D Summary _- Add Ttem | Item #7 Details |

[ous 0%

B

Items: & Company: $0.00 USD Personal: $0.00 USD Reimburse: $0.00 USD

Type Mo,  Date Description Paid by Budget Arnount Drate: 10024 08 m
El 1 10i21/08 Bus Traveler 010304 $0.00 usp Paid By Traveler (%
. Armount $0.00 usp
Ed . 1062108 Ferry Traveler 010304 $0.00 usp Currancy anchanas rates
[_L Cascription: ~ pye
= E] 10521103 Other Ground Traveler 010304 $£0.00 usp AP _
- == N 041600 (OTHER TRAVEL
Accounting: EXPENSES) Bien:2007
E3 PR [itea i’z Reqgistration Traveler 10304 $0.00 usD
l_i 3 10021105 Baggage Fee Traveler 010304 $0.00 yso

[Cmata Expense Tampiale] [Llplna

El £ 1052108 Parking Traveler 010304 $0.00 usp

(Copy | Defete | WassEdit g UpdsteTotals

Options for entering budget information:

1. Click Edit to complete single or multiple budget information for an
individual item

2. Click Mass Edit to complete single or multiple budget information
for several items :



Accounting - by Line Ttem

| o 5 o
041600 {(OTHER TRAVEL
Account Code:  conpncoesy Bian:2007

Budget Number:
Org Code: (no valuel

Task:
Option:

Project:

| | Split Accounting |

o

| Done |

Cancel |

Continus ﬁ

-

B

_|_.-...u e |_ Ttems # 1 Details '_

| Shuttle = | t:l W
Dt 1104 2008 EEs
Faid By Tragalar |5
P ni $0.00 LSD

CurrEnicy aEchngeg FRTEE

Description: Shuttle
= 031600 (OTHER TRAWVE -IIH!
Accounting: EXPENSES) Bien: 2007 .

| Create Expense Template | | Upload Expenses |

By clicking on Edit, the Accounting-by Line Item box will appear

e Forindividual item:

— on asingle budget enter Budget Number or choose from drop down menu

— on multiple budgets click on Split Accounting

e (Click Done to continue

If applicable, include task, option, project codes (PCA codes)



n

Accounting - by Line Item
Split By:  iPercentage {v|
Arnount
Percentage
Mo,  Accol Quantit

fccount Code: 041600 (OTHER TRAVWEL EXPEMZES) Bien: 2007
Budget Murmber:
Crg Code: no value)

Task:
Qption:

Project:

Account Code: 041600 (OTHER TRAVEL EXPENSES) Bien: 2007
Budget Murnber:

org Code: {no value)

Task:

Qption:

Project:

[add split | | Update |

Split Arnount

100%

0%

Unallocated: 0%
Total: 100%

Action

When using Split Accounting:

Choose Percentage or Amount from Split By option menu
TIP Quantity option is NOT applicable to Travel

Split By defaults to percentage calculation




Accounting - by Line Item
splitBy:  fAmeunt, v
Ma, Accounting Information
Account Code: 041600 {OTHER TRAWVEL EXPENSES) Bien:2007
Budget Murnber; | 123486 [Trawel) (V)

Org Code: {no walue)

Task:
Qption:

Project:

Account Code: 041600 (OTHER TRAWVEL EXPEM ien: 2007
Budget Murnber: | 345678 [Travel Taa) &
Org Codes {no value)

Task:
Option;

Project;

Split Armount

$0.00

$0,00

Unallocated: $0.00 USD
Total: $0.00 USD

fction

 Enter Budget Numbers or choose from drop down menu

 Enter amounts or percentages in Split Amount fields
If applicable, include task, option, project codes (PCA codes)
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Accounting - by Line Item

splitBy:  [Amount  iv|

Ma, Accounting Information Split Armount Action
Account Code: 041600 [OTHER TRAWEL EXPENSES) Bien:2007 $0.00
Budget Murmber: |123"f5S [Trawel] |@|
Org Code: {no walue)
1 Task:
Qption:
Project:
Account Code: 041600 (OTHER TRAVEL EXPENSES) Bien: 2007 40,00
Budget Murmber: |3453?s [Travel Toa] |Q‘|
Org Codes {no value)
Z Task:
Option;
Project;
Unallocated: $0.00 USD
N\ Total: $0.00 USD

For more than two budgets click Add Split
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Accounting - by Line Item

Split By: Amount 1

Mo Accountng Informaton

BAccount Code:
Budget Number:
0Org Code:
Task:

Dptian:

Project:

Account Code:
Budget Number:
Org Code:

Task:
Optian:

Project:

041600 (OTHER TRAVEL EXPENSES) Bien: 2007

123456 (Travel) &

0123456000 (Trawvel) Bien; 2007

031600 (OTHER TRAVEL EXPENSES ) Bogn: 2007

224578 (Travel Tao] &0
01 23456000 (Trawel) Bian: 2007

Spht Amount

$3.25

Unallocated: $0.00 USD
Total: $5.00 USD

Action

Dielete

Delete

Click Update to view allocated amounts

Click Done
Or Click Cancel
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D Summary _. Add Ttem l| Ttem #7 Details ._

— e
Items: ¢ Company: $0.00 USD Personal: $0.00 USD Re se: $0.00 USD 1TH3] Eus = ) %
Type Ma. Date Description aid by Budget Amount Date: 10421105 =
Ej 1 10421 108 Bus Traveler 010304 $0.00 usp Paid By, Traveler (%
- AMOUnt $0.00 usD
l‘_—i Z 1002108 Ferry Travelar 010304 £0.00 s Currency exchanges rates
[_L Dascription: pue
=t 3 102108 Other Ground Traveler 010304 $0.00 use AP -
. P 041600 (OTHER TRAVEL
Accounting: EXPENSES) Bien:2007
[_’L 4 1002108 Registration Traveler 010304 $0.00 usp @
=3 s 10024 /03 Bapgage Fee Traveler 010304 $0.00 [TEL
[Cr\eate Expense Template] [Llplnad Expenses]
Ej 6 1072108 Parking Traveler 010304 §0.00 usD

A Mass Edit can only be done after all items have
been entered

A Mass Edit may be performed on ALL items or on
two or more items
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D Summary

Items: & Company: $0.00 USD Personal: $0.00 USD Reimburse: $0.00 USD

Type Na. Date Description
El 1 10421 105 Bus
E4 2 1042108 Ferry
E3 s om0 Other Ground
Ed 4 102108 Registration
= 5 10108 Baggage Fee
Ed & 1omims Parking

| Copy | Defete | WasEEdic I UpdateTotsls

Paid by Budget Armount
Traveler 010304 $0.00 Usp
Traveler 010304 $0.00 usp
Traveler 010304 £0.00 s
Traveler 010304 $0.00 usp
Traveler 010304 $0.00 Usp

Tra| Mass Edit All Items

Do you want to perform a mass edit on all
non-itemized items? If so, click OK. If not, click
Cancel, then select the items yvou want to edit,
Shift-click to select rultiple adjacent items ar
control-click to select multiple non-adjacent items.

1103

| Add Item || Ttem #7 Details

|Bus ¥ &) % |

Cate: 10021005 ER
Pabd By: Traveler |W
AMGURT $0.00 LsD

Currency enchanges rates

Dascription: gye

. 041600 (OTHER TRAVEL -Eﬂ
Accounting: EXPENSES) Bisn:2007

[Cr\eaﬁe Expense Tempiate] [upluad Expenses]

1. To use Mass Edit on ALL items using single or
multiple budgets, highlight one item by placing
cursor anywhere on item row

2. Click Mass Edit
3. Click OK to perform Mass Edit on ALL items
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ER515: Expenses: 10/21/2008 to 10/21/2008

Click the "+" symbal to complete the summary screen.

b Summary

Items: 7 Company: $0.00 USD Personal: $0.00 USD Reimburse: $0.00 USD

Type No Date Description Paid by Budget Arnount
=4 2 10621 03 Ferry Traveler $0.00 usp
[__'], 3 1042108 Other Ground Traveler $0.00 usp
Ej 5 10421108 Baggage Fee Traveler $0.00 Wil
=4 6 10421 108 Parking Traveler $0.00 MED
Ed 7 10721108 Bus Traveler $0.00 usp

(Copy [ el | Wass e JIN Updoe Totolz

For Mass Edit of select items
e Use Shift-Click to select adjacent items
e Use Ctrl-Click to select non adjacent items
e Click Mass Edit

15
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B Creats Search Manage Recent Preferences

ER566: 12-3456 Jane Traveler Test Conference

You have chosen to adit multiple items. The changes you make to the sample itam apply to all selacted fems. Modify the necassary fields and review your changes.
Edﬂ I !IUEII tems : Eaujaw ghﬂnggf
Expense item 1 is used as the sample item for mass edit

ACCOUNTING - BY LINE ITEM

Account Code: 041600 (OTHER TRAVEL EXFENSES) Baen:2007
Budget Number: | )

Org Code: (no value) \
Task:

Cption:

Project:

| Edst / Split Accounting |

~

* For single budget enter Budget Number or choose from
drop down menu, then click Next to continue

e For multiple budgets click on Edit/Split Accounting

TIP Mass Edit can only be split by percentage
If applicable, include task, option, project codes (PCA codes)
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B Create Saarch Manage Recent Praferences

ER566: 12-3456 Jane Traveler Test Conference @

Enter the appropnabe accounting and spht snformation.

Descripison: Bus

Sphit By: Parcentage

Mo, Accounting Information Split Amount Action
Account Code: 041600 (OTHER TRAVEL EXPENSESg Bien: 2007 0%
Budget Number: @ || L]
Org Code: tno valus)
E» s

Task:
Cptyan:

Project;

Account Code: 041600 (OTHER TRAVEL EXPENSES) Bien: 2007
Budgat Numbar: £ ]
Org Code: {no value)

£ Task:

Optian:

Project:

Unallocated: 0%
Tokal: 100%:

)

Enter budget numbers or use drop down menu
Use Add Split for more than two budgets
Enter percentage splits for all budgets

R

Click OK when all budgets and percentages have
been entered .



(15~ Creats Search Hanage Recant Praferences

ER566: 12-3456 Jane Traveler Test Conference \ SREET
Enter the appropriate accounting and split nformation. v
Description:  Bus
Sphit By: Parcentage
T
Mo, Aceounting Information Split Amount Action
Account Code: 021800 (OTHER TRAVEL EXPENSES) Bien:Z007 2% ] Delete =
Budget Number: [123456 (Travel)  [@)
Org Code: 1230004000 (Travel) Bien: 2007
2 Task: .
Cphion:
Project:
W
Unallocated: 0%
Total: 100%
a5

e Click Update to view allocations of budgets
e Click OK when done
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ER515: Expenses: 10/21/2008 to 10/21/2008

You have chosen to edit multiple items. The changes you make to the sample item apply to all selected items. Modify the necessary fields and review your changes.

Edit Multipie Jtems : Review Changes
Expense item 1 is used as the sample item for mass edit.

ACCOUNTING - BY LINE ITEM

No. Accounting Information Splt Amount
Account Code: 041500 (OTHER TRAVEL EXPENSES) Buen: 2007 20%
Budget Number: 123456 (Travel) Bien: 2007
. Org Code: 1230004000 (Trawvel) Bien: 2007
Task:
Optign;
Project:
Apcount Code: 041800 (OTHER TRAVEL EXPENSES) Bien: 2007 80
Budget Number: 123456 (Travel) Bien: 2007
2 Org Code: 1230004000 (Trawel) Bien: 2007
Task:
Owpitican:
Project

Click Next to review charges
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