approve

Decline

Record Locator: HCGOYO

Traveller: INGRID BYRD

Tuesday July 29, 2014

Note: CITY COLLEGES OF CHICAGO
RESERVATIONS 630-656-6640
EMAIL RESERVATIONS AT
CORPTRAV.COM
REVIEW ALL RESERVATIONS
IMMEDIATELY
DISCREPANCIES MUST BE
REPORTED WITHIN 24 HOURS
FOR THE MOST CURRENT
FLIGHT UPDATES REGISTER
FOR FLIGHT NOTIFICATIONS
VIA THE AIRLINE WEBSITE
OR TRIP CASE. THIS IS THE
PREFERRED METHOD FOR THE
AIRLINES
TO NOTIFY YOU OF
CANCELLATIONS OR DELAYS

Hlight Reservation

Airline: AMERICAN AIRLINES

OPERATED BY REPUBLIC
AIRLINES AS AMERICAN EAGLE

FHight: 4306

Departure; Chicago OHare, IL

Asmarsal: Alases Dilansma T A

airweb@trondent.com



o ANNUAL ATTESTATION PAGE

Favaorites = Main Menu~= > Travel and Expenses = » Time Report = » Create/Modify > Create Report

ORACLE All  =| Search 3 | Advanced Search |2 Last Search Results

Legal Attestation

Empl ID: N1234 Fiscal Year 2014

This link opens a new window directly into the Employee Reimbursement and Travel Policy
Travel Reimbursement_and_Travel Allowance Policy

- This is a TNASHLAND doing a simple test. By clicking this box | attest that | have read and accept the terms of the
Employee Travel and Expense Policy. | understand that | am responsible for abiding by the City of Chicago and City
Colleges of Chicago Policies. Failure to comply with this Policy and related procedures may make me, as an employee,
accountable for any questionable expenditure({s)/documentation that may be subject to disciplinary action and/or
possible termination of employment.

| do not agree with or accept the terms of the Employee Travel and Expense Policy. | understand by not agreeing with the
City of Chicago and City Colleges of Chicago Policies | will not be eligible to seek Travel/Expense authorization or
Reimbursement. | also understand that | will not have access to enter Travel Request or Expense Reimbursement
unless | have read and accepted the terms of the Employee Travel and Expense Policy.

Save & Submit

Home

Worklist Add to Favorites Sign out

Mew Window | Help | Personalize Page

10 —



Wiew Travel Authorization

Travel Authorization Details
Matthveww Hichardson

= General Information

Description Travel 1o AHanta Autharization I oooOO00220
Business Purpose Semimnar Felevance Or Benefit o PeapleSoll Semmar
Sgatus Submitied for Approwval oot
De stination Atana Last Updare Dum 072272014 By MRICHARDSOMI1
12:30:56PM
Date From O7fz=iEatd Date To Orf2a2ais Comments |[Lasi mirate nofice (ED
More Cllptinnr.{ |_ GO _I
Details (7 Parsonalize | Find |LY 22 First * 1 af 1 % Last
Dabs “& MoUrit Currency “Payment Typs “Biling Typ=
Airfare arfz=fao14 22500 USD Prepaid-Air Intermal *Datail
Totals
Auhorize o Armunt Z2=5.00 UsSD
Wicw Printable Warsion

" Peanding Actions Parsonalize | Find |4 22 First 1 1-4of4 * Lacy
Rake Mame Aczlon Cune TIme
Supervisar Feory, Joanne
Exez Oir §f Bus Mgr Amngion Janes Angela
Fra=zident £ YWice CGhancellor TESUPER12, TRAINING
Prapay Audior {Paaled)
= Action Histary Persanalize | Find | L7 | 22 First %' 1o 1'% Las1
Rake Hame Acton Dae Times
Employesa Richardsan Matthess SuEmitted oFfz=arz2014 1200256 FMM

Fetum ta Traved end Exgense Centar

5 Petmn ta Search Hl PrewicusimList | 401 Mextin List =] Motify |

11




Trawvel Authorization Details
Watthew Hichard=omn

' General Informeaticm

Descrption Travel (o Atenta Aughorization I ooOo000220
Business Punposs Somimar Felevance Or Benefit to PeopleSolt Semmar
[ =
Sgatus Approwed
Destination AtHaniz Last Updats D 072272014 By CBOULDIM
12:142aPM
Dase From O7/2z/z014 Date To O7/22014 Comments |Last minute notice L
More Options L
Details % Parsonalize | Find |13 | 28 First ‘%' 1 af 1 '& Last
Dians S TR Clarrency "Payment Ty pe “BENNG Typs
Airfare aFfzaf2o14 22500 LUSD Prepaid-Air Intermal *Dhatail
Tovials
Ansthorzed Amoung o= LSO
Less Mon-Approwed DumD LSO
Dwse Emiployee Zes.p0 LSO
YWiew Prmtable Yersion
' Action History Parsonalize | Find | |2 First * 1-5ois * Last
Roke Mame Action Dansy Thime
Employesa Richardson kMatthow Submitied oFr2ai2oi 4 1200 SEPM
Supervisar brary,Joanms Fawicwed OTr22/201 4 1207 4EPM
Exez Oir f Bus Mgr Amington Jones Angala Aporoved orr2ai2oi4 121 0S53PM
Prasident F YWice Chancellor TESUPEHR12, TRAIMING Aporowed OFr22r2oi4 121 2:30PM
Prapay Audior Prince, Diana Aporowved o220 4 1214 20PM
i = Fetumn o Search t Prewiowus im List + | Mexitim List = Moy

12



EM LG¥E/ETRAVEL EXPENSE RECONCILIATIéN/
. WORKFLOW EXAMPLES

If a Cash advance
was given employee

must attach CA
voucher to the

expense request also.

S5O0 00

B SOO.OO

Fralleiee il o ek Employee will lists all
Employee will attach all receipts and SPECE mieals
Employee Create . . by day (prepaid
associated Travel supporting
Expense Report e . and/or employee
Authorization (TA) # documentation to id that's related
associated travel [PEUUIEVE [EEEEE
travel
Aathletic Travel Advances — Accountim Entries
Create the CTO Woucherand iIssue the Adwvanoce Checlk
AZIOSAL1L- AR Travel Aduvance
2ZO0LOO-AP Liability
230300 -Ap Liability
110=221-Cash
Case 1: Receive the Receipts wa=l e s i [ | wance oif SO0 .. O

Create the Thrawvel Expenses Wwouchaer

SS1000-Travel and Conference

AZOSALA-AR Travel Aadwvance

= = R the Receipts for .00 andd Personal Check for S3100.00
Create the 2 Travel Expense Wouchers

SS1C00-Trawel and Conferance
ASOE11- AR Trawvel Aduvance

Create the Departmental Cash Receipt

AAO220 - Cash

AZTOEAL- AR Trawveal Aduvanmnce

Case 2: Receive thie Receipts For [=ZolnMeln]

Create the  Trrawvel Expense Woucher

S51000-Travel and Conferaence
AZFOSAI1 AR Travel Adwvance

and Issuse thhe Chaeck for S200

SS51000-Trawvel anmnd Confaeremnce
230100 -AF Liabhility
230100 Liakility

A1o2Z1-Cash

SSO0.OC

SA0OHD .00

3 Telo Walal

S5O0 00

S LMD RO

S 0O OO

o/

See below the type

of Entries that may
occur

S500.00

S500.ac

SSO0.o0

S0 OO

S5O OO

SEOO. O
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Approve Expense Raport

Expense Report Summary
Matthew Hichardson

¥ General Information
Report Descripdion Travel 1o Atlania
Business Purpose Saminar
Repon Status  Submitied for Approwvel

Report 1D COOI000116
Reada e nca
Created On 07222014

Updased on 07222014
1:3055PM

Employes Basse Cfice
By MRICHARDSOMEA
By MRICHARDSOMS1

Moles

Accounting Deiauls Mars ﬂw“:gl =0
You can deny indwidual expenses and stll approve or send back the owverall report.
Expenes Line ltie=ms Personalize | Find |i." o=
P
EXpense FEImburse Rzcelpt Beceip
Type Dae m:mem Project Activiry . CamE noy = iR Aemuimed Approve
Airfars oFr2araons  CCCEO O0O0000 Z25.00 LSO - = =
Expanss Report Totals
Employes Expenses (1 Lins) =35.00 UsSD D= Employss o.on UsD
Homn-Reimbursable Expenses oo USD Due Saupplier oo USD
Prepaid Expenses =35 00 USD Dhefinition of Totels
Employes Credits 0.03 UsD
Supplier Credits o.00 UsD
Cash Advances Applied 0.3 UsD
* Pending Actions Personalize | Fnd | L (2 First * 1-2ofs * Last
Aol Hame= A cton Dase Time
Supsarvisor wory.doarme
Exec Dir f Bus Mgr Arrington Jones Angals
President f Wice Chancallor TESUPER 2 TRAINING
Prepay Auditor [(Pooled)
* Action History Personalize | Find | L2 | 252 First ' * 1 of1 ' Last
Aol Flame Aczlon DassThime
Employasa Hichardson, Matthes Submitted oF2aa0did4 1:30:55PM

* Comments

e 14



Jiew Expense Report ) Expanse Details

Matshew Richardson Actions| - Choose an Actian GO
Business Purpose Seminar Report 0000000113 Paid
Descripsion Fesling HOT, HOT, HOT Creased 07/17/2014  Matihew Fichardson
Referance Last Updaged 07/17/2014  Digna Prince
Totals 7 & View Printable Version @ View Analytics (2 MNotes
Empleyes Expenses (2 Lines) £25.00 USD Hon-Reimbursable Expenses 000 USD Employee Credis ouoa USD
Cash Advances Applisd 0.00 USD Prapaid Expenses 625.00 LSO Supplier Crediss ouod USD
Amount Due to Employes 0.00 UsSD Amount Due to Supplier 0.00 UsD

[©° By checking this box, | cerity the expenses submitsed are sccurate and comply with expense policy.

Submit Expensa Raport Withdraw Expense Heport Submitted On  0717/2014  Submitied By Matthaw Hichardzon
Approval History
2 v v o
Submitied Supserisor Prepay Auditor = ——
Matthew Richardsen Jnarine ory Diarsa Prince e
Acslon Aole Hame DataTime
Submitted Employes Matthaw Fichardson TFHT2014 4:16:58PM
Approved Supervisor Joanne ary 72014 4:19:57PM
Approved Exec Dir / Bus Mgr Angala Amngion Janes TFHT2014 4:2128PM
Approved President [ Vice Chancallar TRAINING TESLIPER1Z WAT2014 4:23:23PM
15
Approved Prepay Auditor Diana Prince Q72014 4:24:50PM

f | Previoussinlist |4 Me-rlinlel_



Wiew Traval Authorization

Trawvel Authorization Details
Mattheow Hichardson

' Genaral Information

Description Fealing HOT, HOT, HOT Aughorzation I OoOO300210
Business Purposs Saminar Rekvance Or Bamnefit vo Tasiing
L= =
Ssatus Closed
Destination Las Wegas Last Update Dm O7A7/2014 By CBOULDIM
SEa2sP
Dage From O7/17/2014 Date To OFF1772014 Commeants |Tesling i
More Opticons GO
Detaile [ F Parsonalize | Find | £ | 25 Firet % 1-2 of 2% Last
Das= “Amourn Cunmency “Paymem Type “Billing Type
Arfare JrTien1a s0g.00 LSO Prapaid-Air Irtemal *Dietsil
Hegistatian arHTiaoia 12500 LUSD Frapaid - Trawel Imtemal “Detzil
Totals
Anrhorize d Amouns E25. o0 LSO
Less Non-Approwved ooon LESD
D= Emiployes E25.00 LESD
Wiens Printable Warsion
' Action History Personalize | Find | &Y | 2 First * 1-5oi5'* Lasi
=hT = Mlame Action Daney Thime
Employesa Hichardson hatihaow Submitied oF7iI2014 2-33:33FM
Supervisor heary Joanmns Bovicwred OF17I2014 3:34:53930M
Exec Oir§f Bus Mgr Asrington Jones Angsala Approwed oOF1FI2014 337 :09PM
Prasident / Wice Chancellor TESUFPER12, THAIMING Aporowed o717 i2014 337 44FM
Prapay Auditor Frince,Diana Approweed oF17i2014 3-38:25FM

o Retumn o Search | (1] Prewiousin List | ] Mextinlismt | 5] MNodily 16



Approval requested for travel authorization VC Meeting - T&E Demo for Prince,Diana.
X DELETE  4=REPLY €= REFLYALL =3 FORWARD ==

mark as unread

fstestS@cecc.edu

Maon 6/16/2014 11:15 AM

To: M fstesth:

A travel authorization request has been submitted that requires your attention:

Employee ID: 000003707

Employee Mame: Prince,Diana

Submission Date: 2014-06-16

Travel Auth Description:VC Meeting - TRE Demo
Travel Auth ID: 0000000118

Business Purpose: Conference

Reimbursement Amount: 198,44 USD

You can navigate directly to the page for more infarmation by clicking the link below:

http://rtdc78287 qaemt.us.oracle.com/psp/pva20dvint/EMPLOYEE/PSFT CCCFSTRMN/C/APPROVE EXPEMNSE TRANMSACTIONS.EX TA | y
UTH APPR.GEL?Action=U&TRAVEL AUTH ID=0000000118&1INE NER=1 o

& RN




- 4

_ EMAIL SENT TO EMPLOYEE (PAYMENT)

Expense report for 657.00 USD has been approved for payment.
X DELETE € REPLY €= REPLYALL =» FORWARD  [===

fetests E’CEC.E‘ClJ mark as unread
Mon 6/16,/2014 11:18 AM
Ta: W fetests:

Subject: Expense report for 657.00 USD has been approved for payment.

The following expense report has been approved for payment:

Employee ID: 000003707
Employee Name: Prince, Diana
Submission Date: 2014-06-02
Report Description: TEST

Report ID: 0000000038
Business Purpose: General Travel
Total Amount: 657.00 USD

Reimbursement Amount: 657.00 USD
You can navigate directly to the page for more information by clicking the link below:

http://rtdc78287gaemt.us.oracle.com/psp/pv920dvint/EMPLOYEE/PSFT_CCCFSTRN/c/ADMINISTER_EXPENSE_FUNCTIONS.TE_EXP_SHEET_INCQ.GBL?Action=U&SHEET_ID=0000000038

18 e
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ORACLE | All v| Search | »| Advanced Search

Commitment Control Budget Details

Business Unit Ledger Group Account Fund Dept Program Class Project Eﬁr Budget Period
CCCcGo APPROP 550000 oooo3 2000450 20000 000oo 0000000 ooz 2014
1 3
| Display Chart i)
| Ledger Amounts |
Max| 100
Budget: 13,506.59 UsSD G <-_§ Rows
Aftributes
Expense: 10,001.81 USD G <-§ Parent/ Children
Associated Budgets
Encumbrance: 1,500.00 USD & @
Pre-Encumbrance: 0.00 USD & <l
Associate Revenue 0oo  USD
Available Budget
Without Tolerance 2004785 UsD Percent (14.84%)[ Forecasts
With Tolerance 2,004?85 UsD Percent (14.84%},@
| Budget Exceptions
Exception Errors 0 Exception Warnings 0 Budget Exceptions

19
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ENCUMBRANCE EXAMPLE DETAIL

Addto Favorites | Sign out

hdow | Help | Personalize Page

_—
Favorites = ’ Main Menu~ > Commitment Control ~> Review Budget Activities ~ > Budget Details
Home | Worklist |
ORACLES \ All v[Search I»l Advanced Search
Activity Log X
Commitment Control Help
Ledger APPROP_EN
Busi Unit LedgerG
s e SO oL | O pisplay open encumbrances only
CCCGO APPROP Activity Log Personalize | Find | View All | & | [ First' ¥ 1-20f2 2 Last
<« [ I:':: E:;::'nent Document ID nggt" Account Fund Dept Program Class Project 8:? Budget Period
I Display Chart
: @ % 1 lTE;f""e'A“"‘ 0000000115 N 550000 00003 2000450 20000 00000 0000000 002 2014
LLedgerAmounts :
Bidges @R % 1 [TE;?"’E'A““‘ 0000000121 N 550000 00003 2000450 20000 00000 0000000 002 2014
Expense:
<[ | »
Encumbrance:
Pre-Encumbrance: | 2. I
- Associate Revenue 000 USD
| Available Budget
Without Tolerance 2004785  USD Percent (14.84%) Forecasts
With Tolerance 2004785 UsD Percent (14.84%) 5
fBudget Exceptions
Exception Errors 0 Exception Warnings 0 Budget Exceptions
|EI‘ Return to Search HEI Notify |

¥\

20



/" Travel & Expense Center

N/

Home | Waorkli

ORACLE | All v| Search | >>| Advanced Search

Travel and Expense Center

@ Travel and Expense Center

Employee Travel and Expenze Center

ﬁ Expense Reports W Time Reports ﬁ Travel Authorizations
__. Create, modify, print, view or delete an Expense Report Create, modify, print, view and delste Time Reporis Submit and review travel authorizations.
B Create/Modify = Create/Modify = Create/Modify
= Print = Print = Print
B View E View B View
=] Delete = Delete 2 More...
ﬁ Cash Advances ﬁ Travel Services =] Forecast Time
Create, modify, print, views or delete Cash Advances View My Rezervations, Change your passwords, and log on to Travel Partner sites @ Create, modify or view forecast data
E Create/Modify = Wy Reservations = Forecast Time
= Print = Travel Partner Password = Review Forecasted Time
Bl View = Travel Partner Logon
=] Delete
R{??—- Print Reports ',."' Profiles and Preferences % Review Payments
*1’ Print any one of your expense tranzactions. {' Manage your perzonal, organizational and financial details for travel and expenze Review history of expense payments
=] Expense Report reporting. =] Review Expense History
=] Bar Code Receipt Form = Review/Edit Profils B Review Payments
=] Time Report [=] Delegate Entry Authority =l Review Payroll Payments
Z More...
Other Expense Functions
View contents in My Wallet, create your own template, or modify and existing
template.

& Create/Update User Template
B My wallet

21 S
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Viewing a Travel Authorization after submission

S’

Favortes — | Main Menu —

ORACLE

Business Purpose Conference

Status Submitted for Approwval

Destination Chicago

Date From O0O7/08/2015 Date To O07/0&5/2015

Details

.:.'.g.

Date *Amount

Frof Dev 1600 Registratian 07/08/22015 40000 LUsD

Totals
Authorized Amount

¥ Pending Actions
Role

'Rc-'.ne'.ner

Name

Lu,Chao

Supervisor / Manager Thompson [Il,Paul R

‘Exec Director f Bus Manager Lusk Kent R

President / Vice Chancellor Martyn Margaret

JAP Auditor (Fooled)
¥ Action History

Role Name

Employee Bowens, Kim i

|@‘ Return to Search ||E| Matify |

> Employee Self-Service = > Travel and Expenses = > Travel Authorizations = > Create/Modify

Currency

> Wiew

Increase my knowledge in the education area to apply
inthe classroom

Relevance Or Benefit to
CCCc

Last Update Dum 07/05/2015 By KBOWEMNS3
5:27.07FPM

Comments

Attachments (1) Recommended by manager to attend A'ﬁ'

GO |

]l

First *' 1 of1 » Last

More Options

Personalize | Find | | @

*Payment Type *Billimg Type

Employee Paid Internal *Detail

400.00 USD

“iew Printable Wersion

Personalize | Find | | == First ‘4 1-4 of4 "*/ Last

Action Date/Time

Personalize | Find | & |E First “4' 1 of1 "2/ Last
Action Date/Time
Submitted 07052015 8:2707PM

(



-~ Approved Travel Authorization

Kim Bowens

¥ General Information

Description Curriculumm Integration Summit

Business Purpose Meeting Off-Site
Status Submitted for Approval

Destination BLOOMINGTON, 1L

Authorization ID 0000002252

Relevance Or Benefit to Grant Funded 103261520 Class Code 1221, Perkins
CCC grant requirement.

Last Update Dttm 03/25/2015

By KBOWENS3

272123PM
Date From 04/08/2015 Date To D4/03/2015 Comments [Late z
More Options | v|| GO ||
Details (2] Personalize | Find |2 | B8 First 4 10712 Last
Date *Amount Currency *Payment Type *Billing Type
Meals 41082015 46.00 USD [Employee Paid Internal *Detall
Totals

Authorized Amount

46.00 UsD

¥ Pending Actions
Role Name

Reviewer :I_u,Chau

Supervisor / Manager Thompson 1l Paul R

Exec Director f Bus Manager :I_usk,Kent R

President / Vice Chancellor Martyn,Margaret

AP Auditor (Pooled)

Actiam

Subenied
Submmetied
Rerstryed
Appeoved
Approved
Approved

DiatelTimae

212014
12212014
1222004
AHT12014
12212014
122120104

Wiew Printable Versior

Pemonakze | Find | C2 |E0  Fiust © 16016 Last

6320
TAT00FM
TG A5FM
e 1P
T FO0SPM
T30 32PN




Heimbursement

Creating an Expense Report

Create Expense Report

[3) Save for Later | ¢& Home | [z Summary and Submit

Kim Bowens (7) Quick Start | A Travel Authorization ]| co |
*Business Purpose| ¥ | Destination| |Q
*Report Description | | 4 Attachments
Reference | a,
Expenses (7
Totals (0 Lines) 0.00 USD
*Date *Expense Type Destription *Payment Type *Amount *Currency i s
| B o A28 1] | 000 Uso Ja, [#/[] )

Expand All | Collapse All

Totals (0 Lines) 0.00 USD




e

New Wind

- N
7k summary and submit
L)

A Travel Authorization ¥

A Destination @

lescription ‘/é Aftachments

Reference a3

Copy from Approved Travel Authorization

Travel Auth Description Authorization ID Date From  Date To Amount
Expand Al Collapse All

EDU Conference 00000028569 07/06/2015 07/06/2015 4004

STEM CCR Curriculum

Alignment 0000001522 06/02/2015 D6/0272015 120.00 USD
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Travel Authorization copied into an Expense Report

L

Home

ORACLE

Create Expense Report

Kim Bowens (7}

*Business Purpose | Conference

*Report Description :EDU Conference

Favorites - | Main Menu~ > Employee Self-Service = » Travel and Expenses = > Travel & Exp. Reimbursement = > Create/Modify

[ Save for Later | ¢&Home | [ Summary and Submit
v] [ eo |

Actions [ __Choose an Action

Destination |Chicag0 _|Q

Authorization ID 0000002369

& [Aftachments (1)

Reference| Q, nt
Expenses (7)
Totals {0 Lines) 400.00 USD
T ate *Expense Type *Description *Payment Type *Amount *Currency
v 07/0672015 |[5) [Prof Dev 1600 Registration v]  "[EDUConference A2 [Employee Paid v uso fa, [
*Billing Type Receipt Spitt ¥ Defauit Rate *Exchange Rate B
O Non-Reimbursable Reimbursement Amt 40000 USD
ONo Receipt
} Accounting Details (7)
Totals {0 Lines) 40000 USD

Expand All | Collapse All

(



Confirming an Expense Report

Create Expense Report

[ Save for Later | ¢& Home | E5]Expense Details

*Business Purpose | Conference v

*Description EDU Confarance |

Reference| [,

Totals @ =] View Printable Version @ View Analytics

@ Notes

Actions|..Choose an Action v]| co |

§ Attachments (1)

Employee Expenses (0 Ling) 400.00 USD Non-Reimbursable Expenses
Cash Advances Applied 0.00 USD Prepaid Expenses

0.00 UsD
0.00 UsD

Employee Credits 0.00 UsD
Supplier Credits 0.00 UsD

Amount Due to Employee 400.00 USD

Amount Due to Supplier

0.00 USD

By checking this box, | certify the expenses submitted are accurate and comply with expense policy.

Submit Expense Report |




Expense Report

~

Create Expense Report Save for Later | ¢ Home | ] Expense Details
Actions | ..Choose an Action v|| co |
*Business Purpose | Conference v|
*Description [EDU Canference |
Reference | [,
Totals ® View Printable Version R View Analytics @ Notes § Attachments (1}
1 Employee Expenses (0 Line} 40000 UsD Non-Reimbursable Expenses 0.00 UsD Employee Credits 0.00 UsD
R Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 400.00 USD Amount Due to Supplier 0.00 USD

[ Submit Expense Repart

[ By checking this box, | certify the expenses submitted are accurate and comply with expense policy.

| €——




Su%mitting an Expense Report

7 Hloma

A Home | (G
iy MOME | £C

Create Expense Report
Submit Confirmation

Totals (2)

Employee Expenses (0 Line) 400.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD

Amount Due to Employee 400.00 USD Amount Due to Supplier 0.00 USD




sults after submitting an Expense Report

Favorites - ‘ Main Menu~ » Employee Self-Service = » Travel and Expenses ~ » Travel & Exp. Reimbursement = » Create/Modify

Home
ORACLE
View Expense Report (&) Home | 3] Expense Details
Actions | .Choose an Action v|| co |
Your expense report 0000001691 has been submitted for approval.
Business Purpose Conference Report 0000001691 Submission in Process
Description EDU Conference Created 07/06/2015  Kim Bowens
Reference Last Updated 07/06/2015  Kim Bowens
Totals (2 § View Printable Version e View Analytics Notes f Aftachments (1)
Employee Expenses (1 Line) 400.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 400.00 USD Amount Due to Supplier 0.00 USD

/By checking this box, | certify the expenses submitted are accurate and comply with expense policy.

Submit Expense Report

| Refrash Approval Status |

(



- N/

An emall is sent to an Approver after submitting a TE Report

Approval requested for travel authorization VC Meeting - T&E Demo for Prince,Diana.
X DELETE  +=REPLY €= REPLYALL =2 FORWARD  =***

mark as unread

fstestS@ccc.edu
Mon 6/16/2014 11:158 AM

To: [ fstesth:

A travel authorization request has been submitted that requires your attention:

Employee ID: 000003707

Employee Mame: Prince,Diana

Submission Date: 2014-06-16

Travel Auth DescriptionVC Meeting - T&E Demo
Travel Auth ID: 0000000118

Business Purpose: Conference

Reimbursement Amount:  195.44 USD
You can navigate directly to the page for more information by clicking the link below:

http:/irtd 78287 gaemt.us.oracle.com/psp/pva20dvint/EMPLOYEE/PSFT CCCRSTRM/C/APPROVE EXPEMSE TRAMSACTIONMS.EX TA

UTH APPR.GBL?Action=URTRAVEL AUTH ID=0000000115&1IME MER=1 =

"’ \J ~



\ — 4

View Expense Report Expense Details

Kim Bowens

Actions | ...Choose an Action v]| co |

Business Purpose Conference

Report 0000001691  Submitted for Approval h
Description EDU Conference

Created 07/06/2015  Kim Bowens

Reference Last Updated 07/06/2015  Kim Bowens
Totals @ =] View Printable Version w7 View Analytics (& Notes & Attachments (1)
Employee Expenses (1 Line) 400.00 UsD Mon-Reimbursable Expenses 0.00 UsD Employee Credits 0.00 UsD
Cash Advances Applied 0.00 UsD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 UsD
Amount Due to Employee 400.00 USD Amount Due to Supplier 0.00 USD

By checking this box, | certify the expenses submitted are accurate and comply with expense policy.

[ Submit Expense Report ] [ Withdraw Expense Report ] bmitted On  07/06/2015 Submitted By Kim Bowens

oroval History

Supenvisor / Managsr Exec Director / Bus Manager
Paul Thempsen 11l Kent Lusk

Action Name Date/Time

Submittad Employee Kim Bowens 07/06/2015 9:38:54FM




/ /o \A{@\pproved Expense Report

ORACLE
Kim Bowens Actions | ...Choose an Action ][ co |
Business Purpose Conference Report 0000001691 Approved for Payment
Description EDU Conference Created 07/06/2015 Kim Bowens
Reference Last Updated 07/05/201%  China Bouldin
Totals @ g View Printable Version wa View Analytics @ Motes & Aftachments (1)
Employee Expenses {1 Line) 400.00 UsSD Non-Reimburs Expenses 0.00 UsD Employee Credits 0.00 UsSD
Cash Advances Applied 0.00 USD repaid Expenses 0.00 USD Supplier Credits 0.00 USD

Amount Due to Employee 400.00 USD Amount Due to Supplier 0.00 USD

By checking this box, | certify the expenses submitted are accurate and comply with expense policy.

| Submit Expense Report | Withdraw Expense Report | Submitted On  07/06/2015 submitted By Kim Bowens

| ¥ Approval History |

i =l i— =] ¥ 7l
3 =g’ > n
Submitted Revigwer Supenvisor / Manager Exec Director / Bus Manager AP Auditor P i
Kim Bowsns Chao Lu Paul Thompsan 11 Kent Lusk China Bouldin ‘ayment ' !
il
Action Role Name DatefTime k
Submitted Employee Kim Bowens O7/08/2015 9:38:54PM
Reviewed Reviewer Chao Lu 07/06/2015 9:40:06FM
Reviewed Supernvisor / Manager Faul Thompsaon I 07/08/2015 S:49:50PM
Approved Exec Director / Bus Manager Kent Lusk 07/06/2015 9:50:35PM

Approved AP Auditor China Bouldin 07/06/2015 9:51:35PM _)




\/Approved Payment Email Notification

Expense report for 657.00 USD has been approved for payment.

X DELETE  €=REPLY  €&=REPLYALL  =» FORWARD  =**

mark as unread
Jerome Goudelock
Tue 6/17/2014 259 AM

To: [ fstest3;

Subject: Expense report for 657.00 USD has been approved for payment.

The following expense report has been approved for payment:

Employee ID: 000003707
Employee Name: Prince, Diana
Submission Date: 2014-06-02
Report Description: TEST

Report ID: 0oooo0ooa38
Business Purpose: General Travel
Total Amount: 657.00 USD

Reimbursement Amount: 657.00 USD
You can navigate directly to the page for more information by clicking the link below:

http://rtdc78287qaemt.us.oracle.com/psp/pv920dvint/EMPLOYEE/PSFT_CCCFSTRN/c/ADMINISTER_EXPENSE_FUNCTIONS.TE_EXP_SHEET_INC.GBL?Action=U&SHEET_ID=0000000038

(

u\/ 9



~ Completed Paid Expense Report

ORACLE"
Business Purpose Meeting Cff-Site Report 0000001425 Paid
Description STEM CCR Curriculum Alignment Created 05/25/2015 Kim Bowens
Reference Last Updated 05/298/201% Thomas Garcia
Totals @ Wiew Printable Wersion ) View Analytics @ Mates @’ Aftachments (1)
Employee Expenses (1 Line) 6205 UsSD Non-Reimbursable Exp 0.00 USD Employee Credits 0.00 UsSD
Cash Advances Applied 0.00 UsD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 UsD
Amount Due to Employee 92.95 UsSD Amount Due to Supplier 0.00 USD

By checking this box, | certify the expenses submitted are accurate and comply with expense policy.

| Submit Expense Report | Withdraw Expense Report | Submitted On 05/27/2015  Submitted By Kim Bowens

| ¥ Approval History |

n

&
Submitted Supervisor Exet Director / Bus Manager AP Auditor
Kim Bowens Kent Lusk Thomas Garcia

Action Role Name DateTime

Submitted Employee Kim Bowens 05/27/2015 8:41:02AM

Reviewed Supervisor/ Manager Faul Thompsan Il 08/27/2015 3:55:01FM

Approved Exec Director / Bus Manager Kent Lusk 05/27/2015 5:29:10PM

Approved Prasident /Vice Chancellor Margaret Martyn 05/27/2015 6:47:07FM

Approved AP Auditar Thomas Garcia 05/29/2015 1227 41PM




Questions?
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VALID BUDGET FOR TRAINING

N 4
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