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Home: Procurement T E Weleame

&= Create Search Manage Recent Preferences

ER 515:Expenses 10/21/2008 to 10/21/2008 (it |

Use 'Add Itern’ tab to enter expenses, Click 'Done’ to view and correct any errors and policy vielations; then click "Continue’. aTravel Help Pages

| b Summary J Add Ttem “Ih- Details |
Items: 0 Company: $0.00 USD Personal: $0.00 USD Reimburse: $§0.00 USD D To create a new expense itern, selact an expenss
I ) type from the following categorias,
Type Ma. Crate Dascription Paid by Budget Armount
1. Per Diem Advance
Mo e &

2. Transportation
furfare, Bus, Car Rental, Ferry, Gas, Mileage,
her Ground, Rail, Shuttle, Taxi

3. Lodging
Hotel Deposit, Lodging Per Diem
4. Meals
iving Allowance, Meal Per Dierm, Meals Paid for
Others
5. Conference
Ragistration

6. Miscellaneous

Baggage Fee, Banguet Mesls, Immunizations,
Internet Fees, Laundry, Other Miscellpneoys,
Parking, Telsphons

| Create Expense Template | [Upload Expenses |

Choose an expense item from Add Item tab



¥

Add Item || Ttem #1 Details
[ €)%

Amount Date: 10/z1/2008
Amount: $|:|.|:||:| uso

Currency EXEI'IEI'II:IES rates

Description: * | gp e

- 041600 (OTHER TRAVEL [Edit
Accounting: EXPENSES) Bien:2007

[Cre.ate Expense Template] [Uplaad Bcpenses]

* Enter payment Date (defaults to current date)
 Choose Paid By option from drop down menu
* Enter expense Amount

 Enter item Description (defaults to item type)
TIP Required fields vary for individual items



€«

Add Item || Item #1 Details

Shuttle ¥

Date: 10/21/2008 m;
Paid By: E‘_Traveler !‘;-

Amount: | su‘nn usD

Currency exchanges rates

Description: * |cp ttle

R L 041600 (OTHER TRAVEL

EXPENSES) Bien:2007

[Create Expense Template] | Upload Expenses]

Click Comment icon to add relevant comments for this expense



€«

Add Item || Item #1 Details '

Shuttle ¥ &) ¥
Date: '10/21/2008 | [
Paid By: | Traveler |T
Amount: su'nn usD

Currency exchanges rates
Description: * | g} uetle

e 041600 (OTHER TRAVEL

Adcounting: EXPENSES) Bien:2007

[Create Expense Template] | upload Expense:s]

Click Attachment icon to attach E-receipts if applicable



[ Add Ttem || 1tem #1 Details |

Shuttle 45 %’?
Crate: 10/21/2008 3]

Paid By Travelar V

S rmount £5.00 UsSD

CUFFEnCY EHC"I-EI'IIIIES rates

Cescription: * Shuttle

041600 (OTHER TRAWVEL

EXPENZE=) Bien: 2007
c=a _

Accounting: 01234500 (Travel)
[Create Expense Template] [Llplcuad Expenses]

1230004567 [TRAWEL
COFFICET Bien:2007

Click Done to view and correct errors for this expense item



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)

10




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

11




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

12




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

13



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

14



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)

16



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

18



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

19



ER515: Expenses: 10/21/2008 to 10/21/2008

The fields you modified are shown with their old and new values. Tou can confirm the changes or cancel them.

Edit ubtiple tems : Beview Chanaes

Expense i sed as the sample item for mass edit.

Accounting
Ho. Accounting Infermation Spit Amount Mo, Accounting Trfermation Splt Amount
Account Code: 041600 (OTHER TRAWVEL EXPENSES) Bian: 2007 100% Account Code: 041600 (OTHER TRAVEL EXPENSES) Bien: 2007 0%
Budget Number: 123486 (Trawel) Bien: 2007 Budget Number: (112345 (Travel) Bien: 2007
. Org Code: 1230004000 (Trawel) Bien: 2007 . Org Code: 1230004000 (Trawel) Bien: 2007
Task: Task:
Option: Option:
Project: Project:
Account Code: 041800 (OTHER TRAVEL EXPENSES) Bisn: 2007 80
Budget Number: 012345 (Travel) Bien: 2007
, 0o Code: 1230004000 (Travel) Bien: 2007
Taszk:
Dption:
Progect:

e Click Prev to return to editing budgets
e Click Done to resume completing ER
e or Cancel

20
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Harmia Procuremant T&E Walcome

EH Creats Zearch Manage tmoent Preferances

ER10592; Untitled Expense Report Evit

Use "Add Item’ tab to enter expenses. Click "Done’ to view and correct any errors and policy violations; then click "Continue’, gTravel Help Pages

|b Summa ry JMHh- |J:lmm|
Items: 0 Company: $0.00 USD Personal: $0.00 USD Reimburse: $0.00 USD —l. To create a new expense itam, selact an sxpense
type from the follawing categaories.
Type No, Ciate Description Paid by Budget Arnount
1. Per Diem Advance
o ftems fdvance Receved

. Tt‘hl'tl-p ortation
Airfare, Bus, Car Bental, Farry, Gas, Milsage,
Other Ground, Rail, Shuttls, Tax

3. Ladging
| it, Lodging Far Dism
4. Meals
Living Sllowance, Meal Per Dism, Mesls Pad for
ahers

5. Conference
B eqistration

&, Miscellaneous

Baggage Fee, Bangyst Meals, Immynizations,
Internet Fees, Laundry, Cther Miscellansous
Barking, Telephons

[ Eraate Expense Templats | [Upload Expenses |

Add another item OR click Continue to resume completing ER

21



w ;‘:.—.: = : :

Trip Mame:  Untitlad Expense Report

Type of Traveler: LW Employes | Company Expenses: £0.00 USD
) Personal Expenses: 0.00 UED

Travelar/Claimant: Travelar Jane ot ) P §
Reimbursement Amount; §0.00 USD

- N _.i_\'\. _-"_\\
Personal Time Taken:  (ves Uiho =** Traveler Address Information ***

Personal Tirme Info: Personal Tims
Ll Ls Horme Addrass (oty/state):

Include datesftimes of business travel
Duty Station {city/state):
"% Chack Delivery Information ***
Purpose of Trip: - N
g ? Address Type: @ pomestic O Forsign O uweox O wirs

Strest Address/Box No.:

City {Domestic) Country (Fareign):
State:

Zip Code:

My Labels: Apply Label,.,

4 SUMMARY TIPS )

- Summary information can be entered at any time
-Travel Profiles can be used to auto-populate UW employee

\_ traveler details )

Create and enter Trip Name using identifiers for search purposes
TIPS - Trip Name is the same as ER title and defaults to date of entry

- useful identifiers may include budget number, project name, etc.
22



ER10592: Untitled Expense Report

Go To Ttemns

Review the summary information and approval flow for this expense report, and make any necessary changes. Fix any pohey viclations before submitting the request for approval. aTravel Help Pages

Summary Appraval Flow Pohcy Violabons

Trip Hame:  |Untitled Expense Report

Type of Traveler:
Traveler/Claimant:

Personal Time Taken:

Personal Time Info:

Purpose of Trip:

|UW Emnployes [+
UW Employee |
Uw Student Ernployee
Student
Hon-Uw
Faculty/Staff Candidate

Relocation

Include dates/times of business travel

My Labels: 0 Apply Label.,

COMMENTS - ENTIRE EXPEMSE REPORT

Company Expenses:
Personal Expenses:
Reimbursement Amount:

Horne Address (city/state):

Duty Station (city/state):

Address Type:
In cara of:

Street Address/Box No.:

$0.00 USD
$0.00 USD
40.00 USD
*** Traveler Address Information ***

Seattle WA
Sasttle WA
*&% “heck Delivery Information ***

 bomestic 'C:'Furuiqn Euweox O wire

JS1LL7

Choose Type of Traveler using drop down menu

23



Trip Name; 12-3456 Jane Travelar Test Confearence

Type of Traveler: U Employes | Company Expensés: $0.00 USD

P |1 E : .00 USD
Travelar/ Claimant: Traveler, Jane l.ﬁ R e }
Reaimbursameant Armount: $0.00 USD
Y F ™
Personal Time Taken:  Oves Olo **® Traveler Address Information ***

Personal Time Infa: Personal Time
erzonal Time Into prepn ime Home Address {city/state):

Inciude dates/ftimes of businass travel
Dby Station (city/state):

=*® Check Delivery Inforrmation ***

Purpose of Tnp: [= =
Address Type: ®pomestic OForeign O uwpax O wire

Street Address/Box No.:
City (Domestic)/Country (Foraign):

State:

Zip Code:

Enter Traveler/Claimant name
TIPS
- UW employees type last names first OR use drop down menu
- Claimant is individual who paid expenses on behalf of another

Traveler/Claimant defaults to preparer’s name

24



Summary Approval Flow Folicy Violations

Trip Narme:  12-3456 Jane Traveler Test Conference

Type of Traveler, UwW Employes bl Cormpany Expanses: £0.00 U=D
| P | L :
Traveler/Claim Traweler, Jane Iﬂ} SrIanz) Eapenyes $0.00 USD
. Reimbursement Amount: £0.00 USD
Personal Time Taken @Eves O =% Traveler Address Information ***
Persanal Tirme Info: Parsonal Time

Home Address {city/state )
Describe personal time (including dates/times and location) ) )
Dty Station (city/stabe):

4% Check Delivery Informmation *=**
Personal Time Description:
Address Type: ® pomestic CT'roreign O uweox O wire

Street Address/Box MNo.:
Include dates/times of business travel

Crty (Domestic)/Country (Foreign):
Purpose of Trip:
State:

Zip Code:

If Personal Time Taken is ‘Yes’, enter dates, times, and
locations in Personal Time Description box

25



Trip Mame: |12-3456 Jane Travelsr Tast Conference|

Type of Travelsr: U Employes el

Traveler/Claimant: Traveler, Jans e ]

Personal Time Taken: (yes ®Wyg
Parsonal Time Info: Parsonal Time
Include dates/timeas of businass travel

Purpose of Tnp:

Cormnpany Expensas:
Personal Expanses:

Rembursement Amount;

Home Address (city/stabe):

Dty Station (city/state):

Address Type:

Street Address/Box No.:

City (Domestic)/Country (Foraign):
State;

Zip Cade:

$0.00 USD
£0.00 USD
$0.00 USD
=*® Travelar Address Inforrmation ***

=*® Check Delivery Information ***

® Domeshc C‘ Fareign 'T:' U'WEBax 'f"' Wire

Enter dates, locations, and trip purpose in Purpose of Trip box

26



Trip Mame: |12-3456 Jane Travelsr Tast Conference|

Type of Travelar: Uw Employes w Cormnpany Expensas: $0.00 USD
Traveler/Claimant: Traveler, Jane ﬂ Personal Expenses: $0.00 UsD
Reimburseameant Amount $0.00 USD

Personal Time Taken: (yas g *+% Travelar Address Inforrmation =**

P nal Time Info: Parsanal T
ersonal Time Info Farsondl Tirme Home Address {city/state):

Include dates/timeas of businass travel
Dty Station (city/state):

=*® Check Delivery Information ***
Purpose of Tnp: = = -
Address Type: & pomestic ' Foreign ' UwBox O wire

Street Address/Box No.:

City (Domestic)/Country (Foraign):
State:

Zip Code:

Complete Traveler Address and Check Delivery information
TIP

Travel Profiles may be completed in advance to auto-populate these
fields for UW employees (see Travel Profile on T & E Dashboard)

Address Type defaults to Domestic

27



ERS566: 12-3456 Jane Traveler Test Conference

Review the summary information and approval flow for this expense report, and make any necessary changes. Fix any policy violations before submitting the request for approval,

m i)

Trip Hame: | 12-3456 Jane Traveler Test Conference
Type of Traveler: U Employes V]

Traveler/Claimant: Taweler Jane )

Personal Time Taken: Oives & No

Personal Time Info: Personal Tirne
Include datestimes of business travel

Test Conference, Out of State location,
November 1-7, 2008
Purpose of Trp:

My Labels: 0 aAppl L.

COMMENTS - ENTIRE EXPENSE REPORT

Comments:

ATTACHMENTS - ENTIRE EXPENSE REPORT

Add Attachment

Company Expanses:
Personsl Expenses:
Reimbursement Amount:

Horme Address (cty/state):

Duty Station (city/state):

$0.00 USD
$0.00 USD
$0.00 USD
% Traveler Address Information ***

Seattle, WA

Seattle, Wa

Address Type:

In care of:

Street Address/Box No.:

**% ~heack Delivery Information ***

O Domestic C'Foﬂ.‘lun Euwpox O wire

U'w BOX F OMLY

Optional ‘In care of’ field appears when Address Type is UWBoX

TIP

For check delivery to UWBox enter box number only (with NO street address)

28



ERS66: 12-3456 Jane Traveler Test Conference &5 To [ems

Review the summary information and approval flow for this expense report, and make any necessary changes. Fix any policy viclations before submitting the request for approval.

Trip Name: | 12-3456 Jane Traveler Test Conference

Type of Traveler: UW Employes v Company Expanses: £0.00 USD
P | £ .
Traveler/ Claimant: Traweler. Jane o] erionsl Expensas $0.00 USD

Reimbursement Amount: $0.00 USD
Personsl Time Taken: Clves ®no *#* Traveler Address Information ***

Personal Time Info:  Personal Time Horne Address (city/state): | Seattle, Wa
Include dates/tirmes of business travel
Duty Station (city/state): Seattle, Wa
Test Conference, Out of State location,
November 1-7, 2008 **% ~heck Delivery Information ***
Purpose of Trip: "
Address Type: O oomestic Fareign & uweox O Wire
In care of:
Street Address/Box No.: LW BOX F ONLY

My Labels: O appl Lee

COMMENTS - ENTIRE EXPENSE REPORT

Comments: l |

ATTACHMENTS - EMTIRE EXPENSE REFPORT

<o
* Enter, review and/or edit traveler information
 Enter additional details in Comments section

e Click Add Attachment to attach relevant E-receipts not
already added at item level 29



art, and make any necessary changes. Fix any policy violations before submitting

£

Company Expenses:
Fersonal Expenses:

Reimbursement Amount:

Home Address (city/state):

Dty Station (city/state):

Address Type:
In care of;

Street Address/Box No.:

$5.00 USD
$0.00 USD
$5.00 USD

*#%% Traveler Address Information *%*

Seattle, WA

Seattle, WA
**%* Check Delivery Information %%

) Domestic lC:}Fuzureign ®uwBox O wire

351117

Click Submit to proceed
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= Create Search Manasges Recant Preferances

ER515: Expenses: 10/21/2008 to 10/21/2008

This request containg arrors. Tou must correct these errors before continuing.

0 Error: Yalue must be set for the following fields: Personal Time, Purpose of Trp

1. Review Errors (if any)
2. Click Prev to access and correct items with errors
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= Create Search Manages Recant Preferances

ER515: Expenses: 10/21/2008 to 10/21/2008

This request has generated warmings; rewview the warnings.

E Alert: Original receipts are required for any expenses over $50. Receipts are required regardless of cost for the following: Hotel or other acommaodation, Final
temired recsipt for car rental, Laundry

e |f noerrors, then review Alerts
e Click Submit to begin approval process

 OR Exit to save, delete, print, or continue with this ER

TIP
- Exit does not submit ER
- Exit allows you to save information entered up to this point

32



w o dhr [H.ﬁ.riha Spend Management l_l - B e = i Page

@ ARIB A" Home | K

Home Procurement T&E Welco

Expense Report Submitted

The expense report has been submitted for approval. You can print or view the status of this request, or create a new one of the same or different type.

ER5156 - Expenses: 10052172008 to 1052172008 has been submitted.

v of this report

» Configure the printing format of this request

# iew the status of vour request
« Add labels to tag this document
# Create the zame type of request

# Return to the Ariba Home Page

After submitting, choose Print
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Report Submitted

nge report
B tpciiardev cac washington. eduBuyorimnder/ 1 RTFPKIZA6IGT - Windows Internot Explater =
— ¢
spenses: 1 & ©F = |W Miscdindend cocmubnghon. sduluyes rondir IIPKIIEET 02|
copy ol this e gt | W hetplfardeva cacmashington.eduuyer render/iRL. | | fi- B - it P
e the prnt — S Sl
e status of y - .
wistotagth]| @ Print '?w Invoice No. ER!
the Sams ty|  pe—
to the Ariba | || S*~ |Optons) |
Approved
- :L:ﬂ| Page Oides ; =
E (&) Front to Back [ $3.00 |
Page | ) Back to Fiont
| | OM
E 1 PagmPashest 1 |v] ! e
P4 [ $3.00 |
i Ente
page
{
i
| B T T T woaat
Dore % Local ntranet * 1004
--
Lok || Coxel |

Choose Landscape format to print ER summary
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B . [ i
Other Ground $0,00 USD
parking $0,00 USD
Registration $0.00 USD
Daily Totals $0.00 USD

Company Paid Expenses
[Mane)

Total Expenses:

Less Company Paid:

Amount Due:

Report Violations

Item Violations

Cornuments

IGELEY

,

By signing this document, I certify, under penalty of perjury, that the
claimed travel expenses were incurred for official university business and

were appropriate in the conduct of this business. The most economical
means available were used to accomplish this business unless personal

safety would have been compromised. I have not received nor will I receive
other reimbursement for these expenses.

Traveler Signature
.

\ /

® Send this signature page to Non-UW travelers by email, fax, or mail.
TIP: By email, click File, Send, Page by Email.

* After obtaining the signature, electronically attach to the ER if possible.

This signature page may also be printed and sent to Travel (if it's not
electronically attached to the ER) with original paper receipts only.
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