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PURPOSE AND DESCRIPTION

Purpose
This document explains the key topics involved in copying an existing expense report. It provides a step-by-step

procedural guidance to perform the activities.

Description
The key topic involved in the Copying an Existing Expense Report process is how an employee can copy an already

existing expense report into a newly createdreport.
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TOPIC 1: COPYING AN EXISTING EXPENSE REPORT

COPYING AN EXISTING EXPENSE REPORT Procedure Steps

Scenario: The employee frequently has similar travel transactions Follow the steps explained below.

Navigate to Employee Self-Service > Travel and Expenses > Expense Report >Create/Modify.
1. =
Favorites - Main Menu~ : Employee Self-Service = » Travel and Expenses - » Expense Reports - » Create/Modify
Be sure that the Add a New Value tab is selected. Your employee ID will default in.
Expense Report
2.
Find an Existing Value Add a New Value
Empl ID: | @
Add
3. Click Add.
The Quick Start option in the header section of the expense report allows you to populate the expense
report with existing expense reports/transactions. In the Quick Start dropdown, click An Existing
Report.
Create Expense Report d Submit
Stacey Beattie (7 Quick start 0
4, *Business Purpose | v Default Location gﬂTrsz\;sa‘\‘r?;th:g;ﬁliun
*Report Description & Attachments Enfries from My Wallet
Reference @,
Expenses 7
Expand All | Collapse Al Add: | [& My Wallet (D) | % Quick-Fil Totals [0 Lines) 0.00 USD
*Date *Expense Type Description *Payment Type *Amount *Cumency
s ~ A v ooo] [Uso @ [# [=]
Expand All | Collapse All Totals (0 Lines) 0.00 uso
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5. Click the Go button.
A new window will be displayed. A date range will be populated along with a list of existing expense
reports. The date range can be modified to limit or expand the number of reports that are displayed.
Copy from Existing Expense Report
Help
From Date [p7/08/2014  x |5 To [10/08/2015 |5 Search
Expense Reporis
Report 1D Description Business Purpose Status Created
Select | 0000000205 Approval Testing 2 Business Travel-in State Approved for g snge
6. Payment
Select 0000000208 Approval Testing Business Travel-ln State Pending 10/072015
Select | 0000000157 STAR Training Training/Education-In State ﬁfﬂpcrg::'s in 10/D6/2015
Select | 0000000176test 2 Applicant(s) Intsrview Approvalsin - 4nnosngs
Process
Select | DDD000017Stest Applicant(s) Interview Approved for 4 nns g
Payment
Return
Decide which report you want to bring in to populate the new report. ClickSelect.
Copy from Existing Expense Report
Help
From Date [07/08/2014  x |5 To [10/08/72015  |[5) Search
Expense Reports
Report I Descripfion Business Purpose Status Created
EIEIEIEIEIEIQEIEMpprwaI Testing_2 Businass Travekn State ’;gﬁrrﬁ:r‘?f' for  joo7eDis
7.
Select 0000000206 Approval Testing Business Travel-ln State Pending 100072015
Select | 0000000187 STAR Training Training/Education-In State ’;foirg::'s in 10/D6/2015
Select | 0000000176 test 2 Applicant(s) Interview Approvalsin - nnomngs
Process
Select | 0000000175 test Applicant(s) Intsrview Approved for 4 anomngs
Payment
Return
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The existing report’s transactions are now populated in the new expense report.

Create Expense Report

Stacey Beattie (7

*Business Purpnsel Business Travel-in State v

*Report Description |Approval Testing 2

Default Location

&% Attachments

[ Save for Later | [ Summary snd Submit

Actions [ ...Choose an Action V| o

Location |\ilwaukee, WI

Accounting Details (7

Expand All | Collspse All

*Exchange Rate
[INon-Reimbursable Reimbursement Amt

[ No Receipt

Totals {2 Lines)

Reference
Expenses
Expand All | Colispsa All Add: | [k My Wallet (0) | 2 Quick-Fill Totals (2 Lines) 2000 USD
“Date “Expense Type “Deserigtion *Payment Type “Amount Currency
V2015 | [Mesls In-State NoCvemight ~ * | Lunch A B Payrol [ 1000] [usD  |@ [ =
*Billing Type [Bilstle | i Receipt Spit Default Rate *Exchange Rate | 1.00000000] 4 [
Location [ilwauicee. Wi [IMon-Reimbursable ~ Reimbursement Amt 1000 USD
[INo Receipt
Accounting Details (2
5 |3 [Mesls In-State NoGvemight ~ * [Lunch S [Payl ™ 1000 [uso (@ & =
*Billing Type[Silstle ™| 1l Reczipt Spit Default Rate

1.00000000 L [‘-jl

10.00 UsSD

2000 USD

Make the changes to the information as needed, i.e. dates, description, amounts, etc.

10.

Click Save for Later or Summary and Submit.
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