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How to Create an Expense Report

Important:

Only expenses that need to be reimbursed should be entered into an expense report.
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Expense Report Layout

Report Header Expense Reports will Click here to save Select to submit
be submitted based your expense your expense report
on Business Purpose report. Save often! for approval.
not necessarily date. \

/ /
A X
Create EXPEI'ISE REPOIT Save for Laer | @ Summary and Submit
Quick Start .. Populae From v|| G0
‘Business Purpose| V| Default Location Q
*Report Description A Ataments
Referencz q
EXPEnses 7
Expand Al | Colapse Al Add: | [ My Walet 1) | % QuickFil Totals {0 Lines) 040 UsD
*Date *Expense Type Descripfion *Payment Type *Amount *Cunency
i | v 2 v o U Q
I 254 characlers remaining /
Expand All | Collapse All Totals (0 Lines) 000 USD

Each expense will have
its own line item shown
here.

Click here to add or delete
expense lines.
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Creating an Expense Report

1.
2.
3.

5.

Access PeopleSoft Finance using the following link: https://starfin.wi.gov
Log in to PeopleSoft Finance using your IAM account.
Navigate to Expense Reports using the breadcrumbs below:

Main Menu » Employee Self-Service » » Travel and Expenses » » Expense Reporis» > Createlodify

On the Expense Report page, your Empl ID will auto populate. Click Add to begin your Expense Report.
Note: An expense report can be submitted any time an expense has been incurred. You do not have to wait until
the end of the week to submit.

Expense Report

Find an Existing Value Add a New Value

Empl ID: DOOGOOCGEK. |

Find an Exisling Value | Add a New Value

A new expense report is required for each Business Purpose. Click Business Purpose and select the item that
best describes your purpose. Click on the “Save for Later” link to start saving your work and remember to save often

M—
Agency EventMeetng-In State

*Report Description | Agency Event/Mestng-OutofState
Applicant(s) Interview

Reference | gy giness Travel-n State c
s (7 Business Travel-Out of State
Confrnce/Convention-In State

| Collapse Al Confrnce/Convention-OutofState I

Damaged Personal ltems
Headguarter City-Business
“Date Headquarter City-Conference
Home Office Expense -
B | International Travel-Business
International Travel-Confrnce
Mon-employee Travel-In State
Mon-employee Travel-OutofState
| Collapse Al Postage/Mailing
Relocation/Moving
TrainingfEducation-In State
Training/Educ ation-OutofState
‘Work Materials/Supplies

6. Type the description of your expense into the Report Description field.

Note: The Report Description is a text field and should be used to provide detail of your trip. For example,
“Attended the ASTD Conference.” This will help you identify your expenses when you are looking them up later.

*Business Pu rpnse| Business Travel-Out of Siate v|
*Report Description Attended the ASTD Conference] ¥ ——
Reference @,
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7. Select the Reference value for the expense report by clicking on the magnifying glass. The most common value

selected will be General.

Look Up Reference

Help
SetlD: SHARE
Reference: |begins with
Look Up Clear Cancel Basic Lookup

Search Results

View 100 First ‘&' 1470f17 ‘&' Last
Reference Description

AUDIEXM Audit/Examination

ERDIMERS Board/Commitiee Members

COURT Court Appearances

CSLT/CHCT  Consultants/Contractors

[ EMERAL  General |

INPECT Inspection

INTERVW Interviewees
LEGISLATOR Legislator

LEGISSTAFF LEGIS Staff
MEDRCDRVYW Medical Records Review
MEETING Public Meetings
MOVEMP Moving - Existing Employees
MOVEMNH Moving - New Hires
REQRDAPRL Required Apparel
SFTYEQP Safety Equipment
STUDNT Students

WOLNTR ‘olunteers

8. In the Default Location field, select a city, country or geographical area where the expenses were generally

incurred.

—

b Default Location

T+ Aflachments

e If you are entering an expense that is location specific, such as a hotel room expense, you will be asked to

enter a location. This field will default to the Default Location field.

e This location appears on each expense line where applicable, and you can change it throughout the expense
report entry process. If you change the default location, PeopleSoft will apply the new location to the newly

added expenses, this change will not impact existing expense lines.
e To receive out of state reimbursement rates the employee must select an out of state location.

9. Click the magnifying glass to find the Default Location. Enter the city name in the Description field. In this

example we are searching for Chicago. Once you have entered the search criteria, click Look Up.

Look Up Default Location

SetlD;

Expense Location: | begins with s
Description: begins with

Il Look Up | Clear Cancel

SHARE
Chicagol|

Basic Lookup

Help
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If you cannot find your city select Other, State Name. See examples below:

SD000 other South Dakota
ALOCO other, Alabama
ARKDOOD other, Alaska
AZ000 other, Arizona
ARDOD other, Arkansas
CADDO other, California
CO000 other, Colorado

]
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10. Select the value that matches your location.
11. Now that you have entered the requisite information for your expense report, you can enter expenses. You do
this in the Expenses section of the page.

12.

13.

Expenses

Expand All | Collapse All

*Date

Expand All | Collapse All

) |

Add:

*Expense Type

Fh My Wallet (0) | 4% Quick-Fill

Description

Note: The Quick-Fill function allows you to enter the date range of the expenses you are adding to the report.
You can then choose the expense type and whether or not you want to add one instance or multiple instances of
the expense type. This will create a template that you will complete with the required information for each

expense type.

Start by entering the date your expense took place. Enter the date in to the Date field, or use the calendar link

to select a date.

From the Expense Type dropdown menu select the list item you wish to enter. The Expense Type selected

determines the remaining fields that require completion.

Event Interview Expenses
Event-Fees/Refreshments/Food
Fax

Fax - Taxable

Fuel for Vehicle Use

Hired Moving Fees

Internet

Internet - Taxable

LEGIS Per Diem In-Session
LEGIS Per Diem Out-Session
LEGIS Weekly Mileage
Laundry/Pressing Charges
Licensure/Cert. - Taxable
Licensure/Certificaitons
Lodging Gratuities

Lodging In-WI

Lodging In-WI High-Rate
Lodging International
Lodging Out-Wi

Lodging Cut-WI High-Rate
Meals Bagged NoOvernight
Meals Bagged Overnight
Meals In-State NoOvernight
Meals In-State Overnight
Meals International

Meals Out-of-State NoOvernight
Meals Out-of-State Overnight
Mileage Car

Mileage Car (TD)

Mileage Handicap Van
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16.

17.

18.

19.

20.

21.

22.
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Use the Description field to enter a description of the expense transaction. The Description field allows for up

to 254 characters. For meal reimbursements, employees will use this field to provide information on their
departure, return, and meal break times.

Expense Report Entry
Help

Lunch Reimbursement. Departed from Hill Farms at 8:30am, lunch break from 12-12:30, returned from
Milwaukee at 5:30pm

Use the Payment Type field to select how you paid for each of the expenses. If you select Payroll the expense
will be reimbursed on your paycheck during the payroll process. Travel arranger and P-Card transaction will not
be reported on an expense report.

Use the Amount field to enter the amount that you spent on the expense. Note: Reimbursements are for actual,
necessary and reasonable expenses. This is a required field for Payroll expenses.

The Billing Type will default to Billable.

The Location field will default to the Default Location entered in the header of the expense report or to the
location of the expense reported previously. Select the appropriate location for the expense.

The Accounting Details section allows you to break down the project charging (Chartfields) per expense. Or you
can enter one Chartfield for the entire Expense Report. This information will be covered in the Project Charging
section of this job aid (page 7).

Once you have completed the expenses click the plus sign to begin entering a new expense. You also have the
option to select the minus sign to delete the expense line.
*Date *Expense Type *Description *Payment Type *Amount *Currency
014/082016_|[5) [Mileage Car v I [Payron v 8200 [USD =
254 characters remaining
“Billing Type[Bilable | Wl Default Rate *Exchange Rate 100000000 ¢, [

When you add a new expense line, the system checks the previous expense transaction line for missing or
invalid information. Fields that have errors display in red.

*Date *Expense Type \ Description *Payment Type
P 04/08/2016 |[) [Mileage Car v 7 3 [Payron
254 characters remaining
"Billing Type Bilable h Default Rate

Note: The system does not prevent you from continuing to add expenses when an error occurs. However, it will
not allow you to submit the report for approval without correcting the errors.
Following the previous steps for each expense you need to enter.
1. Enter the date of your expense into the Date field.
Select the Expense Type.
Enter a Description.
Select Payment Type.
Enter an Amount.
Select Billing Type.
Keep Default Rate.

© NO U A WN

Enter a Location if the default value does not match the expense.
9. Check the Reimbursement Amt field.
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Project Charging
All expenses are required to be charged to a ChartField, which is the combination of the project identification code and
additional financial information. The selections you make within the ChartFields are determine by your expense,
position and project. For more information on what codes you should be using, please contact your supervisor as this
information varies for each employee and Speedtype used.

1. There are two ways to begin entering your ChartFields and it is important to select the right method.

Option 1: If you are charging expenses one or multiple expenses to the same Speedtype (former project ID),
select Default Accounting For Report from the Actions drop down in the header. Click GO.

Create Expense Report ] Gave for Later | [£ Summary and Ssbmi

‘Busiasas Purpaee hd | Defsurt Locabion

=)

Important: If you use Default Accounting For Report, you must manually enter the correct Account number and
Department.

Actions |Default Accounting For Report

List of common account numbers (*this is not the same Account humber that you use on your timesheet):

Account Name
7300000 Travel
7330000 Moving Expenses

Option 2: If you are charging expenses to multiple Speedtypes (former project IDs), you must enter expenses
individually by expanding the Accounting Details within the expenses line item by selecting the gray arrow.

Accounting Details
=h

Chartfields

Amount *GL Unit

26.52| (39500

<

Currency
Monetary Amount Code

Q 26.52USD

Exchange

Rate Bud Ref

1.00000000|FY2016

Q

Fund

Appropriation

Dept Account

Q) 0204090000 | (7300000 |O

-4

Program
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2. You will need to verify/update the following required fields within the ChartFields. Each field offers a magnifying

glass to select from the viable options. The SpeedType Financial Spreadsheet on the DOTNET is needed to find
your Fund, Appropriation and Department code. The spreadsheet is titled SpeedType Financial Spreadsheet
and can be found under the WisDOT Time & Labor and Expense Job Aids of the DOTNET here.

Note: The Speed Types (Finance) spreadsheet is updated regularly, do not print this spreadsheet and also be sure
to verify your ChartFields if you are copying an Expense Report.

GL Unit Auto populates to 39500

Bud Ref FY2017 Current Fiscal Year

Fund 5 digit Fund code. Determined by your SpeedType.
SpeedType Financial Spreadsheet

Appropriation | 5 digit Appropriation code. Determined by your SpeedType.
SpeedType Financial Spreadsheet

Dept Auto populates to the employee’s department code. Override to the department
code for the SpeedType. SpeedType Financial Spreadsheet

Program Leave Blank

Oper Unit Leave Blank

Product Leave Blank

PC Bus Unit 39500

Project 395 and then your Speed Type (8 digit project ID code)
Please contact your supervisor for the correct SpeedType

Activity LABOR-DLVY-OTHER

Source Type Other

Category Leave Blank

Subcategory Leave Blank

Affiliate Leave Blank

Fund Affil Leave Blank

If you added all of this information into the expense line, your ChartField is now complete and you can move on
to the next expense. An error in the ChartField will result in the GL Unit field turning red. This does not mean
the GL Unit is incorrect but that an entry is missing or incorrect within the required fields.

3. If you selected the Default Accounting For Report select OK to return to the expense report.

Create Expense Report
Accounting Defaults

Accounting Summary

% *GL Unit Bud Ref
100.00 39500 |Q FY2016 |Q

Add ChartField Line
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Attaching Receipts

All necessary receipts will be attached to the Expense Report, by electronically uploading the receipt.
The following transactions require receipts:

e Any expense that totals $25.00 and above

e Agenda for a conference/convention

e Qut of State Travel authorization

Employees are required to submit their receipts as electronic attachments within the PeopleSoft system. This could
require scanning and saving the receipt to your computer or attaching a picture from a mobile device, so that it can be
uploaded into the PeopleSoft system. Consider renaming your attached receipts to identify the document. (i.e., agenda,
hotel receipt, baggage, etc.).

1. To attach a receipt, select the paper clip icon in the header of the expense report.

*Business Purpose | v| Default Location Q

*Report Description & ;- Attachments

Reference Q

2. Select Add Attachment from the pop up window.
Expense Report Attachments

Report ID NEXT

Details
File Name Description User Name
Wiew

Adding large attachments can take some time to upload, therefore, it is advizable to save the
transaction before adding large attachmenis.

[ Add Attachment ]

OK Cancel

3. Select Browse from the File Attachment window.
File Attachment

1 Upload Cancel

4. Locate the electronic scanned/saved copy of your receipt from the Choose File to Upload Window. Select Open.

How to Create an Expense Report, updated 12/6/16 9
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5. Your document title should now display in the File Attachment window. Select Upload.
File Attachment
Help
6. Once uploaded you can add information in the Description field.
7. If you have additional receipts to upload, you would select Add Attachment.
8. After you have added all necessary receipts select OK.
Expense Report Attachments
Report I NEXT
Details
File Name Description User
Lodging_Receipt.docx Overnight Stay in Sheboygan
Adding large attachmentis can take some time to upload, therefore, it is advisable to save the
transaction before adding large attachments.
Add Attachment
10
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Submitting the Expense Report
Once you have entered your expenses, added your project charging information and attached all required receipts, you
are ready to submit your expense report for approval.

1. Click Summary and Submit from the header of the expense report.

Create Expense Report 1) save tar Later |

HEcobs Wittwer |+ Actions | Chogss an Action v| GO

“Businsas Purposs [ bl Detault Location

“Repart Deacriphion # Anacnments

Referanca ]

2. This will bring you to the summary. You can select View Printable Version to print a copy of the expense report.
Choose View Analytics to access a window where you can view three tabs: Expense by Day, Totals by
Department, and Totals by Project/Activity.

Modify Expense Report Save for Later |
*Business Purpuse|ConfmcelConventwcn—Oumetata v‘ Report 0000000105 Pending
*Description |QUT OF STATE Created 03/19/2015
Reference |GENERAL @, Last Updated 03/30/2015
Totals 7 View Analytics & Notes & Altachments (1)
3. After reviewing this information, select the certification check box to indicate that you agree with the certification
statement.

e

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

4. Click Submit Expense Report to access the Submit Confirmation page.
5. Use the Submit Confirmation page to review your expense report totals.

Expense Report Submit Confirm
Help

Create Expense Report
Submit Confirmation

Totals 5
Employes Expenses (1 Line) g2.00 UsSD Mon-Reimbursable Expenses D.00 USD Employee Credits 0.00 UsD
Cash Advances Applied 0.00 UsD Prepaid Expenses D.00 USD Supplier Credits 0.00 UsD
Amount Due to Employee 82.00 USD Amount Due to Supplier 0.00 USD
OK Cancs!

Note: If you do not receive this Submit Confirmation page, your expense report has not been submitted for approval.
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