New York State Office of General Services
Business Services Center
Empire State Plaza
Albany, NY 12242
(Phone) 518-457-4272
(Fax) 518-486-9166

Creating an Expense Report in SFS
Using My Wallet

An Expense Report (ER) is a tool employees use to be reimbursed for travel or other out-of-pocket expenses and to account
for transactions made on a state travel card. It is a recommended best practice to create, submit, and account for travel card
transactions on an Expense Report in SFS using “My Wallet” within ten days of completed travel.

All Travel Card transactions are automatically loaded into the SFS “My Wallet” from the credit card company. From My Wallet,
you can select transactions and apply them to Expense Reports as necessary.

& Employee-facing registry co

|n thls module, Lo t- | t1 provided by New York State O
=
. . . g, https://perftest.sfs.ny.gov/psp/SFS/EMPLOYEE/EMPL/h/?tab=DEFAULT - 5 4| X Bing
you will learn ~

i Favorites |@ Employee-facing registry content

how to create a

travel expense

report using My STATEWIDE o
Wallet. gl\l;isﬁ‘—lgﬂAL

Click SFS
Applications.

NOTE: All items
marked with an
* must be
completed.

NOTE: Save
periodically as
SFS times out
after 20
minutes.

Welcome

Enterprise Menu

# SFS Applications

# Reporting Tools

= Change My Password
- My Personalizations
= My System Profile

SFS Communications
Welcome to the
Statewide Financial System (SFS)
Performance Testing

(ERT / PRFCAS)
Agency User Portal

12/27/12, 10:15 AM SFS SYSTEM ALERT UPDATE: Issues with
transmission of bulkload extracts and IDLs have been resolved.
Agencies should receive their IDLs this afternoon.

12/26/12, 1:30 PM SFS SYSTEM ALERT: SFS is currently
experiencing issues transmitting bulkload extracts and IDLs fram
PRFCAS for Friday 12/21/12 through today (Wednesday 12/26/12).
We are troubleshooting and will transmit the files once the issue is
resolved.

AGENCY AP USERS: Please refer to OSC Accounts Payable
Advisories for important information and guidance on processing
transactions in the AP module.

When running PO Dispatch in the Purchasing module, users
MUST enter their Agency GLBU in the Business Unit field. See
this communication for full details.

Agency PO Processors: you MUST check the “Amount Only*
box on service-based PO line items. See this communication

My Reports

No Reports To Display

Report Manager

Last updated: 02/12/13
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Click SFS
Financials
(either location).

ny.gow/ psp/SFS/EMPLOYEE/EMPL/:

[EBLIB_PTPP_SC.HOMEPAGE. FieldFormulaJScript AppHPIpt fname=NY PAPP SF5 A + & | ¢4 | x [I[=) Bing
—

i Favorites | {@ Base Navigation Page

Welcome

L STATEWIDE
B FINANCIAL
Il SYSTEM

- SFS Financials B R
- SFS Repors ﬁ SF$ Applications

SFS Applications

SES Financials = SFS Reports
SFS Financials SFS OBIEE Reports.

'+ Reporting Tools

= Change My Password
= My Personalizations

- by System Profile =

Click Employee
Self-Service.

Menu

Search:

[ My Favorites ?

- Employee Self-Senvice’
[ eProcurement

> Travel and Expenses
[ Waorklist

> Tree Manager

> Reporting Tools

> PeopleTools

|~ My Personalizations

- My System Profile
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Click Expense
Report under
Employee T&E
Center.

ﬁ Employee Self-Service

[ Travel and Expenses ﬁ Travel and Expenses ﬁ Employee T&E Center
[» Employee T&E Center Submitreview expense reports, cash advance reguests, or travel authorizations. Employee Travel and Expense Self-Service Center

[> eProcurement = My Wallet [ Review Payments

[: Travel and Expenses = Review Payments [ Other Expense Fdctions
[ Worklist = Review Expense History O Expense Report

[ Tree Manager [ Travel Authorization

I Reporting Tools

> PeopleTools

= My Personalizations
|~ Wy System Profile

Click Create.

'm/EMPLOYEE/ERP/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormulaJScript_AppHP?pt_fname=CO_EMPLOYEE SEl + g X E.qu
—

ﬁ Expense Report

Create, modify, pyfit, view or delete an Expense Report

[> Travel and Expenses Create = Modi = Prin

[» Emplayee T&E Center = Create an Expense Report = WTLH Expense Report Print an Expense Report
[> eProcurement

[ Travel and Expenses
[ Worklist E View

[ Tree Manager View an Expense Report
I Reporting Tools
> PeopleTools

= My Personalizations
|~ Wy System Profile
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Collapse the
menu pagelet by
clicking the
minimize
button.

This action gives
a larger screen

(Create - Microsoft

& https://prifin.sfs.ny.gov/psp/fscm/EMPLOVEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCTION. FieldFormula.iScript_AddExpense’TEMenuVar=ADN + 4 |43 | x (=] Bing P~
—

¢ Favorites |g Create

sfs

Search Mew Window | Help | E

[ My Favorites
Employee Self-Senvice
[- Travel and Expenses
=~ Employee T&E Center
[» Review Payments
[» Other Expense

Create Expense Report
Expense Report Entry

User Defaults

Report ID: MNEXT Aftachments (0}

for better Functions Quick Start: A Blank Report - ﬂl
. . — Expense Report ~ General Information
VIEWIng' = Modi *Description: Comment: =
*Business Purpose: - Reference:
b Travel Authorization DOB Approval Code b
[» eProcurement —
[> Travel and Expenses Default Location: a
I Warklist Outof State  Official Station: Albany, NY Work Location
1> Tree Manager Travel Dates From &
> Reporting Tools To
> PeopleTools MNormal Work Hours From{HH:MI) To(HH:MI)
- Ly Personalizations
— My System Profile
Accounting Defaults Applv Cash Advancels) ions: -
Accounting Defaults Apply Cash Advance(s More Options: [ele}
First £l 1-4 of 4 X
Select T “Expense Date | *Amount Spent | *Currency *Payment Type i
Copy Selected | Delete Selected | New Expense ~  Add Check For Errors
Totals S
This is the & Create - Microsoft Internet |
—
Expense Report \;3 | &) https://prfin.sfs.ny.qov/ psp/fscm/EMPLOYEE/ERP /s/WEBLIB_TE_NAV.WEBLIS_FUNCTION FieldFormula.isc + 4 |43 | x [Il(] Bing N
L\ —

Entry page. It is
used to create
and submit ERs.

7.7 Favorites | @ Create ‘ ‘

New Window | Help | |

Create Expense Report

Expense Report Entry

User Defaults Report ID: MNEXT Attachments (0
Quick Start: ABlank Report - €0
*Description: Comment: 2
*Business Purpose: - Reference:
DOB Approval Code g
Default Location: a
Out of State  Official Station: Albany, NY Work Location

Travel Dates From [5 To 5]

Mormal Work Hours From({HH:MI) To({HH:MI)
Accounting Defaults Apply Cash Advance(s More Options: + GO |

Select *Expense Date | *Amount Spent | *Currency *Payment Type *Billing Type

-

-

Check For Errors |

CupySelectedI Delete Selected | New Expense ~ Add

Totals
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The Quick Start | [ ciste Miresor intemet Elorers e 06 [

list allows the | https://prifin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCTION.FieldFormula.iSc + % 4| x |[= Bing |
user to select o Fevorites  |(@8 Create )
the most srs
efficient
creation
mEthOd' Create Expense Report
Expense Report Entry
C|ICk the Quick ALBERT RELATION 7UHI'DETELIHS / Report ID: NEXT Attachments (0
Start drop down ek Stare Atlank Report -

o A Blank Report — .
arrow. “Description: ATemplate Comment: 2
*Business Purpose: A Travel Authorization - Reference:
An E‘Smmg Repon‘ DOB Approval Code =
Se|eCt Entnes Default Location: Q
[“]out of State  Official Station: Albany, NY Work Location
from My Wa”et Travel Dates From [+ To 21
Normal Work Hours From{HH:MI} To{HH:MI}
Click GO |
N Aaccounting Defauls Apply Cash Advance(s) ions: -
Accounting Defaults Apply Cash Advance(s More Options: GO

First %] 14 of 4

Select “Expense Date | “Amount Spent|*Currency *Payment Type

-

Copy Selected | Delete Selected | Mew Expense * Add Check For Errars I

This is the My
Wallet page. All
Travel Card
transactions for
the traveler will
be loaded here
via a periodic
feed from the
credit card
company.

¢ Favorites | (& Create

New Window | Help | /B~

Create Expense Report
My Wallet

Report ID: MNEXT

Below is a complete list of unassigned wallet transactions. To view all transactions please go to the wallet
menu option under "Other Expense Functions™.

Select All Deselect All |

From this page, Select items and selectif a Personal Expense. Press 'Done’ to add them to the expense report
the user can e L Business

m

select &) 07/25/2012 Vehicle Rental HERTZ RENT-A-CAR 4087 0Gs01 30,90 USD
i T 0712512012 <Unspecified- = ONMOBIL g7 0GS01 40.00 USD
UNSpeciled® g749g133
07/25/2012 <Unspeciieg= SoOCO g g7 0G50 23.00 USD
=nspeciled paa2014700
ERs as ] 07/02/2012 <Unspecified= :E’;?ES&EUGH s g7 0GS01 57.00 USD bl
necessary. ] [0 0710212012 Parking Fees  SAFTALBISTRICT - wocnssssngogy 0GS01 £.00 USD
[ @ 06/29/2012 Train Tickets q‘mmgg& o s 0GS01 72.00 USD
NOTE: The ] 0612812012 Vehicle Rental 4 os RENT 4087 06S01 3192 USD
detail (7] [T 08/27/2012 Fuel for Travel GULF OIL 01803601 *+wsesvegn@y 0G50 1150 USD
i i uel for Trave! Ay
0612712012 Fuglfor Travel 5 000 4087 0G50 56.50 USD
My Wallet ] 0BI2712012 Ef’ncn;fd Dz :E’;?EE&EUGH T 0GS01 57.00 USD
transactions can [ [0 osranorp BECedDar SCARBURAUGH  woresssngogy 0GE01 57.00 USD
only be viewed " 0612212012 Parking Fees F 1AL DISTRICT - sossssecnrnagar 06301 12.00 USD
and not [l 062172012 BERedDar gepyp 1o g7 0GS01 57.00 USD -
modified.
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Note: SFS will
assign expense
types to each
credit card
transaction in
the Expense
Type column.

At times, SFS
may not be able
to match the
expense type. In
these cases, SFS
will assign an
expense type of
<Unspecified>.

NOTE: If the
traveler wishes
to bring an
<Unspecified>
credit card
transaction into
their Expense
Report, they
must first click
the
<Unspecified>
link and assign
the transaction
the correct
expense type.

Create Expense Report

My Wallet

Report ID:

NEXT

Below is a complete list of unassigned wallet transactions. To view all fransactions please go to the wallet
menu option under "Other Expense Functions™.

Select All Deselect All |

Selectitems and select if a Personal Expense. Press ‘Done’ to add them to the expense report.

Select Date Expense Merchant Cardmember Number = Amount
= = Type e =SS Unit e
[[] @@ 0712512012 Vehicle Renlg it 30.90 USD
’ EXXONMOBIL
ZuUnspecified=
[ [T 072502012 <Unspecified= 97458133 4087 0GS01 40.00 USD
SUNOCO e,
=Unspecitied=
[] @@ 0712512012 <Unspecified= ST 4087 0GS01 23.00 USD
) SCARBOROUGH suesnsssnsss, o
=Unspeciiied>
[] [ 07022012 =Unspecified= RESTAURA 4087 0GS01 57.00 USD
; CAPITAL DISTRICT  ,\issrsenss,
[] [T 07/02/2012 Parking Fees e 4087 0GS01 6.00 USD
) ANMTRAK COM b,
[ [T 06/29:2012 Train Tickets 1818104095819 4087 0GS01 72.00 USD
(T 0612812012 Vehicte Rental = o o RISE RENT gy 0GS01 3192 USD
SRR TETE ACAR
[[] [T 06/27/2012 Fuel for Travel GULF OIL 91803601 *rsesssnsgngy 0GS01 11.50 USD
EXXONMOBIL e,
[] @@ 0612712012 Fuel for Travel T 4087 0GS01 56 60 USD
RecptedDay  SCARBOROUGH  eevessssens
] [ 062712012 Dinner RESTAURA 4087 0GS01 57.00 USD
RecptedDay  SCARBOROUGH  y.pvsrssens
] [ 02212012 e ein 4087 0GS01 57.00 USD
CAPITALDISTRICT  4reessmnnne,
[ (T 06/22/2012 Parking Fees TRANSPOR 4087 0GS01 12.00 USD
1 (T peip1r2012 BecotedDar peo ) o R V14 0GS01 57.00 USD 2

GL Business

Worklist

New Window | Help | B+

Add to Favorites

m
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Check the
Expense Type
for items of the
specific trip that
applies to the ER
you are
completing.

If correct,
proceed. If it is
incorrect or
<Unspecified>,
click to alter.

| (& Create - Microsoft Internet Explorer provided | G

© M

i Favorites ‘(é Create

g https://prffin.sfs.ny.gov/psp/fsem/EMPLOYEE/ERP/s/WEBLIB_TE_NAY WEBLIB_FUNCTION.FieldFormula.iScript_AddExpe ~ g | X Bing Pl '
o —

Choose the
expense type
from the drop
down arrow.

New Window | Help | B, =«

Create Expense Report
My Wallet

Report ID: NEXT

Below is a complete list of unassigned wallet transactions. To view all ransactions please go to the wallet
menu option under "Other Expense Functions™.

Select All Deselect All

m

Selectitems and selectif a Personal Expense. Press "Done’ to add them to the expense report.

Amount

[T 0712512012 Vehicie Rental gﬁz RENT-A-CAR 4087 0GS01 30.90 USD
[] @3 07/25/2012 <Unspecified= 974;);";35”' g 097 0GS01 40,00 USD
[ [T 07/25/2012 Unspecified= gg?z?i%on remamamenereg 097 0GS01 23.00 USD
] [T 0710212012 <Unspecified= ch’QFT{ESESUGH 74 0GS01 57.00 USD m
] [ 07/0212012 Parking Fees ?‘f'm;g‘s“;gfm'm s 097 0GS01 5.00 USD
[ [T 062012012 Train Tickets ‘:g:mu‘;gg‘w s 057 0GS01 72.00 USD
] [T 06/28/2012 Vehicle Rental E%RPR'SE e 1 14 0GS01 31.92 USD
[] ([T 06/27/2012 Fuel for Travel GULF OIL 91803601 *====r=r4087 0GS01 11.50 USD
[ T3 06/27/2012 Fuel for Travel gg%”ﬁ?a”' ameag g7 0GS01 56.50 USD
O T os7z012 Sfﬂ‘ne‘fd — ggg?fggfuw remamanenereg 097 0GS01 57.00 USD
Fl T osr2r2012 Efﬂ‘ne‘fd Da ch’QFT{ESESUGH g 097 0GS01 57.00 USD
] [T 062212012 Parking Fees ?‘f'm;g‘s“;gfm'm 4097 0GS01 12.00 USD
71 [T ogrpsz012 RECBEIDA prpip o P 74 0GS01 57.00 USD -

New Window | Help |

Create Expense Report
My Wallet Detail

Re:rl 1D: NEXT

-

Expense Type:

Transaction Date: Membership costs -
Mileage - Alternate Rate

Payment Type: Wisc Travel Expenses

Merchant: Maoving Expenses (NonTax)

Expense Location: Moving Expenses (Tax)

Cardmember Number: Mon Reimbursable Expenses

PDiem-Cwvrngt Extra Brifst

Transaction Amount: PDiem-Ovrngt Extra Dinner ntry: USA
PDiem-Ovrngt Meals

Exchange Rate: PDiem-Pub Official Day

- . PDiem-Pub Official Ovrngt

Reimbursement Amt:
PDiem-Unrecpted Day Brifst

Description: PDiem-Unrecpted Day Dinner m
PDiem-Unrecpted Ovrngt s

City: Parking Fees

Pdiem- Escort Lunch
Postage costs

Recpted Day Bridst
Recpted Day Dinner
Recpted Lodging

Return To State Charges
Subscriptions

Taxi/ Car Senvice

Tolls paid

Train Tickets

Train Tickets - Prepaid
Training / Education
Uniform allowance
Vehicle Rental L
Weekend Allowance

Return to My Wallet

m
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Click Select for
all of the items
of your specified
trip.

Click the Done
button at the
bottom of the

page.

As you can see,
the charges
selected from
your wallet have
been brought
into your ER.

[ & Create - Microsoft Interet |

-

& https://prffin.sfs.ny.gov/psp/fsem/EMPLOYEE/ERP/s/WEBLIB_TE_NAY WEBLIB_FUNCTION.FieldFormula.iScript_AddExpe ~ g +4 | X Eﬂinq
—

i Favorites ‘@ Create

Create Expense Report

My Wallet
Report ID: NEXT

Below is a complete list of unassigned wallet transactions. To view all ransactions please go to the wallet
menu option under "Other Expense Functions™.

Select All Deselect All

Selectitems and selectif a Personal Expense. Press "Done’ to add them to the expense report.

Amount

0712512012 Vehicle Rental HERTZ RENT-A-CAR 4087 0GS01

0712512012 Fuel for Travel s;c‘)‘(;);r\ggau_ 497 0GS01

(%) 07/25/2012 Fuel for Travel gg?z?i%on 09T 0GS01

07/02/2012 <Unspecified= ch’QFT{ESESUGH s a7 0GS01

0710212012 Parking Fees ?‘f'm;g‘s“;gfm'm T 0GS01

_ ) AUTRAK COM T

0612012012 Train Tickets i COM 4087 0GS01
06/28/2012 Vehicle Rental E%RPR'SE e 1 14 0GS01

(T 0612712012 Fugl for Travel GULF OIL 91803691 *=<===xx4087 0GS01

0612712012 Fuel far Travel g 097 0GS01
= cxouoe:

- RecpledDay SCARBOROUGH  ,oovsvuees

[T 06/27/2012 Dinner RESTAURA 4087 0GS01

e RecpledDay SCARBOROUGH ,ppvssenens

0612212012 ) 4087 0GS01

Done

30.90 USD

40.00 USD

23.00 USD

57.00 USD

6.00 USD

72.00 USD

31.92 USD

11.50 USD

56.50 USD

§7.00 USD

57.00 USD

New Window | Help | B, =«

Create Expense Report

Attachments (0

Expense Report Entry
User Defaults Report ID: NEXT
*Description: Comment:
*Business Purpose: - Reference:

DOB Approval Code

Default Location: Q
Qutof State  Official Station: Albany, NY
Travel Dates From E]
Normal Work Hours From{HH:M1)

Work Location
To El
To{HH:MI)

Accounting Defaults Apply Cash Advance(s)

More Options:

- ool |

Select *Expense Type i;m *A';—Jo{'L:: *Currency |*Payment Type
Vehicle Rental - 0712512012 3090 UsSD Travel Card
Fuel for Travel + |07/25/12012 40.00|USD Travel Card
Fuel for Travel - |07/25/2012 23.00{UsSD Travel Card

Copy Selected Delete Selected New Expense v  Add Check For Errors

Employee Expenses: 9390 USD Due Employee:
Non-Reimbursable Expenses: 0.00 USD Due Vendor:
Prepaid Expenses: 9390 UsD

Employee Credits: 000 USD

Vendor Credits: 0.00 USD

0.00 USD
0.00 USD

New Window | Help | B, =«
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Click in the
Description
field.

The description
should be
specific enough
so the expense
report can be
identified
quickly. This
field has a 30
character limit.

Do NOT use
typographical
characters, i.e.,
|@HS%N&()”?><
in any fields.

Click in the
Comment field.

Enter the
justification or
purpose of the
trip. Additional
comments can
be added to this
field. This field
has a 10,000
character limit.

[ & Create - Microsoft Intemet
-

i Favorites ‘@ Create

Create Expense Report

21 https://prffin.sfs.ny.gov/psp/fsem/EMPLOYEE/ERP/s/WEBLIB_TE_NAY WEBLIB_FUNCTION.FieldFormula.iScript_AddExpe ~ g ++| X Eﬂinq
—

Expense Report Entry

User Defaults

Report ID:

MNEXT

Attachments (0

*Description:

*Business Purpose:

Comment:

Reference:
DOB Approval Code

Employee Expenses:
Non-Reimbursable Expenses:
Prepaid Expenses:

Employee Credits:

Vendor Credits:

Create Expense Report

9390 USD Due Employee:
0.00 USD Due Vendor:
93.90 UsSD

0.00 USD

0.00 USD

Default Location: Q
Out of State  Official Station: Albany, NY Work Location
Travel Dates From E] To B
Normal Work Hours From{HH:M1) To(HH:M1)
Accounting Defaults Apply Cash Advance(sy More Options: - GO |
First 21 13 0f 3
” *Expense *Amount |, "
Select “Expense Type pe cy | *Payment Type
Select Expense T Date Spent Curren Payment T
Vehicle Rental - 0712512012 3090 UsSD Travel Card -
Fuel for Travel + |07/25/12012 40.00|USD Travel Card hd
Fuel for Travel - |07/25/2012 23.00{UsSD Travel Card -
Copy Selected Delete Selected New Expense v  Add Check For Errors

0.00 USD
0.00 USD

New Window | Help | B, =«

Expense Report Entry

User Defaults

Report ID:

MNEXT

Attachments (0

*Description:

Program Meeting in Buffalo

*Business Purpose:

Comment:

Reference:

DOB Approval Code

Default Location: Q
Out of State  Official Station: Albany, NY Work Location
Travel Dates From E] To B
Normal Work Hours From{HH:M1) To(HH:M1)
Accounting Defaults Apply Cash Advance(sy More Options: - GO |

Select *Expense Type i;m *A';—Jo{'L:: *Currency |*Payment Type
Vehicle Rental - 0712512012 3090 UsSD Travel Card
Fuel for Travel + |07/25/12012 40.00|USD Travel Card
Fuel for Travel - |07/25/2012 23.00{UsSD Travel Card
Copy Selected Delete Selected W Add Check For Errors

Employee Expenses:
Non-Reimbursable Expenses:
Prepaid Expenses:

Employee Credits:

Vendor Credits:

9390 USD Due Employee:
0.00 USD Due Vendor:
93.90 UsSD

0.00 USD

0.00 USD

0.00 USD
0.00 USD

New Window | Help | B, =«
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Choose your [/& Create - Microsot Internet &

Bus'ness . 21 https://prffin.sfs.ny.gov/psp/fsem/EMPLOYEE/ERP/s/WEBLIB_TE_NAY WEBLIB_FUNCTION.FieldFormula.iScript_AddExpe ~ g | X Eﬂinq L~
—
> Favorit @ ]
Purpose. Select ¥ Favoies | Create
the option that sfs
best describes e
your purpose Of New Window | Help | B, =«
traVeI. Create Expense Report
Expense Report Entry
User Defaults Report ID: NEXT Attachments (0}
“Description: Pragram Meeting in Buffalo Comment: Assigned to meet with agency staff =
*Business Purpose: - Reference:
DOB Approval Code
Agency Visit
Default Location: Cash Advance
Conference Albany, NY Work Location
Construction / Maint/ Repairs From R —
Emergency Travel To [ =
Enforcement From(HH:MI) To(HH:MI)
Equipment Transportation
Inmate / Client Transportation
Accounting Defaults Inspection " . - GO |
Legal Proceedings More Options: —I
Meeting
Mon-Travel Expense
Oversight
Procurement *Amount
nse — o |*Currency |*Payment Type
Select x| TYP Routine Travel Spent C P LT,
Site Visit
Wehicle Rentd Test Administrations 30.90|USD Travel Card
Training and Education Travel
Fuel for Trave yrave) for Audit 40.00|USD Travel Card - |Detail
Fuel for Traya-2nion Business | 2300USD  [Travel Card ~ |Detai

T
Copy Selected Delete Selected New Expense v  Add Check For Errors

Employee Expenses: 9390 USD Due Employee: 0.00 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 9390 UsD
Employee Credits: 000 USD

0.00 USD

Vendor Credits:

Reference

This field can be
used for Agency
references, as
necessary. This

New Window | Help | B, =«

IS an Optlonal Create Expense Report
field. Expense Report Entry
H A User Defaults Report ID: NEXT Attachments (0}
(This field holds
I|m |ted “Description: Pragram Meeting in Buffalo Comment: AiZgnedm meet with agency staff =
Cha racters ) *Business Purpose:  Agency Visit - Reference:
DOB Approval Code
Default Location: Q
£ of State  Official Station: Albany, NY Work Location
Travel Dates From E] To B |
Normal Work Hours From{HH:M1) To(HH:M1) 1
Accounting Defaults Apply Cash Advance(sy More Options: - GO |

Select *Expense Type i;m *A';—Jo{'L:: *Currency |*Payment Type
Vehicle Rental - 0712512012 3090 UsSD Travel Card - *Detail
Fuel for Travel + |07/25/12012 40.00|USD Travel Card - |Detail
Fuel for Travel - |07/25/2012 23.00{UsSD Travel Card ~ |Detail

Copy Selected Delete Selected New Expense v  Add Check For Errors

Employee Expenses: 9390 USD Due Employee: 0.00 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 9390 UsD
Employee Credits: 000 USD

Vendor Credits: 0.00 USD
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Click in the DOB
Approval Code
field.

If a DOB
Approval Code
was obtained
for this trip, it
must be entered
in the DOB
Approval Code
field.

The Default
Location is
where you
traveled.

Type in the
state’s two
letter
designation and
the first few
letters of the
city you visited.

Click <.

NOTE: BSC may
deny if this field
is not
populated.

[ & Create - Microsoft Intemet E

i Favorites ‘@ Create

Create Expense Report

ksl @ hitps://prifin.sfs.ny.gov/psp/fscr/EMPLOYEE/ERP//WEBLIB_TE_NAV.WEBLIE_FUNCTION FieldFarmula.iScript_AddExpe + 8 |45 | x [il[=] ging
= —

Expense Report Entry

User Defaults

Report ID: MNEXT

*Description:

Program Meeting in Buffalo

*Business Purpose: Agency Visit

Comment:

Reference:

Assigned to meet with agency staff

DOB Approval Code 53000-554-2013

Default Location: Q
Out of State  Official Station: Albany, NY Work Location
Travel Dates From ] To B
Normal Work Hours From{HH:M1) To(HH:M1)
Accounting Defaults Apply Cash Advance(s) More Options:

Employee Expenses:
Non-Reimbursable Expenses:
Prepaid Expenses:

Employee Credits:

Vendor Credits:

Create Expense Report

9390 USD
0.00 USD
9390 USD
000 USD
0.00 USD

Select *Expense Type i;m *A';—Jo{'L:: *Currency |*Payment Type
Vehicle Rental - 0712512012 3090 UsSD Travel Card
Fuel for Travel + |07/25/12012 40.00|USD Travel Card
Fuel for Travel - |07/25/2012 23.00{UsSD Travel Card
Copy Selected Delete Selected W Add Check For Errors

Due Employee:

Du

e Vendor:

New Window | Help | B, =«

Expense Report Entry

User Defaults

Report ID: MNEXT

Attachments (0

*Description:

Program Meeting in Buffalo

*Business Purpose: Agency Visit

Comment:

Reference:

Assigned to meet with agency staff

=

/ DOB Approval Code 53000-654-2013
Q

»
Default Location: NY BUF
Out of State  Official Station: Albany, NY Work Location
Travel Dates From ] To B
Normal Work Hours From{HH:M1) To(HH:M1)
Accounting Defaults Apply Cash Advance(s) More Options:

Select *Expense Type i;m *A';—Jo{'L:: *Currency |*Payment Type
Vehicle Rental - 0712512012 3090 UsSD Travel Card
Fuel for Travel + |07/25/12012 40.00|USD Travel Card
Fuel for Travel - |07/25/2012 23.00{UsSD Travel Card
Copy Selected Delete Selected W Add Check For Errors

Employee Expenses:
Non-Reimbursable Expenses:
Prepaid Expenses:

Employee Credits:

Vendor Credits:

9390 USD
0.00 USD
9390 USD
000 USD
0.00 USD

Due Employee:
Due Vendor:

0.00 USD
0.00 USD

New Window | Help | B, =«
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Select the
correct location.

NOTE: Based on
the Default
Location
selected, per
diem amounts
auto-populate
and hotel rates
will be
validated.

i Favorites ‘@ Create

sfs

It Location

Er
Look Up Defau
Search by: Expens

LookUp | cancal |

e Location « begins with

Advanced Lookup

Search Results

[4] 1et1 [

285. NY BUFFALO

New Window | Help |

If travel is Out of
State, click this
box.

Create Expense Report

Expense Rep

*Description:
*Business Purpose:

Default Location:

ort Entry

User Defaults

Program Meeting in Buffalo

Agency Visit

Ny plFFaLo

Q

Report ID:

Comment:

NEXT

Reference:

Attachments (0

Assigned to meet with agency staff.

New Window | Help | B, +

DOB Approval Code 53000-654-2013

Outof State Official Station: Albany, NY WWork Location
Travel Dates From [5 To
Mormal Work Hours From{HH:MI} To{HH:MI}
Accounting Defaults Apply Cash Advance(s) More Options: -+ GO |

Employee Expenses:
Non-Reimbursable Expenses:
Prepaid Expenses:
Employee Credits:
Vendor Credits:

93.90 USD
0.00 UsSD
93.90 USD
0.00 USD
0.00 USD

Due Employee:

Due Vendor:

Select|  |*Expense Type %;@ % *Currency | *Payment Type *Billing Type
Vehicle Rental ~ 07/25/2012 30,90 /USD Travel Card -
Fuel for Travel > 0712512012 40.00|USD Travel Card hd
Fuel for Travel ~ 07/25/2012 23.00|USD Travel Card -

Copy Selected Delete Selected New Expense - Add Check For Errors

0.00 USD
0.00 UsD

Page 12 of 31




The Official
Station field will
be used to
identify the
location the
user is officially
assigned
regardless of
work location.

NOTE: The
information in
this field will
auto-populate
based on your
Employee
Profile.

The Work
Location field is
used to identify
an alternate
work site if not
working from
your official
station.

(/& Create - Micrasoft Intemet Explo

g

oo Favorites ‘g e

sfs

[EQ

Create Expense Report

E https://prffin.sfs.ny.gow/psp/fscm/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCTION.FieldFormula.iScript_ AddBxpe v 5 45| X Eﬂmg
—

Expense Report Entry

User Defaults

Report ID:

NEXT

Attachments (0

New Window | Help | B, +

“Description: Program Meeting in Buffala Comment: Assigned to meet with agency staff. =
*Business Purpose:  Agency Visit - Reference:
DOB Approval Code 53000-654-2012
Default Location: MY BUFFALO Q
Outof State Official Station: Albany, NY WWork Location

Travel Dates From [5 To El

Mormal Work Hours From{HH:MI} To{HH:MI}
Accounting Defaults Apply Cash Advance(s) More Options: -+ GO |

Employee Expenses:
Non-Reimbursable Expenses:
Prepaid Expenses:

Employee Credits:

Vendor Credits:

93.90 USD Dui
0.00 UsSD Du
93.90 USD
0.00 USD
0.00 USD

e Employee:
e Vendor:

Select|  |*Expense Type ﬁ;ﬁ "A"'Sijgi: *Currency | *Payment Type *Billing Type

Vehicle Rental ~ 07/25/2012 30,90 /USD Travel Card -

Fuel for Travel w 07/25/2012 40.00 USD Travel Card -

Fuel for Travel « |07/25/2012 2300 USD Travel Card -
Copy Selected Delete Selected New Expense - Add Check For Errors

0.00 USD
0.00 UsD

Create Expense Report

Expense Report Entry

User Defaults

Report ID:

MNEXT

Aftachments (0)

*Description: Program Meeting in Buffalo Comment: Assigned to meetwith agency staft. =
*Business Purpose:  Agency Visit - Reference:
DOB Approval Code 53000-654-2013
Default Location: NY BUFFALG Q ) 4
Out of State  Official Station: Albany, MY Work Location

Travel Dates From [ To 0w

Normal Work Hours From(HH:M) ToHHa)
Accounting Defaults Apoly Cash Advance(s) More Options: - EI |

Select|  |"Expense Type i;ﬂ “";7_;:: “Currency *Payment Type “Billing Type
Vehicle Rental « |07/12512012 30.90 USD Travel Card « *Detail
Fuel for Travel + |07i25i2012 40.00|USD Travel Card ~ Detail
Fuel for Travel ~ |07i25i2012 23.00|USD Travel Card ~ Detail
Copy Selected Delete Selected New Expense ~  Add Check For Errors

Employee Expenses:
Non-Reimbursable Expenses:
Prepaid Expenses:

Employee Credits:

Vendor Credits:

93.90 USD Due Employee:
0.00 USD Due Vendor:
93.90 USD

0.00 USD

0.00 USD

0.00 USD
0.00 UsD

Mew Window | Help | =

=]
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Travel Dates

Enter your travel
date From (start
date) by clicking
on the Calendar
Eﬂ. Clicking on

the calendar will
give you a pop-

(/& Create - Micrasoft Intemet Explo

g

oo Favorites ‘g e

sfs

[EQ

Create Expense Report

E https://prffin.sfs.ny.gow/psp/fscm/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCTION.FieldFormula.iScript_ AddBxpe v 5 45| X Eﬂmg
—

Expense Report Entry

User Defaults Report ID: NEXT

Attachments (0

u p bOX to “Description: Program Meeting in Buffala Comment: Assigned to meet with agency staff. =
*Business Purpose:  Agency Visit - Reference:
Choose your DOB Approval Code 53000-654-2012
travel Sta rt Default Location: MY BUFFALO Q
d t " out of State  Official Station: Albany, NY WWork Location
ates. Travel Dates From
Normal Work Hours From{HH:MI)
February ~+ 2013 -
NOTE: BSC may Accounting Defaults Apply Cash Advance(s) S oM T W T F 8
More Options:
deny your 12
- 3[4 s 8 7 8 9
Expense Report “overvew 10 11 12 13 14 15 16
: PR R - “Expense *Amount , 5 17 18 19 20 21 22 23
if this field is not Select|  “Expense Type Dale Spent | -Currency “Payment Tyg
— 24 25 26 27 28
populated Vehicle Rental ~ 07/25/2012 30,90 /USD Travel Card
Fuel for Travel - 0712512012 40.00|USD Travel Card (3] Current Date [¥)
Fuel for Travel « |07/25/2012 2300 USD Travel Card ‘ - ‘Deta\\
Copy Selected Delete Selected New Expense - Add Check For Errors
Employee Expenses: 9380 USD Due Employee: 0.00 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 UsD
Prepaid Expenses: 9380 USD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 USD
Enter your travel
date To (end

date) by clicking
on the Calendar

Eﬂ. Clicking on
the Calendar will
give you a pop-
up box to
choose your
travel end dates.

NOTE: BSC may
deny your
Expense Report
if this field is not
populated.

Create Expense Report

New Window | Help | B, +

Expense Report Entry

User Defaults Report ID: NEXT Attachments (0}

“Description: Program Meeting in Bufralo Comment: Assigned to meetwith agency staft. =
*Business Purpose:  Agency Visit - Reference:
DOB Approval Code 53000-654-2013
Default Location: NY BUFFALG Q
Out of State  Official Station: Albany, NY Work Location
Travel Dates From 071251201 [ To ] &l
Normal Work Hours From(HH:MI)  To(HH:MI) | H=|
February ~ 2013 -
Accounting Defaults Apoly Cash Advance(s) More Options: S M T W TF §
1 2
5 6 7 8 9

10 11 12 13 14 15 16

, »
Select  |“Expense Type “Expense “Amount e, rrency *paymentType  |*Billing Type 17 18 19 20 21 22 23
Date Spent
24 25 28 27 28
Vehicle Rental « |07/12512012 30.90 USD Travel Card « | *Detail E
Fuel for Travel ~ |07i252012 40.00|USD Travel Card ~ Detail (4] Current Date [¥)
Fuel for Travel ~ |07i25i2012 23.00|USD Travel Card ~ Detail
Copy Selected Delete Selected New Expense ~  Add Check For Errors

Employee Expenses:
Non-Reimbursable Expenses:
Prepaid Expenses:

Employee Credits:

Vendor Credits:

93.90 USD Due Employee: 0.00 USD
0.00 UBD Due Vendor: 0.00 usD
93.90 USD
0.00 USD

0.00 USD

Mew Window | Help | =

=]
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Next you need
to enter your
Normal Work
hours

Clic the From
(HH:MI) and To
(HH:M1) box to
enter your
Normal Work
Hours.

Note: Time can
be entered in 24
hour format or
12 hour format
followed by
AM/PM (e.g.
1400 or 02:00
PM).

NOTE: BSC may
deny your
Expense Report
if these fields
are not
populated.

Create Expense Report

Expense Report Entry

User Defaults

Report ID:

NEXT

Attachments (0

“Description: Program Meeting in Buffala Comment: Assigned to meet with agency staff. =
*Business Purpose:  Agency Visit - Reference:
DOB Approval Code 53000-654-2012
Default Location: MY BUFFALO Q
Outof State Official Station: Albany, NY WWork Location

Travel Dates From 07/25i20 To 07125021 5

Mormal Work Hours From{HH:MI} 8:00AM To{HH:MI} 4:00PM
Accounting Defaults Apply Cash Advance(s) More Options: -+ GO |

Select| |*Expense Type ﬁ;ﬁ "A"'Sijgi: “Currency *Payment Type *Billing Type
Vehicle Rental ~ 07/25/2012 30,90 /USD Travel Card ~ Detail
Fuel for Travel w 07/25/2012 40.00 USD Travel Card w Detail
Fuel for Travel « |07/25/2012 2300 USD Travel Card ~ |Detail
Copy Selected Delete Selected New Expense - Add Check For Errors

Employee Expenses:
Non-Reimbursable Expenses:
Prepaid Expenses:

Employee Credits:

Vendor Credits:

9390 USD Due Employee:
0.00 USD Due Vendor:
93.90 USD

0.00 USD

0.00 USD

0.00 USD
0.00 UsD

Add to

New Window | Help | B, +
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Click on

Accounting
Defaults.
»
New Window | Help | =
Create Expense Report
Expense Report Entry
User Defaults Report ID: NEXT Attachments (0}
*Description: Program Meeting in Buffalo Comment: Assigned to meetwith agency staf. 2
*Business Purpose:  Agency Visit - Reference:
DOB Approval Code 53000-654-2013
Default Location: NY BUFFALO Q
Out of State  Official Station: Albany, NY Work Location
Travel Dates From 07251201 Eﬂ To 07/25/21 E‘J
/ Mormal Work Hours From{HH:MI) 8:00AM To(HH:MI) 4:00PM
Accounting Defaults Applv Cash Advance(s) ions: -
Accounting Defaults Apply Cash Advance(s More Options: GO |
3
*Overview
“Expense *Amount |, o U
‘Expense Type pent |—=UITeNCy “Payment Type “Billing Type
Select Expense Ty Date ‘Spent|-Currency *Payment T Billing T}
Vehicle Rental - 0712512012 3090 USD Travel Card « | *Detail
Fuel for Travel « |07/25/2012 40.00|USD Travel Card « | Detail
Fuel for Travel ~ |07i2512012 23.00|USD Travel Card ~ Detail
Copy Selected Delete Selected New Expense ~  Add Check For Errors
Employee Expenses: 9390 USD Due Employee: 000 UsD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 93.90 USD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 USD -
The Account|ng @ Create - Microsoft Internet Explorer p
» https://prffin.sfs. 1/ psp/fscrn/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCTION.FieldFormula.iScript_AddExpe - 2| X Bin, Pl
Defaults page | &) https/p ny.gov/psp p pe - & [=] Bing |
d|sp|ays the i Favorites |35 |- | & Create x ‘ {& Message List - nycap.rr.com | |
Chartfield

coding for the
traveler. Some
or all of the
necessary fields
may auto-
populate. Verify
the coding is
correct or alter
as necessary. If
you are unsure
of the coding,
check with your
budget office.

Click OK.

sfs

[EQ

Create Expense Report

New Windaw | Help |

hEER

Accounting Defaults

Report ID: MNEXT

Accounting Summary

% *GL Unit Depf Progra Fund Product Bud Ref Unit Project Activity T Category
100,00 0GS01C, 1140230 O, 26258 C 10050 O Q, 2012-13 Q Q Q Q Q Q
Add ChartFigld Line | Load Defaults I User Defaults

oK

Subcategory  OperUnit  Cha
@, 108050 Q@ 158
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The Billing Type,
contains an *
and should be

filled in, but it
does not have
any official New Window | Help | B+

functlonallty. Create Expense Report

Expense Report Entry

Choose In State User Defaults Report ID: NEXT Aftachments (0)
Billing.
=Description: Pragram Meeting in Buffalo Comment: Assigned to meetwith agency staf. 2
“Business Purpose: Agency Visit - Reference:

DOB Approval Code 53000-654-2013

Default Location: NY BUFFALO Q
Out of State  Official Station: Albany, NY Work Location
Travel Dates From 07251201 Eﬂ To 07/25/21 E‘J |
Mormal Work Hours From{HH:MI) 8:00AM To(HH:MI) 4:00PM
Accounting Defaults Applv Cash Advance(s) ions: -
Accounting Defaults Apply Cash Advance(s More Options: GO |
*Overview /
] “Expense *Amount |, o U
Select “Expense Type pent |—=UITeNCy “Payment Type _9_1%&
Select Expense Ty Date ‘Spent|-Currency *Payment T Billing T}
Vehicle Rental - 0712512012 3090 USD Travel Card || *Detail
Fuel for Travel « |07/25/2012 40.00|USD Travel Card In State Billa Detail
Fuel for Travel - |o7r2512012 23.00{USD Travel Card In State Non| peta)
Out of State
Copy Selected Delete Selected New Expense -~ Add Check|Qut of State

Employee Expenses: 9390 USD Due Employee: 000 UsD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 93.90 USD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 USD

Click the *Detail
link individually
for each line.

NOTE: Iti
ItiIs
New Window | Help | B+
recommended
to click the Create Expense Report
Detail link for Expense Repnort Entrv
User Defaults Report ID: NEXT Attachments (0)
every expense
ente red . There *Description: Program Meeting in Buffalo Comment: Assigned to meet with agency stafft. 2
*Business Purpose:  Agency Visit - Reference:
may be
DOB Approval Code 52000-654-2013
additional Default Location: NY BUFFALO Q
H ["] Out of State Official Station: Albany, NY Work Location
required g
ravel Dates From 07125201 [+ To 0751 5 1
information for Normal Work Hours From(HH:MI} B:004M To(HH:MI) 4:00PM 1
the item that
Accounting Defaults Apply Cash Advance(s) More Options:
can only be
entered via the
P *Expense *Amount |, " "
Select|  |*Expense Type pe cy *Payment Type g Type
Detall I|nk. Select Expense Ty Date Spent Curren Payment T T
Vehicle Rental ~ |07/25/2012 30.90 USD Travel Card In State [ + |*Detail
Fuel for Travel v |07/25/2012 40.00|USD Travel Card In State t + |Detail
Fuel for Travel ~ |07/25/2012 23.00 USD Travel Card In State t + |Detail
Copy Selected Delete Selected New Expense - Add Check For Errors
Employee Expenses: 93.80 USD Due Employee: 0.00 UsSD
Hon-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 9390 USD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 USD -

Page 17 of 31



The Expense
Detail page
allows you to
enter additional
information
about a
particular
expense.

Enter the
appropriate
information for
the * items.

NOTE: The fields
that appear on
this page can be
different based
on the expense

type.

Create - Microsoft

2| https://prffin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/3/WEBLIE_TE_NAV.WEBLIB_FUNCTION FicldFormula.iScript_AddExpe + 5 |45 | X [I[=] Bing
— —

¢ Favorites - ‘ @ Create x | /& Message List - nycap.r.com ‘7‘

Create Expense Report

Expense Detail for Vehicle Rental (Line 1)

JOHN HULBERT ReportiD: NEXT
+Payment Type: Travel Card - No Receipt
*Billie : In State Billable A
Biling Type: Return to State
Hon-Reimbursable Expenses

*Qriginating Location: Q
*Merchant (Choose One)

Preferred: M

Non-preferred: HERTZ RENT-A-CAR
Description: -

*Amount Spent:

*Currency:

*Exchange Rate: 00
Default Rate

Reimbursement Amt: 3080 USD
[Exception Comments

Location Amount:

Mo Receipt:

Accounting Detail
Receipt Split

Check Expense For Errors

Return to Expense Report

Add to Favorites

New Window | Help | [, ~

Click Check
Expense For
Errors. If your
Expense has any
errors it will be
indicated by a
red bar. Edit the
errors and click
Check Expense
for Errors again

NOTE: This
Check Expense
for Errors
button will
check only this
expense for
possible errors.)

If there are no
errors, click
Return to
Expense Report.

b S A

& hitps://préfin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/s/WEBLIE_TE_NAV.WEBLIE FUNCTION.FieldFormula.iScript AddExpe + 5 [ 42 | X [ [=] Bing
—

S.¢ Favorites

|38] - | @ create % | @ Message List - nycap.m.com R

Expense Detail for Vehicle Rental (Line 1)
JOHN HULBERT
About This Expense

Report1D:

*Expense Date: 0 2
| Travel Card
In State Billable

*Payment Type: M | Ho Receipt

*Billing Type:

Return to State
Hon-Reimbursable Expenses
*Originating Location: NY ALBANY Q
*Merchant (Choose One)

Preferred: -

Non-preferred: HERTZ RENT-A-CAR
Description: &

*Amount Spent:

*Currency:

*Exchange Rate:

fault Rate

Reimbursement Amt: 3090 USD
[Exception Comments

Location Amount;

No Receipt:

Accounting Detail
Receipt Split

Check Expense For Ermors

Return to Expense Report

MNEXT

\Worklist

New Window | Help | B~
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Your wallet
charges are now
complete, If any
other expenses
incurred that
were not
included in My
Wallet, they
must be entered

Create Expense Report

Expense Report Entry

~ General Information

User Defaults

Report ID: MWEXT Attachments (0)

New Window | Help | -

[l p—

manua”y- *Description: Program Meeting in Buffalo Comment: Assigned to meet with agency staff =
*Business Purpose:  Agency Visit - Reference:
DOB Approval Code 53000-654-2013
Default Location: NY BUFFALO Q
[Clout of State  Official Station: Albany, MY Work Location
Travel Dates From 07125201 [¢] To 07125021 5
Normal Work Hours From{HH:MI) 8:00AM To{HH:MI)} 4:00PM
Accounting Defaulis Apply Cash Advance(s) i
Accounting Defaults Apply Cash Advance(s More Option
Select *Expense Type “Expense amaunt *Currency | *Payment Type
Date Spent
Vehicle Rental - |07125/12012 30.90|UsSD Travel Card In State | = *Detail
Fuel for Travel  |07/25/2012 40.00|USD Travel Card In State | = Detail
Fuel for Travel  |07/25/2012 23.00|USD Travel Card In State | = Detail
Copy Selected | Delete Selected | New Expense - Add Check For Errors
Totals
Employee Expenses: 93.90 UsD Due Employee: 0.00 USD
Hon-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 93.90 USD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 USD
If you need

more lines, they
can be added.

< WERLIE_TE _NAV.WEBLIE_FUNC TION FeeldFormula feript_Addixperss?TE = ) | dp
-

it Favorites | G Create

Create Expense Report

Expense Report Entry

zgr Dedguns

Pragram Meeting in Bullaa Commant: Assigned to mestwith agancy stafl.
Agency Visit - Reference;
NOB Approval Code 53000-654.2013
Default Location: HY BUFFALD a
[ out of State  Official Stati Albany, MY Wark Location
Travonl D From aTRERoI g 07250
Hormal Work Howrs. From{HH:MI) 8004 TofHH:M) 400K

Repart Il

HEXT

Aftachments (0]

[ Overion \ 5

Select  Expense Type
B | wehicle Rental -
CEL | FueitorTrawe gl
B | Fualfor Traval -

CopySelected | Delete Selecten |

Employee Exprnses:

Hon Relmbursable Copenses:
Prepaid Fxpenses:

Employes Credis:

Vendor Credis:

| Acgounting Defauls Appty C3sh ARvancers) op |

f“’:‘"“ '"':'!‘:‘“' urrency "Payment Type “Hilling Type
arRsR2 3090 |80 | Triwel Card | Ju bl | &I
lo7zsanz w000usD  [Travel carg st + et [F1 /
07252012 300 | Us0D :TMI Card InStatei = ml &I

New Expense - g‘ _Check For Emors |

9390 USD D Emphoyee: 0.00 USD
oo usn Due Vandor: 000 usn
9390 USD
000 USD

000 USD

Hew wingow | Heip | B =
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Click the yellow
bar and select

Temporarily
Allow Scripted
Windows.

s’s

Greate Expense Report

Expense Report Entry

Usgr Detguns Reprt I0: MNEXT Aftachments i)
*Descriplion: Pragram Weeting in Bullal Comment ASSIgned to mest Wi agency stal.
“Husness Purpose: Agency Visit - Reterence:
NOB Approval Code 53000-654.2013
Defoult Location: MY BLFFALDH a
[T Dutof State  Official Station: Apany, MY Work Location
Travel Distes From oTraER01 W To 7250 i
Hormal Work Howrs. From{HH:MI 8004 ToflHH:MI A00FN

Enter the
number of rows
to add.

Click OK.

Click the
Expense Type
drop down
arrow
corresponding
to your next
expense.

[ \ . . . - - -

select|  Expense Type e “Currency "Payment Iype Bling Type
s} | | venicie renta - loreseoz 40,90 |USD :rr:l\ml Gard Insalel - mlﬂ

| Fl T Fuel for Travel - "07?251’20‘2 T 40.DOHUSD “TI'W‘EI Card T InState i ~ "aﬂall m /
D | Fuel for Trawel - h{ﬂ‘!ﬂn‘? a2 W.llﬁli Trawel Card | InState - ml &I

CopySelected | Delete Selected | Hew Expense - Aw Check For Emors |

Emphayes: Expunses: 9390 USD Due: Ermployese: 0.00 USD
Hon Reimbursable Expenses: 0on usn Due Vendor: 000 usD
Prepaid Expenses: 2390 USD
Emphyes Credis: 000 LISD

Explorer User Pro

Script Prompt:

Enter number of rows to add:

> & http & /WERLIE_TE_MAV.WERLIR_FUNC TICN FuebdFormulasSenpt_Addbxpere?TE = &) [ ép Ring a2 -
i Favorites | G Create /
B This website is using & scripted window o ask you for i on, B you Liust this website, cick here te allow scripted windows... x

Hew vincow | Help | B+

ok ™ |
Cancel |

it Favorites | G Create

Create Expense Report
Expense Report Entry

Uzgr Detaults Repart I0: MEXT Aftachments (0

Pragram Meeting in Bullaa Commant: Assigned to mestwith agency stafl. 2
Agency Visit - Reference:
DR Approval Codee 53000-854-2013

Default Location: MY BUFFALG a
[ Out of State Olfical Station: Albany. NY Wark Location
Traveel Dt From aTRER01 W To 07250
Hormal Work Howrs. From{HH:MI) 8004 TofHH:M) 400K

| Acgounting Defauls Appty C3sh ARvancers) op |

[\ - . : - S -
select|  “Expense Iype Doz Aot -Currency "Payment Typs | “Biling Type
1| | venice reata - |ovesenz 30.90|USD :n—.wm Card insmate s - |Dotan | ]
[ Fl 7 Fuel for Travel - "07?2 012 T 40.DO"USD .'Trmel Card T InState i ~ .Iaﬂall m
B | Fualfor Travel -%jnw #3100/ L80 :IMI Cand InState i = .u_m .lﬂ

CogySelected | Delets Selected | Hew Expine - Asd Check Far Eners |

Hew wingew | Heip | B =

Empioyee Expenses: 9390 VS0 Due Employee: 0.00 UsD

Maon-Reimbursable Fapenses: 000 USD Duez Varmdaar: 0.00 USD

Frepakd Expanses: aEE0 LSO

Ermrsbonises gl nan ien a2
oo —
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All available
Expense Types
are listed here.
Find the
appropriate
selection your
expense.

Click the item.

Create Expense Report

Expen
~ General
*Descri

*Business

Default L|

Accountin

*Overviey

Select

Additional Airline Fees
Agent Fee

Bulkload (NonTax)
Bulkload (Tax)
Commercial Air Travel
Conference

Cost of Supplies/Materials
Due State
Fuel for Travel
Hospitality costs
Inmate / Client Dinner
Inmate / Client Lunch
Inmate/Client Brifst
Internet/ Phone Fees
Lodging (for UCS)

»

n Buffalo

Travel Dates

User Defaults

Dfficial Station:

ormal Work Hours

Report ID:

Comment:

MWEXT

Attachments (0)

R Reference:

DOB Approval Code 53000-654-2013

Q

Albany, NY
From

From{HH:MI)

Assigned to meet with agency staff. =

-

07125201 [¢]

8:00AM

Work Location

To 07125021 5]

To(HH:MI)

4:00PM

Mass Transit

Membership costs
Mileage - Alternate Rate
Mileage - Automobile
Mileage - Motorcycle
Mileage - Personal Aircraft
Mileage - Transport Client
Mileage - Transport Goods
Misc Travel Expenses
Moving Expenses (MonTax)
Moving Expenses (Tax)

Mon Reimbursable Expense!
PDiem-Ovrngt Extra Bridst
PDiem-Ovrngt Extra Dinner  ~—

~ sh Advance(s)

More Options:

-

Copy Selected

Delete Selected

First 414 of 4.
“Expense ZAmount *Currency |*Payment Type * g Type
Date Spent
0712512012 30.90|UsSD Travel Card In State | = *Detail
07/25/2012 40.00USD Travel Card InState | =
07/25/2012 23.00\UsD Travel Card InState | =
| New Expense ~  Add Check For Ermors

Employee Expenses:
Non-Reimbursable Expenses:
Prepaid Expenses:

Emnlnues Crodife:

93.90 USD
0.00 USD
93.90 USD
nnn iisn

Due Employee:
Due Vendor:

0.00 USD
0.00 USD

New Window | Help | )} -

m

Enter the
Expense Date
and the Amount
Spent.

Create Expense Report

Expense Report Entry

User Defaults

Report ID:

MNEXT

Attachments (0

*Description: Program Meeting in Buffalo Comment: Assigned to meet with Agency staff. 2
*Business Purpose:  Agency Visit - Reference:
DOB Approval Code 53000-654-2013
Default Location: MY BUFFALO Q
Out of State  Official Station: Albany, NY Work Location
Travel Dates From 0619201 g 0sHaRIE
Mormal Work Hours From{HH:MI} 8:00AM To(HH:MI) 4:00PM
i it .

Accounting Defaults Apply Cash Advance(s) More Options: ~ GO |

Select| *Expense Type *Expense Date *Currency |*Payment Type *Billing Type
Fuel for Travel * |06/19/2012 usD Travel Card In State | = | Detail
Fuel for Travel ~ 06192012 29.45 UsD Travel Card In State | =
Vehicle Rental ~ 061972012 63.84 USD Travel Card In State | = |*Detail
Train Tickets ~ |06M19/2012 / 80.00 L Travel Card In State b = |*Detail
Tolls paid ~ | 08132012 3 15.00 USD O ~ | InStatet = Detail
Copy Selected I Delete Selected I MNew Expense +  Add Check For Errors

HNew Window | Help | &,

m
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Click the
Payment Type
drop down
arrow
corresponding
to the expense.

There are three
available
Payment Types:
1. AP Prepaid:
Indicates an
Accounts
Payable voucher
will be used to
pay the
merchant.

2. Personal
Funds: Indicates
an out of pocket
expense.

3. Travel Card:
Indicates the
use of your
Travel Card.

Create Expense Report
Expense Report Entry

User Defaults Report ID: NEXT Aftachments (0}

*Description: Program Meeting in Buffalo Comment: Assigned to meet with agency staff =
*Business Purpose:  Agency Visit - Reference:
DOB Approval Code 53000-654-2013
Default Location: NY BUFFALO Q
[Clout of State  Official Station: Albany, MY Work Location

Travel Dates From 07125201 [¢] To 07125021 5

Normal Work Hours From{HH:MI) 8:00AM To{HH:MI)} 4:00PM
Accounting Defaults Apply Cash Advance(s) More Option

Select *Expense Type *Expense Date  *Amount Spent *Currency *Payment Type *Billing Type
Vehicle Rental « 0712512012 3090 USD Travel Card In State | = *Detail
Fuel for Travel - 0712512012 4000 USD Travel Card In State | = Detail
Fuel for Travel - 0712512012 23.00 USD Travel Card ‘{fn State I = | Detail
Tolls paid - | 0712512012 [51 15.00 USD In State | = Detail

Copy Selected Delete Selected | MNew Expense

Travel Card

New Window | Heip | B~

mn

The Billing Type,
may have auto-
populated. If
not, choose In
State Billing.

Employee Expenses: 108.90 USD Due Employee: 0.00 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 9390 USD
Employee Credits: 0.00 USD >
e £ dibo. nnn iian
& Create - Microsoft Internet Exp

g, https://prffin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/s/WEBLIE_TE_NAV.WEBLIE_FUNCTION.FieldFormula.iScript_AddExpense?TE - g 43 | % [ll(=] Bing
=

7z Favorites ‘ (@ Create ‘ ‘

Create Expense Report
Expense Report Entry

User Defaults ReportID: MEXT

Atachments (0}

“Description: Program Meeting in Buffala Comment: Assigned to meet with agency staff. =
*Business Purpose:  Agency Visit - Reference:
DOB Approval Code 53000-654-2013
Default Location: NYBUFFALO Q
Out of State  Official Station: Albany, NY Work Location
Travel Dates From 071251201 & To 07i25121 [+
MNormal Work Hours From(HH:\I) 8:00AM To(HH:MI} 4:00PM

Accounting Defaults Apply Cash Advance(s)

- ool |

More Options:

Select| *Expense Type *Expense Date | *Amount Spent *Currency *Payment Type *Billing Type
Vehicle Rental - 0712812012 30.90 USD Travel Card In State | = *Detail
Fuel for Travel - |07/25/2012 40.00 USD Travel Card In State | » |Detail
Fuel for Travel « |07/25/2012 23.00 USD Travel Card In State | v%
Tolls paid * | 071252012 Eﬂ 15.00 UsSD Personal Funds ¥ | InStatef « Detail
Copy Selected Delete Selected I W Add Check For Errors

Employee Expenses: 108.90 USD Due Employee: 15.00 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 9390 _LISD

Mew Window | Help | =

L=

m
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Click the *Detail
link

corresponding
to the expense.

NOTE: It is
recommended
to click the
Details link for
every expense
entered. There
may be
additional
required
information for
the expense
that can only be
entered via the
Detail link.

The Expense
Detail page
allows you to
enter additional
information
about a
particular
expense.

Fill in the
Description field
as needed.

NOTE: The fields
that appear on
this page can be
different based
on the Expense
Type.

| & Create - Microsoft Intemet Explo

2 ' g, https://prifin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCTION.FieldFormula.iScript_AddExpense?TE g 2| X Eﬂmg
\ = anT =

[PEPE )

o]

i Favorites ‘ @ Create ‘ |

Create Expense Report
Expense Report Entry

User Defaults Report ID: MWEXT

Attachments (0}

“Description: Program Weeting in Buffala Comment: Assigned to meet with agency staff. =
*Business Purpose:  Agency Visit - Reference:
DOB Approval Code 53000-654-2013
Default Location: NY BUFFALO Q
[Tloutof State  Official Station: Albany, NY Work Location

Travel Dates From 071251201 [+ To 07125121 5]

MNormal Waork Hours From(HH:MI) 8:00AM To{HH:MI) 4:00PM
Accounting Defaults Apply Cash Advance(s) More Options: - GO

First ] 14 ofa X

Select| |*Expense Type *Expense Date *Amount Spent | *Currency *Payment Type *Billing Type
Vehicle Rental - |07/25/2012 30.90 |USD Travel Card In State t +  *Detail
Fuel for Travel - |07/25/2012 40.00|USD Travel Card In State [ ~ |Detail
Fuel for Travel - |07/25/2012 23.00/UsSD Travel Card In State t ~ |Detail
Taolls paid - | 07252012 [ 15.00 USD Personal Funds ~ InStatet = Detail
Copy Selected | Delete Selected | New Expense - Add Check For Errors

Tolals
Employee Expenses: 108.90 USD Due Employee: 1500 USD
Hon-Reimbursable Expenses: 0.00 USD Due Vendor: 000 UsSD
Prepaid Expenses: 9390 USD
Employee Credits: 0.00 USD

| 2] hitps://prifin.sfs.ny.gow/psp/fscm/ EMPLOYEE/ERP/5/WEBLIB_TE_NAV.WEBLIE_FUNCTION.FieldFormula.iScript AddExpense?TE v i | ¢ | % /(=] 2ing

Add ta

New Window | Help | =

=)

m

i Favorites | @ Create ‘_|

Create Expense Report
Expense Detail for Tolls paid (Line 4)

Report ID: NEXT
About This Expense
*Expense Date: 0712512012
*Payment Type: Personal Funds A Ho Receipt
*Billing Type: In State Billable
tiing fype ["IReturn to State
[ Non-Reimbursable Expenses
Description: NYS Thruway tolls -

*Amount Spent: 15.00 /

*Currency:

*Exchange Rate: 1.00000000 G [
Default Rate
Reimbursement Amt: 1500 USD

[Exception Comments

Location Amount:

No Receipt:

Accounting Detail
Receipt Split

Check Expense For Errors

Return to Expense Report

New Window | Help |

=)
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Click the Check
Expense For
Errors button.

(This Check
Expense for
Errors button
will check only
this expense line
for possible
errors.)

Then click
Return to
Expense Report.

After entering
all expenses,
click Check For
Errors. This
action will check
for errors for
the whole
report.

NOTE: The BSC
may find an
error(s) that SFS
does not locate.
If this occurs the
BSC will return
your expense
report to you to
fix the errors.
The BSC cannot
make any
changes for you
in your Expense
Reports.

@ coste-ticomaiiens

| 2] hitps://prifin.sfs.ny.gow/psp/fscm/ EMPLOYEE/ERP/5/WEBLIB_TE_NAV.WEBLIE_FUNCTION.FieldFormula.iScript AddExpense?TE v i | ¢ | % /(=] 2ing

| & Create - Microsoft Intemet Explo

o

\ L A
i Favorites ‘ @ Create

Create Expense Report

g, https://prifin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCTION.FieldFormula.iScript_AddExpense?TE g 2| X
=

[PEPE )

o]

Expense Detail for Tolls paid (Line 4)

Report ID:

About This Expense

“Expense Date: 07/25/2012 [5

*Payment Type: Personal Funds - Ho Receipt

*Billing Type: In State Billable

Hing fype || Return to State
[ Non-Reimbursable Expenses

Description: NYS Thruway tolls -
*Amount Spent: 15.00

*Currency:

*Exchange Rate:

1.00000000 % [

Default Rate

Reimbursement Amt:

15.00 UsSD
[Exception Comments

Location Amount:

No Receipt:

Accounting Detail
Receipt Split
Check Expense For Errors

Return to Expense Report

NEXT

New Window | Help |

=)

Create Expense Report

Expense Report Entry

User Defaults

Report ID: NEXT

Altachments (0}

=Description: Program Weeting in Buffala Comment: Assigned to meet with agency stafl. 2
*Business Purpose:  Agency Visit - Reference:
DOB Approval Code 53000-654-2013
Default Location: NY BUFFALO Q
[l out of State  Official Station: Albany, NY Work Location

Travel Dates From 07i25/201 [ To 0725621 [

MNormal Work Hours From(HH:MI) 8:00AM To{HH:MI) 4.00PM
Accounting Defaults Apply Cash Advance(s) More Options: - EI |

First Yl 1505

*Overview

Select |Expense Type “Expense Date | “Amount Spent *Currency *Payment Type ZBilling Type
Vehicle Rental - |07/25/2012 30.90 |USD Travel Card InState t + | *Detail
Fuel for Travel - |07/25/2012 40.00|USD Travel Card In State t + |Detail
Fuel for Travel - |07/125/2012 23.00/USD Travel Card InState t ~ | Detail
Tolls paid - UTtZSfZU‘IZE!J 15.00 |USD Personal Funds ¥ InStatet v Detail
- Pz

Copy Selected Delete Selected | W Add Check For Errors ‘

Employee Expenses:
Non-Reimbursable Expenses:
Prepaid Expenses:

108.90 USD
0.00 UsD
93490 LISD

Due Employee:
Due Vendor:

15.00 USD
0.00 USD

New Window | Help |,/

B
] »
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Click Update
Totals.

| ‘& Create - Microsoft Intemet E
h ‘ g https://prifin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCTION.FieldFormula.iScript_AddExpense?TE g 5| X Eﬂmg r '
A AN =

¢ Favorites ‘ @ Create ‘ |
»

Expense Report Entry

User Defaulls Report ID: NEXT Altachments (0)

*Description: Program Weeting in Buffalo Comment:

Assigned to meet with agency staff. = (M

*Business Purpose: Agency Visit - Reference:

DOB Approval Code 53000-654-2013

Default Location: NY BUFFALO Q
[Clout of State  Official Station: Albany, NY Work Location
Travel Dates From 071251201 [31] To 07125121
MNormal Work Hours From({HH:MI) 8:00AM To{HH:MI) 4:00PM
Accounting Defaults Apply Cash Advance(s)

More O

“Expense Type “Expense Date | “Amount Spent *Currency *Payment Type 3
Vehicle Rental - |07/25/2012 30.90 |USD Travel Card In State £~ | *Detail

Fuel for Travel - |07/25/2012 40.00|USD Travel Card InState t ~  Detail

Fuel for Travel - |07/25/2012 23.00/UsSD Travel Card In State t ~ | Detail

Taolls paid - | 07252012 [ 15.00 USD Personal Funds ~ InStatet = Detail

Click Save For
Later.

Copy Selected | Delete Selected | New Expense v  Add Check For Errors
Totals
Employee Expenses: 108.90 USD Due Employee: 15.00 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 93.90 USD W
Employee Credits: 0.00 USD
Vendor Credits: 0.00 USD
Cash Advances Applied: 0.00 USD e
Definition of Totals Update Tolals F -
| /& Create - Microsoft Intemet E
K3lla)imll @ https://prifinss ny.gov/psp/fscm/ EMPLOYEE/ERP/s/WEBLIE_TE_NAV.WEBLIE_FUNCTION. FieldFermula.iScript AddExpense?TE v i | 4| % =] 2ing £ |

i Faverites ‘(gc,mtg ‘ |

3
“Description: Program Weeting in Buffala Comment: Assigned to meetwith agency stafl. 2 1
*Business Purpose:  Agency Visit ~ Reference:
DOB Approval Code 53000-654-2013
Default Location: NY BUFFALO Q
[“lout of State  Official Station: Albany, MY Work Location

Travel Dates From 07125201 [+ To 07125121 [51] =

Mormal Work Hours From(HH:MI) 8:00AM To{HH:MI) 4:00PM
Accounting Defaults Apply Cash Advance(s) More Options: - GO |

Select| |*Expense Type *Expense Date  *Amount Spent|*Currency *Payment Type il g Type
‘Vehicle Rental - |07/25/12012 30.90 |USD Travel Card InState t + | *Detail
Fuel for Travel - |07/2512012 40.00 |USD Travel Card InState t » | Detal
Fuel for Travel - |07/25/2012 23.00/USD Travel Card In State £ ~ | Detail
Tolls paid - | 07i25/2012 Eﬂ 15.00 |\USD Personal Funds * InStatet » Detail

Copy Selected | Delete Selected | hew Expense ~  Add Check For Errors
(m

Totals

Employee Expenses: 108.90 USD Due Employee: 15.00 USD

Hon-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD

Prepaid Expenses: 93.90 USD

Employee Credits: 0.00 USD

Vendor Credits: 0.00 UsD

Cash Advances Applied: 0.00 UsD

Definition of Totals

Update Totals |

Expense Report Project Summary [

Save For Later ~ Submit

Retum to Expense Report

Page 25 of 31




After you have
clicked Save For
Later, the
computer will
automatically
generate a ten
digit Report ID
number. This

& Create - Microsoft Internet Explorer provided by Ne

@3 & https://prffin.sfs.ny.gow/psp/fsem/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCTION.FieldFormula.iScript_AddExpense?TE + % 2| X

York State OGS

Bing el g

i Favorites | @ Create

sfs

Create Expense Report

Expense Report Entry

_ ome WDrHSI Add to Favorites Slln out |

New Window | F Saved

. Report ID: 0000045459 Attachments (0
will be your
-
refe rence *Description: Program Meeting in Buffalo Comment: Assigned to meetwith agency staff. 2
~Business Purpose:  Agency Visit - Reference:
number for the
DOB Approval Code 53000-654-2013
ER you have Default Location: NY BUFFALO Q
d [l Out of State  Official Station: Albany, NY Work Location
created.
Travel Dates From 07125201 [+ To 07125121 [+ -
Mormal Work Hours From(HH:MI) 8:00AM To{HH:MI) 4:00PM
Accounting Defaults Apply Cash Advance(s More Options: - GO |
*Overview
Select| |*Expense Type *Expense Date | *Amount Spent *Currency *Payment Type *Billing Type
= Vehicle Rental - |07/25/2012 30.90 |USD Travel Card In State t v  *Detail
(=] Fuel for Travel - |07/25/2012 40.00|USD Travel Card In State t ~ |Detail
= Fuel for Travel - |07/25/2012 23.00 USD Travel Card In State t ~ |Detail
(=] Tolls paid - UT/ZSJ‘EU‘IEE‘J 15.00 |USD Personal Funds > InStatet + Detail
Copy Selected Delete Selected | MNew Expense ~  Add Check For Errors M
Employee Expenses: 108.90 USD Due Employee: 15.00 USD
Hon-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 93.90 USD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 USD -
Receipt . . . . P .
P Receipts/Documentation Required Receipts Not Required Not Reimbursable
Information

Travel

Lodging Receipts (Method 2)

Parking or traffic tickets

local bus, subway

Receipts of $75 or more for travel
expenses including tolls, parking, taxis,

expenses including tolls,
parking, taxis, local bus,
subway, car washes

Receipts under S75 for travel

Laundry

Amtrak ticket stubs

employee’s travel card

Gas for rental car if charged to

Valet Service

Long distance bus tickets

Gas purchases for personal

personal car mileage
reimbursement

vehicle that are charged to a
state credit card and offset by

Entertainment

higher rate.

Meals if not over night and claiming

card

Gas charges on a state credit

Car rental agreements

economical

Trip calculator for personal car mileage
when rental would have been more

Non-Travel Reimbursements

expenses are required

Receipts for all non-travel related
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Click
Attachments.

All of your
required
receipts for the
trip must be
scanned and
attached to the
ER

[ Create - Microsoft Intemel B

G

E https:// prffin.sfs.ny.gov/ psp/fscm/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIE_FUNCTION.FieldFormula.iScript_AddExpense?TE + g 44| X EBmg
=

¢ Favorites | @ Create

sfs

=3

Create Expense Report

Expense Report Entry

User Defaults Report ID: 0000045459 Attachments (0)
*Description: Program Meeting in Buffalo Comment: Assigned to meet with agency staff. o
*Business Purpose:  Agency Visit - Reference:
DOB Approval Code 53000-654-2013
Default Location: NY BUFFALO Q
[“loutof State  Official Station: Albany, NY Work Location

Travel Dates From 071251201 [=1] To 07125021 5]

Normal Work Hours From{HH:MI) 8:00AM To{HH:MI} 4:00PM
accounting Defaults Apply Cash Advance(s)
Accounting Defaults Apply Cash Advance(s More Oy

Select| *Expense Type *Expense Date *Amount Spent *Currency | *Payment Type *Billing Type
Vehicle Rental ~ |07125/2012 30.90 USD Travel Card In State | + | *Detail
Fuel for Travel « |07/25/2012 40.00 | USD Travel Card In State | » |Detail
Fuel for Travel ¥ |07/25/2012 23.00 USD Travel Card In State | = |Detail
Tolls paid - | 07/25/2012 @ 15.00 \USD Personal Funds « InStatet = Detail
Copy Selected Delete Selected | W Add Check For Errors

Employee Expenses: 108.90 USD
Non-Reimbursable Expenses: 0.00 USD
Prepaid Expenses: 93.90 USD

Click Add
Attachment.

Due Employee: 15.00 USD
Due Vendor: 0.00 USD

New Window | Help | =

=

i Favorites |§ Create |

Expense Report Attachment

Attachment Description Operator 1D

Add Attachment
OK Cancel

SheetID 0000045459

Hame Last Update Date/Time

Delete

New Window | Help | 5]
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Click Browse to
select your
documents.

Select your
attachment.

Click Upload.

[ & Create - Microsoft Internet |

{2 httos: /oiffin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/=/WEBLIE_TE_NAV.WEBLIE_FUNCTION FieldFormula.iScript_AddExpense?TE ~ G | 45 | x [ll[=] 8ing
\C IS =

¢ Favorites |g Creste

sfs

(=113

Upload I Cancel

| & Create - MicrosoftIntemet|

KBSl &) hetos://piffin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/s/WEBLTB_TE_NAV.WEBLIE_FUNCTION. FieldFormula.Script_AddExpense?TE = 4 | 42| x [[[= Bing
—

New Window | Help |

¢ Favorites |§ Create

New Window | Help |
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If you have /@ Madity - Microsoft Internet Exp

other \E_? |21 https://prffin.sfs.ny.gow/psp/fscm/EMPLOYEE/ERP/</WEBLIE_TE_NAV.WEBLIB_FUNCTION. FieldFormula.Script_ ModifyExpense = % 45| X | (51 8ing
attachments, T P
add as described sfs
above. B I
New Window | Help | |,
If complete, Expense Report Attachment

click OK.

SheetID 0000045459

File Name Attachment Description OperatorID  Hame _Lbi:u ate

1 Receipts_for 07-25-12_Trip pdf Delete

Add Attagifment

Cancel

Attachment has
been added.

New Window | Help | -

hith

Expense Report

Expense Report Entry
User Defaulis Report ID: 0000045459 Aftachments (1)
~ General Information
*Description: Program Meeting in Buffalo Comment: Assigned to meet with agency staff. =
*Business Purpose:  Agency Visit - Reference:
Status: Pending DOB Approval Code 53000-654-2013
Last Updated: 02/04/2013 5 hulbert
Default Location: NY BUFFALO Q pd By i
Post State: Not Applied =
["] Out of State Official Station: Albany, MY Work Location
Travel Dates From 071251201 [5) To 0712521 )
Normal Work Hours From(HH:MI) 8:00AM To(HH:MI) 400PM
Accounting Defaults Apply Cash Advance(s) More Options: - GO |

“Expense Type “Expense Date *Amount Spent *Currency |*Payment Type il g Type
Vehicle Rental

Ll

0712512012 3090 USD Travel Card In State | = Detail

Fuel for Travel

Ll

0712512012 40.00 USD Travel Card In State | = Detail

Fuel for Travel

Ll

0712512012 23.00 USD Travel Card In State | = Detail

Tolls paid

4

07/25/2012 El] 15.00 (USD Personal Funds * InStatet » Detail

Copy Selected Delete Selected | MNew Expense - Add Check For Errors

Employee Expenses: 108.90 USD Due Employee: 15.00 USD

Man Baimhnre shla Evnancac: nnn en

Nua Vandar nAn 1Ien A%
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Click Save for
Later.

Sometimes
attachments
drop off the ER
if Save for Later
is not selected.

/& Modity - Microsoft Internet Explorer

oy

OIS 21 htips//prfin.sis.ny.gov/ psp/fscm/EMPLOYEE/ERP/s/WEBLIE_TE_NAV.WEBLIE_FUNCTION FieldFormuls.iScript ModifyExpense = G | 43| % [[[=] 8ing
\CAS —

¢ Favorites | @ Modify

sfs

=3
*Description: Program Meeting in Buffalo Comment: Assigned to meet with agency staff. =
*Business Purpose:  Agency Visit - Reference: ]
Status: Pending DOB Approval Code 53000-654-2013
Default Location: NY BUFFALD a LastUpdated:  02/04/2013 By:  hulbery
Post State: Not Applied
[l out of State Official Station: Albany, NY Work Location
Travel Dates From 07i251201 [3 To 07125021 1]
Narmal Work Hours From(HHMI)  200AM  ToHHM)  400PM

Accounting Defaults

Apply Cash Advance(s)

- ool |

More Options:

Employee Expenses: 108.90 USD
Non-Reimbursable Expenses: 0.00 USD
Prepaid Expenses: 9390 UsSD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 USD
Cash Advances Applied: 0.00 USD

Select *Expense Type *Expense Date  *Amount Spent *Currency *Payment Type i 1g Type
Vehicle Rental w 0712512012 30.90 UsSD Travel Card In State | » | Detail
Fuel for Travel  |07/2512012 40.00 USD Travel Card In State | »  Detail
Fuel for Travel w 0712512012 23.00 USD Travel Card In State | » | Detail
Tolls paid - | 07252012 15.00 USD Personal Funds ¥ | InStatet ~ Detail
Copy Selected Delete Selected | W Add Check For Errors

Due Employee:
Due Vendor:

15.00 USD
0.00 USD

Definition of Totals Update Totals | |

Save For Later ( Submit

Click Submit.

(When the
Submit button is
clicked, the ER is
saved, set to
budget check,
and submitted
into your agency
approval
process)

5l Favorites | @& Modify

Expense Report Project Summary

m

=0
*Description: Program Meeting in Buffalo Comment: Agssigned to meetwith agency stafl. =
*Business Purpose:  Agency Visit - Reference:
Status: Pending DOB Approval Code 53000-654-2013
Default Location: NY BUFFALO Q Last Updated: 02/04/2013 By:  hulbertj
Post State: Not Applied
[Tl out of State Official Station: Albany, NY Work Location
Travel Dates From 07/25/201 [ To 07125121 £
Normal Work Hours From({HH:MI) @00AM  To(HH:MI) 400PM

Accounting Defaults Apply Cash Advance(s)

More Options:

Select *Expense Type “Expense Date *Amount Spent *Currency *Payment Type bl g Type

Vehicle Rental ~ |07/25/2012 3090 USD Travel Card In State |

Fuel for Travel ~ |07/25/2012 40.00 USD Travel Card In State |~

Fuel for Travel ~ |0712512012 23.00 USD Travel Card In State |~

Tolls paid v | o7izsr2012 [ 15.00 USD Personal Funds v InStatet »
Copy Selected Delete Selected | W Add Check For Errors

Employee Expenses: 10880 USD Due Employee: 15.00 USD
Hon-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD

Prepaid Expenses: 93.90 USD

Employee Credits: 0.00 USD

Vendor Credits: 0.00 USD

Cash Advances Applied: 0.00 USD

Definition of Totals Update Totals |
K
Save For Later Submit |

Expense Repart Project Summary
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Submit
Confirmation is
shown.

Click OK.

/& Modify - Microsoft Internet

[ & nttps://prffin.sfs.ny.gov/ psp/fscm/EMPLOYEE/ERP/5/WEBLIE_TE_NAV.WEBLIE_FUNCTION.FieldFormula.Script Modifybpense ~ 4 | 43| % [i[[=] Bing
=

¢ Favorites | & Modify

sfs

(=113

Expense Report
Submit Confirmation

Report ID: 0000045459

Employee Expenses: 108.90 USD Due Employee: 15.00 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 93.90 USD Definition of Totals

Employee Credits: 0.00 UsSD

Vendor Credits: 0.00 USD

Cash Advances Applied: 0.00 USD

“ Click OK to submit, or click Cancel to return to the expense report without submitting.

QK ﬂ Cancel

New Window | Help |

The last screen
allows the
traveler to view
the expense
report just
submitted.

/& Modify - Microsoft Internet

E https:// prifin.sfs.ny.gov/ psp/fscm/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIE_FUNCTION.FieldFormula.iScript_ModifyExpense » g 4| X EBmg
=

¢ Favorites | & Modify

sfs

(=113

View Expense Report

Expense Report Detail

User Defaults Report ID: 0000045459 Attachments (1)
v General Information
Description: Program Meeting in Buffala Comment: Assigned to meet with agency staff. =
Business Purpose: Agency Visit Reference;
Status: Submission in Process DOB Approval Code 53000-654-2013
Last Updated: 02/04/2013 By:  hulber
Default Location: MY BUFFALO
Post State: Mot Applied
|| Out of State Official Station: Albany, NY Work Location
Travel Dates From 07i25/2012 To 0712512012
Mormal Work Hours From(HH:MI} 8:00AM To(HH:MI) 4:00PM
More Options: - GO |

*Expense Type *Expense Date *Amount Spent *Currency |*Payment Type

Wehicle Rental 07/25/2012 3090 |USD Travel Card In State Billable | Detail
Fuel for Travel 07/25/2012 4000 UsSD Travel Card In State Billable | Detail
Fuel for Travel 07/25/2012 23.00|UsSD Travel Card In State Billable | Detail
Tolls paid 07/25/2012 15.00 |USD Personal Funds In State Billable | Detail

Employee Expenses: 108.90 USD Due Employee: 15.00 USD

HNon-Reimbursable Expenses: 0.00 UsSD Due Vendor: 0.00 USD

Prepaid Expenses: 9380 USD

Employee Credits: 0.00 UsSD

Vendor Credits: 000 USD o
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