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A Bright dea fur State Goternment

Navigating to the Travel and Expense Center
In this topic you will learn how to navigate through Edison to the Travel & Expense Center to see where
Travel transactions are entered and managed.

Step 1:
Click the Main Menu link and then select FSCM.

HREMS ¥
Reporting Toos »

P B @

Wy Personalizafions
My System Frofile

Step 2:
Click the Employee Self-Service link.

C3 | Employes Seif-Servica
3 HRMS C3  Manager Self-Senvice
(Zi  Reporting Toois &3 eProcurement K
Top Mawi Foit |_] My Perconaiizations |__‘| Services Procurement b
IZ] My System Profie [} Travel and Expenses b
| [ Real Time Botiom Line '

Step 3:
Click the Travel and Expense Center link.

Employes SefiSanice | 1 Travel and Expenses
Manager Self-Sevice ] Employes Project Geriter

eProcurement B |Tf8VEH and Expense Canter I

Services Procurement L4

HRMS

Reporting Tooks

B

My Personafizaiions

[Z] My system Profie Traveland Expenses "

Real Time Botlom Line L

1
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Step 4:
In future topics, we will begin on this page and use the options seen here to create and manage Expense
Reports and Travel Authorizations.

Favories = Mam Menu ™ FecMm ™ Employee SeliSamvice ™ Travel and Expesise Canter

TN Tennessee
E— State GOVE rnment Welcome to Edison Employee Portal

Traveland Expsnse Centey

. ]
I ! Travel and Expense Center
'Emnbym: Travel and Expense Center

f Expense Repoils = | vael Authonzations =7 Cash Advances
/ Create, madify, print, view or delets an Expense Report l, L'_J_- Create. modify, print, visw or delete Cash Advances
L o e&ten\dod v Create/linoTy

iE| Print:
Wigw
2 Mcﬁ.. i Delete

Eg? i Forecast Time i, Print Reports Profiles and Preferences
_.(_5) Creste, modify or view forecast datg é@ Print-amy one of your sxpense transactions: Marnage your persoral, organizational and financial del
] Expense Feport expense reporting.
2 Trave! Authorzation [ Review/Edit hmﬁl.e
B Cash Advance [E| Delegate Entry Aulhority
~| Review Payments Ii Other Expense Functions
Review history of expense payments % Wigw contents in My Wallet. create your own termnplate. of madify ard exisfing
: Review Expense Histary template.
Review Payments = Creste/Updste User Ternpiate

Step 5:
You have successfully navigated to the Travel and Expense Center.

End of Procedure.
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Creating an In State Travel Expense Report
In this topic you will learn how to create a basic In State Travel Expense Report.

For this scenario, you have traveled to Knoxville for a training seminar. You stayed for two nights in
Knoxville.

Step 1.
Click the Expense Report link.

Favorites = Mam Menu ™ =M ™ Employes SeliSemvice ™ Travel and Experise Cantar

TN Tennessee
— State Govern ment Welcome to Edison Employee Portal

Traveland Expense Center

ll"'f,’-’. Travel and Expense Center

e¢ Travel and Expense Center

f—v—/- | Travel Authonizations =] Cash Advances
diry, prng, view or defele an Expense Report l, ' Submit and review travel suthorizations. LI.' Create, modify, print. view or delete Cash Advsnoes
i - = Creat=Modify E Create/ilodify
ink i=| Print
BRI
2 o= W= Delete
ﬁ{ Forecast Time {)r Print Reporis == Profiles and Preferences
_® Creste, modify or view forecast datg é@ Print any one of your sxpense transactions. 4 %=1 Manage your perscnal, organizational and financial del
[E| Expense Report Expense reporting.
B Traval Authorzation [ Review/Edit Frofile
i Cash Advance [E] Delegate Entry Authority
—_ | Review Payments Other Expense Functions
4]” Review history of expense payments Wiew contents in My Wallet. create your cwn template, of modify and existing
E Review Expense Hiztory templats.
=l Review Payments =] Cresteftipiste User Ternplate

Step 2.
Click the Create/Modify link.

Favorites = Main Meny ™~ Employes SetFService ™ Travel and BExpense Center ™ Expense Reporis ™

TN Tennessee
— State Government Welcome to Edison Emp

Traveland Bxpense Senter
rj Expense Reports
Create, modify, print, vigw or delete an Expenss Report

= Print — View
ﬁ Print an Expenss Report E=—] View an Expenss Repon

e Delete
= | Delete an Expense Report
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Step 3.
To access creating a new travel claim you must enter an Employee ID for who the claim is for.

Select the Add a New Value tab and enter the Employee ID in the Empl ID field.

Favorites = Main Menu = . FSCM ™ Employee SelESenvice ™ Traveland Expense Cenfer * & Expense Reporis ™ Createiadity

Bl |Search B Acvanced Search

TN Tennessee
— State Government

Expense Report

| Eind an Sxsting valuz || Add a New Value |
Empl D{00380808]  x]i@

| Add

Find an Existing Vaiue | Add a New Value

Step 4.
Click the Add button.

Favorites = Main Menu ™~ > FSCM'™ Empioyee Self-Senice ™ Travel and Expense Center ¥ = Expense Repoiis Createfodify

Bl |Search B Acvanced Search

TN Tennessee
— State Government

Expense Report

| Fing an Existing Valus || Add a NewValue |

Empl ID100380808] = @

Find an Existing Vaiue | Add a New Value
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Step 5.
Business Purpose is a required field. You will select the item from the dropdown menu that closely
describes the purpose of your travel.

Click the Business Purpose dropdown menu.
Favorites = Main Menu = FSCM = Employes SelfSenvice ™ Travel and Expense Center ~ Expense Reparls ™ Createfvodity

Al ~ | Search Bl Acvanced Search

TN Tennessee
State Government

Create Expense Report

Susie Halcomb 7 FileNet Documents

*Business Purpose| w | ey

Destnation: - i
*Report Description % Aftachments
Reference | &

Expenses ¢
Expand All | Collagse All Add: | [ My Wallet (0) | :j.} Quick-Fill

*Diate “Expense Type Description *Payment Type

& vl EI

254 chiaracters remaining

Expang All | Collapse All
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Step 6.

Select "State Training" from the dropdown menu.

Favories = Main Menu

FSCM

Al

TN Tennessee
_ State Government

Create Expense Report

Susie Halcomb 7

*Business Purpose
*Report Description

Reference
Expenses 7
Expana All | Collagse All

Assessments

Audits

Case ManagementMisits
Collections

Computer Support
Confgrence

Court Appearances

Employee Self-Senvice ™

= | Bearch

Travel and Expense Center ™

ight idect fur State Cuternment

Bxpense Reports ™ CreateModly

Bl Advanced Search

FileNet Documents

Destination: —-
+ Aftachments

Empigyes Recruiing
Executve Management Funchions
*Date *]Inspections
T o |— |nvestigations

—{ Legislator Trawel
Litigation
WM Fuel Reimbursement
Meetings
Monitoring
Cut Service Training
Presentations
Froiect Management
Regional Job Duties

Description *Payment Ty

'E_I

254 characiers remaining

Expand All | Caollapse All

Tratning
ransportation
Tuition Reimoursement

Step 7.
The Report Description field is a required field. Describe the reason for your travel. In this scenario, you
went to a training seminar.

Click in the Report Description field.

Eavorites Main Menu FSCM = Employee Self-Service ™ Travel and Expense Center ™ Expense Reparks CresteModiy

Al = |Search Bl Advanced Search

TN Tennessee
State Government

Create Expense Report

Susie Halcomb 7 FiieNet Decuments
*Business Purpose [State Training v|
o Destination: -
*Report Description | | &% Attachments
Referance | aQ
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Step 8.
Enter "Training Seminar" into the Report Description field.

Favorites = Main Menu ~ » Empioyee SeifSenvice ™ - Travel and Expense Center ™ Expense Reporfs ™ CreatefModity

Al ~ | Search Bl Advanced Search

TN Tennessee
State Government

Create Expense Report

Susie Halcomb 7 FileMat Documents
*Business Purpose | State Training v | T ]
Destnation: -
*Report Descriptionl Iaining Seminar | P A Attachments
Reference | e}
Step 9.

The Destination is required for Expense Reports with lodging or meal expenses. This is the location where
you incurred the lodging expense. Selecting this location will allow the system to generate the allowable
lodging expense rate.

Click the Look Up Destination icon.
Favorites = Main Menu = FSCM ™ Employes SelfFSenice ™ Travel and Expense Center ~ Expense Reports ™ Createfodity

Al = | Search Bl Arvanced Search

TN Tennessee
State Government

Create Expense Report

Susie Halcomb 7 FileNet Documents

*Business Purpose | Sigte Training v | =

¢ Destination: -
*Report Description |Training Seminar & Attachments
Reference | 'C(
Expenses (7
Expand All | Collapse All Add: | [ My Wallet (0} | iﬁ Quiclk-Fill
*Date *Expense Type Description *Payment Type
& vl ] N

254 characters remaining

Expand All | Collapse All
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On the Look Up Destination page, click in the Description begins with field so you can search by the city

Step 10.
name.
Look Up Destination
Help
Setil SHARE
Expense L{:cation
Description| begins with || |
Look Up -: | Clear | : Cancel | Basic Lookup

Search Resulis

Cnly the first 300 results can be displayed.
q

Wiew 100 First 1-300 of 300 Last
Expense Location Description
AKANC Anchorage
ARJUN Juneau
ALALE Alexander City Tallapoosa
ALANN Anniston; Calheun
AlLATH Afnens; Limestone
ALALS Auburm; Lee
ALBIL Billingsley Autauga
ALEBIR Birmingham; Jefferson and Shel
ALDAP Daphne Baldwin
ALDEC Decatur; Mergan
Step 11.
Enter "Knoxville" into the Description begins with field.
Look Up Destination
Help
SetlD SHARE
Expense Location| begins with s
Description| begins with w [lknoxvillg x|
Look Up Clear Cancel Basic Lookup

10
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Step 12.
Click the Look Up button.

Look Up Destination x

Help
SetlD SHARE

Expense Location| begins with W
Description| begins with w||knoxvillel *

Lock Up Clear Cancel Basic Lookup

Step 13.

The Search Results for Knoxville only resulted with Knoxville, Tennessee. If there were results from

multiple states, you could find Tennessee by looking at the first two letters of the Expense Location. All of

Tennessee's Expense Locations will begin with TN.

Look Up Destination

Help
SetiD SHARE
Expense Loc atiorr
Description lknaxville

 LookUp || Clear [ Cancel | Basic Lookup

Search Resulis
View 100 First ‘& 1ofr M Last

Expense Location Descripfion

TNKNO

Step 14.
To select Knoxville, click the Knoxville Knox link.

Look Up Destination

Help
SetiD SHARE
Expense Loc ati{m
Description lknaxville

 LookUp || Clear | Cancel | Basic Lookup

Search Results

View 100 First ‘W  1oit M Last
Expense Location Descripfion
THNKNO Knowyille Knox

11
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Step 15.
Next, you will enter the expenses incurred during the travel in the Expenses section of the Expense Report.

Favorites = Main Meny = FSCM = Employee Seif-Service ™ TFravel and Expense Center * Expanse Reparts ~ Createddodify & Home | ‘Signout

All = | Search Advanced Seaith

TN Tennessee [@]edison]

State G overnme |"|t Welcome to Edison Employee Portal Susie D Halcomb

New Windaw | Heln | Personalize Page |

Create EXPSI"»SB Report Savetor Later | B Summary and Submit.
Susie Halcomb |7 FileNet Documents Quick Start | Populaie From V|| eo
*Busi Purpese [Siate Training Vl | Kngievilie Kniox
o B ; Destination: -~ a
“Report Description [Training Seminar S+ Attachments
Reference | _'Q
Espand All | Collapse All Add | [ My Walket (0) | 4F Quick-Fill Totals (0 Lings) 0.00 USD
“Date *Expense Type Diescription *FPayment Type *Amount *Currency
E vl = v ool uso @ BHE
254 characters remaining
Expand All | Colfapse All Totals {0 Lines) 000 USD
Step 16.

First, click the Calendar Icon and select the date the expense took place on.
Favorites ™ Main Menu = FSCM ™ Employee Seif-Service ™ Travel and Expenss Cenlar BExpense Reports ™ Crear/Moaity

Al ~ | Search B cvanced Search

TN Tennessee
State Government

Create Expense Report

Susie Halcomb | 5 FileNel Documentis
*Business Purpose [ Siate Training v T —— A
S .. — e N : Destination: - T =
*Report Description [Training Seminar Fe  Attachments
Reference '_ @
Expenses ¢
Expand All | Collapse All Add | & My Wallet () | gﬁ’ Quick-Fill
“Date *Eipense Type Description *Fayment Typ
=] 5| =
Calendar - 254 characters remaining

Octover [v] 2015 [V]

Expand All | Collapse All

8/M. T 'W T 'F B
T o3
4 5 6 7 & 9 10

112 13 14 15 16 17
15 1o 20[21]22 23 24
25 26 27 28 29 30 3

" Current Date ' *

12
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Step 17.
Select from the dropdown menu for the type of expense.

Click the Expense Type dropdown menu.

Favofiles = Main Mernu = Employee Self-Service Travel and Expense Cenler Expense Reporis * CreateModily ' Home | Sigroul

Al = | Search Advanced Search

TN Tennessee
s, State Government Welcome to Edison Employee Portal Susie D Halcomb

New Window | Help | Personalize Page | @

Create Expense Report [ Save for Later | [& Summary and Subimit
Susie Halcomb |2 FileNet Documents Quick Start [_Populate Fram V][ 8o

*Business Purpose Siate Training ~ i

! T TRT—— | Desfination: Koz Knox Q
“Repoit Description |Training Seminar Ao Atmchmems
Reference | - :Q_
Expenses 7
Expand All | Coliapse All Add: | [ My Walilet (D) [ £F Quick-Fil ot 01 ijes) B0 (2sD
*Date *Cxpense Type Deseription *Payment Type *Amolint *CUrTency
w1015 @ [ = = v i o0 s EHE

254 characters remaning

Expand All | Collapse All Totals {0 Lines) 000 USD

13
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Step 18.
Select "In State Meal and Incidentals" from the dropdown menu.

Main Meny = Employee Sef-Service ™ Travel and Expense Cepler ~ Expense Reporis ~ Create/Modiy

All |~ | Search I »tvanced Searh

TN Tennessee
State Government

Create Expense Report

Susie Halcomb | 7 FileiNet Documents

*Business Purpose | State Training \-| [Knoxville Knox
i - Destination:
*Report Description [Training Seminar | &%+ Aftachments

Reference | 'Q
Expenses

Expand All | Collapse All Add: | E—_‘,My Wahet (0) | 5}? Chuck-Fill

*Date *Expense Type Description *Fayment Ty
10212015 |5 A | | =

Admission to Museums ~ E o

Cap on Qut of State Mileags et i -
Car \Wash for State Vehicie B
Commercial Dnver License

Expand All | Collapse All Confersnoa Faeg

CaopiesPrinting

Diata Processing Supplies

Electricity

Employee Awards

Employes FICA Expense

Flight Physical

Food for Others

Gas-Utilties

In St Lodging Taxes/Surcharoes

In State Baggage

In State Femries

In State Lodging

Io Sigie Maiacgl Handioon

|Io State Meal and Incidentals |
I State Parkng

In State Point to Point Miles

In State Taxis

In State Tolls

In-State Vicinity Wiles

In-Siate Ajrfare

In-Siate Car Rental

In-State Car Rental Gas

In-Siate Shuttle 4
Intemel Atcess

14
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Step 19.

Click the Payment Type dropdown menu.

Favories = Main Mem = Emplayee

TN Tennessee
State Government

Create Expense Report

Travel and Expense Center =

~ | Search

Expenise Reports

A Bright Idea fur State Gaternment

Create/Modiy

Advanced Seamh

& Home Sign oul

loyee Portal Susie D Halcomb
Mew Window | Help | Personalize Page | T

|2 Savefor Later | ¢y Home | @ Summary and Submit

Susie Halcomb | 2 FileNet Documents Actions [ .Choose an Acion v|| eo |
*Business Purpose | Siate Training ~ i e i
|" e L | v e Knoxvilie Knox &
*Repori Description Training Saminar A Bachmets
Reference -
Expenses y
Expand All | Collapse All Adct | [ My Wallet (0} | £ Qusck-Fill Totals {1 Line) 5600 USD
“Diate *Expense Type [Creseription *Fayment Typs *Amount *Curency
A 10212015 |5 [In State Meal and Incidenials v| I | | i 3 fuso. @ EHE
254 characters remaininig
*Billing Type ?kwﬂafd v 7 Receipt Spiit 7| Default Rate “Exchange Rate | 100000000 #, B
*Location Knaxville Knox a =] Per Diem Deductions [CINon-Reimbursable Reimbursement Amt 5500 Ust
[ No Receipt
» Accounting Details ' 7
Expand All | Caollapse All Totals (1 Line} 56.00 USD

Step 20.

Select "Cash" from the dropdown menu.

Favorites ™ Main Menu =

Al

TN Tennessee
State Government

Create Expense Report

Travel and Expensa Canler ™

~ | Search

Expense Reports ™

CresteModify

Advanced Search

& Home

loyee Portal Susie D Halcomb
New Window | Help | Personalize Page |

Sign out

[ Save far Later | @ Home' | @ Summary and Submii

Susie Halcomb |2 FileNet Documents Actions [.Choose an Action v| [es |

*Business Purpose [Siate Training v| Kool Kniok =Y

e = Destination: ———— — .
*Report Description [Training Sermmar % ARathments
Reference | 1

Expenses ¢
Expand All | Coliapse All Agd | [ My Wallet () | 5F Quick-Fil Totals (1 Line) 56.00 USD

*Datg *Expense Type Description “Payment Type *Amaunt “Currency

v 10212015 @ [In State Meal and Incidentals ] = & ~ ssomn) uso @ EHE

“Billing Type|Standard  «

"Location Knoxville Knax

» Accoumnting Details 7

254 characiers remaining
Receipt Spit

[} [E] Per Diem Deductions

[ Mon:Reimbursable
[INc Receipt

ange Rate | 100000000 7, B

Reimbursement Amt 5600 USD

Expang-all | Collapse All

Totals {1 Line) 56.00 USD

15
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Step 21.
The State of Tennessee Travel Policy only allows 75% of the per diem rate to be claimed on the first and last

day of travel for overnight travel.

The per diem rate will default in based on the Destination, so you will need to change the amount to reflect
75% of that rate (which in this example is $42.00).

Main Mers = Employee Seif-Sevice Travel and Expense Cener Expense Reporis CreateMvedily & Home | Sigrout

Al ~ | Search Agvanced Search

TN Tennessee
State Gove rnment Welcome to Edison Employee Portal Susie D Halcomb

New Windaw | Help | Personalize Page | &

Create Expense Report [Q Savefor Later | @y Home | [B Summary anid Subirit
Susie Halcomb 2 FileNet Documents Actions | _Ehonase an Atbon \.-| | (GO
*Business Purpose | ,S[ia’t,e Trrarmlrng 77 v e Kol Knox 'Q
*Report Description [Training Seminar % Aftachments
Reference - :Q_
Expenses ¥
Expand Al | Collapse All Add- | B My Wallet (D) | 7 Quick-Fil Totals{t Line) %600 USD
“Date *Expanse Type Dreseription *Payment Type =Amount TCurmency
- 1072172015 |5 [In State Meal and Incidentals vl [Z [casn v [ sa00| [uso @ HEE
254 characters remaining
*Billing Type| Si2ndard W Receipt Split | Default Rate *Exchange Rate | 100000000) ¢ B3
*Location ‘I‘inf_)xwlle Knox Q, [E] Per Diem Deductions I Non-Reimbursable Reimbursement Ami S5O0 UsD
ClNe Receipt

# Accounting Details ' ¢

Expand All | Collapse All Totails (1 Line} 56.00 USD

Step 22.
Click in the Amount field and delete the Current Value.

MainMeru = FSCi = Employee Self-Service Travel and Expense Center Expense Reporis CreateMModiiy | - Sigr oul

Al = | Search Agvanced Sednch

TN Tennessee
State Government

New Windaw | Help | Personalize Page | &

Create Expense Report [ Savefor Later | @y Home | [B Summary arid Subnit
Susie Halcomb 2 FileNat Documents Actions [ _Choose an Acfion v | B
*Business Purpose | ,Siizt,e Traf'nif!g 77 \:| N [ — :Q
*Report Description [Training Seminar % Atachments
Reference - e
Expenses ¥
Expand Al | Collapse All Add: | My Wallet (D) | 7 Guick-Fil Tospythlaney 00| U
“Date *Expanse Tyoe Description “Payment Type “Amauni “Cumency
ANHR2015 |[F [In State Meal and Incidentals vl = [Casn v I sen fiso ja EHE
254 characters remaning
*Billing Type Standard _ w| Receipt Split ¥ Default Rate “Exchange Rate | 100000000 7, B,
“Location anxwlle Knox Q, [E] Per Diem Deductions I Non-Reimbursable Reimbursement Amt ss00  UsSD
ClNe Receipt

16
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Step 23.
Enter "42.00" into the Amount field.

Favorites = Main Menu = FSCh ™ Employee Seif Service

Al

TN Tennessee
State Government

Create Expense Report

Susie Halcomb |2

*Report Description Training Seminar
Reference
Expenses
Expand All | Collapse All

"Date

Travel and Expense Cented: Expense Reporis CreateModify

* | Sgarch Advanced Seamh

ight idect fur State Cuternment

& Home Sign gt

Welcome to Edison Employee Portal Susie D Halcomb

New Windaw | Help | Personalize Page | T

|2 Save forLater | & Home | Ef Summary and Submit

- 10212015 |[F [In State Meal and Incidentals

“Billing Type

FileNet Documents Actions [.Choose an Acfion v]| eo
“Business Purpose | Siate Training b i? il i
[ _|. e ] Knoxvilie Knox &
+ Atachments
a
Ade: | [ My Waliet (0} | 6% Guick-Fil Totals (1 Line) 4200 USD
*Expense Type Deeseription *Payment Typs *Amount TCUMEnty
vl I= [Cash V] L_sogx] fuso o EHE
254 cnaracters remaining
- Receipt Spiit [V Default Rate “Exchange Rate | 100000000 2, B
“Location |Knowlle Knox Q [E| Per Diem Deductions [ on-Reimbursable Reimbursement Amt 4200 UsD
Cno Receipt

Step 24.

Now that you are finished with the first expense line, click on the Downward Arrow to the left of the line to

collapse the line details.

Favories = Main Meny = Emplayee Seif-Service

TN Tennessee
State Government

Create Expense Report

Susie Halcomb | 2

*Report Description Training Se
Reference
Expenses
Expand All | Collapse All

Travel @nd Epense Cenfer

Expense Reporis

Al ~ Search B scvanced Seamh

CreateModity

Sign oul

New Window | Heip | Personalize Page | T

[Z) Savefor Later | (& Home | @ Summary and Submit

*Date

=

“Billing Type

FileNet Documents Actions [ _.Choose an Acfion v| \ (B0
*Business Purpose [Siate Training § \:| N Knowville Knox :Q
+ Atachmenis
- &
Ada: | Ry My Wallet (0} | & Quick-Fil Totks(tLing) 4240 'USD
*“Expense Type Dieseription “Payment Type “Amount Cumency
172015 |5 [In State Meal and Incidentals w| [ = [casn v| uso @ EHE
254 characters remaining
BIE Receipt Spit [V Defautt Rate “Exchange Rate | 100000000 2, B
“Location Knoxville Knox A [E| Per Diem Deductions I Non.Reimbursable amEiiiat A Py R
[l No Receipt

17
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Step 25.

Next, you will enter the lodging expense incurred for the night of October 21, 2015.
Click on the Plus (+) sign to the right of the first expense line to add a new line.
Favorites = Main Meny = s Employee Seif-Senice ™ Travel and Expense Cenfer ™ Expense Reporis CreateModify

All v |sarh B Acvanced Search

TN Tennessee
State Government

New Windaw | Help | Personalize Page | |

Creata Expense Report Save for Later | (@ Home | [ Summary and Submit.
Susie Halcomby |7 FileNet Documents Actions- [ ..Choose an Action v |_ Go
*Business Purpose [Siate Training v| _ [Knoxville Kno, a
e : Destinaticn: - RAmyeaes g
“Report Description [Training Seminar &  Attachments
Reference | =%
Expenses -
Expand All | Collapse Al Agd | [ My Wallet (D) | 4F Quick-Fil Totals {1 Ling) 4200 USD
“Date *Expense Type Diescription- “Fayment Tyoe *Amouni ACurency
b [1021/2095 |4 [in Stae Meal and Incigentals v IZ [Casn v I 4200 [Uso @ =1

254 ¢haraciers remaining

Step 26.
Click the Expense Type dropdown menu.

Favorites ™ Main Menu = FSCM, ~ Employee Seif-Gervice: Travel and Expense Cenfer ~ Expense Repors © Create/Nodify

All | Search I Acvanced Search

TN Tennessee
State Government

Create Expense Report

Susie Halcomb | = FilaNet Documents
*Business Purpose | State Tralning ~| nonile KiiR
R i Destination; ' et I
*Report Description [Training Seminar % Atachments
Reference '_ o
Expenses ¢
Expand All | Collapse Al Add: | [ My Walket (D) | 5;: Giuick-Fill
*Date *Expense Type Diescription *Fayment Type
v [10212015 |® [in State Meal and Incidentals v [ IZ [Casn
254 characters remaining
*Billing Type[Standard v B Receipt Spil W Defauit Rate
“Location |Knosxville Knox Q [E] Per Diem Deductions ] Non-Reimbursable
Cno Receipt
4 Accounting Details 7
212015 |5 | ~ =

254 characiers remaining
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State of Tennessee — Edison Project

End User Training Material — Travel Manual: Employees

Step 27.

Select "In State Lodging" from the dropdown menu.

Favorites = Main Menu =

TN Tennessee
State Government

Create Expense Report

Susie Halcomb 7

Employee Sel-Service ™

Travel and Expense Center ™

FiteNet Documents

*Business Purpose [Siale Training

v

*Report Description [Training Seminat
Reference
Expenses

(=1

Expand All | Collapse All Add: | [ My Wallet (D) | £F Quick-Fill

y

“Tate *Expanse Type

Description

Expense Reports

Destination: —

|Knoxville Knox
+ Aliachments

A Bright dea fur State Goternment

CreateModiy

*Payment Type

102172015 |F |In State Meal and Incidentals

G

=l [cash

Admission io Museums
Cap on Qut of State Mileage
Car Wash for State Vehicle
Commercial Driver License
Conference Fees
CopiesiPrinting
Data Processing Supplies
Electreity
Employee Awards
Employes FICA Expense
Fhight Physical
Food for Othars
Gas-Utilities
In 5t Lodging Taxes/Surcharges
In State Baggage

H F=]

0212015 |

Expand All | Collapse Al

254 characiers remainin

A

254 characiers remaining

|

L Stale Ledging
In State Material Handiing
In State Meal and Incigentals

Step 28.
Click the Payment Type dropdown menu.

Favorites = Main Meny = Employee Seif-Senvit

All

TN Tennessee
State Government

Create Expense Report

Susie Halcomb 7

“Report Description Training Seminar

Expenses =
Expand All | Collapse All

*Date

Travel and Expensa Cenfier =

Search

aise Reports ™

Advanced Seaich

Welcome to Edison Employee Portal Susie D Halcomb

New Window | Help | Personalize Page |

Save forLater | ¢y Home | [ Summiary and Submit

10R2172015 | [In State Lodging

=Billing Type|Standard  w

*Location |Knoxville Knox

Flighet Documents Actions [ ..Chipose an Action V]| eg |
*Business Purpose [Sizts Training v |Knoxvilie Knox aQ
Destination: - ————— +
% Altachmenis
Referenice | _'Q
Add: | [ My Wallet (0) | 47 Quick-Fil Totals (2 Lines) 13000 USD
“Expense Type Description “Paymant Type *Amount “Gurrancy
10/21/2015 |[E [In State Meal and Incigentals ~| [ J= [casn ~ | 4200 s g HE
254 haratlers rsmaining
=i L = | sao0 isb o EHE
254 characiers remaining
P S M Default Rate “Exchange Rate |  1.00000000] B2
[} Per Diem Deductions [ Noh-Reimbursable Reimbursement Ami 8800 USD

[One Receipt
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State of Tennessee — Edison Project

End User Training Material — Travel Manual: Employees

Step 29.

Select "Credit Card" from the dropdown menu.

Favorites = Main Menu = FSCM ™ Empioyes SeiFSevice

Al -

TN Tennessee
State Government

Create Expense Report

Travel and Expense Center ™

Search

Expense Repors

CreataModily

Advanced Search

ight idect fur State Cuternment

& Home

|edison

Sign out

Welcome to Edison Employee Portal Susie D Halcomb

New Window | Hetp | Personalize Page | [

[E Save for Later | @ Home | E, Summary and Submit

Susie Halcomb | 7 FileNst Documents Actions | .Choose an Action V|| 6o |
*Business Purpose [State Training v| e —
= Destination: - —
*Report Description [Training Seminar % Attachments
Raeference | » Ta
Expenses 7
Expand All | Collapse All Add | [Z My Wallet (0) | 4F Quick-Fil Totals {2 Lines} 130.00 USD
*Date *Expense Type Description *Payment Type =Amount HZUrrency
1072172015 & [in State Meal and Incidentals | ‘ |E [casn v ~ 42o0| |ush o, B E
254 charagters famaming
- 10212015 & [in State Lodging v \ = Bam| [Usn @ EE
254 characiers remaming
*Billing Type|Standard _ » [ Receipt Spit ki ange Rate 100000000 ¢, Bl
“Location |Knoxville Knox [E3 [£] Per Diem Deducticas I Non-Reimbursable Reimbursement Amt 2300 UsD
Clne Receipt

Step 30.

Now that you are finished with the second expense line, click on the Downward Arrow to the left of the

line to collapse the line details.

Favories = MainMenu ~ FSCM ™ Employee Seff-Service

Al

TN Tennessee
State Government

Create Expense Report

Search

Travel and Expense Cenfer

Expense Reporis

CreateModify

Advanced Search

& Horie Sigr out

Welcome to Edison Employee Portal Susie D Halcomb

Hew Window | Help | Personalize Page | £

[Q) saveforiater | (@ Home | @ Summary and Submit

Susie Halcomb (2 FiieNet Documents Actions [ .Choose an Acfion V|| 6o
*Business Purpose | State Training W v "
‘7 R 7| Destinatin Knoxvilie Knox |
*Report Description Training Saminar & Attachmenis
Reference o =8
Expenses | ¥
Expand All | Collapse Al Add- | [ My Wallet (0) | 4F Quick-Fill Totals (2 Lines) 13000 USD
*Date “Expense Type Deseription “Payment Type *Amount *Curency
b 10212015 |5 [In State Meal and Incidentals v I [Casn = § 200 [Uso 1@ EHE
354 characiers famaining
E 10212015 |{ [InState Lodming v |Z [CreawCara v gag Uso | HE
254 charatters remaining
“Billing Type[Siandard _v] B Receiot Spil Wi Detaut Rate “Exchange Rate | _ 1.00000000] 73 [
*Location [Knoxille Knox o [E] Per Diem Decuctions [ non-Reimbursable Reimbursement Amt 83.00 usD

I no Receipt
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End User Training Material — Travel Manual: Employees

A Bright dea fur State Goternment

Step 31.
The In State Lodging expense is the rate of the room for that night. The state rate will default in because

the Destination has been inputted.

Your hotel receipt will have additional taxes for that room, this expense will be shown on an additional line,
only the room rate will show on this line.

Click on the Plus (+) sign to the right of the second expense line to add a new line.
Favoriles = Main Menu = FSCM ™ Employes Sel-Savice ™ Travel and Expense Cenier ™  »  Expense Reports™ Hign out

Al ~ | Search Bl Acvanced Search

TN Tennessee
State Government

Mew Window | Help | Personalize Pags | §

Create Expense Reporl [5) Save for Later | (& Home | B Summary and Subrmit
Susie Halcomb |7 Filzhet Documents Actions [..Choose an Action V]| 6o |

*Business Purpose | Siate Training (v i, e Knox i

| - ‘ Desfination: I@oxu\.e Koo N
*Report Description Training Seminar = &% Attachments
Reference - ] 3,
Expenses
Expand Al | Collapse All Add: | [ My Wallet @) | %7 Quick-Fi) Towals (2 Lines) 130.00  USD
“Date *Expense Type Description *Payment Type *Amount *Cumency
10212015 |[E [inSiate Meal and Incidenials V] = [cash - [ oo jusp & @& =

254 characters remamning

10212015 | [In State [odging vl |51 [Grefit car “ 385.00| |UsD. Q@

254 chafacters remaining

Step 32.
Click the Expense Type dropdown menu.

Favorites » MainMena Fsem ™ Employes Seff-Service. * Travel and Expense Centar *

All = | Zearch

TN Tennessee
State Government

Create Expense Report

Susie Halcomb' 2 FileNet Documents
*Business Purpose | State Traiming b | _Knoxvilie Knox €
. Destination:
*Report Description Training Seminar % Aftachments
Reference | Q
Expenses
Expand All | Collapse Al Add: | By My Wallet (0 | 1;}’ Cuuick-Fil
*Date *Expense Type Descaptian *Payment. Typ
b 10212015 |5 [In State Meal and Incidentals v| | = [cash

254 characters remaining

1002472015 |In Siate Lodging ~|

Tl

Credit Cand

=

254 characiers remaining

1292015 |H | ¥ | | E_ |
254 characters remiaining
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A Bright dea fur State Goternment

Step 33.
Select "In St Lodging Taxes/Surcharges" from the dropdown menu.

Favarites ™ Maint Menu FSCM = Employes SelfSemvice: ™ Trawsl and Expense Center ™ BExpense Reporis = CreataModify

Al ~ | Segarch Sl Advanced Seanch

TN Tennessee
State Government

Create Expense Report

Susie Halcomb 7 FileNel Documenis
*Business Purpose |S!ate Training v| |Knoxville Knos lg
= - Destination: — - =
*Report Description [Training Seminar . dﬁ, Aftachments
Reference __ -:Q
Expenses
Expand All | Collapse All Aod | [& My Wallet (D) | g?-{}u.'t:k—FilI
“Date *Expense Type Description *Paymant Typ
} 10212015 |& [in Staie Meal and Incidenials v] | |=! [casn
254 characters remaming
10242015 |/ Admission o Museums ~ | = - " e and
Cap on Out of State Milsage 254 characiers remanring
Car Wash for State Vehicle
Commercial Driver License
10/21/2015. | |Conferance Fees | 'I_EI |
—  {Copies/Printing =
Data Frocessing Supplies 254 Charactars rariaining
| Electricity
Employes Awards
Expand All | Collapse All Emgloyee FICA Expense
Flight Physical
Food for Cthers
L=
In St Lodging Taxes/Surcharges
n Siaie Haggage
I State Femies
In Siate Lodgu_'rg
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Step 34.

ight idect fur State Cuternment

You will calculate the remaining amount you were charged that night for taxes and enter that amount here.

Click in the Amount field.

Main Meny = FSCM = Empioyee Seif-Senvine ™

All

TN Tennessee
State Government

Travel and Expense Canter *

* | Search

E

ense Repors

Acvanced Search

Create Expense Report

New Windaw | Help | Personalize Page | |

(5] Save foriater | ¢y Home | [B Summary and Submit.

Susie Halcomb | 7 FileNei Documents Actions | ..Choose an Action v |_ Go
B Purpose [Sialé Training v Knoxvilie Knox, Q
oo S Destination: ————— +
“Report Description Training Seminar Se  Attachments
Reference '_ il
Expenses @
Expand All | Collapse All Acd | By My Walet (D) | gf Quuicle-Fill Totals {3 Lines) 130.00 UsSD
“Date *Expense Type Descrigtion *Fayment Type *Amount *Cumency
[1az121s e |\nS‘ta{e Meal and Incidentals v| ‘ }‘E' ‘Casn ~ 4200 ;béD 1Q EHE
254 ¢haracters remaining
10i21/2015 |5 [In State Lodging ~ ] I=! [CreditCard v 300/ [usp o EIE
254 characters remaining
- 10212015 | [In 5t Lodging Tades/Surchanges ~| | @ ‘ 5 m 0 o BEE
254 characters remaining
“Billing Type| Standard _ ~ Receipt Spiit ¥ Diefautt Rite “Exchange Rate | 100000000 & [
[ Non Reimbursable Reimbursement Amt 0.00  uUsD
ko Receipt

Step 35.

Delete the current value and enter the desired information into the Amount field.

Enter "14.32" in the Amount field.

Favorites = Main Meny FSCM ™ Employee Self-Service

Al

TN Tennessee
State Government

Create Expense Report

= | Search

Travel and Expense Cenfer ™ Expense Reports CreateModify

Advanced Search

Welcome to Edison Em

& Horie Sign oul

loyee Portal Susie D Halcomb
Mew Window | Help | Personalize Page | £

[Q savefor Later | (& Home | @ Summary and Submit

Susie Halcomb |2 FileMet Documents Actions [ ..Choose an Acfion | |ﬂ
i Pu-rpose |S!a19Trammg — tl Destination: Knauiie Knor :Q
“Report Description [Training Ssminar & Attachmenis.
Reference - (=8
Expenses |
Expanc All | Collapse All Ada: | [ My Wallet (D) | £ Quick-Fil Tetals13Lines) 14432 USD
*Date *Expense Type Description “Payment Type =Amount *Currency
10/212015 |5 [In State Meal and Incidenials v 1= [Gasn [~ I 2o uso a HE
254 characters remaming
102172015 | [in State Lodging ~ iZl [GrediCar v gso0) uso (o H[=
254 characters remaining
- 1021205 |5 [InSt Lodging Taxes/Surtharges v = = | is3gx || uso jo, E[E
254 characters remaining
“Billing Type|Standard v B Receipt Spi ¥ Default Rate *Exchange Rate | 1.00000000| o, B
[T ngn-rei sable Reimbursement Amt 1432 usp
[CIno Receipt
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Step 36.
Click the Payment Type dropdown menu.

Main Menu = FSCM ™ Employee Self-Service.

Al = | Search

TN Tennessee
State Government

Create Expense Report

Travel and Expense Cenfer

Expense Reporis

A Bright Idea fur State Gaternment

CreateModify Sigri out

Advanced Search

New Window | Help | Personalize Page | £

[3) Savefor Later | {fy Home | E, Summary and Supmit

Susie Halcomb |2 FiieNet Documents Actions [..Choose an Atfion | |ﬂ
*Business Purpose | State Training v T -
‘" con il 7| ] Knaxvilie Knox &
*Report Description Training Seminar #+  Attachments
Reference o (=8
Expenses |7
Expanc All | Collapse Al Ada- | [ My Wallet (0 | £ QuicicFil Tenils13 Lines) 14432 UsSD
“Date *Expense Type Dezecription Payment Type =Amount *CUrmency
102172015 |5 [In State Meal and Incidentals v I [casn ~ I 20 uso o HE
254 characters remaming
10212015 |[F [In State Lodging v iZl  [CreditCar ~ gson uso_ o, H[E
254 characiers remaining
- 1w2i0ts 3@ |in Stlodging Taxes/Surcharges v| = q ™ | 143x| [uso o B [=]
254 characters remaining
“Billing Type|Standard v Ei§ Receipt Spit (¥ Default Rate “Exchange Rate | 100000000 o, B
[T Non-Reimbursable Reimbursement Amt 1432 usB
[ No Recaipt

Step 37.

Select "Credit Card" from the dropdown menu.

Favorites Main Menu = Empioyes Seff-Service.

Al ~ | Search

TN Tennessee
State Government

Create Expense Report

Travel and Expense Center ™

Expense Reports ~ Create/Modily Sign ot

B Advanced Searh

New Windaw | Help | Personalize Page |

[5} Save for Later | (@ Home | [ Summary and Submit

Susie Halcomn. @ FileNet Documents Acfions | ...Choose an Acton || Bo
*Business Purpose [State Training v Trm———— .Q
= Destination: — 7
“Report Bescription [Training Seminar | + Aftachments
Reference | '_Q
Expenses 7
Expand All | Gollapse Al Aad | [Z My Wallet (0] | 4F QuickFil Tofals (3 Lines} 144,32 USD
“Daie *Expense Type Description *Payment Type =Amount “Currency
102172015 |5 [in State Maal and Incidentals v J= [Casn v - 42o0 jusb (@ BEE
254 characters femaming
10/21/2015 [ [in State Lodging v I= [GrediCarg ~| 00 [0sD 1@ B E
254 characters remaming
102172015 5 [In St Looming Taxes/Surchargss w| ﬁf 1422 [usp. @ EE
- — T
254 charactars remaining
. o s Credit Carg R
“Billing Type[Stardard v EH Receipt Spiit ¥ Defadirrrre 'm;e Rate | 100000000 7 BL
[[] Non-Reimbursable Relmbursement Amt 1422 WSD
I Mo Receipt
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ight idect fur State Cuternment

Step 38.
Now that you are finished with the third expense line, click on the Downward Arrow to the left of the line

to collapse the line details.
Favorites = Main Meny = » FSCM ~™ Empioyes Seif-Senvice ™ Travel and Expense Cenfiar = Expense Reporis CreateModiny

All -~ | ssarch B Aciveinced Search

TN Tennessee
State Gﬂvernment Welcome to Edison Employee Portal Susie D Halcomb

New Window | Heip | Personalize Page | |

Create Expense Report [ Save for Later | ¢y Home | B Summary and Submit.
Suaie Halioial |5 FligNet Documents Actions [ ..Choose an Action v|| eo
“Business Purpose [Siate Training v| [Knoxville Knax Q
L S ; Destimation: -~
*Report Description [Training Seminar He  Attachments
Reference | L §
Expenses
Expand All | Collapse Al Agd | [E My Walist @) | 4F Quick-Fil Tolaletlings) 14432 USD
“Date *Expense Type Description *Payment Type *Amount *Currency
[1021/2015 [§ [in Stae Meai and Incigerials vl [= [casn v| 200 uso. @ EE

254 Characters remaining

[1n S Lodaing I |=! [CredECam 5 I sz00] Uso o EE

254 characiers remaning

1021201

E 102172015 |5 [In Sf Lodging Taxes/Slrcharoes ~| | 'EW [Creci €ard v :' %3] Us0 @ HE
254 characters remaining
“Billing Type[SEndard v Receipt Soiit ¥ Default Rate *Exchange Rate | 100000000 « B
] Mon-Reimbursable Reimbursement Amt 1432 USD
CINo Receipt
Step 39.

Click on the Plus (+) sign to the right of the third expense line to add a new line.

Favories = Main Menu = Employes Self-Service Travel and Expense Center: ~ Expense Reporfs ™~ CreataModily & Homie | Sigrou

Al = | Search Advanced Seach

TN Tennessee
State Government Welcome to Edison Emp

New Window | Help | Persenalize Page |

Create Expense Report [ savefor Later | gy Home | [ Summary and Supmmit
Susie Halcomb (9 FilgNet Documents Actions [.Choose an Achion v|| 6o
“Business Purpose [ Siate Trairijng v o :
’ l E— _‘. Destination: e Knox 1%
*Report Description [Training Seminar &2 Aachmens
Reference - .
Expenses | ¢
Expand All | Collapse All Add: | [ My Waliet {0} | #F QuickeFil Totals 3 Lines} 14432 USD
*Date *Expense Type Deseription “Paymant Type *Amount “Currency
102172095 |5 [In State Meai and Incidentals v I [Casn v 3 200 uso q EHE
254 characlers remamning
1021/2015 || [In State Lodging v [CreditCara v saon uso o EHE
254 characters ramaining
10212015 (@ [InStLodgng Taxes/Surcharges | [ [Creat Carg v 14.32| |USD

254 characters remaining
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ight idect fur State Cuternment

Step 40.
The following day is your final travel day. You will need to claim reimbursement for meals and incidentals

on your final day of travel. Click the Calendar Icon and change the date to October 22, 2015.

Favorites = Main Meny = FsCi ™ Employes Self-Service Travel and Expense Canter Expense Reports = CreateModity

TN Tennessee
State Government

Create Expense Report

Susie Halcomb (7 FiteMet Documents
*Business Purpose | Siate Training v TRl I €
= — ; Destination: ————— — !
*Report Description [Training. Seminar £ Atachments
Reference (=}
Expenses
Expand All | Collapse Al Add | [F My Waliet (D) | ?.Quicl@Fill
“Date *Expense Type Description *Payment Ty
10/21/2015 E |InState Meal and Incidentals v| | kj |Dash

254 characiers remaining

100212015 | [In State Ledging V| | ’ij CregiCard
254 characiers remaning

1212015 (= |Ir| St Lodning Taxes/Surcharges v| | EI |L‘.reﬁi1 Card
254 characters remaining

.| Calendar ® =
102102015 | = | Ll' [
October  [w] (2015 [w 254 characiers remaning
S M T W T F S i N B
Expand All | Collapse Al T2 3

4 5 6 7 8 9 10
1112 13 14 15 16 17
12 19 20 2] 24
25 96 37 2% 26 30 M

L Currant Date 8
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Step 41.
Click the Expense Type dropdown menu.

MainMenu = FSCM = Employee Sel-Service ™

Al ~ | Search

TN Tennessee
State Government

Create Expense Report

Susie Halcomb (2

*Business Purpose [State Training ~|

*Repori Description Training Seminar
Reference L
E Xpenses

Expang All | Collapse all Add: | [ My Wallet(0) | g? Cuck-Fill

Travel and Expense Certer ~

A Bright dea fur State Goternment

Expense Reparls = CreateMedify

B Acvanced seamn

FileNet Documents

Destination: ‘?‘w‘he e
& Aftachmenis

“Date *Expense Type Description Payment Ty|

[10/21/2045 |5 [In State Meal and Incicentals v] J= [casn
254 characters remaining

[1021/2015 |[@ [InState Lodaing v IZl [CreditCara
254 characiers remaining

10217205 |3 |in St Lodging Taxes/Surcharges v [ Credit Card
254 characters remaining

N | ™| =

Step 42.

254 characters remaining

Select "In State Meal and Incidentals" from the dropdown menu.

Main Meny = Employes Seif-Senvice ™

Al Search

TN Tennessee
State Government

Creats Expense Report

Susie Halcomb | 2

*Business Purpose [Siate Trairing w|

*Report Description [Training Seminar
Reference (&8
Expenses |

Expand All | Collapse All Adds | [F My Walet (0) | 5}' Quck-Fill

Travel and Expense Cenfer

Expense Reports ~ Create/Modify

i Advanced Seamh

FileNet Documents

T Knoxvilie Knox [

&% Aftachments

“Date *Expense Type Description *Payment Typ
[16i212015 | [in State Meal and Incigentals V] = [Casn
254 chiaraciers remaining
[10212015 1H [Admission to Museums ~ [Credit Gara
Gap on Qut of State hieage 254 characiers remaining
Car Wash for State Vehicle
Gommercial Driver License
10015 | gggff;?g;ﬁﬂizes |7 [Cregicau
Data Processing Supplies 254 characters remaining
Blectricity
Employee Awards
1027015 & |Employee FICA Expense = [
feREs | | el - (2 S
Food for Othars 254 characters remaining
Gas-Utilifies

In St Liodging Taxes/Surcharges
In State Baggage
In Siate Fermies
In State Lodging
R i

Expand All | Coliapse All

[ In State Meal and Incigentals
[T STate Carmng
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Step 43.

Click the Payment Type dropdown menu.

Favoriles ™ Main Meru = FSCM =

TN Tennessee
State Government

Create Expense Report

Travel and Expensa Cener

= | Search

Expense Reports ™

CreateModify

Advanced Search

& Home

loyee Portal Susie D Halcomb
New Window | Help | Personalize Page | i

Sign out

H Save for Later | @ Home | B Summary and Submit

Susie Halcoml (3 FilaNst Documents Actions [_Choose an Action V|| 6o
*Business Purpose | Btate Training Knoxuille Knoe T Q
e r——— Destination; ——————
*Report Description [Training. Senmnar 1 '+ Afachments
Reference | aQ
Expenses ¢
Expand All | Caliapse All Aad | [B My Wallet @) | £ Quick-Fil Totats (4 Linos) M3e WS
“Date “Expense Type Descrigtion “Payment Typs “Amount “Currency
0 1021205 | [In Stats Meal and Incidentals ~] [Cash ~ I 2m uso o EE
254 characiers remaining
1212015 [In State Lodging ~| [Cred Card [¥] 8300 [bsD @ = =
254 characiers remaiming
! [z /20 [In St Lodging Taxes/Surcnarges V] | [Credit Cara v 1432 [Usp 1o =
254 characters remaining
- 10z22015 | [In State Meal and Incidenials | | 'E | 4 ssm juso & EE
254 characters remaining
*Billing Type| Siandard v Reccibaufe [ Defauit Rate *Exchange Rate | 100000000 , B

*Location Knoxvile Knox

Step 44.
Select "Cash".

Favorites ™ Main Menu ™

TN Tennessee
State Government

Create Expense Report

Susie Halcomb. |2

*Business Purpose [Siaie Training

v

Employes Seif-Service

Travel and Expensa Cenfer ™

~ | Search T

[Z] Per Diem Deductions.

[Tl non-Reimbursable

Reimbursement Ami

D No Recempt

FiteNet Documents

Expense Reports

CreateModify

Advanced Search

Welcome to Edison Emp

56.00

& Home

Sigrr put

loyee Portal Susie D Halcomb

Mew \Windew | Help | Personalize Page | |

Ej Save for Later | @ Home | @ Summary and Submii

Actions [_Choosean Ackion

V|| 6o

. (Kooxvifle Kriox ey
e Destination: . —
*Report Description Training Seminar s Afiachments
Reference | e,
Expenses ¢
Expand All | Collznse All Agd | [ My Waliel @) | #F Quick-Fil Totalsialines) 2032, \UEH
“Date *Expense Type Description *Payment Type “Amaunt “Currency
. 10242015 |[F [In Stats Meal and Incicentals ol = [Cash v I o q
254 characiers remaining
10212015 |5 [In State Lodging vl =l [Ceegi Card ] s00) [USD &
254 characiers remaining
L (1072172015 [In StLodging Taxes/Surcharges v IZ [Credica v 1832l jusp @
254 characters remaining
- 0222075 |E [In State Mea and Incidenials ] ‘ 1= BeO0| [Uso e
254 charatters remaining Cashl -
: s g -
*Billing Type| Standard Receipt Spit ¥ Defaulrrame - Rate | 100000000
*Location |Knoxvlle Knox Q Per Diem Deductions [ Non-Reimbursable Reimbursement Amt 56.00

Cno Receipt
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A Bright dea fur State Goternment

Step 45.
The State of Tennessee Travel Policy only allows 75% of the per diem rate to be claimed on the first and last
day of travel for meals.

The per diem rate for Knoxville is $56.00, which will default in because the Destination has been
inputted. You will need to change the amount to 75% of that rate, which is $42.00.

Favoites = MainMen = FSCM Employeée Self-Senvice ™ Travel and Expense Canter Expense Renarts = CresieiModiy # Home Sign out

All = | Search Advanced Search

TN Tennessee

State Government

New Window | Heip | Personalize Page | &

Create Expense Report [ Save for Later | ¢y Home | [E Summary and Submit
Susie Halcomb | 7 FileNet Documents Actions |_Chioose an Action V[ e |

*Business Purpose [Siaie Traning v |Knaxville Knos Q

= Destination: -~
*Report Description [Training Seminar #%  Attachments
Reference '7 &
Expenses @
Expanig All | Collapse All Add | [ My Wallet@) | §F Quick-Fil Totals (4 Lines) 20032 UsD
“Dale *Expanse Type Description *Payment Type Amouni *Currancy
102172015 | [InStale Meal and Incigentals ~ ] fZ [Casn ~ 4200 usb. @ EHE

54 Charatiers remaining

107212015 | [In Staie Lodging = {=! [Credi Card -~ | ss00] Usp @ EE
254 characters remaining

10212015 |5 [In St Lodging Taxes® v |Z1 [Creail card v 1432 uso i EHE
254 charat remaining

[1on2z0% | [In St Meal and Incideniis ~ I= [Cash ~] [ =
254 characters fefmaming

“Billing Type| Stantard Hencwt Soft (! Default Rate *Exchange Rate'| 1.00000000 &, B
*Location [Knoxvilie Knox &8 [E Per Diem Deductions I Non-Reimbursabis Reimbursement Amt 5600 UsD
(e Receipt

Step 46.
Click in the Amount field.

Mairni Menu = . Employee Seff-Service ™ Travel and Expense Cenfer ™ Expense Reports ™ Create/Modily . Home Sign oul

Advanced Sedic
edison

New Window | Heip | Personalize Page |

TN Tennessee
State Government

Create Expense Report [ save forLater | ¢fyHome | [B Summary and Submit
Susie Halcomb. | 7 FlleNet Documents Actions | ...Choose an Action v | 6o |
*Business Purpase [Siake Training v Mol Ko %
r — Destination: - ————— d
“Report Description |[Training Seminar #¢  Atachments
Reference | 1
Expenses @
Expand All | Coliapse All Asd | B My Wallet(D) | £F Quick-Fil Totals (4 Lines) 20032 uso
*Date *Expanse Type Description *Payment Type =Amount “Currency
[1e21/2015 [ [in State Meal and Incidentals v J= [Gasn v 4200 uso @ EE

254 ¢haratters remaining

5 [In Stie Lodging vl |2 [Creotcan - ss00] uso o, EHE
254 characters refmaining

10212015 |5 [In StLodging Taxes/Srthamges vl = [Crediean v 13| us0 @ EHE
254 characters rfemaining

(10222095 |5 [1A Stale Méal and Incidentais vl |2 [Casi V] 1 seo0f UsD @ =
254 characters famaming

“Billing Type[Sandai v Recept Spit i Defaut Rate “Exchangs Rate | 1.00000000] < F&
“Location |Knoxville Knex a [E] Per Diem Deductions [ Mon-Reimbursabie Reimbursement Amt 5600 UsD
Cwue Receipt

29



State of Tennessee — Edison Project
End User Training Material — Travel Manual: Employees

A Bright dea fur State Goternment

Step 47.
Delete the current value and enter "42.00" into the Amount field.

Favortes = Main Menu = Employee Seif Service: Trave! and Expense Cenfer, Expense Reports ~ Create/Modiy & Homie | Sigrout

Al = | Search Advanced Search

TN Tennessee
State Government Welcome to Edison Employee Portal Susie D Halcomb

Nain Window | Help | Persanalize Page | £

Create Expense Report [ savefor Later | @& Home | (B Summary snd Submit
Susie Halcomb | 2 FiieNet Documents Actions’ [..Choose an Action ]| 6o
*Business Purpose | Slate Training ~ . :
i | ~ _|. Destingtion: Knoxvilie Knox a
*Repori Description [T i Attachmenis
Reference - :Q_
Expenses |1
Expand All | Collapse Al Add- | [ My Waet (D) | 47 Quick-Fill Tukils {1:Lines) 186.32  USD
“Date *Expenss Type Description “Payment Type “Amount =Currency
10212015 & [In State Meal and Incidentals vl IZ [Gasn v [ 4200 Uso @ HE

254 characters remaming

1024/2035 5 [In State Lodging ¥ I=l  [Credd Card ~ sson uso @ HIE

254 characiers ramaining

b 10212015 5 [InStLodoing Taxes/Surchanges v il [Crest card ~ | 143 o o EH[E
254 characiers remaining

o 1022015 & [InS@ie Meal and Incidentals v = [cash v wogx] vse i EH[E

254 characlers remaining

“Billing Type[Siandard_w Recelpt Spit ¥ pefauit Rate “Exchiange Rate | 100000000] < fy
“Location Knoxvile Knak e [E] Per Diem Deductions [ Mon-Rei Reimbursement Amt 4200 usD
[l no Receipt
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Step 48.
Now that the report is complete, you will need to review the summary details prior to submission.

Click the Summary and Submit blue hyperlink once you have completed your Expense Report and you're

ready to review the summary details before final submission.

Favories = Main Menu Employes Seif Service ™ Travel dnd Expensa Cenfer, Expense Reports ™ CreateModify * Hemie | ~Sigrout
T T Al ~ | Search B Acvanced Search
State Government Welcome to Edison Employee Portal Susie D Halcomb
Hew Window | Help | Personalize Page | £
Create Expense Report [ savefor Later | &y Home
Susie Halcomb |2 Fiighet Documents Actions | _Choose an Acion | \ G_O
*Business Purpose | Siate Training w i >
|7 Bl ‘ o—— Knitville: Kno &%
*Report Description Training Seminar #4 Atachments
Reference ey
EKPE{ISES ¥
Expanc All | Collapse All Ada | [ My Wallet (0) | §F Quick-Fill Totals( Uinmmy oGa2: AN
“Date “Expense Type Description “Payment Type *Amipuni “Currency
10212015 & [In State Meal and Incidentals vl IFl [Can >, B 60| [Uso 1o B E
254 characiers remaiming
102172015 | [In Staie Lodging v ¥=l  [CrecuCara v 8sp0 wso o B [=
254 characters remaining
10212015 | [InStLodging Taxes/Surcharges v ] I= [Credit card ~ | 1432 so o, EH[E
254 characters remaining
- 10222015 |3 [In State Meal and Incidentals v| | ’I_B [Casp v Gog=| Uso g HE
254 characters remaining
“Bifling Type|Standard_ ~ Receipt Spit ¥ Defauit Rate “Exchange Rate | 1.00000000) ¢, [
“Location |Knoxvile Knax & [E] Per Diem Deductions [ Non-Heimbursabie Reimbursement At 4200 Uso
CINe Receipi
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Step 49.

On the Create Expense Report Summary page, you can review the expense report totals and verify accuracy
of the claim. If the report does not appear to be accurate, you may click on the Expense Details blue
hyperlink to return to the Create Expense Report Details page to make any adjustments needed.

If the report appears to be accurate, proceed to the next step.
Favontes ™ Main Menu = FacM ™ Employes SeifService Travel and Expensa Center ~ Expense Reports ™~ CreateModity & Home | Sigmout

Al ~ | Search Advanced Search

TN Tennessee

State Government

Welcome to Edison Employee Portal Susie D Halcomb
Mew Window | Help | Personalize Page | |

Create EerHSE Report [ Save for Later | gy Home Eeg] Expense Delails
Susie Halcomb Actions [ ..Choose an Action v]| e
“Business Purpose [State Training v
Descripfion Training Seminar
Reference| - a,
TS i Knowville Kndx
Totals =+ & View Prntable Version £ \iew Analytics £ Notes iy Attachmenis
Employee Expenses {4 Linas) 4BB.3F USD Non-Reimbursable Expenses oao uso Employee Credits 000 USh
Cash Advances Applied 000 UsD Prepaid Expenses 0o uso Supplier Credits 000 UsD
Amount Due to Employee 186.32 USD Amount Due to Supplier 0.00 USD

[l By checking this box, | certify the expenses submitted are accurate and comply with expense policy.
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Prior to submitting your report, there is an optional place called “Notes” located on the Summary page
where you may enter any comments related to your travel for the Expense Report. Using the Notes will

allow you to give any additional information needed about this travel.

Click on the Notes link.

Note: Some agencies require specific information in the Notes; please verify what your agency policy is

before submitting your Expense Report.

Favarites ™ Main Menu ™ FSCM ™ Employes Sci-Service ™

All =~ |Search

TN Tennessee
State Government

Create Expense Report

Susie Halcomb

“Business Purpose | Sate Trainng ~
Description Training Seminar
Reference| aQ,
Destination
Totals 5 \iew Printable Version A View Analytics
Employee Expenses (4 Lines) 41BB.3Z2 USD Non-Reimbursable Expenses
Cash Advances Applied 00 Usp Prepaid Expenses

Amount Due to Employee 1868.32 USD

Travel and Expense Center ©

& Home | Signowt

New Window | Help | Persanalize Page | f

Expense Reports ™

Advanced Search

[ Save for Later | ¢y Home | [ Expense Details

Actions| .Choose an Action w]| e
fnoxville Knox
#, Attachmenis
0.06 UsD Employee Credits 000 Ush
ooe ush Supplier Credits 000 Ush
Amount Due to Supplier 0.00 USD

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

Step 51.

On the Expense Notes page you may enter any additional information needed about this travel.

Click in the Notes box.

Expense Notes

Add Motes

Notes

MNotes Name

OK Cancel

Personalize | Find | (2 | = First ‘4’ 10f1 '} Last

Role Date/Time
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Step 52.
Enter any additional information related to your travel in the Notes box.

Click Add Notes button.

Expense Notes

Notes Personalize | Find | (2| = First ‘4’ 10of1 '/ Last
Notes Name Role Date/Time
=
OK Cancel
Step 53.

Once the report appears to be accurate, place a Checkmark in the box to confirm the report details being
submitted are accurate and complies with expense policy.

Select the box to place a Checkmark in the box.

Favorites = Main Menu = Fscm ™ Emploves Sef-Service ™ Travel and Expansa Confer ~ Expense Reports ™ CreateModify & Home | Signout

Al ~ |Search B Advanced Search

TN Tennessee

State Government Welcome to Edison Emp

loyee Portal Susie D Halcomb
New Windaw | Help | Personalize Page | |

Create Expense Report (&) Save forLater | ¢y Home | [ Expense Details
P —— Actions [ . Choose an Action v]| ec
“Business P'urpoEe| Siate Training V|
Descripfion Training Seminar
Reference aQ,
Destination Kaoxwilte Knox
Totals © & \View Prntable Version F Wiew Analytics 03 Notes . Aftachments
Employee Expenses {4 Lines) 18632 US0D Non-Reimbursable Expenses 0.0 ush Empioyee Credits 000 ush
Cash Advances Applied (oo UsD Prepaid Expenses 0a0 uso Supplier Credits 008 UsD
Amount Due to Employee 186.32 USD Amount Due to Supplier 0.00 USD

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

Buti: Expenes Repo
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Step 54.
Once a Checkmark has been placed in the box to confirm accuracy, the Submit Expense Report button will
no longer be gray.

Click the Submit Expense Report button once you have completed your Expense Report.
Favorites = hain Manu = FSCM = Empiloyee Seif-Senvice: ™ Travel and Expense Canter = Bxpense Reporis ™ Create/NModily * Home | < Sign out

All = | Search Advanced Search

TN Tennessee % Jedison

State GD\Ie rnment Welcome to Edison Employee Portal Susie D Halcomb

New Window | Help | Personalize Page | |

Create Expense Report [ Save for Later | ¢y Home | EF Expense Details
Susie Halcomp Actions[ _Choose an Action V]| 6o |
Business Purpose | State Training v|
Descripion Training Seminar
Reference =8
Destination Knowille Knox
Totals 2 & View Prinfable Version " \iew Analytics 3 Notes . Atlachments
Employee Expenses (4 Lines) 18632 LusDh Non-Reimbursable Expenses 0.00 UsD Employee Credits 000 Ush
Cash Advances Applied 00d Lush Prepaid Expenses 0.00 usD Supplier Credits 0.00 LUSD
Amount Due to Employee 186.32 USD Amount Due to Supplier 0.0¢ USD

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

I Submit Expense Report I

Step 55.
Click the OK button to confirm submission.

Note: If you do not click the OK button, your Expense Report will not be submitted.

Expense Report Submit Confirm

Create Expense Report

Submit Confirmation
Susie Halcomb

Totals (2
Employee Expenses (4 Lines) 186.32 USD Non-Reimbursable Expenses 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 186.32 USD Amount Due to Supplier 0.00 USD
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Step 56.
Once you submit your Expense Report, Edison will assign it a Report ID number.

The approval workflow will also be created after you submit it. Once that workflow is created, the report
will be routed to your supervisor for approval.

Favanies = Main Meny = Empioyes Seif Service ™ Travel and Expense Centar Expérise Hepors ™ CreateiModfy

Se—

TN Tennessee .
State GOVE rnment Welcome to Edison Employvee Portal Susie D Halcom

Neiw Windaiw | Help | Personalize Page |

View Expense Report iy Home | G Expense Details
P — Actions[ . Choose an Action W] | Go : |
Your expense report 0001049768 has been submitted for approval.

Business Purpose State Training Report 0001049765 | Submission in Protess:
Description Traming Seminar Created 10222015  Susie Halkcomb
Reference Last Updated 10222016 Susie Haicomb
Bestination Fmosviile Knax
Totals ¢ & View Pnntable Version E& View Analytics (2 Notes
Employee Expenses (4 Lines) 186.32 UsD Non-Reimbursable Expenses oo UsD Employee Credits a3 usD
Cash Advances Applied 0.00 USD Prepaid Expenses 00d uso Supplier Crediis 080 UsSD
Amount Due to Employee 186.32 USD Amount Due to Supplier 0.00 USD

& By checking this box, | certify the expenses submitied are accuraie and comply with expense policy.

Sipgil Experss Hatni

Refresh Apnmvél'Szaﬁxs
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Step 57.

After submitting your Expense Report the system updates the status to “Submission in Process” to show
the claim is in the process of routing to the approver’s worklist. You may refresh the status by clicking on
the Refresh Approval Status button.

Click on the Refresh Approval Status button.

Favorites = Main Menu = SCM Empioyes Seif-Service ™ Travel and Expense Ceriter Expérise Rapois ™ CreateMordy

TN Tennessee
State Government

New ‘Windaw | Heip | Persenalize Paga |

View Expense Repaort (i Home | G| Expense Details
Siisie Halcomb Actions[ . Choose an Action | [ &a|
Your expense report 0001049768 has been submitted for approval.

Business Purpose ' State Training Report 0001049768
Description Training Seminar Created 10222015  Susie Halcomb
Reference Last Updated 10/22/2015  Susie Halconio
Destination Knoxville Kno.
Totals © é View Pnntable Version B View Analyfies 2 Notes
Emplovee Expenses (4 Lines) 18632 USD Non-Reimbursabie Expenses 000 UsD Employee Credits 000 ush
Cash Advances Appiied 0.00 uso Prepaid Expenses 00g Lish Supplier Credits 000 usoD
Amount Due to Employee 186.32 USD Amount Due to Supplier 0.00 USD

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

SEmil Expenss Fooo

2sh) oval Siatus
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Step 58.
The Expense Report status updated to “Submitted for Approval” to show the claim has reached the
approver’s worklist.

Favorites = Main Menu = Emploves Self-Senice ™ Travel and Expense Center ™ Expense Reports ™ CreateModify
Advanced Seat
TN Tennessee
State Government

New Window | Help | Persanalize Page
View Expense Report EGj Expense Detaik

Susie Halcomb

Business Purpose  State Traming Report 0001049758
Description  Training Seminar Created 1002272015  Susie Halcomb
Reference Last Updated 10222015  Susie Haicomb
Destination Knexville Knax
Totals % & View Prntabie Yersian B \igw Analytics 2 Notes
Employee Expenses (4 Limes) 186.32 USD Non-Remmbursable Expenses 0.00 1130 Employee Credits 080 Usb
Cash Advances Applied 0.00 LS Prepaid Expenses 0.0 UsD Supplier Credits 086 ush
Amount Due to Employee 186.32 USD Amount Due to Supplier 0.00 USD

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

kil Sxreee v (i Withdraw Expense Repoit Submitted On 102212015 submitted By Susie Halcomb
= Approval History
= =l
. . == 3
Submitted HR Supervizor TM-Fizzsl Officer Apzroval Pas t
Susis Halcomb \Wendy Williamsar (Paoled) i
Action Role Name DatelTime
Submitted Employee Susie Halcomb 12272016 10:07:28AM

Step 59.
You have now successfully created an In State Travel Expense Report containing lodging and meal
expenses.

End of Procedure.
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Creating an Expense Report with Mileage
In this topic you will learn how to create a Travel Expense Report for mileage only.

In this scenario, you are creating an Expense Report for two weeks’ worth of mileage you have driven to
perform your job functions.

Step 1.
Click the Create/Modify link.

Favorites ~ hazin Meny > FSCMm ™ Employes Seff-Service ™ Fravel and Expense Center ™ Expense Reports ™

TN Tennessee
— State Government Weltome to Efison Ern

Traveland Expense Center

E"ﬁ:f Expense Reports

int, vigw of delste an Eqpense Repori

e Pri Vi
odry and Expense Report P;‘mqlan Expense Repont ,E] v:wwﬁn Expsnse Repon
= Delete
E Delete an Expense Report
Step 2.

To access creating a new travel claim you must enter an Employee ID for who the claim is for.

Select the Add a New Value tab and enter your Employee ID in the Empl ID field.

Favortes = Main Menu » FSCM ™  Empiloyee SelfSenice ™ Travel and Expense Center ¥ = Expense Repoiis = Createfiodify

Al ~ |Search B ~ctvanced Searcn

TN Tennessee
— State Government

Expense Report

| Eind an Existing value |[ Add a New Value |
Empi iDfoo3sosos] x|

Find an Existing Vaiue | Add a New Value
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Step 3.
Click the Add button.

Favorites = Main Menu = . FSCM ™ Employee SelESenvice ™ Traveland Expense Cenfer * & Expense Reporis ™ Createiadity

Bl |Search B Acvanced Search

TN Tennessee
State Government

Expense Report

| Eind an Sxisting valuz || Add a New Value |

Empl ID100380808] = @

Find an Existing Vaiue | Add a New Value

Step 4.
Business Purpose is a required field. You will select the item from the dropdown menu that closely
describes the purpose of your travel.

Click the Business Purpose dropdown menu.
Favorites = Main Menu = FSCM = Employes SelfSenvice ™ Travel and Expense Center * Expense Reporls ™ Createfvodity

All | Search &l Advanced Search

TN Tennessee :
— State Government

Create Expense Report

Susie Halcomb 7 Fileiet Documents
*Business Purpose' W | i
Destnation: - P
*Report Description &% Attachments
Reference | &
Expenses (7
Expand All | Collagse All Add: | g My Wallet (0) | ;? Quick-Fill
*Date *Expense Type Description *Payment Type
& vl EIR

254 ciraracters remaining

Expand All | Collapse All
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Step 5.
Select "Inspections" from the dropdown menu.

ight idect fur State Cuternment

Favortes = MainMenu Employes Sel-Service ™ Travel and Expense Center Expense Reports ™ CreateMiodify

Al ~ | Sgarch Il Acvanced Searh

TN Tennessee

State Government

Create Expense Report

Susie Halcomb (7

*Business Purpose

... |Assessmenis

*Report Description | Apdits

Case Managementfisits
Reference  cojiactions

Expenses v Computer Suppert

Conference

Expand All | Collapse All Court Appearances

Employee Recruiting

Execiitive Management Eunrbnns

Fileiet Documents

e Attachments

Destination:

*Date *Jinspecticns

Descrplion *Fayment Type

[ Investigations

Leqgisiator Travei

Litigation

{ WMV Fuel Reimbursement

Step 6.

9 | = |

254 characters remaining

The Report Description field is a required field. Describe the reason for your travel. In this scenario, you

went to a training seminar.

Click in the Report Description field.

Favorites = Main Menu = FSCM ™ Employes Self-Senvice ™ Travel and Expense Cenfer =  »  Expense Reports ™ Createfyiodity

All

TN Tennessee

~ | Search & Acvanced Search

State Government

Create Expense Report

Susie Halcomb (2

FileNet Documents

*Business Purpose|inspections

*Report Description

Reference

Destination: '
c?% Attachments
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Step 7.
Enter the desired information into the Report Description field. Enter “December Site Visits".

Eavorites = Main Menu = ESCI ™ Employes Sei-Service. ™ Travef and Expense Carfer @ 3 Exparise Reports ™ Creata/Modify

Al ~ | Search & Advanced Search

TN Tennessee
State Government

Create Expense Report

Susie Halcomb | = FileMet Documents
*Business Purpose | inspections v| i ]
—_— Destination: -
*Report Description|December Site Visits | & Atachments
Reference [t
Step 8.

An Expense Report without lodging and meals & incidentals expenses is not required to enter a
Destination.

Note: Verify with your agency that there are no specific agency requirements for Destination on an
Expense Report for mileage reimbursement.

Step 9.
Next, you will enter the actual expenses incurred under the Expenses section of the Expense Report.

Favorites = Main Menu = FsSCM ™ Emploves Seif-Service ™ Travel and Expense Cenfer ™ Expense Reports CreateModily * Horme Sign out

Al | Search B Advanced Search

TN Tennessee
State GOVE rnment Welcome to Edison Employee Portal Susie D Halcomb

New Window | Help | Personalize Fage | [

Create EXPEHSE Report [E) Save farLater | (i Home | @, Summary and Subimit
S HalciA (5 FlleNat Documents Quick Start [__Popuiate rom V][ 80

*Business Purpose |Inspections v a

e —— ; Destination: ' '
*Report Description |[December Sife Visits AT pe—
Reference | il %
Expand All | Coliapse All Aot | [ My Waliet (0) | £F Quick-Fil Totals {0 Lines) 000 USD
*Date *Expense Type Diescription *Payment Type =AmoLnt Curency
B [ “ | = i ' o) o ja EE

254 characiers remaining

Expand Al | Collapse All Totals {0 Lines) 000 USD
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Step 10.
First, select the date the expense was incurred.

Click the Calendar Look Up icon.

Favorites = Main Menu = FSCM ™ Emploves Saif-Service ™ Travel and Expansa Center

Al ~ | Search

TN Tennessee
State Government

Craate Expense Report

Expense Reports ©

Advanced Search

CreateModify

Welcome to Edison Emp

qelit Idear fur State Gotermment

& Home

loyee Portal Susie D Halcomb
New Window | Help | Personalize Page | [

Sign out

[E) Save for Later | @ Home | @ Summary and Submit

Susie Halcomb 2 FlileMel Documents Cuick Start |.._F'o|:|u|ate From vl |_ E‘nl;
“Business Purpose |1nspechui:s v| | Q
E—— Destination:
*Report Description [December Site Visits Fu Atachments
Reference | =%
Expenses ¢
Expand All | Coliapse All Add | |2 My Waliet(D) | 5F QuickFil TetakainLines) 000 UsD
*Date *Expense Type Description *Payment Type “Amount “GUITENCY
[E] o = | v — om s jq EE
354 characters remaining
Expand All | Collapse All Tatals (0 Lines) 0.00 USD

Step 11.
Select the date of October 12, 2015.

Favorites ™ Main Menu ™ Employes Self-Service ™

TN Tennessee
State Government

Create Expensa Report

Susie Halcomb |7

*Business Purpose [Inspections

Travel and Expense Center ™

FileNet Documents

nse Reports *

Creata/Modiny

| i
e e Destination: ' }
*Report Description [December Site Visits &%  Apsehments
Reference (=}
EKpEI‘ISES
Expand All | Collapse All Add | [ My Waiet (0 | g?.auick—FilI
*Date *Expense Type Description *Payment Ty
T =
A | CI e |
Calendar 254 characiers remaining

|Cctober  [w] [2015

Expand All | Collapse All 5 M T

W T
1
4 5 B 7 8

i1 [1z] 13 14 35
18 19 20 21 22
2526 27 28 29

w0

16
23
30

V' CurrentDate '

43



State of Tennessee — Edison Project

End User Training Material — Travel Manual: Employees

Step 12.

A Bright dea fur State Goternment

Select the type of expense from the dropdown menu.

Click the Expense Type dropdown menu.

Favorites ™ Main Menu = FSCM Employes Seif-Service

All

TN Tennessee
State Government

Create Expense Report

Susie Halcomb | §

*Busi Purpose | Inspeciions “ \

*Report Description [December Site Visits

~ | Search

Travel and Expense Cenler ©

BExpense Reports ™ Create/Nodify

B Acvanced Search

FileMet Documents

Destination:
e Amachments

Reference (=%
Expenses ¢
Expand Al | Collapse All Add | @My Wallet (01 | 3.3 Quick-Fill
*Date *Evpense Type Description *Payment Ty
[omzreois & [ ~] | E

Step 13.

254 characters temaining

When traveling from one City to another Point to Point Miles Expense Type should be used.

Select "In State Point to Point Miles" from the dropdown menu.

Favorites = Main Menu ~ FSCM ™ Employes Sel-Service ™

TN Tennessee
State Government

Create Expense Report

Susie Halcomb 2

Travel and Expense Cepter ™ Expense Reports * CreateModity

FileNet Documents

*Business Purpose |1n5pecﬁons vl Q
e Destination: ' 1
*Report Description [December Site Visits e  ABsEhmEnts
Reference (=%
Expenses
Expand All | Collapse All Add: | F_L, My Waliet (0) | §3’ Quick-Fill
“Date *Expense Type Description *FPayment Type
wizs 5 . | =l
Admission o Museums A Z54 characiers remaining

Cap on Cutof State Mileage
Car Wash for Staie Vehicie
Commercial Driver License
Corference Fees
CopiesiPrinting

Data Processing Supplies
Electricity

Emgployes Awards

Employes FICA Expense
Flight Physical

Food for Cthers

Gas-Utilities

I St Lodging Taxes/Surcharges
In State Baggage

In State Femies

In State Lodging

In State Material Handiing

In State Meal and Incidentals

Lo Siate Darling

Expand All | Collapse All

I Paoint
I State Taxs

p—
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Payment Type is a required field. The only options are Cash or Credit Card. This selection indicates how

you paid for this expense.

Click the Payment Type dropdown menu.

Favoriles ™ Main Menu = FSCh = Enlt‘loy?wSerf-Service T

Al

TN Tennessee
State Government

Create Expense Report

Trave! and Expense Center ©

~ | Search :

Expense Reporls ™ CreateModify

Advanced Search

Welcome to Edison Em

& Home

loyee Portal Susie D Halcomb
Mew Window | Help | Personalize Page | I

Sign outl

|5 Save for Later | @ Home | @ Summary and Submit

Susie Halcomb. |2 FileNet Documents Actions [ Choose an Action w| T8 |

“Business Purpose [Inspeciions v| a

b e e Destination: — +
*Report Description December Sile Yisils #+ Afachments
Reference 1 2

Expenses ¢
Expane All | Collapse All Agd | [ My Waliet @) | £F QuickFil Tuials {1:-Line) 000 USD

Date *Expense Type Description *Payment Tyos =Amoint *Currency

10122015 [ [In State Point to Point Miles | R | <] 000 |USD = E=

254 Characters remaining
*Billing Type|Standard v [V petaul Rate “Exchange Rate | 100000000, ¢, [
inmS) B 04700 o I Mo Reimbursable Reimbursement Amt 0.00 USD

Step 15.
Select "Cash" from the dropdown menu.

Favorites ™ Main Menu = FSCM = Employes Seir-Sevice ™

All

TN Tennessee
State Government

Create Expense Report

Susie Halcomb. (2

“*Business Purpose |1nspect|nr:s

= | Search ;

COne Receipt

Travel and Expensa Cenfer Expense Reports CreataModify

Advanced Search

& Home

Sign out

Welcome to Edison Employee Portal Susie D Halcomb

FiieNel Documents

v| 7
I ——— Destination: A
*Report Description |December Sie Visits %+ Afsthments
Reference | _'O\
Expenses
Expand All | Collapse All Add | [ My Waliet () | ff Quick-Fill
*Date *Expense Type Description *Payment Typa
101212015 |[H [ln Stais Point o Pairt Miles v|

*Billing Type| Standard

*Mites ! z nAa700.

254 characters remaining

[ Mon Reimbursable

[no Recet

New Window | Help | Persanalize Page | |

LEJ Save for Later | @ Home: | @~ Summary and Sulamit

Actions [ .Choose an Action v|| e
Totals (1 Line) 0.00 USD
*Amont *Curency
000 1USD HE
ange Rate | 100000000, <, B
Reimbursement Armt 0.00. USD

45



State of Tennessee — Edison Project
End User Training Material — Travel Manual: Employees

dec for State Gaternment

Step 16.
Now, you will need to calculate the mileage driven that day.

Click the Calculate Mileage Rate icon.
Main Menu = Employes Sef-Service ™ Travel and Eipense Center: ™~ Expense Reporis ™~ CreateModify

Al = | Search Bl Advanced Seamnh

TN Tennessee
State Government Welcome to Edison Emg

Neiw Window | Help | Personalize Page |

Create Expense Report [ Baveforiater | (& Home | (B Summary and Submit
Susie Halcomb 2 Fiighlet Documents Actions [ ._Choose an Aciion | | GO
*Business Purpose | Inspeciions ~ \ .0\
L —————— Destination: t
*Report Description [December Site Visits &4 Anachmens
Reference 1<%
Expenses
Expand All | Collapse Al Add: | [ My Walet (D) [ £F Quick-Fil Totals {1 Line) ooo  UsD
*Diate *Expense Type Desefiption “Fayment Type “Amiount *CuUrency
- 10422015 |H [In State Point to Poim Mies vl I= [casn v 0on USD H =
254 characters remaming
“Bifling Type[Slandard v ¥l Default Rate *Exchange Rate | 1.00008000 ¢, R
ey s 04700 [CINon-Reimbursable Reimbursement Amt oon. Ush
ClNo Receipt
Step 17.

Point to Point Mileage is the mileage between cities. On the Point to Point Mileage Calculation page you
will select your starting city and ending city, then the mileage between those points will be automatically
calculated.

Note: If the miles driven were all within one city, you will NOT use point to point mileage. Instead use
vicinity mileage, which we will cover later in this exercise.

i Point to Point Mileage Calculation
Persandlize | Fnd [ view &t |2 BR mrst 4 vert b Last

*Location Code Diesoription *| ocation Code Descripfion Miles

' St ' e, # =
[
i
i
1

OK :" Cancel
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Step 18.
Click the Look up Location Code icon to search for the starting location.
’ Point to Point Mileage Calculation
Personalize | Find [viewall [ B At 4 1or1 b Last

1 *Location Code Desoription *| ocation Code Descriptfion Miles

| a a = =
[
i
i
1
i

OK [ Cancel

Step 19.

Enter the desired information into the Description begins with field. Searching by Description will allow you

to search by the name of the city.

Enter "Nashville" into the Description begins with field.

Look Up Location Code
Help

Location Code|begins with

Description [ begins with | |

Look Up Clear Cancel Basic Lookup

Step 20.
Click the Look Up button.

Look Up Location Code
Help

Location Code | begins with s
Description | beging with w || Mashville

Look Up Clear Cancel Basic Lookup
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Step 21.
Find the correct city in the list of Search Results.

Click the Nashville DAVIDSON, TENNESSEE link.

NOTE: If your city does not appear in the list, please contact the Edison Help Desk @ 615-741-HELP or
866-376-0104 to file a remedy ticket in order to have the city added.

Look Up Location Code
Heip

Location Code| begins with & ||

Description| begins with s | Nashwille

lockUp || Clear || cCancel |Basic Loakup
Search Results
View 100 First: &  wigarn W& Last
Locafion Code Descripfion

Mashvilie BARRY, MICHIGAN

200463 Mashvilie BERRIEN, GEORGIA
32047 Mashville BROWN, INDIAMNA
1611 | Mastwille DAVIDSON, TENNESSEE |
22743 Mashville EL DORADD, CALIFORMNIA
453104 MNashyille HOLMES, OHIC
2529 Mashville HOWARD, ARKANSAS
R5300 Mashyilie Int Arpt DAVIDSON, TENNESSEE
13136 MNashville NASH, NORTH CAROCLINA
29526 Mashville WASHINGTON, ILLINGIS

Step 22.

Click the Look up Location Code button to search for the ending location.

Point to Point Mileage Calculafion

Personalize | Find ) View ) 20 B mrst 4 Fort b Last
Y ocation Code Description *Location Cods Descrniphbion Miles
i - Mashville DAVIDSCN B i
s = | -
i * X TENNESSEE 2y =
oK | cancel
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Step 23.
Click in the Description begins with field.

Look Up Location Code
Help

Location Code|begins with w

Description | begins with || |

Look Up Clear Cancel Basic Lookup

Step 24.

Enter the desired information into the Description begins with field.

Enter "Dickson".

Look Up Location Code
Help

Location Code | begins with

Description | begins with | [Dicksor| x|

Look Up Clear Cancel Basic Lookup

Step 25.
Click the Look Up button.

Look Up Location Code
Help

Location Code | begins with
Description | begins with s | Dickson| ®

Look Up Clear Cancel Basic Lookup

A Bright dea fur State Goternment
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Step 26.
Find the correct city in the list of Search Results.

Click the Dickson DICKSON, TENNESSEE link.

Jedison)]

A Bright 1dea fur State Goternment

NOTE: If your city does not appear in the list, please contact Edison Help Desk @ 615-741-HELP or 866-
376-0104 to file a remedy ticket in order to have the city added.

Look Up Location Code

Help

Location Code

Description| begins with v | [Dickson

LookUp || Clear || Cancel | Basic Lookup
Search Resulis
View 100 First “&" ‘1a3gid W' Last
Location Code Description
S0653 Dickson City LACKAWANNA, PENNSYLVAMNIA
638 | Dickson DICKSON, TENNESSEE |
LG54 Dicksonburg CRAWFORD, PENNSYLVANIA

Step 27.

Now that both the beginning and ending locations have been entered, the miles between those cities has

been calculated.

1 Point to Point Mileage Calculation

i Nashyille DAVIDSON,

4 TENNESSEE it

| B LEE

Ok  Cancel

Fersonalize:| Find | View All | ) e

| *Location Code Desaription *Location Code Description

1 Dicksan DICKSON, TENMESSEE
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If this was the only mileage driven on October 12, 2015, then click the OK button and input the next day's

mileage on a new expense line.

In this scenario, you drove from Nashville to Dickson, completed your job task, and then returned to
Nashville in the same day. You will need to add the return trip here since it took place on the same day.

Paoint to Point Mileage Calculation

Personalize | Find | View Adl | =) @ A & 4 0f1 A Lasi
*Location Code Description *Location Code Description iles
= = Mashville DAVIGSON, = - ; e ==
i G - 1 ! 38 [+] [=
1611 ¢ flssspiptlydonds l538 %, Dicksan DICKSON, TENNESSEE (] =]
1 OK  Cancel
Step 29.
Click the Plus (+) sign button to Add a new row.
Point 1o Pont r-.-!i]eage Calculation
Personalize | Find | View All | = | Q Fest & 4/gFq WA Lach
*Locaton Code Diesoription *Location Code Description Miles
1611 1 sl el il 638 (4, Dickson DICKSON, TENNESSEE as[+] =]
T 0K  ‘Cancel
Step 30.
The ending location on the previous line always defaults as the beginning location.
Foint io Point Mileage Calculation
|
Persanalize | Find | View All | (] | l:—-' Fist 4 1-20f2 ‘b Last
*_ocation Code Description *Location Code Descripfion Miles
=l ~ Nashuille DAVIDSON, s ¥ AT i =
1611 - ol ‘533 7| Dickson DICKSON, TENNESSEE 35 [+] [=]
= ~  Lhickson DICKSON, =
== * '\ TENNESSEE & L] [=]
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Step 31.
Because the Location Code for Nashville is shown on the line above as 1611, you do not need to look up the

code again, you can simply type in the Location Code.

Click in the Location Code field.

Foint 1o Point Mileage Calculation

Persandliza | Find | View All | D] | G‘ First % 1-20f2 b Last

| poation Code Description *Location Code Degcripfion Miles
oy Nashville DAVIDSON =
1811 f ' f i c a5 -
&11 - Ratmalaste o T 7, Dicksen DICKSON, TENNESSEE 35.[%] [=]
-~ Dickson DICKSON, —
38 ¥ "X TENNESSEE |:|Q L] =]
Step 32.
Enter the desired information into the Location Code field.
Enter "1611".
Foint i Point Mileage Calculation
Persanalize | Find | View All'| B | L_T—-' Fist. Y 1-2of2 b Last
*_pcation Code Diescription *Location Code Descripfion Miles
S ~  Nashville DAVIDSON, = ’ = = TE
1811 O e GRT] 7, | Dickson DICKSON, TENNESSEE 35 [#] | [=]
538 < Gl <1 % =)

Step 33.
In order to populate the Description, you will need to click your Tab key on your keyboard.

Press [Tab] on your keyboard.

Point to Point Mileage Calculation

Personalize | Find | View All | &2 = First,. ‘& 120f2 ‘& Last

*| pcation Code Description *] ocation Code Descriplion Miles

f -, Nashwille DAVIDSCON i h )

ETEE] . 7 Dic Ic EE ; =

1.6 TENNESSEE 633 |y Dickson DICKSON, TENNESSEE 35 [E |
~ Dickson DICKSON, - : g =

638 O renNnESSEE 1611 Q4 Nashuille DAVIDSON, TENNESSEE 3571#] =]
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Step 34.
To return to your Expense Claim, click the OK button.

Point to Point Mileage Calculation
Help

Personalize | Find | View AIIEI‘Z'l E First ‘4" 1:20f2 '*' Last

*Location Code Description *Locafion Code Crescrption Miles
Ge Nashvilie DAVIDSON, 1 A s i

I S [*] [=
[1811 [ Yotz 635 |1 Dickson DICKSON, TENNESSEE 35 [#] =]
638 1y ckon LIGHCS LN, 1611 @, Nashville DAVIDSON, TENNESSEE 35 [#| (=]

TENNESSEE

[ oK ]| cancel

Step 35.
The miles from Nashville to Dickson and Dickson to Nashville have populated beside the Miles field.

Favorites = Main Menu = Employes Sel-Semice ¥ Travel and Expense Cenler * Expense Reports ™ CreatalWodify

Al = | Search BBl Advanced Seamh

TN Tennessee
State Government

Create Expense Report

Susie Haleomb |2 FlleNet Documents
*Business Purpose |Inspechions v]
R S v— . Destination: '
*Report Description [December Site Visits & Afachments
Reference :_ [R,
Expenses ¢
Expand All | Collapse All Add: | |_—=—‘J My Wallet (D) | ;} Cluick-Fiil
“Date *Expense Type Description *Fayment Ty
¥ |10/12/2015 | [In State Point fo Paint Miles vl = [Casn
254 characters remaining
“Billing Type|Standard v W Defaut Rate
W“ES % 04700 s [ Non-Reimbursabie

[ No Receipt
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The total number of miles calculates the Amount and automatically populates the Amount field.

Favories = Main Menu = Employee Self-Service

All | Szarch

TN Tennessee
State Government

Create Expense Report

Travel and Expense Center: =

Expense Reporis

Advanced Search

Createlodiy

New Window | +elp | Personalize Page | |

Save for Latey | ¢y Home | B Summary and Submit.

Susie Halcomb |7 FlieNet Documents Actions- [...Choose an Action V|| eo

*Business Purpose [Inspecions ~| a

R e _—— Destination:* +
Report Description [December Site Visits & Atachments
Reference | 1%

Expenses ¢
ExpancAll | Coliapse Al Add | [B My Wallet(0) | 47 Quick-Fil Tupaia (1:-Lng) 3280 usD

*Date *Expense Type Description “Payment Tyce *Amauni Currency

- (101212035 || [In State Foint o Point Miles v] [Z [Casn = [ 3200 USD HE
254 ¢hatacters remaining
*Billing Type[Stardard v M Default Rate *ExchangeRate 100000000 , B
“Mitey ) x LETCER [CINon sable sement Amit 3280° USD
Cne Receipt
Step 37.

Now that you are finished with the first expense line, click on the Downward Arrow to the left of the line to

collapse the line details.

Employee Self-Service. ™

All = Sgarch |

TN Tennessee
State Government

Create Expense Repori

Susie Halcomb |7

*Busi Purpose | Inspecfions ~|

*Report Descripfion Decenber Site Visits
Reference 14}
Expenses ¢

Expand All | Collapse All Agd | [ My Waliet D) | f;j' Quick-Fill

Date *Expense Type

Travel and Expense Center *

FiteNet Documents

Destination: -
% Aftachments:

Description

Expense Reports =

CreateModify

il Advanced Search

[10/122095. |5 [In State Point to Point Miles

*Billing Type[Stendard |

*Miles m x 0.4700 o

254 characters remaining

*Payment Tyt
'i_EI [Cash
V] Default Rate

[[] Non-Reimbursable
[T No Receipt
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Step 38.
Now, continue on with the next day's mileage.

Click on the Plus (+) sign to the right of the first expense line to add a new line.

Fayonites = MainMerm. ¥ FSCM ™

Employes Seif-Service

Travel and Expense Center = Expense Reporls ™~

Al ~ | Seaich B cvanced Seann

TN Tennessee
State Government

Create Expense Report

qelit Idear fur State Gotermment

Mew Windaw | Heip | Personalize Page | &

@ Save for Later | @ Home | B Summary and Submif

Susie Halcomb 2 FileNet Documents Actions [ .Choose an Action v] | BB

*Business Purpose [Inspeciions ~| e

i ——— e i Destination: +
*Repart Description December Site Visits % Altachments
Reference | &

Expenses 2
Expand A/l | Collapse Al Add: | [ My Wallet (0) | £F Quick-Fill Totals {1 Line} 3290 USD

*Date *Expanse Tyne Description “Payment Type =AmoLint *Houmancy

101212015 | [In State Fointto Paint Mles v I3 [Casn ~ 3230, |USD @EI

254 rharacters remaining

Step 39.
Click the Calendar Look Up icon.

Favorites = Maini Many = Empioyee Saif-Senvice Travel and Expense Centar Expense Reparts Greate/Modiy

All ~| Soarch [ Acvanced Seaich

TN Tennessee
State Government

Create Expense Report

& Home Sign out

4 |edison

New Window | Help | Personalize Page |

] Save for Later | cme | B Summary and Submit.
| Save for Lat Hi S nd Submit

Susie Halcomb (2 FlieNet Documents Actions [ ..Choose an Action V| | GO |
*Business Purpose \ Inspections v | a
S m——— Destination:
*Report Description December Site Visits &% Attachments
Reference | :Q
Expenses =
Expand All | Collapse Al Agd | [ My Wallst (D) | 4F Quick-FHl Tatatai(t-Lng) Jz00  usp
“Date *Expense Type Diescription- “Payment Type *Amouni *Currency
110122015 [ [in State Point o Point Miles vl [= [casn v 3280 USD ENE
254 characters remaining
torzz0is J3 || “ | = om] bsp o EE

254 characters remaining
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Step 40.
Click the 13 link for October 13, 2015.

Favorites = Main Memnu ¥ Employes Sei-Service ™ Travel and Expense Center ™ Expense Reports * Create/Modiny

All = | Search Bl Advanced Ssarch

TN Tennessee
State Government

Create Expense Report

Susie Halcomb (2 FiteNat Documents

*Business Purpose |1nspectians vl 4
TP P : Destination: - !
*Heport Description ?r.!ecemher Site Visits % Afiachments

Reference | (=}
Expenses
Expand All | Collapse All Add: | B My Waliet (D) | g?.{)ut'ck—Fill

“Date *Expense Type Description *Payment Typ

100122015 [in State Paint to Paint Miies vl = [Casn
254 characiers remainin

&

il v] | 'i_EI

Calendar 254 characiers remaining

10122018

{October  [V] 205 [v]
S5 M T W7
2 5

4 5 6 7 8

1 12 E‘M 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 3

Expand All | Collapse All

n
(50

I CurrentDate '}

Step 41.
Click the Expense Type dropdown menu.

Favorfes = Main Menu = Employves Self-Senvice ™ Travel and Expense Center = Expense Reparis ™ Create/Modiy

TN Tennessee
State Government

Create Expense Report

Susie Halcomb 2 FileNet Documents

*Business Purpose|!nspeciiuns vl I 7 L
— — Destination: — 1
*Report Description [December Site Visits s Atlachmenis
Reference &%
Expenses
Expand All | Collapse All Aad: | [y My Wallst (0} | 5 Quick-Fill
*Date *Expense Type Destription *Payment Type
' [10122015 [ [in State Point to Paint Miles v = [cash

254 characters remaining

w1320ts 7 7 . = |
254 characters remaining
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Step 42.
Select "In State Vicinity Miles" from the dropdown menu.

Favorites ™ Main Menu ™ FSCHM. ™ Employes Seff-Service ™ Travel and Expense Cenler Expense Reporls * CreateModify

TN Tennessee
State Government

Create Expense Report

Susie Halcomb |7 FlieNst Documents
*Business Purpose |1nspectians vl
TR s : Destination: -
*Report Description [December Site Visits F Asachments
Reference (=}
Expenses
Expand All | Collapse All Agd | Fm My Waliet (D) | :‘}.Qurck—FilI
“Date *Expense Type Deacription *Payment Ty}
101122015 |H [In State Point to Paint Miles v = [Cash

254 characiers remaining

In State Lodging e
In State Material Handling ~ | 'i_:l

In State Meal and Incidentals 554 Ehararters remainng S
I State FPariing B
In“State Point to Point Miles
In State Taxis

Iy

10132015 |}

Expand All | Coliapse All

In-State Ajrfare
In-State Car Rental

Step 43.
In State Vicinity Miles are not used when traveling from one city to another, but rather when the mileage is
within one city.

In this scenario, your office location is in Nashville and the building you need to inspect is also in Nashville.
Favontes = MainMenu = Employee Seif-Senvice ™ Travel and Expense Cernter Expense Repors ™ Create/Modify & Home | Sign out

e

TN Tennessee
State Government Welcome to Edison Employee Portal Susie D Halcomb

New Windaw | Help | Personalize Pags | [

Create Expense REPOI’t [ SaveforLater | () Home | E Summary and Submit
Susie Halcomb = FileNet Documents Actions [ _Choose an Action V]| 6o |
*Business Purpose Inspections v a
—— Dastination: 4

*Report Description [Dacember Site Visits A% Atachments

Reference| &
Expenses ;
Expand All | Collapse Al Acdi | [ My Wabet (0) | 5F Quick-Fi Tatals 12 Lines) izge  usp
*Date *Expense Type Description *Payment Type *Amotnt Tumency
’ [10M272015 [ [in State Point to Point Miles v = [gash v 250 0sO BHE=
254 characters fremaining
10132015 | [InState Vicinily Miles ~ | & v 000 USD [# =
254 charactars remaining
*8illing Type [l Defautt Rate “Exchange Rate | 1.00000000 < B
*Miles | = 04700 [T Non-Reimbursable Reimbursement Amt ooo  uUse

[CINo Receipt
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Step 44.
Click the Payment Type dropdown menu.

Favoriles = MainMenu = FscM ™ Employee Self-Senvice ™ Travel antl Expense Center ™ Expense Reporis ™ CreataModiy

TN Tennessee
State Government

Meiw Window | Help | Personalize Pags | [

Create Expense REpOI’t [ Save for Later | (ffy Home | E‘: Summary and Submit
Susie Halcomb = FileNet Docuiments Actions [ ..Choose an Aclion V]| Bo |
*Business Purpose [ [nspecfions V] a
= Dastination: —

*Report Description [December Site Visils 44 atachments

Reference| &
Expenses
Expand All | Cofiaose Al Acd: | [ My Wallet (0) | 37 Quick-Fil s (2 Lines) 3280 USD
*Date *Expense Type Description *Payment Type *Amount *Cdrmenicy
' [10122015 |5 [In Slate Point to Point Miles v = [ga=n ~ 2300 USO HE
254 characlers femaining
- 1132015 | [InState Vicinity Mikes >~ S | | D60 USD E
254 characters remaining
“giliing Type i Dsfouti e “Exchange Rate | 1.00000000] & B
“Miles 1= 04700 [ Non Reimbursable Reimbursement Amt aoo  Jse
[N Receipt
Step 45.

Select "Cash" from the dropdown menu.
Favorites ™ Man Menu ™ = Empioyee SeffService ™ Traveland Expense Center ™ Expense Reports Create/Modify ﬁ Home Sign out

All | Search Aganced Search

TN Tennessee

State Government Welcome to Edison Employee Portal Susie D Halcomb

New Window | Heip | Personalize Page | [

Create Expense Report |5 Save forLater | (@) Home | [B. Summary and Submit
Susie Halcomb | 7 FileNet Documents Actions | ..Choose an Acfion v| | 6o |

*Business Purpose [Inspecbons | .Q

2 = Destination:
*Report Description |December Site Visits F  snachments
Reference | I __O\
Expenses 7
Expand All | Collapse All Add | [ My Waliet 0 | 4F Quick-Fil Totals (2 Lines) 3290 USD
“Date *Expense Type Description *Payment Type =Amount *Curmency.
101272015 |5 [in State Point to Poirt Mies V] [ |= [casn v 3790 [USD HE

254 characters remaining

- 10132015 | [In Staie Vichity Miles v| [ 000 USD BEE
254 characters remaining
“Billing Type| Standard v 100000000 5 B
“Miles | x 04700 [ Non-Reimbursabie Reimbursement Amt oo uUsh

[ No Receipt
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Step 46.
Unlike Point to Point Miles, when you select Vicinity Miles as your Expense Type, you must enter the
number of miles you drove.

Click in the Miles field.

Note: Some agencies require further documentation for vicinity mileage. Check with your agency to
receive the guidelines for vicinity miles.

Favorites = Main Menu = SC Employes Self-Senice ™ Travel and Expense Cenier =  *  Expense Reports

e Creataivodily

All | Search Il ~vanced Search

TN Tennessee
State Government

Create Expense Reporl

Susie Halcomb 7 FileMet Documents

*Business Purpose | Inspections v|

Destination: -
*Report Description December Site Visits | &% Aftachments
Reference | Q.

Expenses
Expand All | Collapse All Add: | [F My Wallet (D) | ﬁ}ﬁu.ﬂ:k—Fﬁl

Digte *Expense Type Description *Payment Ty}

10122015 [ [In State Point to Paint Miles vl ] Iz [Cash

254 characters remaining

v 101132015 | [In State Vicinity Miles vl

'ﬁ- Cash

254 characters remaining

“Billing Type[Standard__ v|
mies[ ] « 0.4700

[Vl Default Rate
[ Nen-Reimbursable
LINe Receipt
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Step 47.
Enter "15" into the Miles field.

Favonies = Main Menu = FSCM = Employvee Seif-Service ™ Travel and Expense Centey ™ Expense Reporis ™ Create/Modify

Al ~ | Search IS ~cvanced Search

TN Tennessee
State Government

Create Expense Report

Susie Halcomb (2 FileNet Documents
*Business Purpose | inspeciions v| g ¢
e Destination: 1
“Report Description December Site Visits i Attachments
Reference | [ct
Expenses
Expang All | Collapse All Adds | [ My Walet (D} | f;? Crunck-Fill
*Date *Expense Type Description *Payment Typ
100122015 |[5 [In State Point to Foint Miles v | = [cash
254 characters remaining
[10/13i2015 |[H [In Stae Viciniy Mies v | I [Casn
254 characiers remaining
*Billing Type|Standard v vl Default Rate
Wea A 0.4700 [ Non-Reimbursable
[Ino Receipt
Step 48.

In order to populate the Amount, you will need to click your Tab key on your keyboard.

Press [Tab] on your keyboard.

Eavorites = Main Many = . - Empioyes Scif-Service: ™ Travel and Exponse Center Expense Reparts Create/Modiy & Home “Sign out

All = | Saarch | Adyanced Search

TN Tennessee 4 |edison

State Government

Welcome to Edison Employee Portal Susie D Halcomb
New \Window | Help | Personalize Page | I

Creats Expense Report Save for Later | ¢y Home | B Summary and Submit.

Susie Halcomb (5 FileNet Documents Actions [..Choose an Action v |_ GO |
“Busi Purpose [inspecions v| a
D e — Destination: +
*Report Descripfion [December Site Visits & Attachments
Reference | 1
Expenses =
Expand All | Collapse All Asd | B My Wallet @) | 47 Quick-Fil Totaie:(2 Linlas) 3995 UsD
“Date *Expense Type Description- “Fayment Type *Amouni *Currency
[181272015 @ [in State Point o Point Mies vl }= [Casn - 3280/ USD HE
254 characters remaining
1on32015 |5 [In State ety Mies v = [Cash v | 7.05] USD RS
254 characters remaining
“Billing Type SLanna_rd. 2 [+l Default Rate *Exchange Rate | 1.00000000 & B
Mites 18} % 0.4700 [ Non-Reimbursable Reimbursement Ami 785 Usk
One Receipt
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Step 49.

The Description field on the expense line allows you to type additional information that is required for

mileage expenses.

Favoriles ™ Main Menu ™ FSCM ™ Employes SeifService ™ Travel and Expensa Cenfer ™ Expense Reporls © CreaieModiy ‘- Home Sigr out

Al = | Search B Advanced Search

TN Tennessee

State Government Welcome to Edison Employee Portal Susie D Halcomb

New Windaw | Help | Personalize Fage | T

Create Expenss Report [ Save far Later | iy Home | [ Summary and Submit
Susie Halcomb. | 2 FileNet Documents Acfions |  Choose an Action | |ﬂ
“Business Purpose |lnspechons v| Q
e : Destination: 1
*Report Description [December Site Visils i Aftathiments
Referance | jil: %
Expenses ¢
Expand All. | Collapse Al Add: | [ My Wallet@) | £F Guick-Fill Totale {2 Hioms] 3095 USD
Dats *Expense Type Description *Payment Typs =Amoint Gurrency
' 10122015 @ [In State Point to Foint Mies v |2 [casn v 3290 USD ==

254 caraCTers femaning

- 10M32015 @ [InState Viciniy Mies ~| FI [Caeh vl 75| (05D B3E
!'51 Tharatiers lemanng
*Billing Type|Standard v o ——— Exchange Rate 100006000 7, B
i i 3 e ["Inon.Reimbursabie Reimbursement Ami 705 Usp
[ Mo Receipt

Step 50.
Now that the report is complete, you will need to review the summary details prior to submission.

Click the Summary and Submit blue hyperlink once you have completed your Expense Report and you're
ready to review the summary details before final submission.

Favorites ™ 1 Employes Seif-Service Trave! and Expense Cenler ™ Expense Reporls ™ CrealeModify * Home Bign oul

Al = | Search B Advanced Search

TN Tennessee
State Guve rnment Welcome to Edison Employee Portal Susie D Halcomb

Mew Window. | Help | Personalize Page | I

Create Expense Report [ Save forLater | iy Home

Susie Halcomb. = FlieNst Decuments Actions | ..Choose.an Action V|| e

“Business Purpose [inspections v| @

e e Destination: 1
*Report Description [December Site Visits % Alathments
Reference | jij:%

Expenses
Expand All | Colidnse All Asd | [ My Walietc0) | #F QuickFil TeinisfdHimes) 3055 UsD

*Date *Expense Type Description *Payment Typs “AmoLint ~Currency

' 101222015 [[H [In State Point to Faint Miles ~ ] = [casn ~ 3290 1USD EE

254 characters remaining

= 1013205 @ [InStete Viciniy Mies | | '|_3| [Ca=n = 705 [0S0 &=
I: 254 characters remaining
i Tyel SV ¥ ! Default Rate *Exchange Rate | 1000000000 o, BB
sl il [ Non Reimbursable Reimbursement Amit 705 uso
[ No Receipt

} Accounting Detaifs |2

Expand All | Collapse All Totals {2 Lines} 3995 USD
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Step 51.

On the Create Expense Report Summary page, you can review the expense report totals and verify accuracy
of the claim. If the report does not appear to be accurate, you may click on the Expense Details blue
hyperlink to return to the Create Expense Report Details page to make any adjustments needed.

If the report appears to be accurate, proceed to the next step.

Favories Main Menu = FSCM. ™= Employee Seif-Service Travel and Expense Cenler = Expense Reporis ™ CreateModiiy ﬁ Homie | Sigroul
Al = | Search Bl Acvancec Search —
TN Tennessee = |edison
State Gove rnment Welcome to Edison Employee Portal Susie D Halcomb
New Window | Help | Personalize Page |
Create Expense Report Save for Later | ¢y Home | G Expense Detals
Susie Halcomb Actions|[ .. Choose an Actior v _G_(_)_
*Business Purpose | Inspections v
Descripfion December Site Visis
Reference |Q
Destination
Totals = & View Printable Version EA View Analytics £ Notes 4 Attachmenis
Employee Expenses (2 Lines)] 38.95 UsSD Non-Reimbursable Expenses 000 ush Employee Credits 000 USD
Cash Advances Applied 0.00 UsD Prepaid Expenses 000 usD Supplier Credits 0.00 UsDr
Amount Due to Employee 39.95 USD Amount Due to Supplier 0.00 USD
[]. By checking this box, | certify the itted are and comply with expense policy.
- AT AT Lo MAl
Step 52.

Prior to submitting your report, there is an optional place called “Notes” located on the Summary page
where you may enter any comments related to your travel for the Expense Report. Using the Notes will
allow you to give any additional information needed about this travel.

Click on the Notes link to add a comment to the report.

Note: Some agencies require specific information in the Notes; please verify what your agency policy is
before submitting your Expense Report.

Favories = Main Menu SCiy Employes Self-Service ™ Traveland Epense Cenler = Expense Reports ™ CreateModify ' Heme | - Sigrout

Al ~ | Search Bl Advanced Search

TN Tennessee

State Government

Mew Window | Help | Personalize Page |

Create Expense Report [ Saverior Later | (& Home | G Expense Ditais
Susie Halconit Actions| . Choosean Action v] 7(3(717
“Business Purpose [ inspections v
Description December Site Visits
Reference |3
Destination
Totals 2 & \View Prntable Version B View Analytics 4 Aliachments
Employee Expenses (2 Lines) 3395 USD Nen-Reimbursable Expenses 0.00 usD Empiloyee Credits D00 usDH
Cash Advances Applied 0.00-uUsSD Prepaid Expenses 000 usD Supplier Credits D00 usD
Amount Due to Employee 39.95 USD Amount Due to Supplier 0.00 USD
[] By checking this box, | cerify the i are and comply with expense policy.
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Step 53.
Once the report appears to be accurate, place a Checkmark in the box to confirm the report details being
submitted are accurate and complies with expense policy.

Select the box to place a Checkmark in the box.

Favories = Main Mem = Empioyee Seif-Service Trave and Expense Cenfer Expense Reports Create/Modiy

Al = | Search Rl Advanced Seamch

TN Tennessee
State Government

Wew ‘Window | Help | Personalize Page |

Create Expense Report [ Savefor Later | ¢y Home | E5) Expense Datais
Susie Haloamb Actions|[ . Chonse an Acfior v] _®7|
“Business Purpose [inspections v
Descripfion December Site Visas
Reference |
Destination
Totals = & View Printable Version B View Analytics 2 Motes 4 Attachmenis
Employee Expenses (2 Lines)] 38.95 UsSD Non-Reimbursable Expenses 000 wsD Employee Credits 0.00 UsSD
Cash Advarnices Applied 000 usD Prepaid Expenses 0:00 wsD Supplier Credits 000 ush
Amount Due to Employee 39.95 USD Amount Due to Supplier 0.0C USD
E By checking this box, | cerdify the bmitted are and comply with expense policy.
SUlwTY EApEnEs- e
Step 54.

Once a Checkmark has been placed in the box to confirm accuracy, the Submit Expense Report button will

no longer be gray.

Click the Submit Expense Report button once you have completed your Expense Report.

Favorites ™ Main Manu = FSCM = Employes Sei-Service ™ Travel and Expense Cenfer =~ Expense Reporis * CreateModily & Home Sign out

Al | Sgarch Advanced Search

TN Tennessee []edison

State Gﬂvernment Welcome to Edison Employee Portal Susie D Halcomb

New Windaw | Help | Persanalize Page |

Create Expense Report [ Save for Later | ¢ Home | B Expense Details
Stisie Haleomls Actions| _Choose an Acion v | 8o |
*Business Purpose Inspections V]
Description December Site Visis
Reference =8
Destination
Totals 2 & View Printable Version F View Analytics €3 Notes & Attachments
Employee Expenses {2 Lines) 39.85 LisD Mon-Reimbursable Expenses 0.00 UsSD Empioyee Credits 000 Usp
Cash Advances Appiied 000 LsD Prepaid Expenses 0.00 USD Supplier Credits .00 LISD
Amount Due to Employee 39.95 UsD Amount Due to Supplier 0.00 USD

By chiecking this box. | cerfify the expenses submitied are accurate and comply with expense policy.

'7 Submit Expense Repon I
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Step 55.
Click the OK button to confirm submission.

Note: If you do not click the OK button, your Expense Report will not be submitted.

Expense Report Submit Confirm

Create Expense Report
Submit Confirmation
Susie Halcomb

Totals (7
Employee Expenses (2 Lines) 39.85 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 29.95 USD Amount Due to Supplier 0.00 USD

Step 56.
Once you submit your Expense Report, Edison will assign it a Report ID number.

The approval workflow will also be created after you submit it. Once that workflow is created, the report
will be routed to your supervisor for approval.

Favorites = MainMenu = FSCM ™ Empiayes SelfService ™ Travel and Expence Cenier =+ Expense Repors CreateModiy

Signoul

TN Tennessee
State Government

Welcome to Edison Employee Porial Susie D Halcomb |
New Window | Help | Persanalize Page | |

View Expense Report (@ Home | 5] Expense Detalls

Suste Halcomb Actions [TV RN - | GO |
Your expense report 0001049769 has been submitted for approval.
Business Purpose  Inspections Submission i Process
Descripion December Site Visits Created 10/22/2015  Susie Halcomd
Reference Last Updated 10/22/2015  Susie Halcomb
Destination
Totals ¢ & View Printable Versior B9 View Analytics (2 Notes
Employee Expenses (2 Lines) 3985 UsD Non-Reimbursabie Expenses 000 USD Empioyee Credits 0.00 UsD
Cash Advances Applied 0,00 ush Prepaid Expenses 0.00° LiSD Supplier Credits 0.00 UsD
Amount Due to Employee 39.85 USD Amount Due to Supplier 0.00 USD

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

RE?[ESH Approval Siatus
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Step 57.
To refresh the status of your report, click on the Refresh Approval Status button

Favorites = Main Menu ™= FSCM = Emplayes Sel-Sarvice ™ Travel and Expense Center = »  Expense Reports Create/Modify

TN Tennessee
State Government

View Expense Report

Susie Halcomb
Your expense report 0001049769 has been submitted for approval,

Business Purpose Inspecions Report 000104597629 Submission in Process
Description December Site Visits Created 10/22/2015  Susie Haltoma
Reference Last Updated 10/22/2015  Susie Halcomb
Destination
Totals ' & View Printable Yersion B View Analfytics 2 Notes
Employee Expenses (2 Lines) 3885 UsD Non-Reimbursable Expenses 0-00r USD
Cash Advances Applied 0.00 usb Prepaid Expenses 0.80 USE
Amount Due to Employee 39.95 UsSD Amount Due to Supplier

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

]

| Refresh Approval Siatus |

Step 58.
You have successfully created an Expense Report with mileage.

End of Procedure.

A Bright dea fur State Goternment

Sign out

Mew Window | Help | Personalize Page |

(& Home | &) Expense Details

Actions Vil o |
Employee Credits 000 Usb
Supplier Credits .00 uUsb
0.00 USD
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Creating an Expense Report for MVM Fuel Reimbursement
In this topic, you will learn how to enter an Expense Report to receive reimbursement for MVM Fuel
expenses incurred during travel with a State of Tennessee vehicle.

Step 1.
In this scenario, travel was done on December 2, 2015 in a State of Tennessee vehicle. The fuel for this
vehicle was paid for with your own credit card.

Now, an Expense Report needs to be entered for reimbursement of that fuel amount.

Mai Mepu ~ FSCM ~ Empioyee Sel-Service: = Travel and Expense Center & Home Sign ot

TN Tennessee —— W e et 4 ]edison
——] State Gove I'nment Welcome to Edison Employee Portal James R Hamdorff

Travel and Expenisa: Canter

|”_I Travel and Expense Center
N Employee Travel and Expenss Genter

Expense Reports —= Travel Authorizabions ~#"] Cash Advances
Create madify, print, view or deleie an Expense Report '_, Sybmit and review travel authorizations. ‘f__.ﬂ Create, modify, print, view or delete Cash Advances

B CreateModify Caeate/Madify
= Print = Print
EiView = View.
= 2 More: =] Delete
Pa_' Forecast Time {."’-‘* Print Repoits Profiles and Preferences
r@ Create modify or view forecast data c? Print any one of your expense fransactions: E Manage your personal organizational and financial details for travel and
Expc-nsa Repom expe reporting
Traue! Authorization HE'ﬂeMEdL Profile
Cash Avance 5] Delegate Entry Autherity
— .| Review Payments =) Other Expense Functions
_[ﬂ Review history of expense payments =& \iewcontents in My Wallet, create your own template, or modify-and existing
= Review Expense History template.
= Rewiew Payments I CrediefUpdsate User Template

Step 2.
Click the Expense Report link.

Favorites = Mam Menu ™ FSE Employes SeliSemvice ™ Travel and Experise Cantar

TN Tennessee
— State Govern ment Welcome to Edison Employee Portal

Traveland Expense Center

l “] Travel and Expense Center

=+ | Travel Authonizations =] Cash Advances
l,' - Submit and review travel sutherzations. Ll.l" Create, modify, print. visw or delete Cash Advances
- reatefdodiy F Create/Modify
i=| Print
o 'E \iew
fdora. W= Delete
mf Forecast Time /{}. Print Reporis A= Profiles and Preferences

(;) Create, modify or view forecast datg

Print any one of your expense transactions. Manage your personsl, organizational and financial del
Expense Repoit Expense reparting
ravel Authorization B Review/Edit :—-mﬁla

=] Cash Advance [iE] Delegate Erry Authority
- | Review Payments Other Expense Functions
Review history of expense payments % Wiew contents in My Wallet. create your cwn template, of modify and existing
: Review E ::xpr:rs‘e Hiziory templats.
Review Payinents =] Cresteilipdste User Ternplate
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Step 3.
Click the Create/Modify link.

Favorites = Main Meoy ™~ Employee Self-Service ™ Fravel and Expense Centey ™

TN Tennessee
State Government N ot to B Bra

Traweland Expenze Center

K Expense Reports

-Craate madify, print, view o delete an Exqpenss Report
= Create/Modify = Print — View
reate o Modiy and Expsnse Report ﬁ Print an Expense Report. E=—| View an Evpense Repon

e Delete
=— | Dslate an Expense Report

Step 4.
To access creating a new travel claim you must enter an Employee ID for who the claim is for.

Select the Add a New Value tab and enter the Employee ID in the Empl ID field.

Favorites = Main Menu = . FSCM ™ Employee SelESenvice ™ Travel and Expanse Canter Expense Reporis = Createiadity

Bl |Search B Acvanced Search

TN Tennessee
— State Government

Expense Report

| Eind an Sxsting valuiz || Add a New Value |
Empl Do0330808]  |i@

[ Agd

Find an Existing Vaiue | Add a New Value
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Step 5.
Click the Add button.

Favorites Main Menu, ™ - FSCM ™ Employee Self-Senvice ™ Travel and Expense Center

All ¥ | Search

TN Tennessee

A Bright dea fur State Goternment

Expanse Repors Createfodity

| s

Advanced Search

— State Government

Expense Report

| Eind an Sxisting valuz || Add a New Value |

Empl ID100380808] = @

Find an Existing Vaiue | Add a New Value

Step 6.

Business Purpose is a required field. You will select the item from the dropdown menu that closely

describes the purpose of your Expense Report.

Click the Business Purpose dropdown menu.

Favorites + Main Menuy » FSCM ™ . Employes Self-Service ™ > Travel and Expense Center ™ & Expense Reports ™

All = | Search

TN Tennessee
_ State Government

Create Expense Report

James Hamdori® 7

*Business Purpose [ v

Destination: —;

*Repoit Description

Reference | (=1

s

N Acvanced Search

Attachments

Create/Modify
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Step 7.
Click "MVM Fuel Reimbursement" from the dropdown menu.

Favorites: = Main Menu = = FSGM = Employee Self-Serace ™ Travel and Expense Center = Expense Repaorts ™ Create/Modify

Advanced Searth
TN Tennessee

—_ State Government

Create Expense Report

James Hamdorff 7

“Business Purpose I @
Assessments i Destination. —;-
*Report Description | Audits | @i Attachments
Case ManagementVisits |
Reference | ~qjacfions €
Expenses % Computer Support
Conference
Expand All | Collapse All Coutt Appearances il

Empioyes Recruiting
Executive Management Funcbons
*Date Inspections Description *Payment Type

i Imvestigations =
@ Legislator Travel —V| | F‘J |—

fination 254 characters remaining
— 1& Fuiel Reimbursement | _——

Wieetings

Expand All | Collapse Al Manitaring
Dut Service Training

Step 8.
The Report Description field is a required field used to describe the nature of travel.

Click the Report Description field.

Favorites Main Mepuy ™ » FSCM ™ .  Employee Seif-Service ™ > Travel and Bxpense Center ™ - Expense Reports ™ »  Create/Modify

All = | Search Bl Acvanced Search

TN Tennessee
— State Government

Create Expense Report

James Hamdorff 7

*Business Purpose |MVM Fuei Reimbursement L | 'Q
N Destination: —;
*Report Description| | % Attachments

Reference | =
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Step 9.
Enter "Fuel Reimbursement" into the Report Description field.

Favorites v Main Menu » FSEM ™ . Employes Sefi-Service ¥ »  Traveland Expense Center ™ -+ Expense Reports ™ = Create/Modify

All = | Search B8 Acvanced Search

TN Tennessee
State Government

Create Expense Report

James Hamdorff 7

*Business Purpose |I-."IVM Fuet Reimbursement = | 'Q
Destination: —;
*Report Description [Fuel Reimbursement | v Attachments
Reférence | L)

Step 10.
Next, enter the expense for MVM Fuel Reimbursement under the Expenses section.

Mairi Memu ™ FSCM + Employee Self-Senvice Travel'and Expense Centéar = Expense Reparts = Create/Modify * Home Sign oul

TN Tennessee M g A edison
. State Gove n ment Welcome to Edison Employee Portal James R Hamdo

New Windaw | Help | Personalize Page |

Create Expense Report | save for Later | (B Home | [E) Summary and Subm
James Hamdorff 2 Quick Stari |...F'Dp:zlats Froot s 530_
*Business Purpose | MM Fuel Reimbursement v a
Destimation: —
*Report Description Fuel Reimbursement & Attachments
Reference B - (&8
Expenses #
Esipand All | Collapse Al add | L My Wallet (8) | £ Quick-Fill Totals (0 Lines) oo0  UsD
*Date *Expenseé Type Description *Payment Type *Amount *Cumency
' B | v | 2 | v oo Uso | BIE
254 charatters remaining
Expand All | Collapse All Totals (0 Lines) 000 UsD

70



State of Tennessee — Edison Project
End User Training Material — Travel Manual: Employees

A Bright dea fur State Goternment

Step 11.
Click the Calendar Look Up icon for Expense Date.

Favortes ™ Main Meny ; Employes Sefi-Sarvice ™ »  Travel and Expense Center ™ Expense Reports ™ CreateModify

All = |Search I Advanced Search

TN Tennessee
— State Government

Create Expense Report

James Hamdorff 7

*Business Purpose | MNWVM Fuel Reimbursement v| 'Q
Destination: —;-
*Report Description |Fue! Reimbursement | + Aftachments
Reference =1
Expenses 7
Expand Al | Collapse All Add: | [Z My Wallet (0) | ;3’ Quick-Fill
*Date *Expense Type Description *Paymeni Type

& o 2

254 characters remaining

Step 12.
Select the date the expense was incurred.

For this scenario, the expense was incurred on December 2, 2015.

Select December 2, 2015.

Favortes ™ Main Menu » [FSCM * Employee Seffi-Service ™ > Travel and Expense Center Expense Reports ™ CreatefModify

All * | ‘Searc | Adyanc earte
TN Tennessee - "
— State Government

Create Expense Report

James Hamdorff 7

*Business Purpose\h‘f\f’h"l Fuel Reimbursement ~ | .Q
Destination; —;-
*Report Description Fuel Reimbursement | % Attachments
Reference =4
Expenses 7
Expand All | Collapse All Add: | Gl My Wallet () | .}% Ciuick-Fill
*Date *Expense Type Diescription *Payment Type
i | vl | =
Calendar x 254 characters remaining
fDecember_sz] 25 !}3

;i Call .
Expand All | Collapse All S M T W T F

13 4 5
6 7 8 9 10 11 12
13 14 15 16 17 13 19
20 21 22 23 24 25 26
7 23 29 30 31

1/ Current Date
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Step 13.
Click the Expense Type dropdown menu.
Favorites ™ Mamn Menu ~ FSCM = Employee Seif-Service ™ Travel and Expense Center Expense Reporis ™ CreateModity

All = | Search Bl Advanced Search

TN Tennessee
State Government

Create Expense Report

James Hamdorff | 7

*Business Purpose | MVM Fue! Reimbursement v| 'Q
Destination: —-
*Report Description Fuel Reimoursement | + Aftachments
Reference L=}
Expenses 2
Expand All | Collapse All Add: | g My Walet (0) | g? Quick-Fill
“Date *Expense Type Description *Payment Type
20272015 |5 [ v | | —

254 characters remaining
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Step 14.
Scroll down the menu.

Favorites. = Main Menu ¥ < FSCM =

TN Tennessee
—_ State Government

Create Expense Report

James Hamdorff 2

*Business Purpose | WMVM Fust Reimbursement (V] |

*Report Description ;_Fliel F»’._ejmb_ur&:.gmen; |
Reference | Q
Expenses 7|

Expand Al | Coilapse All Add | %My Wallet (00 | 3F Quick-Fill

[

*Date
22375 |5

*Expense Type

Admission fo Museums
Cap on Out of State Mileage
Car \Wash for State Viehicle
Commercial Driver License
Conference Fees
Copies/Frinting

Data Processing Suppiies
Eletiricity

Empioyee Awards

Employee FICA Expense
Flight Pryeical

Food for Gthers

Gas-Utilities

in St Lodging Taxes/Surcharges
In State Baggage

In Siate Femies

in Siate Lodging

I Siate Matenal Handling

In State Mealand Incidentals
In Staie Parking

I State Foint to Point Miles
in State Taxis

in State Tols

In Stzie Vicinity Miles
In-State Airfare

In-State Car Rental

In-State Car Rental Gas
In-State Shuitle

Internet Access

Expand All | Collapse All

Employee Seli-Serice

All  ~ | Search

A Bright dea fur State Goternment

Travel and Expense Cepter = Expense Heports = Create/Modify

B Advanced Search

Destination. —-
.@?1- Aftachments

Description *Fayment Type

iz

254 rharacters remairing
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Step 15.
Select "MVM Fuel Reimbursement" from the dropdown menu.

Favorites. Main Menu x| FSEM - Employee Self-Senice Travel and Expense Center = Expense Reports = Create/Modify

Al = | Search Il Advanced Search

TN Tennessee
— State Government

Create Expense Report

James Hamdorft 7

*Business Purpose |WM Fuat Reimbursement L] | @
= Destination: —-
*Report Description :_FLiE| F{_ejrr;b_urs:.z_eme n{ | J@ﬁ.

Attachments

Reference i

Expenses 7
Expand All | Coilapse All

*Date
T

Add | [E My Wallet(D) |

*Expense Type

a

4 Quick-Fill

Description

*Payment Type

In State Vicinity Miles
In-State Airfare

iz

254 tharacters remaining

_|In-State Car Rental
In-State Car Rental Gas
In-State Shuttle
Interrie! Access
Janitorial Supphes
Legisiative Home Office
Legisiator \Withhoiding (FIT)
| egisiature Member Mileage
MW Fugl Reimbursement
[Wemoership Duesi-ees
Moving Charges

Espand All | Collapse Al

74



State of Tennessee — Edison Project
End User Training Material — Travel Manual: Employees

Step 16.
Click the Payment Type dropdown menu.

Eavories = Main Menu FSCM + Employee Self-Semvice

All = |'Search

TN Tennessee
— State Government

Create Expense Report

Travel'and Expense Center =

ldeer for State Gutermmend

Expense Reporis = Create/Modify
Advanced Search

Welcome to Edison Employee Portal

New Window | Hel

[ Save for Later | (@ Home

James Hamdorff 7 Actiotis [ Choose an Action
*Business Purpose |N!\.’M Fuel Reimbursement ¥ | 'C{
Destimation: —
*Report Description Fusl Reimbursement % Aftachments
Reference | B 5 a
Expenses 7
Expand All | Collapse All add | L My Wallet (9) | #F Quick-Fll Tomls (it ne) 0.0
*Date *Expense Type Diescription *Payment Type Amatint
(120212015 |5 [NVM Fuel Reimbursemet v| =] v| 0.00;
254 charatters remaifing
“Billing Type[Standad V| Reteipt=pi W Desaurt Rate “Exchange Rate | _1.00000000
I Non-Reimbursable Remmbursement Ami 0.00

Step 17.
Select "Credit Card" from the dropdown menu.

Favorites = Main Menu = FSCM = Employee SeifSemwvice ™

Al - | Search

TN Tennessee
— State Government

Create Expense Report

James Hamdorff |2

*Business Purpose [MVM Fue! Reimbursement v|

*Report Description |Fusl Reimbursement =
Reference | =1

Expenses '

Esipand All | Collapse All Add | [ My Wallet (@) | ‘ff Quick-Fil

Date “Expense Type

Traveland Expense Center =

[ Na Receipt

Expensz Reports ™ CreatefModify

il Advanced Search

Destination:
A Aftachments

*Fayment Typa

Description

v [f2/oz20E5 |5 |M\’M Fue! Reimbursement v|

“Bifling Type|Slandard  w

254 characters remaining
[ Receipt Spiit
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Notice, unlike other Expense Types discussed in this manual, MVM Fuel Reimbursement allows for the

entry of the exact amount that was spent.

Favoriles = Main Menu =

Employee Sefi-Servic

Al = | Search B cvanced Search

TN Tennessee
— State Government

Create Expense Report

James Hamdorff |7

*Reporl Description Fus

Expenses ¢
Expang All | Collapse All

*Date

Travel and Expense Certer = Ex

se Reports

Craate/Modify

Welcome to Edison Employee Portal James R Hamdol

New Window | Help | Personatize Page | £

Save for Later | ¢y Home: | [Bh Summary and Subn

i 12022075 |E [MVM Fuel Reimbursement

*Billing Type|Standard. &

Actions [ ..Chocse an Action w| I-_é_()
*Business Purpose [MVM Fuel Rembursement w] I :Q
Destination: -
bursement S+ Atachments
Referance &
Add: | & My Wallet {a) | 5} Suick-Fill Totals (1 Line) 000 UsD
*Expénse Type Description *Payment Type “Amount *Climency
~] J&  [Credt Card v| ood| st g B E
254 ¢haracters remaining
B Receipt Soit ] Default Rate “Exchange Rate | 100000000] 7, [
CNon-R abie Rei sement AmE 000 UsSD
[INe Receipt

Step 19.
Click in the Amount field.

Favoriles = Main Menu = FSCM =

TN Tennessee
— State Government

Create Expense Report

James Hamdorff |7

*Report Description Fuel Reimbursement

Expenses ¢
Expana All | Collapse All

*Date

Employee Seff-Service

Al | Search

Traveland Expense: Center =

B Advanced Search

Expense Reports =

Graate/ModiTy

Welcome fo Edison Employee Portal James R Hamdol

New Window | Help | Personatize Page | i€

Save forLater | ¢y Home: | [Bh Summary and Subn

- 12022075 [ MV Fuel Reimbursement

“Billing Type

Actions | ..Chocse an Action | I-_é_()
*Business Purpose \ MWYM Fuel Rembursement v| :Q
Destmation: —
Fa Attachments
Reference &
Add: | [ My Wallet (0) |45 Quick-Fil Totals (1 Line) 000 usp
*Expeénse Tyoe Description *Payment Type *Amount *Cumancy
~] |3 [Credt Card v| oog| wso  lm B E
254 characters remaining
Fretas i ¥ Default Rate *Exchange Rate | 100000000 o, B
CNon-R abie Rei sement AmE 000 USD
One Receipl
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Step 20.
Delete the current value.

Favorites ™ Main Menu ™ 3 ien S »  Traveland Expense Center = Expenss Reports ™ Create/Modity

| anced Seart :
TN Tennessee — ledison
State GDVE rnment Welcome to Edison Employee Portal James R Hamdo

New Window | Help | Personalize Page | £

Create Expense Report [Z) Savefor Later | ¢ffy Home | [& Summary and Suba
James Hamdorff 7 Actions [_-Choose an Action V|| Go
*Business Purpose | WM Fuei Reimbursement v| -.Q,
= Destination: —;
*Report Description Fuel Resmbursament + Attachments
Reference| = _§Q
Expenses
Expand All | Collapse All Add | LMy Wallet (D) | £ Quick-Fill Totals (1 Line) 000 USD
‘Date “Expense Type Descriptien “Payment Type “Ameunt *Currency
v 12102/2015 [iF [NIVM Fusl Reimbursement v J= [CrediCard v o ja EE
254 charactars remaining
=il Standard v Receipt Spiit # 1 DOoDoa =
Billing Type | EE pLSp ] Default Rate Exchange Rate | 1.00000000 <, [
[ Mon-Reimbursable Reimbursement Amt 0.o0 uUso
Cne Receipi
Step 21.

Enter "36.45" into the Amount field.

Mairi Menu ™ € .. Emplayee Seli-Seniice 5] Centar = Expense Reparis = Craate/Modify ﬁ Home Sign oy

Al = | Seamxh Advanced Search
TN Tennessee .
— State Government Welcome to Edison Employee Portal James R Hamdo|

New Windaw | Help | Persenalize Page |

Create Expense REpOI’t | Save for Later | @Home | @--Summary and Sub
James Hamdorff 2, Actions | .Choose an Action v| | B¢
*Business Purpose |N!\.’M Fuel Reimbursement vl a
Destination:
*Report Description \Fusl Reimpbursement i Attachments
Reference| = = R
Expenses ¢
Expand All | Collapse Al Add | [ My Wallet (8) | $F QuickFil Totals (1 Line) 3645 USD
*Date “Expense Type Description “Payment Type “Amodnt tCumeney
v [12002/2015 || [MVM Fuel Reimbursement vl |& [Eredicard - 3645 [Us g B E

254 characiers remaining
“Biliing Type[Standard_ v| fiecempt Sl M pefault Rate “Exchange Rate | 100000000 s

[ Non-Reimbursable Reimbursement Amt 36.45 USD

Cne Receipt
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Step 22.
Make sure any scanned documents needed for this Expense Report are attached.

You will learn how to attach a document in the upcoming topic Adding Attachments.

Main Menu = FSCM = Employee Self-Service ~ Traveland Expense Centar = Expense Reporis = Create/Modify

Al = | Search | # vanced Seart| ¢
TN Tennessee . aly i ledison
— State Gﬂvern ment Welcome to Edison Employee Portal James R Hamdo

New Window | Help | Personalize Page |

Create EXPEHSB Report |5 Bave for Later | {fy Home | [B Summary and Sulw
James Hamdort 7, Actions | .Choose an Attion |l sC
*Business Purpose | MVM Fuel Reimbursement v| [}
o -
*Report Description |Fuel Reimbursement | '+  Aftachments I
Reference | (=%
Expenses 2
Expand All | Collapse All Add | [ My Wallet () | £ Quick-Fill Tothts(1:Lare) A5 Usp
*Date “Expense Type Description *Payment Type *Amount *Currency
12/0212015 |[5) [MMM Fuel Reimbursemeit vl &l [Grest card v 3645 uso  |@ Bl =
254 characters remaining
“Riliing Type|Standard v| B Receipt Spiit ¥ Default Rats *Exchange Rate | 1.00000000| &, [
[INon-Reimbursable Reimbursement Amt 36.45 USD

Cne Receipt

Step 23.
Now that the report is complete, you will need to review the summary details prior to submission.

Click the Summary and Submit blue hyperlink once you have completed your Expense Report and you're

ready to review the summary details before final submission.

Favorites: Mam Menu ™ FSCM = Employee Self-Service = Travel and Expense Center = Expense Reparis = Create/Modify * Home Sign oud
TN Tennessee All -~ |'Search il Advanced Search
PETI State Gﬂve rnment Welcome to Edison Employee Portal James R Hamdorff
Mew Window | Help | Personalize Page | i
Create EXDEI‘ISE REpOI’t i) Save for Later | ¢y Home |[f&d Summary and Submit
James Hamdorff 7 Actions | .Choose an Action V|l ea
*Business Purpose |M\.‘M Fuet Reimbursement vl [}
Destinaton:
*Repert Description Fuel Reimbursement c% Attachments
Reference | &8
Expenses 7
Expand All | Collapse All Agid- | My Wallet (@) | £F Quick-Fill Totals (1 Line) 3645 USD
*Date “Expense Type Description *Payment Type “Amount *Cuméncy
12/02/2015 |5 [MVM Fue! Reimbursement vl izl [Crenit Carg v 3625 uso (o EHE
2584 characters remaining
“Billing Type |:S{aqcia.'d v| B Receint Spit M| Default Rate Exchange Rate | 100000000 o, 22
I Mon-Reimbursable Reimbursement Amt 3645 UsD
Clne Receipl
} Accounting Details 7
Expand All | Collapse All Totals (1 Ling) J645  USD
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On the Create Expense Report Summary page, you can review the expense report totals and verify accuracy

of the claim. If the report does not appear to be accurate, you may click on the Expense Details blue

hyperlink to return to the Create Expense Report Details page to make any adjustments needed.

If the report appears to be accurate, proceed to the next step.

Eavorites ™ Main Menu ™ FSCM Employee Seli-Senice

All -~ [Search

TN Tennessee
— State Government

Create Expense Report

James Hamdortt

*Business Purpuse| Wi Fuel Reimbursemant -v|

“Description |Fusl Reimoursement

Reference o
Totals 2 & View Printable Version B \iew Analytics
Employee Expenses (1 Line} 36.45 UBD Mon-Reimbursable Expenses
Cash Advances Applied 0.00 USD Prepaid Expenses
Amount Due to Employee 36.45 USD

Traveland Expense Center =

&l Advanced Search

0 Notes

000 UsD
0.00 usD

Amount Due to Supplier

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

Step 25.

Expense Reporis = Create/Modify

# Home

Welcome to Edison Employee Portal James R Hamdorff

Sign out

New Window | Help | Personalize Page | =

[ Save for Later | () Home |

Actions [ Choose an Acbion vl GO

% Ahiactiments

Employee Credits 000 UsSh

Supplier Credits 000 Ush

0.00 USD

Prior to submitting your report, there is an optional link called “Notes” located on the Summary page
where you may enter any comments related to your travel for the Expense Report. Using the Notes will
allow you to give any additional information needed about this travel.

Click on the Notes link to add a comment to the report.

Note: Some agencies require specific information in the Notes; please verify what your agency policy is

before submitting your Expense Report.

Favoiites = Main Meru = Employee Self-Service ™ Traveland Expense Cenlei =

Al -~ | Search

TN Tennessee
State Government

Create Expense Report

Susie Halcomb

“Business Purpose | Inspections v
Description December Site Vists
Reference a,
Destinalion
Totals * & View Printable Version B4 View Analytics
Employee Expenses (Z Lines) 33,95 USD Non-Reimbursable Expenses
Cash Advanices Applied 0.00 usD Prepaid Expenses
Amount Due to Employee 39.95 USD
[ By checking this box, | certify the itted ars and comply with expense policy.

Expense Reporfs ™

Rl Advanced Seamch

0.00 usD
000 usD

Amount Due to Supplier

CreateModify

& Home |

New Windaw | Help | Personalize Page |

Sign out

Save forister | ¢y Home | [E5]Expense Details

Actions[ . Chonsean Action v | Ge

4 Atiachments

Employee Credits 0.00 usSD
Supplier Credits 0.00 usD
0.00 USD
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Once the report appears to be accurate, place a Checkmark in the box to confirm the report details being

submitted are accurate and complies with expense policy.

Select the box to place a Checkmark in the box.

Favorites: ™ Mair Menu FSCM + Emplayee Seli-Service Travel and Expense Center =

Al = | Search

TN Tennessee
— State Government

Create Expense Report

James Hamdort
*Business Purpose [V Fuel Reimbursement v

*Description Fuel Reimbarsement

Reference | Q@
Totals 2 & View Printable Version BH Visw Analytics
Employee Expenses (1 Line) 36.45 USD Nen-Reimbirsable Expenses
Cash Advances Applied 0.00 Ush Prepaid Expenses

Amount Due to Employee 36.45 USD
By checking this box, | certify the expenses submitted are accurate and comply with expense policy.

Submit Expense Report

Step 27.

Expense Reporis = Create/Modify

#& Home

Welcome to Edison Employee Portal James R Hamdorif

Sign out

8 Advanced Seamh

New Window | Help | Personalize Page | =

[ Save Tor Later | () Home | Expense Detatis

Actions [_Choose an Acbon v | GO ji

2 Notes A Atachiments
0.00 UsD Employee Credits 0.00 Ush
0.00 UsD Supplier Credits 0.00 Ust

Amount Due to Supplier 0.00 USD

Once a Checkmark has been placed in the box to confirm accuracy, the Submit Expense Report button will

no longer be gray.

Click the Submit Expense Report button once you have completed your Expense Report.

Mair eru ™ FSCM = Emplaoyee Seli-Service Travel and Expense Centéar =

Al

TN Tennessee
— State Government

Create Expense Report

James Hamdorff

*Business Puipose \ Wi Fuel Reimbursemeant v|

“Description Fusl Reimbursement
Reference | QY

Totals 2 & View Printable Version B view Analvtics

Employee Expenses (1 Line) 36.45 USD Nen-Reimbursable Expenses
Cash Advances Applied 000 UsD Prepaid Expenses
Amount Due to Employee 36.45 USD

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

I Submit Expense Report I

~ | Search B Acvanced ssarh

Expense Reparis = Create/Modify

#& Home

Welcome to Edison Employee Portal James R Hamdorif

Sign oul

New Window | Help | Personaiize Page | =

[ Save Tor Later | () Home | Expense Detalis

Actions [ Choose an Acbon v |

G Notes & Atachments
0.00 UsD Employee Credits 0.00 Ush
0.00 USD Supplier Credits 000 UsSh

Amount Due to Supplier 0.00 USD
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Step 28.
Click the OK button to confirm submission.

Note: If you do not click the OK button, your Expense Report will not be submitted.
Expense Report Submit Confirm
Create Expense Report

Submit Confirmation

James Hamdorff

Totals (z
Employee Expenses (1 Line} 36.45 UsSD 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 UsSD
Amount Due to Employee 36.45 USD Amount Due to Supplier 0.00 USD
Gancel
Step 29.

Once you submit your Expense Report, Edison will assign it a Report ID number.

The approval workflow will also be created after you submit it. Once that workflow is created, the report
will be routed to your supervisor for approval.

Favorites = Main Menu = FSCM = Employee Seif-Sefvice ™ > Traveland Expense Cepter = Expenss Reports ™ CreatefModify

Expense Reports = | Search IRl Advanced Search

TN Tennessee
f— State Gover nment Welcome to Edison Employee Portal J

Mew WWindow | Help

View Expense Report By Hom

James HamdorfT Actions |, Choose an Action

| Your expense report 0001049317 has been submitted for approval. |

Business Purpose WMVM Fuel Reimbursemant Report | 0001048217 | Submission in Process
Description Fue! Reimbursement Created 12/09/2015  James Hamdorff
Reference Last Updated 12/09/2015  James Hamdorff
Paost State Noi Applied
Totals 7 & View Printable Version B View Analytics {2 Notes
Employee Expenses {1 Line) 3645 IS0 Non-Reimbursable Exj 000 ush Empioyee Credits 0.00 usD
Cash Advances Applied ooo LUsD Prepaid Expenses Bon Usn Supplier Credits 0.00 UsSp
Amount Due to Employee 36.45 USD Amount Due to Supplier 0.00 USD

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

Refrésr_: Approval S!aius

Step 30.
You have successfully entered a new Expense Report for MVM Fuel reimbursement.

End of Procedure.
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Creating an Out of State Travel Expense Report
In this topic you will learn how to create an Out of State Travel Expense Report.

Step 1.
In this scenario, you are creating an Expense Report for an Out of State conference.

You have traveled to Louisville, KY for a conference which required an overnight stay.

Step 2.
Click the Expense Report link.

Favorites = Mam Menu ™

Employes SeliSamvice ™

Travel and Experise Cantar

TN Tennessee
— State Government

Traveland Expense Center

l " Travel and Expense Center

d Expense Ceniel

| Travel Authonzations
l, - Submit and review travel sutherizations.
£ & CreatsMdodry

ink

VIEW
2 Mo
,{@. Print Reports
F'nm aI"J'j' one of your sxpense transactions.

= Delste

@m Forecast Time
1€.’) Creste, modify or view forecast datg

eport
T ra\-aé ‘Autticrzation

I Cash Advance

~| Review Payments

Review history of expense payments
] Review Expense Hiztory

E Review Payviments

Other Expense Functions

Wiew contents in My Wallet. create your cwn template. of modify and existing
templsie.

=] Createflpdste User Ternplate

Step 3.
Click the Create/Modify link.

Favorites ™~ Main Meoy ™ Employee SeffService ™ TFravel and Expense Centey ™

TN Tennessee
—_ State Government

Traweland Expense Center

E(( Expense Reports

vigw o delete an Eqpense Report

Create, modify, print,
= = Print

¢ and Expsnss Report ﬁ Print an Expenss Report

= Delete
= | Delete an Expense Report

ldeer for State Gutermmend

Welcome to Edison Employee Portal

=] Cash Advances

LI.'" Create, modify, print. visw or delete Cash Advanoes
= ‘Create/ndify
i=| Print

I s

Delete

Profiles and Preferences

Manage your personsl, organizational and financial del
expense reporting.

[E Review/Edit L—mﬁle

[E] Delegste Erviry Authority

Welcome to Edison Emp

— View
= View an Expense Repor

82



State of Tennessee — Edison Project
End User Training Material — Travel Manual: Employees

ight idect fur State Cuternment

Step 4.
To access creating a new travel claim you must enter an Employee ID for who the claim is for.

Select the Add a New Value tab and enter the Employee ID in the Empl ID field.

Favorites = Main Menu = . FSCM ™ Employee SelESenvice ™ Traveland Expense Cenfer * & Expense Reporis ™ Createiadity

Bl |Search B Acvanced Search

TN Tennessee

— State Government

Expense Report

| Eind an Sxsting valuz || Add a New Value |
Empl D{00380808]  x]i@

| Add

Find an Existing Vaiue | Add a New Value

Step 5.
Click the Add button.

Favorites = Main Menu ™~ > FSCM'™ Empioyee Self-Senice ™ Travel and Expense Center ¥ = Expense Repoiis Createfodify

Bl |Search B Acvanced Search

TN Tennessee
— State Government

Expense Report

| Fing an Existing Valus || Add a NewValue |

Empl ID100380808] = @

Find an Existing Vaiue | Add a New Value

83



State of Tennessee — Edison Project
End User Training Material — Travel Manual: Employees

ight idect fur State Cuternment

Step 6.
Business Purpose is a required field. You will select the item from the dropdown menu that closely
describes the purpose of your travel.

Click the Business Purpose dropdown menu.

Favorites Main Menu Employee Self-Service ™ >  Travel and Expense Center ¥ +  Expense Reports ™  »  Create/Modify

All = | Search !» Advanced Search

TN Tennessee
State Government

Create Expense Report

James Hamdorff 2

*Business Purpose | v

Destination: —;
*Report Description I + Attachments

Reference | &,

Step 7.
Select "Conference" from the dropdown menu.

Favortes ™ Main Menu » FSCM ™ Employec Seif-Service ™ 3 Travel and Expense Center ™ Expense Repaorts

TN Tennessee Ot SCREN B 2cvanced Search
— State Government

Create Expense Report

James Hamdorff 7

“Business Purpose

. . |Assessments Destination: —;-
*Report Description | Audits ﬁ- Attachments
Case ManagementMvisits 0
Reference | - iections L=
Expenses (7 Compiiter Support
|Centerence
Ezpand All | Collapse All Court Appearances il
Employee Recruifing

84
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Step 8.
The Report Description field is required. In this field you will enter a description for what type of travel the
Expense Report will be reimbursing.

Click in the Report Description field.

Main Menu > Employee Self-Service ™ > Travel and Expense Center ¥ = Expense Reports ™  »  Create/Modify

Al - | Seach Ir>7f Advanced Search

TN Tennessee
_ State Government

Create Expense Report

James Hamdorff 2

*Business Purpose |Cr.}nference v| 'Q
o Destination: —
*Report Description [ | F4 Attachments

Reference | =}

Step 9.
Enter the desired information into the Description field.

Enter "Out of State Conference".

Favorites = Main Menu ™~ FSCM = Employee Seif-Service ™ > Travel and Expense Center = Expense Repors ™

Al ~ |'Search 4l ~cvanced Search

TN Tennessee
— State Government

Create Expense Report

James Hamdorff =

*Business Purpose [Conference v (51
) Destination: '
*Report Description|Out of Siate Conference | # Attachments

Reference | IR
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Step 10.
Click the Look up Destination button to search for a Destination.

Favorites = Main Menu = FSCM = Employee Self-Service: ™ > Travel and Expense Center = Expense Heporls ™

All. - |Search =8 ~dvanced Search

TN Tennessee
— State Government

Create Expense Report

James Hamdorff %

*Business Purpose |Conference v
_— Destination:
*Report Description Out of State Conference ﬁ. Aftachments

Reference | 3

Step 11.
On the Look Up Destination page, click in the Description begins with field so you can search by the city
name.

Look Up Destination x
Heip
Setild SHARE
Expense anatie:m
Description| begins with s} |
Look Up_| | Clear | | Cancel | Basic Lookup

Search Resulis
Cnly the first 300 results can be displayed.

View 100 First ‘% 4 30067300 Last
Expense Location Description

AKANC Anchorage

AKJ L.I}N-E Juneau

ALALE Alexander City Tallapoosa
ALANN Anniston; Calhoun

ALATH Athens; Limesfone

ALALE Auburr; Les

ALBIL Billingsley Autauvga

ALBIR Birmingham; Jeffersan and Shel
ALDAPR Draphne Baldwin

ALDEC Decatur: Morgan
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Step 12.

Enter the desired information into the Description begins with field.

Enter "lou".

Look Up Destination

SetlD SHARE

Expense Location| begins with s

Help

Description| begins with w[lioy

Look Up Clear Cancel Basic Lookup

Step 13.
Click the Look Up button.

Look Up Destination

Sefil SHARE
Expense Losaton g win V]
Description (lou

[ tookUp || cCiear || Cancel | Basic Lookup

Search Results

View 100 First ‘4 48o0ra M Last

Expense Location Description
THLOU Loudon Loudon

WALOU Loudoun County Loudon
THLES Louisville Blount

KXY LOU Loulsville Jefferson
MSLOU Loulsville Winston
THLOL Louland Hamilen

Help

A Bright dea fur State Goternment
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Step 14.
Click the Louisville Jefferson link.

Look Up Destination %

Help
Setil SHARE

Expense Locaton[begins wih V]
Description[[Begins wih w o

Lndk-ﬁp_-| | Ciear || Cancel | Basic Lookup

Search Results

View 100 First ‘4 t1ecie 'K Last

Expense Location Dezcription
THLOUW Loudon Loudon
VALOU Loudour County Loudon
THLES Louisviille Blount
KYLOU |Lnuis~.-1‘ile Jefferson |
MSLOU Loulsville Winston
THLOL Louland Hamblen

Step 15.

Next, you will enter the actual expenses incurred under the Expenses section of the Expense Report.

= Main Menu = FSCM = Ermployes Seif-Service ™ Travel and Expense Center Expense Reports & Home Sign out

All + | Search B Advanced Search

TN Tennessee
— State Government

New \Window | Help | Personalize Page |

Create Expense Report |2 Save forLater | ¢y Home | (2 Summary and Submi
Susie Halcomb. (2 FileMst Documents Quick Start [..Populate From v |_ GG

*Business Purpose [Inspactions vl e

e ; Destination:
*Report Description [December Sile Visits Fi  Aithments
Reference “Q
Expand All | Collapse Al Acd | [ My Waliet (0) | F Quick-Fil Totakiig Lkes) a0, TS0
*Date *Expense Type Description *Payment Type “Amolnt *Gurency
B [ o = & : o) s o HE

254 characters remaining

Expand All | Collapse All Totals {0 Lines) 000 USD
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Step 16.
The Date field contains the date that the expense was incurred.

Enter the desired information into the Date field. Enter "12/02/2015".

Favorites = Main Menu = FSCM = Employee Self-Service =

TN Tennessee
State Government

Create Expense Report

James Hamdorff 2,

*Business Purpose | Conference (V] |

Destination:
“Report Description (Out of Siale Confersnce
&

Reference
Expenses 2
Expand All | Collapse All Add | [ My Wallet (D) | 4 Quick-Fill

*Date: *Expense Type Description

Travel and Experse Center ™

ight idect fur State Cuternment

Expense Reporis ™ Create/Modify

Lowsyilie Jefferson

yﬁr Altachments

*Fayment Type

1222015 5 | |

=

254 characters remain

Step 17.
Click the Expense Type dropdown menu.

Favorites = Main Menu FSCM = Employee Seli-Service ~

All * |-Search

TN Tennessee
— State Government

Create Expense Report

James Hamdorff 2,

*Business Purpose | Conference v|
Destination:
*Repert Description (Out of Stale Conference
Reference T
Expenses 7
Expand All | Collapse Al Add | [Z; My Wallet () | f; Qwiick-Fil
*Date *Expense Type Description

Travel and Experse Center ™

ing

Expense Reporis Create/Modify

Bl Aovanced Search

Lowsvilie Jefferson

+ Aftachments

*Fayment Type

Hd22z01s [F |

=

254 characters remaining
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Step 18.
Select the “Out of State Lodging” from the dropdown menu.

Favorites = Main Menu = FSCM = Employes Self-Service ™ Travel and Expense Center = Expenze Reporls = Create/Modify

Al ~ | Search Bl Advanced Search

TN Tennessee
— State Government

Create Expense Report

James Hamdorff |7

*Business Puipose | Conference v| Lowisvilie Jeferson It
———————— Destination: ——— IR
*Report Description (Cut'of State Conferance A Attachments
Reference | e
Expenses
Expand All | Callapse All Add | [F My Wallet (@) | ‘é‘ Quick-Fill
"Date *Expense Type Description *FPayment Type
[12/02/2015 |5 {Operational Supglies E-'
Oiher Legal Services ~ 254 characters remaining

Cutof St Lodging Tax!Surcharg

Cut of St Point to Point Miles

Outof State Baggages

Expand All | Collapse All Ot of State Berrie:

Ot of State Lodging |
Dut of State Material Handling

Cut of State Meais & Intidenta
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Step 19.
Click the Payment Type dropdown menu.

Main Menu ™ FsCM = Employee Seif-Semice ™

Al = | Search

TN Tennessee
State Government

Create Expense Report

James Hamdorft |2

Travel and Expen

A Bright dea fur State Goternment

Expensze Reporfs = Create/Modify #& Home

Bl Advanced Search

Weicome to Edison Employee Portal James

New Window | Heip | Persona

Save for Later | () Home | [@ Sumn

Actions | ..Choose an Actian

*Business Purpose [Conference v 1 & Jaf il
el | — Louisvilie Jefierson =3
*Report Description (Cutof Siate Conference + Aftachmeants
Reference | (=}
Expenses 3/
Expand All | Collapss Al Add | [ My Wallet {0) | £ Quick-Fil Totals (4 Line} oo 1Ese
*Date *Expense Type Description *Payment Type “Arnount *Cumency
v [12/02/2015 || [©ut of State Lodging 2 = M | 10600 [UsD |

Step 20.
Select “Credit Card” from the dropdown menu.

Favorites = Main Mentt = Employee Seif-Seryice ™

All = |'Search

TN Tennessee
State Government

Create Expense Report

James Hamdorff 2

“Business Purpose [Conference ~|

*Report Description __C_Il_u_t of gt_a_t_e C_.gn_f_eﬂ_s_f_:gg
Reference |
Expenses 7
Eqpand Alt | Collapse All

*Date

254 characlers remaining

Travel and Expense Center ™

Expense Reports Create/Modify

Bl Advanced Search

Weilcome to Edison Employee Portal

New Window | Hale

Save for Later | (@ Home

Actions | -.Choose an Action

Louisville Jefferson

|

[12/02i2d75 |5 [Outof Siae Lodgmg

*Rillinn Twne| Siandard. v

Destination: —
4 & Attachments
I
Add. | [ My Wallet (D) | 57 Quick-Fill Totals (1 Line) 106.00
*Expense Type Description *Fayment Type *Armount.
v| | [ i 106.00
254 characters remaining

[ Recemt Spilt [ P8 inb il Filen 1 ANAANANG
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Step 21.

The actual expense for lodging that was spent was $105. The per-diem amount automatically populated
into the field based on the Date and Destination used, so now you must manually change the amount to
equal the actual expense amount for lodging (in this example it is $105).

Enter the desired information into the Amount field. Enter "105".

Main Menu = Employes Seif-Semvice ™ » Traveland Expense Cepter = Expense Reports Create/Modify

Al - | Search bl Advanced Search

TN Tennessee
State GOVE rnment Welcome to Edison Employee Portal

New Window | He

Create Expense Report Save for Later | () Home
James Hamdorff |2 Actions | ..Chopse an Action
*Business Purpose |Conference ~ I B Jofisn irs
— ——————— ! Destination: RS el 2
*Report Description |Cut of State Conference 4+ Aftachments
Reference | e
Expenses =+
Expand All | Callagse Al Add | [ My Waliet (0) | £F Quick-Fill Fotals {1 Line) 105.00
*Date *Expense Type Description *Fayment Type “Amount
[12/02/2015_|[5) [Outof State Lodging v f2l [Credi Card v

254 characters remaining

Step 22.
Now that you are finished with the first expense line, click on the Downward Arrow to the left of the line to

collapse the line details.

Favortes = Mamn Menu = FSCM = Employes Seff-Sarvice ™ > Travel and Expense Center = Expense Repors ™ CreatefModify

Al = | Search B /dvanced Searcn

TN Tennessee
— State Gove rnment Welcome to Edison Employee Portal James R Hamdorf]

Maw Window | Help | Personaiize Page | £

Create Expense Report Save for Later | (B Home | [B Summary ang Subr
James Hamdorff 2 Actions [..Choose an Action v| | 6C
8 Purpese | Conferent ~| Loursville Jeffersen &
Destmatien:
“ReportDescription |Out of State Conference + Attachments
Reference =Y
Expenses ¢
Expand All | Collapse Al Ada: | [ My Wallet (6) | 4 Quick-Fil Totals (1 Ling) 10500 USD
“Cate “Expense Type Description *Payment Type “Amgunt *Curency
D 120272015 [ [Outof State Lodging v iz [Credican v ‘ 10500 UsB |® =
254 characters remaining
“Billing Type :lstanda:é = RecelprSplt ] Default Rate “Exchange Rate | 1.00000000| By
Location |Louisville Jefferson a [5] Per Diem Deductions | non-Reimbursable Reimbursement Amt 10500 USD
Cne Receipt
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Step 23.
Next you will enter an additional expense item.

Click on the Plus (+) sign to the right of the first expense line to add a new line.

Mairs Menu = £ . Emplayec Self-Service ~ Travel and Expense Center = Expense Repors = Create/Madify

TN Tennessee A ) B /cvanced Searh
State Govern ment Welcome to Edison Employee Portal James R Hamdori}

New Window | Help | Personalize Page | &

Create Expense Report |5 Save for Later | @ Home: | @ Summary and Subn
James Hamdorff 7, Actions | -Choose an Aclion v‘ _GE
*Business Purpose |Conference v Vouisvilie Jafiarson =
= Destimation: — :
*Report Description (Oul of Siale Conference "+ Attachments
Reference| R
Expenses 7
Expand All | Collapse All Add | [, My Wallet (@) | £F Quick-Fll Totals {1 Line) 105,00 USD
*Date “Expense Type Description “Payment Type *Amount tCurency
L [12/02/2015 [ [Oul of State Logging vl [z [Crediicard ~ 10500 [UsD @ =
254 characters remaining
Step 24.

Notice the Date automatically populated on the new expense line. This may be changed, if needed. For this
scenario it can remain as is.

Click the Expense Type dropdown menu.

Main Menu ~ FSCM = Employee SelfFService = Travel'and Experfise Center ™ Expense Reporis ™ Create/Modify

TN Tennessee —— e

State Government

Create Expense Report

James Hamdorff 2,

*Business Purpose | Conference v| Lowsyile Jefferson :Q
Destinafion: —
*Report Description (Out of Stale Conference c%- Attachments
Reference [«
Expenses ?
Expand All | Collapse All Add | g5 My Wallet (0) | z; Quick-Fill
*Date “Expense Type Description *Payment Type

[ [12/02:2015 | [Out of State Lodging vl ] i@ [Credit Card

254 characters remaining

[1z0zzo1s |E | vl e
254 characters remaining

93



State of Tennessee — Edison Project
End User Training Material — Travel Manual: Employees

Step 25.

Select “Out of State Meals & Incidentals” from the dropdown menu.

Favorites ™ Main Menu ™ Employes Seff-Sarvice ™

All = | Search

TN Tennessee
_ State Government

Create Expense Report

James Hamdorff 7

*Business Purpose | Confarence a2 |

*Report Description (Qut of State Conference
Reference | L+
Expenses 7!
Ezpand All | Collapse Al Add: | [ My Wallet (@) | ‘;? Qusck-Fill

*Date *Expense Type

Travel and Expense-Center ™

| %

Destination: —;

Description

qelit Idear fur State Gotermment

Expense Repors ™ CreatefModify

Advaniced Search

Louisville Jeferson @

Cé:' Attachments

*Paymeni Type

b [1z022015 |5 [Outof State Lodging v]

Cperational Supplies

Oither Legal Services ~
Out of St Ledging Tax/Surcharg

Dut-of St Point fo Point Miles

Ot of State Baggages

Out of State Femies

Qutof Siate Lodging

{out or State Meals & Incidenta ]

Dut of State Parking

112022015 |5

Expand All | Collapse All

{2l [Credi Card

2584 ¢haracters remaining

=

254 characters remsining

Otk of State Taxis

Step 26.
Click the Payment Type dropdown menu.

Favoriles Mairi Menu = ESCM Employee Self-Senvice =

Al = | Search

TN Tennessee
— State Government

Create Expense Report

Travel and Expense Center =

Expense Reporis =

Bl Advanced Search

Craate/Modify

Welcome to Edison Employee Portal

New Windaw | Hel

[ save for Later | (@) Home

James Hamdorff 2, Actions [ Choose an Action
*Business Purpose [Confersnce v| N ouisvile Jefiamon ey,
— = Destination: —,
“Report Description Out of Siate Conference % Altachments
Reference | B (=3
Expenses 7
Esipand All | Collapse Al Add | [l My Wallet (8) | £ Quick-Fll Totais {2 Lines) 166.00
*Date “Expense Type Description *Payment Type *Amount
[ [12002/2016 (5 [Oulof State Lodging v] |z [CredtCarg ~ 105.00
254 characters remaining
v [12/02/2015 |5 [Oulof State Meals & Incioenta v] 'LZI | ¥ | B1

254 characters remaining
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Step 27.
Select “Credit Card” from the dropdown menu.

Favorites = Main Menu ~ FSCM + Employee Self-Service ™ Travel and Expense Center = Expense Reports = Create/Modify

Al = | Search A ~dvanced Search

TN Tennessee
L — =1 State Gove l'nment Weicome to Edison Employee Portal

New Window | Hej

Create Expense Report [ Save for Later | (&) Home
James Hamdorf |7 Actions [ .Choose an Action
*Busmness Purpose [ Confarence v| Louisyilie Jefferson 3
= — Destination: '————— — K
*Report Description Out of State Conference | ¢ Aftachments
Reference | =8
Expenses ¢
Expand All | Collapse All Add | [ My Wallet (0) | § Quick-Fil Tnials (2. Lmes) 156.00
*Date “Expense Type Descripfion *Payment Type- *Amount
b [12/02/2015 |5 [OLn of State Lodging v | I [Eredi Card v 105.00

254 characters remaining

v [12/02/2015 |5 [Bufof Siate Meak & Incidenta v | &1.00|

254 characters remaining

“Biliing Type[Standara v E Receiot Spit

ange Rate ED‘BU’DDE_‘D

Step 28.
The State of Tennessee Travel Policy only allows 75% of the per diem rate to be claimed on the first and
last day of travel for meals.

The per diem rate will default in based on the Destination, so you will need to change the amount to reflect
75% of that rate (which in this example is $45.75).

Eavaries = Mair e FSCM + Employee Selk-Service Traveland Expense Center = Expense Repors = Create/Modify

TN Tennessee S X "

— State Government

New Window | Heip | Personalize Page | £

Create Expense REpOI‘t | Save for Later | (& Home | [E) Summary and Subt
James Hamdorff 7 Actions | .Choose an Aclion v| é_&
*Business Purpose [Conference ~| Louisvilie Jafiason ey
= Destination: :
*Reperi Description (Out of Stale Conference A Aftachments
Reference| iz
Expenses 7
Expand All | Collapse Al Add | [k My Wallet (0) | £ Quick-Fil Totals (2 Lines) 16600  USD
*Date “Cxpense Type Description “Payment Type “Amount *Cumency
» 120212015 ([ [OQul of Stale Loaging vl [Z [Grediicarg ~ 1500 uso @ EE

254 characters remaining

v (120212015 |[5 [OU of State Mieak & Incidenta v I [Gredi Garg V] s1o0| [Uso & E[E
254 characters remaming
“Billing Type[Standars v | B Receipt Spit I Detaiilt Rate “Exchange Rate | 100000000, #, [
. 30N [Louisville Jeferson i =] .
- aeation Lo ilein A [l Per Diem Deductions [ Non-Reimbursable Reimbursement Ami 6100 UsOD
CINo Receipt
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Step 29.
Click in the Amount field and delete the Current Value.

Favories = Maim Menu ~ FSCM + Employee Seli-Semvice Expense Reparis = Create/Modify

All - | Search Advanced Search

TN Tennessee
— State Government

Welcome to Edison Employee Portal

New Windaw | Hal

[ Save for Later | @ Home

Actionis | . Choose an Action

Create Expense Report

James Hamdorff 7

*Business Purpose [Conference v Siediiciim) Lousvikie Jefferson =%

*Report Description -0_|.|t of State Conference + Aftachments

Reference | N R
Expenses =
Expand All | Collapse Al Agd | [ My Wallet (8) | 5% Quick-Fill Totais (2 Lines) 166.00
*Date “Expense Type Description *Payment Type *Amount
[ [12/02/2015 [ [Oul of State Lodging v {0 [Credit Card ~ 105.00;
254 characters remaining
v [12/02/2015 |5 [Oulof Siate Meals & Incidenta v [= [Credi Card > C—

254 characters remaming

Step 30.
Enter "45.75" into the Amount field.

Main Menu = FSCM = Employee Self-Service. ™ Travefand Expense Center ™ & Expense Reports = Create/Modify

All - | Search [N Advanced Ssarch

TN Tennessee
State Government

Welcome to Edison Employee Portal

New Window | Hel

[ Save for Later | (& Home

Actions | .Choose an Acen

Create Expense Report

James Hamdorff ¢

*Business Purpose [Conference v g &
. Destination; —-
*Report Description |Out of State Conference &% Aftachments
Reterence | [i=
Expenses 7
Expand All | Collapse Alf Addr | L My Wallet (@) | 55 Quick-Fil Totals (2 Lines) 150.75
*Date *Expense Type Diescripion *Payment Type *AmoUnt
i [12/02/2015 | [Outof State Lodging v | [Credtt Card v 105.00
254 characters remaining
[12/02/2015 [ [Oulof State Meals & Incidenia v| | {7 [Credi Carg v

254 characters remaining
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Step 31.
Now that you are finished with the second expense line, click on the Downward Arrow to the left of the

line to collapse the line details.

Main Menu ™ Employee Self-Service ™ Travel and Expense Center ™ Expense Reporis ™ Create/Modify

Al ~ | Search Bl Advanced Search

TN Tennessee ‘
—_— State GOVE rnment Welcome to Edison Employee Portal James R Hamdo

New Window | Help | Personalize Page | E

Create Expense Report [ Save for Later | iy Home: | [B) Summary and Subn
James Hamdorff 2 Actions | Chodgse an Action v| \_é:D
*Business Purpose | Conference b Louisvilis Je n |
[ | asimationt Louisvilie Jefierson (5}
*Report Description |Out of State Conference +  Attachments
Heference |,
Expenses 7
Expana Al | Collapse AN Agd: | [ My Wallet (0) | 4F Quick-Fil Tofats {21 nes) 180.75  USD
*Date *Expense Type Descriplicn *Payment Type *Amount *Currency
12022015 3§ [Outof State Loaging v | 'L_i-i Credit Card v wson| use @ FEHE
254 characters remaining
E 121022015 |5 [Oul oF State Meals & Incigenta vl i7  [Credi Cara v 475 uso o [# =
254 characlers remaining
“tilling Type[Standard ] BE Recept Soit Ml Default Rate *Exchange Rate | 1.00000000 & B
“Location |Louisville Jefferson a Per Diem Deductions I Non-Reimbursable Reimbursement Ami 4575 USD
CNe Receipt
Step 32.

Next, you will enter an additional expense line item.

Click on the Plus (+) sign to the right of the first expense line to add a new line.
Main enu = FSCM = Employee Sel-Senvice Travel and Expense Center = Expensa Reporis = Create/Modify

All = | Searth Advanced Search

TN Tennessee .
B — State GOVE rn ment Weicome to Edison Employee Portal James R Hamdoi

New Window | Help | Personalize Page | £

Create Expense Report | save for Later | ¢y Home | [&) Summary and Subr
James Hamdorff 7, Actions | .Choose an Acion wv| | 6C
*Business Purpose |Confersnce v Louisviie Jaffarson o
= Destination: —
*Report Description Out of Stale Conference % Aftachments
Reference| =%
Expenses 7
Expand All | Collapse &ll Add | L My Wallet (0) | £ Quick-Fil Totais (2 Lines) 15075 USD
*Date “Expense Type Description *Payment Type “Amount *Curréncy
¥ [12/02/2015 [E] [Oul of Slate Lodging v] [ [CreditCard - 1500 uso @ E[E
254 characters remaining
b [1z103i2015 | [Ouiof State Meals & Incidenta | | 'E' Credit Card v 4575 [UsD & =

254 characters remaiming
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Step 33.
Notice the Date automatically populated on the new expense line. The following day is your final travel day.
You will need to claim reimbursement for meals and incidentals on your final day of travel.

Click the Calendar Icon and change the date to December 3, 2015.

Favorites ™ Main Menuy » ESCM = Employes Seff-Samvice ™ > Travel and Expense Center ™ Expense Regors ™ Create/Modify

TN Tennessee i ¥ Scah | & Advanced Search
State Government

Create Expense Report

James Hamdorff 2

*Business Purpose |Conference w| Louisvilie Saffarsan @
Destination; ———
*Report Description |Out of State Conference | ¥ Attachments
Reference | &}
Expenses ¢/
Expana Alt | Collapse All Add: | [ My Wallet (0) | ' Quick-Fill
*Date *Expense Type Description *Payment Type

b [1202/2015 |5 [Outof State Lodging vl izl [Credit Card

254 characters remaining

| [12i022015 |5 [Ouiof Stale Meaks & Incidenia vl | [z [Credi Card

254 characters remaining

[1zio2izpis |

l ¥ =

Calendar . 254 characters remaining

[Decemper [&] 2018 [v]

S M= W T OF S
2[3] ¢ 5
8 7 8§ 9 0 11 12
13 14 15 16 17 18 19
20 29 22 23 24 25 2B
27 28 29 30 3

Expand Alt | Collapse Al

=

| Current Date
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Step 34.
Click the Expense Type dropdown menu.

Man Menu = FSCM Employee Self-Service Travel and Expense Cenfer ™

All = | Search

TN Tennessee
State Governme

Create Expense Report

James Hamdorfi |2

A Bright 1dea fur State Goternment

Expense Reporls ™

B Acvanced Search

Create/Modity]

*Business Purpose [Conference v Coevite.Jararson e,
Destination: —-
*Report Description |Out of State Conference #%  Attachments
Reference @,
Expenses 7
Expand All | Collapse All Add: | [ My Wallet (0) | g? Quick-Fill
*Date *Expense Type Description *Payment Type
b [12/0272015 | [Out of State Lodging v| Izt [Credit Card
254 characters remaining
4 1200212015 |5 [Out of State Meals & Incigenta v| i [Cred Card
254 characters remaining
30 6 [ 9| 2

254 characters remamning

Step 35.

Select "Out of State Meal and Incidentals" from the dropdown menu.

Favorites = Main Menu ™ FSCM = Employee Self-Service =

All = | Szarch

TN Tennessee
— State Government

Create Expense Report

James Hamdorff 12

Travel and Expense Center =

Expenze Reports

Advanced Search

Create/Modify

*Business Purpose [Conference v| Lousville Jeferson ls
e ——— Destination; — a
*Report Description (Cut of Siate Conference + Attachments
Reference | a
Expenses 7
Expand All | Collapse All Add | Fé,My Wallet (8) | f Quick-Fill
Date “Expense Type Description “FPayment Type
) [t2/02/2015 |5 [Outof State Lodging v {3 [Credit Card
254 characters remaining
Operational Supphes
(Giher Legal Services ~
" {Ho22015 E‘J Qut of St Lodging Tax/Surcharg | 'I_'z‘ Credit Card

it of St Point o Point Miles
Cut of State Baggages

Cuf of State Ferries

Outof State Lodgi

254 characters remairing

|12/83/2015

& | |

=

Dut of State Parking

254 characters remaining

Cutof State Taxis
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Step 36.
Click the Payment Type dropdown menu.

Favorites = Main Menu ~ FSCM = Employee Sel-Service. ™

Al ~ | Search

TN Tennessee
— State Government

Create Expense Report

James Hamdorft ¢

"Business Purpose | Conference ~ |

Traveland Expense Ceriter ™

Expense Reports = Create/Modify

B Aovanced Ssarch

Welcome to Edison Employee Porta

Mew Window | He

[ Save for Later | iy Home

Actions | ..Choose an Action

oUisvilie Jeffarson L&

Destination: -
“Report Description Out of State Conference EA Aftachments
Reference | i=3
Expenses 7
Expand All | Collapse Alf Addr | [l My Wallet (07 | 57 Quck-Fill Totals (3 Lines) 211.75
*Date *Expense Type Diescripiion *Payment Type *AmoUnt
i [12/02/2015 |5 [Outof State Lodging v | [Credst Card v 105,00
254 characters remaining
b [izoz/z0i5 |5 [Oulof State Meals & Incidenta vl ] {3 [Credi Carg v 4575
254 characters remaining
v [{2/03/2015 |[#) [Outof State Meals & Incidenta V] | ELNN | | 61.00

Step 37.
Select "Credit Card" from the dropdown menu.

Favorites = Main Menu = FSCM = Employee Seif-Semice ™

Al - | Search

TN Tennessee
— State Government

Create Expense Report

James Hamdorif |2

*Business Purpose | Conference ~ |

‘254 pharacters remaining

Travel and Expense Center =

Expensz Reports = Create/Modify

Bl Advanced Search

Welcome to Edison Employee Portal

New Window | Heii

Save for Later | () Home

Actions | ..Choose an Action

Lotsvilie Jefierson Q

— — Destination:
*Report Description (Cutof State Conference + Affachments
Reference | =1
Expenses =
Expand Al | Collapse All Add | [ My Wallet (0) | £ Quick-Fill Totahe (3 Laies) 2015
Date *Expense Type Description *Fayment Type “Arnount
k [12/02/2015 || [Out of State Lodging v [l [Cregit Card v 105.00
254 characters remaining
b [i2103/2015 |z [OF of State Meaks & Incidenta v IZ  [Credicard v 1575
254 characters remaining
v 12/03/2015 | [Outof State Meals & Incidenta v| 61.00

254 characters remaining
EHE Receipt Spit

ange Rate | 1.00000000|

100



State of Tennessee — Edison Project

End User Training Material — Travel Manual: Employees

Step 38.

ight idect fur State Cuternment

The State of Tennessee Travel Policy only allows 75% of the per diem rate to be claimed on the first and

last day of travel for meals.

The per diem rate for Louisville is $61.00, which will default in because the Destination has been
inputted. You will need to change the amount to 75% of that rate which is $45.75.

Favoriles > Main Menu = FSCM = Employee Self Service =

TN Tennessee
— State Government

Create Expense Report

James Hamdorff |2

*Business Purpose | Conference vl

*Report Description (Ot of Siate Conference
Reference (=5
Expenses &'

Travel and Expensa Center =

Alll = | Search

Expense Reports ™ Craate/Modify

Bl Advanced Search

# Home Sigm oyl

Welcome to Edison Employee Portal James R Hamdo

New Window | Heip | Personaiize Page | £

Save for Later | (& Home | [E Summary and Supi

Actions [ ..Chopse an Action

Lauisvilie Jefferson
Destination: L A

+ Attacnments.

]| 8t

Eépand All | Callagse Al Add | [ My Wallet (0) | 4F QuickFil Totals (3 Lines) 21175 USD
*Date *Expense Type Description *Payment Type *Amount “Cumency
b [12/02/2mE ||} [Ot of State Lodging v EJ [Credit Card ~ 1500 Uso o EE
254 characters remaining
[{2/03/2005 /&) [Oi of State Meaks & incidenta v |z [Credi Car < 4575 [UsD @y =
254 characters remaming
12032015 |[ [Ouiaf Stale Meals & Incidenia v [Credit Card ~ 6100/ UsD @ =
254 characters remaining
et Type|:5(annam ¥ B Receiot Spit ] Detauit Rate *Exchange Rate 3 oﬂ{jmom o Ry
*Location |Louisvile Jefferson Q, [E] Per Diem Deductions Clnon Aint 5100 USD
Cna Receipt

Step 39.
Click in the Amount field.

Main Menu = FscMm =

TN Tennessee
— State Government

Create Expense Report

Employes Self Servjce =

All

Travel and Experise Centar = Expense Reports

Al Search & Advanced Search

Creata/Modify

& Home

Sign oyl

Welcome to Edison Employee Portal James R Hamdol

New Window | Heip | Personaiize Page | £

Save for Later | ¢fy Heme | [B Summary and Susi

James Hamdorff |7 Actions | - .Chooss an Action v| | 6t
"Business Pumose|C?nfiem§?e - v] | Louisville Jefierson T
*Report Description Cut of State Conference % Attachments
Reference | =1
Expenses '
Excand All | Collapse Al Ada | [l My Wallet @) | 4F Quick-Fill et (L ES) Ery lisn
*Date *Expense Type Description “Payment Type “Amount *Cumency
» [12/02/2015 |[+f) [Out of State Lodging V| | [Credtcard v 10500 uso g [#H
254 characters remaining
{{2/03/2015 |5 [ of State Meals & Incidenta V] |2 [Credi card v 375 [0SO @ =
254 characters remaming
[12032015 |5 [Ouiof State Meals & Invidenta ~] Credn Card v uso @ =
254 characters remaining
“Bitling Type :Stanuam N B Receint Spit M Defaun Rate *Exchange Rate — o B
*Location |Lousvile Jafferson Q [E] per Diem Deductions [ Mon-Reimbursabie Reimbursement Amt 5100 USD

CINa Receipt
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Step 40.
Delete the current value and enter "45.75" into the Amount field.

Eavorites = Main Menu = FSCM = Employes'SelfSemice ™ »  Travel and Experse Center = Expense Repofts Craate/Modiy & Home Sign ouf

TN Tennessee Al | Search Bl Advanced Search

_— State GDVE I'rlmerlt Welcome to Edison Employee Portal James R Hamdo

Mew Window | Heip | Personaize Page |

Create Expense Report

Save for Later | ¢y Home | [} Summary and Subi

James Hamdorff |7 Actions \ Choose an Action v]| 8t
*Business Purpose |Cc7|nfiereice - v] ——— Lowsvilie Jefistson &,
*Report Description (Qut of State Conference % Attachments
Reference | (=X
Expenses =~
Expand All | Collapse All Ade | [ My Wallet (0) | £F Quick Fil ot 3.Lnes) 150, USD
*Date *Expense Type Description *Payment Type “Amount *Cummency
b [12i02/2015 || [Out of State Lodging v| | EJ Cradt Card v 10500 Uso @y [F] =
254 Tharaciers remaining
. [{2i03/2015 [ [OUiof State Meals & Incidenta v I [Credd card v ~a575| [sm @y =
254 charatlers remaining
12/03/2015 || [Ouial State Meals & incidenia v [Credn Card v] tso @ =
254 characters remaining
*Bitling Type :E.Ianuam o B Receiot St VI Detauit Rate *Exchange Rate | 100000000 o, B
*Location Loussville Jefierson A [Z] Per Diem Deductions Ol nosi-Rei Reimbursement Amt 4575  UUSD

[Ine Receipt

Step 41.

Make sure any scanned documents needed for this Expense Report are attached. A document can only be
attached prior to submission. Submit report AFTER documents are attached.

You will learn how to attach a document in the upcoming topic Adding Attachments.

Favorites: ™ Mam em ¥ FSCM + Employee Seli-Semvice ™ Traveland Expense Center = Expense Reporis = Create/Modify & Home Sign oul

TN TEnnessee All -~ |'Search Advanced Search

E — State Gove I’nment Welcome to Edison Employee Portal James R Hamdorif

New Window | Help | Personaiize Page | &

Create Expense Report [ Save for Later | ¢y Home | [B) Summary and Submit

James Hamdorft 7,

Actionis | . Cheose an Acion V|| 80
*Business Purpose | Conference vl Lousvilie Jefierson a,
= Destinatio .
"Repori Description Out of Sisle Conference Attachme
Reference| 1
Expenses 2
Expand All | Collapse All Add | [ My Wallet(B) | £ Quick-Fil Totals {1 L101gs) WeH0!  Ush
*Date *Expense Type Description *Payment Type *Amount *Curmrency
L 120202015 |5 [Oul of State Lodging V] [l [Gredt cars - 10500 wso @ EE
254 characters remaining
L (12022015 |5 [Oufof State Meals & Incidenta bl ’E‘ |Gredit Gard % 4575 |UsD a EE
254 characters remaiming
- 1263075 |5y [Dul of Siate Meals & Incidenta vl i3 [Gredicam v ‘ 7y Oso i EHE
254 characters remaining
*Biliing Type[SENGAT_ v/] I8 Receiot Soit ¥l Default Rate “Exchange Rate | 100000000| 7 [
“Location Loussvills Jefferson = =] Per Diem Dedustions ClNon-Reimbursable  Reimbursement Amt 4575 uEn

Clue Receipt
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Step 42.

Now that the report is complete, you will need to review the summary details prior to submission.
Click the Summary and Submit blue hyperlink once you have completed your Expense Report and you're
ready to review the summary details before final submission.

Favoriies = Mairi Menu = FSCM + Employee Self-Sepvice ¥ Travel and Experise Center = Expense Repors = Craate/Modify & Home Sign oul

TN Tennesseg All = | Search 28 ~cvanced Seach

— State Gove rn ment Welcome to Edison Employee Portal James R Hamdorit

New Wwindow | Help | Personalize Page | &

Create Expense Report [ Save for Later | (@) Home |

James Hamdorff 7 Actions | .Choose an Action V|| B0

. . -
Business Purpose |Cnnfe:er.|:e v | " Louisvilie Jefferson < §
Destinaton:

+ Attachments

*Repeort Description (Out of Siate Conferance

Reference | (&
Expenses ¢
Expand All | Collapse All agid | L My Wallet 9) | £ QuickEll Totais {3 Lines) 196,50 USD
*Date “Expense Type Description *Payment Type *Amount cuency
b (1210272016 |5 [Oulol State Lodging v | [Creditcarg v 1500 uso @ EE
254 characters remaining
) [12/02/2015 |5 [Oulof State Meals & Incidenta v |[=1  [Gredi Gard v 4575 s Ja =EIE
254 characters remaming
- {20015 |5 [Ouiof Siste Meals & lnaidenta v |5 [Eredicad v 78 tso o EE
254 £haraclers remaning
“Bing Type[SENdE_ v Bl Recsipt Spht ! Default Rate *Exchange Rate | 100000000 ) &
“Location |Leuisyilie Jefierson Q [E] Per Diem Deduttions I Mon-Rei Rel sement Amt 4575 USD
I no Receipt
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Step 43.

On the Create Expense Report Summary page, you can review the expense report totals and verify accuracy
of the claim. If the report does not appear to be accurate, you may click on the Expense Details blue
hyperlink to return to the Create Expense Report Details page to make any adjustments needed.

If the report appears to be accurate, proceed to the next step.

Favortes ™ Main Menu = ¥ FSCM » EmployeeSeff-Sefvice ¥ > Travel and Expense Center ™ Expense Reports ™ Creste/Modify #& Homie Sign out

TN Te n nessee Al = | Search Bl Advanced Search

—_— State Government Weilcome to Edison Employee Portal James R Hamdorff

New Window | Help | Personalize Page | [

Create Expense Report [ Save for Later | ¢fy Home | il Expense Details |
Jsmes HamdoriF Actions | _Croose an Action ~| | @9 i
“Business Purpusei Conference v|

*Description _O'ut'o;‘usf'ate Canference

Reference | &
Totals = & View Printable Version B4 View Analyfics 6D Netes & Attachments
Employee Expenses (3 Lines) 10650 USD Non-Reimbursable Expenses 000 UsD Employee Credits 0.00 usD
Cash Advances Applied 000 ust Prepaid Expenses 060 UsD Supplier Credits 0.00 usD
Amount Due to Employee 196.50 USD Amount Due to Supplier 0.00 USD

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

Step 44.

Prior to submitting your report, there is an optional place called “Notes” located on the Summary page
where you may enter any comments related to your travel for the Expense Report. Using the Notes will
allow you to give any additional information needed about this travel.

You may click on the Notes link to enter a comment on the report.

Note: Some agencies require specific information in the Notes; please verify what your agency policy is
before submitting your Expense Report.

Favortes = Main Menu > FSCM ™ Employes Self-Sarvice ™ > Travel and Expense Center ™ Expense Reporis ™ Create/Modify & Home Sign out

TN Tennessee All = | Search B Aivanced Search

] State GOVE rnment Weicome to Edison Employee Portal James R Hamdorff

New Window | Help | Personaiize Page | =)

Create Expense REpOI’t [ Save for Later | ¢fiy Home | Expense Détails
James Hamdorff Actions [ .Cricose an Achion v Gg i
*Business Purpase [ Conference v

*Description _Gut'd:‘"S{Bte Conferance

Reference | &
Totals = & View Printabla Version B4 Vigw Analytics A Attachmants
Employes Expenses (3 Lines) 186.50 USD Non-Reimbursahle Expenses 0:00 usD Employee Credits D.00 UsSD
Cash Advances Applied D.00 UBD Prepaid Expenses 0.60 UsSD Supplier Credits D.00 USD
Amount Due to Employee 196.50 USD Amount Due to Supplier 0.00 USD

1 Bychecking this box, | certity the expenses submitted are accurate and comply with expense policy.

=T
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Step 45.
Once the report appears to be accurate, place a Checkmark in the box to confirm the report details being
submitted are accurate and complies with expense policy.

Select the box to place a Checkmark in the box.

Favoriles ManMenu ™ FSCM Employee Self-Senvice ™ Travel and Expense Center ™ Expense Reporis ¥

All ~ | Search B Acvanced Search

Create/Modity

TN Tennessee
— State Government

Create Expense Report

James Hamdorft
*Business Purpose [Conference v
*Description [Out of State Conference [

Reference | [&§
Totals 7 & View Printable Version 9 View Analyics > Noies
Employee Expenses (3 Lines) 196.50 USD Non-Reimbursable Expenses G.00 USD
Cash Advances Applied 0.00 UsSD Prepaid Expenses 6.00 USD

Amount Due to Employee 196.50 USD

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

Amount Due to Supplier |

Submit Expense Repart |

Step 46.
Once a Checkmark has been placed in the box to confirm accuracy, the Submit Expense Report button will
no longer be gray.

Click the Submit Expense Report button once you have completed your Expense Report.

Favorites ™ Main Menu FSCM = Employee Seff-Senice Travel and Exgense Center ™ Expense Reports ™ CreateModify

All - | Search B Advanced Searchy

TN Tennessee
— State Government

Create Expense Report

James Hamdorff
*Business Purpose [Conference v
=Description [Qut of State Conference [

B9 view Analytics

Non-Reimbursable Expenses

Reference | &
Totals 7 & View Brintable Version
Employee Expenses (3 Lines) 196.50 USD
Cash Advances Applied 2.00 UsD

Amount Due to Employee

Prepaid Expenses

196.50 USD

(D Notes

G.00 USD
G.00 USD

Amount Due to Supplier [

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

| Subrit Expense Report |
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Step 47.
Click the OK button to confirm submission.

Note: If you do not click the OK button, your Expense Report will not be submitted.

Expense Report Submit Confirm

Create Expense Report
Submit Confirmation
James Hamdorff

Totals (2
Employee Expenses (3 Lines) 196.50 USD Non-Reimbursable Expenses 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 196.50 USD Amount Due to Supplier 0.00 USD
Cancel
Step 48.

Once you submit your Expense Report, Edison will assign it a Report ID number.

The approval workflow will also be created after you submit it. Once that workflow is created, the report
will be routed to your supervisor for approval.

Favorites = Main Menu FSCM = EmployesSeffService ™ > Travel and Expense Center = Expense Reports ™ Create/Modify

TN Tennessee

& Home Sign out

— State Government Welcome to Edison Employee Portal James R Hamdorff

New Window | Help | Personaiize Page | I

View Expense Report {fhy Home | E&] Expense Details

James Hamdorft LES | ChooseanAcion I =
Your expense report DODM049818 has been submitted for approval.
Business Purpose Confersnce Reoorl SUDMISSION in Procass
Description Cut of State Conference Created 12/10/2015  James Hamdorff
T Eee] Last Updated 121072015 James Hamdorf
Post State Mot Apphed
Totals 17 & View Printale Version A View Analytics Q Notes
Employee Expenses {3 Lines) 186:50. USD Non-Reimbursable Expenses 0.00 usD Empioyee Credits 000 ush
Cash Advances Applied 0.00. USD Prepaid Expenses 0.00 .usD Supplier Credits 000 UsD
Amount Due to Employee 196.50 USD Amount Due to Supplier 0.00 USD

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

EE!TFET\ h_DI_}FQVaE SéﬂiUS
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Step 49.

After submitting your Expense Report the system updates the status to “Submission in Process” to show
the claim is in the process of routing to the approver’s worklist. You may refresh the status by clicking on
the Refresh Approval Status button.

Click on the Refresh Approval Status button.

Faveries = i FSCM = Employec SelF-Sernvice Travel and Expense Center = Expense Repofts = Create/Modify

Aianced Searen
TN Tennessee

— State Government

View Expense Report

James Hamdorff
Your expense report 0001049813 has been submitted for approval.

Business Purpose Confarance Report 0001043818
Description Cut of State Conference Created 1210/2015 James Hamdorff
Reference Last Updated 121002015  James Hanwdoeff
Post State Not Apolied
Totals 2 & View Printanie Version B4 View Analytics {2 Notes
Employee Expenses (3 Lines) 196.50 USD Non-Reimbursable Expenses 0.00 USD
Cash Advances Applied 0.00 UsD Prepaid Expenses 0.00 UsD
Amount Due to Employee 196.50 USD Amount Due to Supplier C
&  Bychecking this box, | certify the expenses submitted are accurate and comply with expense policy.
Sutnml Exgense B
I Refresh Approval Status I
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Step 50.

The Expense Report status updated to “Submitted for Approval” to show the claim has reached the
approver’s worklist.

Eavariles = Mair Menu ™ FSCM + Employee Self-Sepvice Traveland Expense Center = Expense Reporis = Create/Modify & Home Sign oul

TN Tennessee e & i

[ — State Gove rn ment Welcome to Edison Employee Portal James R Hamdorff

New Window | Help | Personaiize Pags | il

View Expense Report

[&) Expense Detais

Jarmes Hamdoe Actions| _Choose an Action w| | §_07
Business Purpose Conferance Report (001049512
Description Oul of Stale Conference Created 1271002015 - James Hanworff
Reference Last Updated 121102015  James Hamdor
Post State Not Applied
Totals = & View Printabie Version View Analytics 2 Notes
Employee Expenses (3 Lines) 186.50 USD Nop-Reimbursable Expenses D.00: Ush Employee Crediis 000 UsD
Cash Advances Applied 0.00 ush Prepaid Expenses D.on usnD Supplier Credits 000 ush
Amount Due to Employee 196.50 USD Amount Due to Supplier 0.00 USD

W1 By checking this box, | certify the expenses submitted are accurate and comply with expense palicy.
EETIW EARENSE FEEm Withdraw Expense Report 1 Submitted On  12/18/2015 Submitied By James Hamoorft

= Approval Histery

B 5
2 ~ Submittsd HR Supervisor TN-Fistal Officer Approval P_a me;
James Hamdorff Tommig Penderarass {Poolsd) Y/
Action Role Name DateTime
Submiitted Empidyes James Hamdarf 12112015 10:01:3248M

Step 51.
You have successfully created an Out of State Expense Report.

End of Procedure.
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In this scenario, due to various circumstances you were not able to book a hotel in the Destination listed

within the per-diem limit allowed, which is $106.

The per-diem amount automatically populated into the field based on the Date and Destination used, so

now you must manually change the amount to equal the actual
example it is $110).

expense amount for lodging (in this

Enter the desired information into the Amount field. Enter "110".

Favoriles ™ Mam Menu ¥ FSCM + Employee Seli-Service

All -~ | 'Search

TN Tennessee
— State Government

Create Expense Report

James Hamdorff 2,

*Business Purpose |Conference ~ |

Destination:

*Report Descripion Out of Siate Conference
Reference | QL

Expenses 7

Espand All | Collapse a1 Add- | [ My Wallet (8) | ); Quick-Fll

*Date “Expense Type Diescription

Travel and Expense Center =

Expense Reporis = Create/Modify

Gl Advanced Search

Welcome to Edison Employee Portal James R|

New Window | Help | Personal

[ Save for Later | &y Home | [E) Summ

Actions | Choose an Aclion

Lowsvilie Jefferson

+ Altachments

Totals (1 Line) 110.00 USD

*Payment Type *AmoLint ‘Cumency

(1210212015 [[5) [OuL of State Lodging ol

izl [Creda Card

uso |

254 characters remaining

Step 2.

Now that you are finished with the first expense line, click on the Downward Arrow to the left of the line to

collapse the line details.

Favorites ™ MamMenu ~ FSCM -+ Employee ‘Seli-Service Travel and Expense Centar =

Al ~ | Search

TN Tennessee
— State Government

Create Expense Report

Expense Reporis = Create/Modify

B Acvanced Seanh

New Window | Help | Personalize Page | £

| Save for Later | (& Home | [ Summary and Subr

James Hamdorff 2 Actiotis | Chooss an Aclion ~v| | B
*Business Purpose [Corference w| Louisvile Jefason (<1
Destination:
*Report Description (Out of Siate Conference % Attachments
Reference | a
Expenses =
Expand All | Collapse All Add | L My Wallet (8) | & QuickFll Totals (1 Line) 110.00  USD
*Date “Expense Type Descrintion “Payment Type “Amount tCuméncy
E 120022015 | [Qutof State Lodging v| Izl [credi car ~ oo uso @ BEE
254 characters remaining
*Biliing Type[Standard | Recoibt Spit ¥ Default Rats “Exchange Rate | 1.00000000 7, [
“Lacation Louisvilie Jefferson IQ (5] Fer Diem Deduttions "I Non-Reimbursable Remmbursement Amt 11000 USD

[INo Receipt
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Next you will enter an additional expense line item.
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Click on the Plus (+) sign to the right of the first expense line to add a new line.

Favorites = MaintMeru =

TN Tennessee
— State Government

Create Expense Report

James Hamdorff 2

Employee Sel-Service =

Al = | Search

*Business Purpose |Conference

]

*Report Description |Dut of State Conference
Reference |
Expenses
Expand All | Coilapse All

*Expense Type

‘Date

Add | R My Wallet (D) |

&y

£ Quick-Fil

Travel and Expense Center =

Louisville Jefferson
Dastination; ———— ————
A Attachments

Descriplion

Expense Reports =

Advanced Search

Create/Modify

Welcome to Edison Employee Portal James R Hamdorf]

New Window | Heip | Personalize Pags | E

Save for Later | ffy Home | [B) Summary and Subn

¥ 12027015 |5 |Out of State Lodaing

v |

Step 4.

Actions | ..Chooss an Action v]| 68
|
Totals (1 Line) 110000 UsD
“Fayment Type “Amount *Cumency
o [Cregitad W aow0| Usa o HHIE

254 characters remaiming

Notice the red flag indicating an error on the first line.

Click on the red flag to identify the error.

Mair Menu FSCM +=

TN Tennessee
— State Government

Employee Self-Senice

Al = | Seanch

Travel and Experise Center =

Expense Reports =

Advanced Search

Craate/Modify

#& Home

Welcome to Edison Employee Portal James R Hamdoi

Create Expense Report

James Hamdorff 7,

*Busi Purpose [Conferenc

]

*Renort Description (Ut of Stale Conference
Reference|

Expenses #
Expand All | Collapse All

*Date

Lowsvilie Jefferson

New Window | Help | Personalize Page | £

[ Savefor Later | ffy Home | [B Summary and Subr

Actions | Choose an Action v L G_E

' 12022015 |5 [Oulof State Lodging
*Biliing Type |Standard v|

Destination:
+ Attachments
= e =&
Add | FL My Wallet () | $F Quick-Fil Totals (Hlane) a0 B8
“Expense Type Description “Payment Type “Amount *Cuméncy
vl 2l [Creai Cara ~ 100 uso @ EHE
254.cnaraclers remaining
Receipt Spiit [ Defaut Rate *Exchange Rate | 1.00000000) = [
“Location oussvilie Jefferson _ aca Per Dier Dectictions " non-Reimbursable Reimbursement Amt 11000 'USD
Cne Receipl
} Accountng Details 7
v] il | - oo [Gsp & EIE

[1z02iz015 |5 |

254 characters remaning
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Step 5.
Error message states, “Authorized Amount -- You entered an amount over your authorized limit of 106.00
USD. Explain why.”

You will need to enter an explanation to bypass the error.
Click Return to go back to the report page.

Expense Report Line Errors

>

Please enter or update the following information:

Authorized Amount — You entered an amount over your authorized limit of 106 .00 USD. Explain why.

Step 6.
Click on the “Location Amount Exceed Comment” icon located beside the Location field in the expense line
details.

Favorites Mamn Menu FSCM = Employes'Seff-Sesvice ™  »  Travel and Expense Center = Expense Repors. ™ CreateModify

Al ~ | Search Bl Advanced Search
TN Tennessee e
D State Gﬂve rnment Welcome to Edison Employee Portal James R Hamdo

New Windaw | Help | Persenaiize Page | £

Create Expense Report Savefor Later | (@ Home | [ Summary and Subi
James Hamdorff 7 Actions [...Choose an Action v | 6t
*Business Purpose|Cane.fence v| Loutsville Jeferson .Q
Destination: : &=
“Report Description [Out of State Conference + Attachments
Reference o
Expenses 7
Expand All | Collapse All Add: | [E My Wallet (D) | £ QuickFil Totals (1 Line) 110,00  usD
‘Date “Expense Type Description *Payment Type “Amaunt *Cuirency
120272015 |5 [Out of State Lodging vl | [z [CresitCard v [ nooo| gso @ =
754 tharacters remaining
"Billing Type :ISW‘DM} = B Recerot Sol ¥ Defautt Rate *Exchange Rate | 100000000 . B
*Location |Louisvile Jeferson 1 [5] Per Diem Deductions [l won Reimbursable Reimbursement Amt 11000 USD
[Cno Receipt
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Step 7.
Type in the appropriate explanation in the box.

Authorized Amount by Location

Hi
Create Expense Report
Authorized Amount Exceeded
James Hamdorff Report ID NEXT
Expense Type Location Limit Exception
Authorized Amount 106.00 UsD
Transaction Amount 110.00 USD
The authorized amount for expense type COut of State Lodging in Louisville Jefferson has been exceeded
on ling 1. Please provide an explanation as to why.
IENTER EXPLAINATION HERE| ><|
OK
Step 8.
Click the OK button to return to expense report. The red flag error will now be cleared.
Authorized Amount by Location
Hi

Create Expense Report
Authorized Amount Exceeded
James Hamdorff ReportID MEXT

Expense Type Location Limit Exception

Authorized Amount 106.00 USD

Transaction Amount 110.00 UsD

The authorized amount for expense type COut of State Lodging in Louisville Jefferson has been exceeded
on line 1. Flease provide an explanation as to why.

ENTER EXPLAINATION HERE] ®

Step 9.

You have successfully created an expense report exceeding the per diem limit.

End of Procedure.
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In this topic, we will view a submitted expense report to check the status and see where it is located in the

approval process.

Step 1.
Click the Expense Report link.

Favorites = Mam Menu ™ FeCM ™

TN Tennessee
— State Government

Traveland Expense Genter

e
lr' _/ Travel and Expense Center
Employee Travel and Exge

s Centel

Tiew or delels an Expense Report

i Forecast Time
_,@ Creste, madify or view forecast data

— | Review Payments
+{|” Review history of expense payments
=] Review Expense Hiziory
= Review Payrents

Step 2.
Click the View link.

Favorites ™~ Main Meny

TN Tennessee
— State Government

Traweland Expenze Center

K Expense Reports
Creats, madify, print, vigw or delets an Expense Report

ey Create/Modify
1= | Create or Modify and Expsnss Repart

— Delele
= | Dielate an Expense Report

Employes SelfSavice ™

w F'rin_! amy one of your expense transactions

Employee SelfService ™

Travel and Expernise Center

Welcome to Edison Employee Portal

=] Cash Advances
L'._-'i Create. modify, print, visw or delete Cash Adventes
ﬁ Create/flodiy
i=| Print
ERT=
=l Delete
Profiles and Preferences
Manage your persons], organizational and financial del
expense reporting.
= Review/Edit Frofile
[E| Delegate Entry Auihority

f-'?" | Travel Authorizations
L ! Submit and review travel sutherizations.

iz, Print Reports

¥ Cash Advance

Other Expense Functions

Wiew contents in My Wallet. create your cwn template. or maodify ard existing
templats.

=] Createipdste Ussr Ternplate

Travel and Expense Center ™ Expense Reporis ™

Welcome to Edison Emp

= Print.
ﬁ Print an Expenszs Report

i'_—i \iew an Expense Repon
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Step 3.

Enter the Report ID (if you know it) or leave it blank (to select an available report in the list). Search by the
Report ID to locate the expense report you wish to view.

Enter the Report ID.

Favorites ™ Main Meny = » FSCM ™ Employes Seff-Service ™ > Travel and Expenss Center ™ Expense Reports ™ View

Advanced Searen B Last Search R
TN Tennessee

State Government Wi

Expense Report

Enter any information you have and click Search. Leave Tields blank for a list of all values:

Realtime Search || Keyword Search

* Search Criteria

Report ID[begins with ~ 0051049822 |
Report Desmutiuﬁ@' i
Narme [Begins win | .
Report Status|= v | v|
Creation Da!e e

[Clcase Sensitive

Search. || Clear | Basic Search 2" Save Search Criteria

Step 4.
Click the Search button.

Favorites ™ Main Meau ¥ FESCM ™ Employes Seff-Sarvice ™ > Travel and Expense Center ™ Expense Reports ™ View

Expense Reports ~ | Search I :ouanced Searcn [ Last Search Rd

TN Tennessee
_ State Government We

Expense Report

Enter any information yeu have and ciick Search. Leave fialds blank for a list of all values.
HRealtime Search | Keyword Searcr:_

* Search Criteria

Report ID[Degins win +/| 0001049422

Report Desr.m}tiuﬁ'

e | |
Emgt ID] begins with & | 'Q\

Report Status|= v vl

Creation Da!e e

[lcase Sensitive

| Clear |Basic Search |27 Save Search Criteria
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Step 5.
Review the Approval History section visual train. This section displays a Visual Train showing the full

workflow process of the expense report and where the report is at in the process.

Favoriles * Main Meau = FSCM = Employee Seif-Service ™ Travel and Expense Center ™ . Expense Repors = View:

A S, W fa ety o
TN Tennessee

State Government Welcome to Edison Employee Partal James R Ham{

Mew Windaw | Help | Personaize Pag

View Expense Report i Home | B Sxoense

Jaities HamdorfF Acuons| _.Choose an Action v\ |_:G
Business Purpose Assy
sescrintion =4 The Approval History Visual Train shows the following:
Reference
Totals 7 e What steps have been completed in the approval process
e Where a claim is located in the approval process
Employee Expenses (1 Line) . redits .00 Lsp
ik Aiioas At e What steps are left to be completed in the approval process - g
Amount Due to Employee 10.00 USD Amount Due to Supplier 0.00 USD
o By checking this box, | certify the expenses submitted are accurate and comply with expghse policy.
Sl Speree S [ Wiiharaw Experise Report I Submitidd On 12/1%/2015  Submitted By James Hamdarf
w Approval History
Els I:JE ==
. 4 = — E |
Submitted HF{_ Supervisor TH-Fiscal Officer Approval Payment
James Hamdorff Tommic Pendergrass {Pooled) oy
Action Roke MName DateiTime
Supmitied Empioyee James HamdorT 1211172015 5:56:25AM
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Step 6.
Approval History Visual Train Guidelines
e The colored icon displays a green checkmark when approval action has been completed.

e The report is located at the workflow level that contains a colored icon with no green checkmark

e |cons in black and white are pending actions and the report has not yet reached those particular
workflow levels.

Step 7.
Notice in the expense report shown below the Approval History Visual Train displays the “HR Supervisor”
icon in color along with the name of the approver the report routed to.

The “HR Supervisor” colored icon does not display a green checkmark like the “Submitted” icon does, so
this approval level has not been completed. The report is awaiting approval in the HR Supervisor’s worklist.

Favorites = Main Menu = FSCM = Employee Self-Service. ™ Travel and Expense Center ™

Expense Reports =

TN Tennessee

View

State Government

Welcome to Edison Employee Portal James R Hamg

New Window | Help | Perscnalize Page

View Expense Report

James Hamdorif
Business Purpose Assesements
Description TEST-7241-2053

Reference

Totals 7 5 View Printable Version

Employee Expenses (1 Line) 10.00 UsSD

The green checkmark indicates
this action has been

completed.

jred

iy Home | 5] Sxense

_Choose an Action wv|| B

Actions

Report 0001049822 Suomitied for Approval

Created 12112015  .James Hamdorf®
Last Updated 12112015
Post State Mot Applisd

EH View Analytics

James Hamdorim

7 Notes

This report is waiting for supervisor
approval. The icon is in color and there
is no green checkmark indicating it has
been completed.

Employee Credits .00 UsDh

Black and White icons indicate
the report has not reached
these workflow levels yet.

= Approval Historyl

Subrnitted
dJames Hamdorff

Action Role

Supmitted Empioyee

|

U=

¢

HR Supsrvisor
Tomimie Pendergrass

Name

James HamdorT

TH-Fiscal Officer Approval
(Pooled)

Payment

DateiTine

1HT12015 . 8.56:25AM

Note: If a few days have passed since you submitted your claim and it has not been approved by your
supervisor, please contact your supervisor.
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Step 8.

Report Routes to Incorrect Supervisor
If your claim routes to an incorrect supervisor, call your Agency’s Fiscal Office to have your claim re-

routed/reassigned. Please provide them with your name, report id, the incorrect approver, and the
approver that it should be routed to.

Look under the “Verify HR Supervisor (Reports To)” section in this document to verify who is set up to
approve your claims in Edison. If this individual is incorrect, please contact your Agency’s HR Department
to have this information updated to the correct approver.

Note: If your claim routed to Sarah Lunsford (the travel system administrator), it means either the
supervisor is blank on the organizational data tab or your supervisor is on leave. If this applies to you,
please contact your Agency’s Fiscal Office and request for the claim to be reassigned.

If further assistance is needed, please contact the Edison Help Desk (741-HELP) and request the claim to be
reassigned. You must tell them that the claim is in Ms. Lunsford’s approval list and provide them with your
acting supervisor’s name and Edison Login ID.
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Step 9.
Below the Approval History Visual Train section is a list of approval actions, where you can review actions

that have been taken on your travel claim.

Favoriles * Main Meau = FSCM = Employee Seif-Service ™ Travel and Expense Center ™ . Expense Repors = View:

A S, W fa ety o
TN Tennessee

State Government Welcome to Edison Employee Partal James R Ham{

Mew Windaw | Help | Personaize Pag

View Expense Report i Home | B Sxoense

Jaities HamdorfF Acuons| _.Choose an Action v\ |_:G
Business Purpose Assessments Report 0001040822 Supmitted for Appraval
Description TEST-7241-2853 Created 12112015  James Hamdorf®
Referenc . . . -
The Action History List shows the following:
Totals 7/
e Who submitted the report and the date and time it was submitted.
Employee Expenses {1 4 Ii!s 000 LUsD
its 000 Ush

Cash Advances Apg e Who took approval action on the report and the approval level the

action was taken at.

J By checking this e If the report was approved, denied, or sent back and the date and

time of their action.

w Approval History

B s 5
i = I —=
Submitied HR Supervisor TH-Fiscal Officer Approval il
James Hamdorff Tommic Pendergrass {Pooled) Eyrmen
Action Roke Mame DateMime
Supmitted Empioyee James HamdoriT 12i11/2015 8:56:25AM

Step 10.
You have successfully viewed an expense report.

End of Procedure.
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Withdraw an Expense Report from Workflow
In some circumstances an employee may submit an expense report, and realize afterward something is

incorrect on their report (Example: forgot to add an expense, wrong amount entered, duplicate claim, etc.)
or the report is no longer needed.

If this situation occurs, the employee may withdraw their expense report to remove it from workflow and
allow them to have access to modify or delete the report.

Guidelines
e An expense report can only be withdrawn from workflow to return to the employee if it has not
been approved at the first approval level.
[ )

If the report has been approved by the first approval level, the report will not be available to
withdraw.

e Only the employee or proxy have access to withdraw their expense report.

Step 1.
Click the Expense Report link.

Eavories ™ Mam Menu ™ FsCM ™ Employes SeliService ™ Travel and Expense Canter

TN Tennessee
— State Government

Welcome to Edison Employee Portal
Traveland Expenss Cender

"] Travel and Expense Center

foyee Travel and Expense Center
= | Travel Authonzations =1 Cash Advances

eate, modify, print, view or delels an Expense Report l ~ bmit and review travel sutherzations. L' Create. modify, print, view or delete Cash Advanies
CreateiMoaify i d i

Craatzfdodify [E] Creste/Modity
Print Prink

rint:
o
2 fMorz.

few
i= Delete

Other Expense Funclions

Wiew contents in My Wallet. create your cwn template. or maodify ard existing
E] Review Expense Hiztony tempilaie.
= Review Payments =] Cresteilipdate Ussr Ternplate

Forecast Time -{;, Print Reports Profiles and Preferences
@ Creste, modify or view forecast data &g nt afy one of your expense transactions. Manage your persons], organizational and financial del
Expenss Report expense reporting.
Traval Authorization [l Review/Edit Profile
Cash Advance [E] Delegate Entry Authority
— | Review Payments

Review history of sxpense payments
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Step 2.
Click the View link.

Favorites = Main Meoy Employee SelfService ™ Fravel and Expense Centey ™

TN Tennessee
—_ State Government Welcome to Edison Emp

Traweland Expenze Center

rj Expense Reports

Create midify, grint, vigw of delete an Equenss Report
= Createfodify = Print =
1=—| Create or Modify and Expsnse Report ﬁ Print an Expense Report E'_—I \View an Expsnss Reporn
S W
= | Dielate an Expense Report
Step 3.

Search by the Report ID to locate the expense report you wish to withdraw.

Enter the Report ID.

Favorites = Mamn Menu ~ FSCM = Employee Self-Service ™ Travel and Expense Center ™ »  Expense Repors ™ > View

Advanced Search B Last Search
TN Tennessee

State Government

Expense Report
Enter any information you have and click Searcn. Leave fieids blank for a list of ail vaiues.

= Search Criteria

Report ID[begins with v ||o001048626 |

Report Description| begins with ~ || '
Nare g Wi <

ot 0 5ege v ]

Report Status|= | | w|
Creation Dar’.e

[l case Sensitive

Je

&

= - 5 - { =
Searsh || Clear | Basic Search 27 Save Search Criteria
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Step 4.
Click the Search button.

Favorites ™ Main Menu = FSEM ™ Employee Self-Service ™ Traveland Expense Center ™ » Expense Reports ™ > View

TN Tennessee

— State Government

Expense Report

Enter any information you have and click Searcn. Leave fields blank for a list of ail values.

_R;]time Search | E.e_rwn_m Search

= Search Criteria

Report D] begins with | 0001043626
Report E)esant\on‘
Nane Begme win ]
Empl 1D [ a
Report Status]= vl | v
Creation Date| = ¥ 5

[Tl case sensitive

Clear | Basic Search & Save Search Crtenia
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Step 5.
Verify the report has not been approved at the first approval level.

Review the Approval History section. Notice the first approval level is “HR Supervisor” and the icon does
not have a green checkmark to show it has been completed. Additionally, below the visual train the claim
does not state it has been approved. The report has not been approved yet and is available to withdraw.

Favorites ™ Main Menu = FSCM = Employea'Seff-Service ™ > Trave! and Expense Center = Expense Reports ™ Wiew

Expense Reports = | Seaich Bl Advanced Search B LastSearch Restits

TN Tennessee
. State GOVE rnment Weicome to Edison Employee Portal James R Ham

Mew Window | Help | Personaiize Pag

View Expense Report @y Home | [ Expense
it i Actions | ...Cnoose an Acten V|| €
Busi Puipose s Report 0001040826 Submitted for Anpraval
Description TEST-Approve TA and Cancef Created 120152015  James Hamdorf
Refarence Last Updated 12/152015  James Hamdorf
Post State Not Appliea
Totals = & View Printasie Version Visw Anaiviics (2 Notes
Employee Expenses (4 Lines) 429.00 UsD Non-Reimbursable Expenses 210.00 USD Employee Credits 006 UsD
Cash Advances Applied D60 UsD Prepaid Expenses 0.00 UsD Supplier Credits 000 UsSD
Amount Due to Employee 219.00 USD Amount Due to Supplier 0.00 USD
o By-checking this box, | cerify the expenses submitted are accurate and comply with expense policy.
SR EENESE e [ \Withdraw Expense Report Submitted O 12/15/2015 Submitied By James Hamdorft
 Approval History
=hy i =
_ E E§
~ Submitted | HR Supendsar “TN-Fiscal Officsr Approval - - E me;’[ 3
James Hamdorff Tommie Penderarass (Pooled) 4
Action Role Name DateTune
Submiited Empioyes James Hamdorf 121152015 11:04:18AM
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Step 6.

Another indicator that the report has not been approved at the first approval level is the Withdraw
Expense Report button is visible on the page to the employee. If the report was not available to be
withdrawn, this button would not be visible.

Click on the Withdraw Expense Report button to return the report to the employee, which will remove it
from the approver’s worklist.

Favertes ~ Main Menu ¥ FSCM ™ Employes Seif-Sarvice ™ > Trave! and Expense Center ™ Expense Repors ¥ View

Expense Reparts = | Search Bl Advanced Search @ Last Search Restills

TN Tennessee |
S State Gﬂvernment Welcome to Edison Employee Portal James R Ham

New Window | Help \ Personalize Pag

View Expense Report iy Home | [ Sxpense
James Hamdorff Actions .. .Cnoose an Action v|| G
Busil Puipose 1ent: Report 0001040326 Submitted for Approval
Description TEST-Approve TA and Cancet Created 12115720015  James tHamdordl
Reforence Last Updated 12152015  James HamdorT
Post State Not Appliea
Totals = & View Printatie Version Wiew Anaiylics 2 Notes
Employee Expenses (4 Lines) 47500 UsSD Non-Reimbursable Expenses 210.00 USD Employee Credits 000 Uso
Cash Advances Applied 0.0 UsD Prepaid Expenses 0.00 WUsD Suppilier Credits 0.00-Ush
Amount Due to Employee 215.00 USD Amount Due to Supplier 0.00 USD
& By checking this box, | cenify the expenses submitted are accurate and comply with expense poficy.
ST EZ0EEE RS | \Withdraw Expenss Report I Submitted On  12/15/2015 Submitted By James Hamdorff
= Approval History
 Submitted HR Supenisor TN-Fiecal Officer Approval - g%t ]
James Hamdorff Tommie Penderorass (Pooled) ¥
Artion Role Name Data/Tume
Submitted Empioyee James HamdorT 1279512015 11:04:19AM
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Step 7.
The page displays a message in red text stating the report has been withdrawn from the approver’s
worklist.

Favoriles = MairiMenu = FSCM = Employee Self-Service ~ xpense Center = Expense Reporis = View

TN Tennessee
State Gove m ment Welcome to Edison Employee Portal Ja

hew Window | Help |

View Expense Report

James Hamdorit Actions [_Choose ani Acbon

| Your expense report 0001049826 has been withdrawn from the approver's gueue, |

Busil Purpose A ents Report 0001049826 Submitted for Approval
Description TEST-Approve TA and Cancel Created 12115205 James Hamdorf
Reference Last Updated 12/15/2015  James Hamdorff
Post State hof Apolisd
Totals = & View Printable Version B3 \iew Analytics 02 Notes
Eniployee Expenses (4 Lines) 42000 USD MNon-Reimbursable Expenses 21000 USD Empioyee Credits 000 LsD
Cash Advances Applied 0.00 usDh Prepaid Expenses 0.00 usp Supplier Credits 000 UsD
Amount Due to Employee 219.00 USD Amount Due to Supplier 0.00 USD

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

Slilimll Expiersa Refnit [\ttt

Refrash Appraval Status

v Approval 'I'-iistory

Action Role Name DatelTime

Submitiec Empioyee James HamaomnT 12152015 11:04:18AM
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Step 8.
Click on the Refresh Approval Status button to update the status of the report.

Favorites = Maim Menu ~ FSCM = Employee Self-Service Travel and Expe erntar = Expense Reporis = View

Advanced Search B Last Search Results
TN Tennessee

— State Gove n ment Welcome to Edison Employee Portal J2

New Windaw | Help |

View Expense Report ol

James Hamdorft Actions | .. Choose an Action

Your expense report 0001042826 has been withdrawn from the approvers gueue,

Busi Purpose A 1ants Report 0001049826 Submitted for Approval
Description TEST-Approve TA and Cancel Created 121152015  James Hamdor
Reference Last Updated 12152015  .James Hamdorif
Post State Mol Apglied
Totals 2 £} View Printable Version 3 \iew Analytics 2 Notes
Employee Expenses (4 Lines) 42000 UsD Mon-Reimbursable Expenses 210.00 UsD Empioyee Credits 000 8D
Cash Advances Applied 0.po ush Prepaid Expenses 0.00 UsD Supplier Credits 000 UsD
Amount Due to Employee 219.00 USD Amount Due to Supplier 0.00 USD

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

Ex

I Refresh Appravar Status I

v Appraval 'I'-iismry

Action Role Name DateTime

Submitted Empioyee James HamdonT 121152015 11:04:13AM

125



State of Tennessee — Edison Project
End User Training Material — Travel Manual: Employees

dec for State Gaternment

Step 9.
Notice the status of the report has updated to Pending, and is now available to the employee to modify or
delete through Employee Self-Service.

Additionally, the Approval History section updated displaying the action taken by the employee to
withdraw the report with the date and time the action took place.

Favortes ™ Main Menu FSCM ~ Employes SeffSarvice ™ > Travel and Expense Center 7 Expense Reporis ™ View

Expense Reports = | Seafch Bl Advanced Search @ LastSearch Resulls

TN Tennessee
] State GOVE rnment Welcome to Edison Employee Portal J

New Windaw | Heip

View Expense Report

e st Actions| _Choose an Action
Busi Purpose Assessmerit Report 0001049526
Description TEST-Approve TA and Cancel Created 120152015  James damdorif
Reference Last Updated 12152015  James Hamdorif
Post State Mot Appiied
Totals ¢ & View Printable Version B View Analytics 2 Noiss
Employee Expenses (4 Lines) 42900 USD Mon-Reimbursable Expenses 21000 UsD Employee Credits 0.00 Ush
Cash Advances Applied a.0a Usp Prepaid Expenses 000 Ush Supplier Credits 0.00 UsSh
Amount Due to Employee 219.00 USD Amount Due to Supplier 0.00 USD
By checkmg this box, | cerfify the expenses submitted are accurate and comply with expense policy.
Sl Evpemes B
= Approval History
Action Role Name DateTime
Submittad Empioves James HamdorT 2152015 11.04215AM
Withdrawn Empioyee James HamdorT 1252015 12.09:14PM

Step 10.
You have successfully withdrawn an expense report from workflow.

End of Procedure.
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