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Overview:
	
When adding an expense report/ER or a travel authorization/TA, each expense line requires selection of an Expense Type and a Payment Type.  A cash advance/CA does not use expense types and payment types.

The correct Account in the Accounting Details-Chartfields is populated based on the Expense Type selected.  Changing the Account will cause an Expense Type-Payment Type mismatch.

For an ER, EXACCRUAL accounting entries are created based on the Expense Type and Payment Type selected. The Expense Type determines the Account that is debited/a positive amount and the Payment Type determines the Account that is credited/a negative amount.   
Expense types may be prepaid or regular.

· A prepaid Expense Type literally starts with the word PREPAID.  For example, PREPAID LODGING and PREPAID FUEL.  Use a prepaid Expense Type if the employee should not be reimbursed for the expense.

· A regular Expense Type is an Expense Type that does not literally start with the word PREPAID.  For example, MEALS AND INCIDENTAL EXPENSES and PARKING. Use a regular Expense Type if the employee should be reimbursed for the expense. 



Payment types may be prepaid or regular.

· A prepaid Payment Type is any Payment Type other than Cash.  For example, Direct Bill, PCard, and State Agency Credit Card.  Use a prepaid Payment Type if the employee should not be reimbursed for the expense.

· The only regular Payment Type is Cash.  Use a regular Payment Type if the employee should be reimbursed for the expense. 





·  


For each line on an ER or TA, the Expense Type and Payment Type should match:

· A line with a prepaid Expense Type should be matched with a prepaid Payment Type.  

· A line with a regular Expense Type should be matched with a regular Payment Type.


	
Overview:
(cont’d)
	

What if the Expense Type and Payment Type do not match (is a mismatch)?

If an Expense Type and a Payment Type do not match, the EXACCRUAL
accounting entries will be incorrect and will result in a debit or credit balance in the General Ledger module/GL for account 140300-prepaid expenses.  Any balance in account 140300 must be corrected to a $0.00 balance.

Even though EXACCRUAL accounting entries are not created for TAs (only commitment control/KK entries are created), if a TA has an Expense Type-Payment Type mismatch, the mismatch will copy over to the ER.

Account 140300 balances are reviewed by the Office of Accounts and Reports/OAR who notifies an agency if they have a balance via a ManageEngine/Service Desk ticket.  However, if an agency if aware they have an account 140300 balance, they do not have to wait on OAR to notify them before correcting the balance.

The correction for an Expense Type and Payment Type mismatch is made via a journal expense report/J-ER in the Expenses module/EX.  See job aid titled Add a Journal Expense Report on SMART Web for additional detail.

Examples of accounting entries, including common Expense Type and Payment Type mismatches resulting from various Expense Type and Payment Type combinations, follow in this job aid.

If you need assistance correcting an Expense Type-Payment Type mismatch, 
submit a ManageEngine/Service Desk ticket.









































This job aid replaces the following job aids which have been removed from SMART Web:
· Correcting Paid Expense Reports When Prepaid Issues Exist
· Expense Types and Payment Types








	
Security:
	
Role:  Only individuals with the following role can view accounting entries:

· Agency T&E Maintainer (KAP_Agy_T_E_Maintainer)

Only individuals with the following role can add a J-ER:

· Agency T&E Maintainer (KAP_Agy_T_E_Maintainer)

BU:  Agencies can only view accounting entries associated to their agency business unit. 
 

Agencies can only add J-ERs for employees of their agency business unit.  

If the employee transfers to another State agency, the prior agency is unable to add
a J-ER for the employee.  If the employee does not transfer to another State agency,
the agency is able to add a J-ER for the employee. 


	
Navigation:

	
Navigation to view ER accounting entries:  Expenses > EX Accounting > Expense Report Acctg Entries.


	
Example 1 – ER line with a prepaid Expense Type and prepaid Payment Type – a match 

The Expense Type and the Payment Type were correctly selected.

ER line: 
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EXACCRUAL accounting entries:

Note: EXPAYMENT accounting entries are not created for prepaid payment types.
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Because the Expense Type selected was PREPAID LODGING, the debit is to account 140300-Prepaid Expenses, the same as it would be for any prepaid Expense Type.  

Because the Payment Type selected was PCard, the credit is to account 140300, the same as it would be for any prepaid Payment Type.  

Because the Payment Type selected was a prepaid Payment Type, the employee was correctly not 
reimbursed for the expense.

For account 140300, the debit and credit accounting entries net to $0.00 so the balance is not affected.   


	
Example 1 – ER line with a prepaid Expense Type and prepaid Payment Type – a match (cont’d)

The Expense Type and the Payment Type were correctly selected.

The expense will be recorded in the Accounts Payable module/AP when the voucher to pay for the Direct Bill, PCard, or State Agency Credit Card is posted.  AP Accrual accounting entries are created in AP during nightly batch.  

The payment will be recorded in AP when the voucher for the Direct Bill, PCard, or State Agency Credit 
Card is paid.  AP Payments accounting entries are created in AP during nightly batch.  





	
Example 2 – ER line with a regular Expense Type and a regular Payment Type – a match

The Expense Type and the Payment Type were correctly selected.

ER line: 
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EXACCRUAL accounting entries:
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Because the Expense Type selected was MEALS AND INCIDENTAL EXPENSES, the debit is to account 525580-meals and lodging.  

Because the Payment Type selected was Cash, the credit is to account 220110-accrued expenses payable, the same as it would be for any regular Payment Type. 

Because the Payment Type selected was a regular Payment Type (Cash is the only regular Payment Type), the employee was correctly reimbursed for the expense.


	
Example 2 – ER line with a regular Expense Type and regular Payment Type – a match (cont’d)

The Expense Type and the Payment Type were correctly selected.

EXPAYMENT accounting entries:
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For account 140300, there are no accounting entries that affect the balance.

The expense is recorded in EX when the ER is in Approved for Payment status, the same as it would be for any regular Expense Type.  EXACCRUAL accounting entries are created in EX during nightly batch.  

The payment is recorded in EX when the ER is in Paid status, the same as it would be for any regular 
Payment Type.  EXPAYMENT accounting entries are created in EX during nightly batch. 





	
Example 3 – ER line with a regular Expense Type and a prepaid Payment Type – a mismatch

The Expense Type selected was a regular type and should have been a prepaid type, the Payment Type
was correctly selected.

ER line:
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EXACCRUAL accounting entries:

Note: EXPAYMENT accounting entries are not created for prepaid payment types.

[image: C:\Users\vhemmen\AppData\Local\Temp\SNAGHTML4507833.PNG]
[image: ]

Because the Expense Type selected was KTAG TOLL, the debit is to account 525590-non subsistence.

Because the Payment Type selected was Pcard, the credit is to account 140300, the same as it would be for 
any prepaid Payment Type.  

Because the Payment Type selected was a prepaid Payment Type, the employee was correctly not 
reimbursed for the expense.

For account 140300, the accounting entries result in a $1.00 credit balance that must be corrected to a $0.00 balance via a J-ER in EX. 

The J-ER should debit account 140300 and credit the expense account in the accounting entries (in this example, account 525590) to reverse the incorrect entries.  The account 140300 balance will be corrected to $0.00 when the J-ER posts to GL during nightly batch.


	
Example 3 – ER line with a regular Expense Type and a prepaid Payment Type – a mismatch (cont’d)

The Expense Type selected was a regular type and should have been a prepaid type, the Payment Type
was correctly selected.

The expense will be recorded in the Accounts Payable module/AP when the voucher to pay for the Direct Bill, PCard, or State Agency Credit Card is posted.  AP Accrual accounting entries are created in AP during nightly batch.  

The payment will be recorded in AP when the voucher for the Direct Bill, PCard, or State Agency Credit
Card is paid.  AP Payments accounting entries are created in AP during nightly batch.  





	
Example 4 – ER line with a regular Expense Type and a prepaid Payment Type – a mismatch

The Expense Type was correctly selected, the Payment Type selected was a prepaid type and should
have been a regular type.

ER line:
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EXACCRUAL accounting entries:

Note: EXPAYMENT accounting entries are not created for prepaid payment types.
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Because the Expense Type selected was MEALS AND INCIDENTAL EXPENSES, the debit is to account 525580-meals and lodging.

Because the Payment Type selected was Direct Bill, the credit is to account 140300, the same as it would
be for any prepaid Payment Type.  

Because the Payment Type selected was a prepaid Payment Type, the employee was incorrectly not reimbursed for the expense—the employee was underpaid.  The Payment Type should have been Cash. 

For account 140300, the accounting entries result in a $56.10 credit balance that must be corrected to a $0.00 balance via a J-ER in EX. 


	
Example 4 – ER line with a regular Expense Type and a prepaid Payment Type – a mismatch (cont’d)

The Expense Type was correctly selected, the Payment Type selected was a prepaid type and should
have been a regular type.

The J-ER should debit account 140300 and credit the expense account in the EXACCRUAL accounting 
entries (in this example, account 525580) to reverse the incorrect entries.  The account 140300 balance will be corrected to $0.00 when the J-ER posts to GL during nightly batch.  

To correct the underpayment to the employee, the employee must be reimbursed the underpaid 
amount on another ER.

When the employee is reimbursed the underpaid amount on another ER, the expense will be recorded in EX when the ER is in Approved for Payment status, the same as it would be for any regular Expense Type.  EXACCRUAL accounting entries will be created in EX during nightly batch.  

When the employee is reimbursed the underpaid amount on another ER, the payment will be recorded in EX when the ER is in Paid status, the same as it would be for any regular Payment Type.  EXPAYMENT accounting entries will be created in EX during nightly batch.  





	
Example 5 – ER line with a prepaid Expense Type and a regular Payment Type – a mismatch

The Expense Type selected was a prepaid type and should have been a regular type, the Payment Type
was correctly selected.

ER line:
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EXACCRUAL accounting entries:

[image: ]

Because the Expense Type selected was PREPAID CONF REGISTRATION, the debits are to account 
140300, the same as it would be for any prepaid Expense Type. 

Because the Payment Type selected was Cash, the credits are to account 220110, the same as they would be for any regular Payment Type. 
  
Because the Payment Type was a regular Payment Type (Cash is the only regular Payment Type), the employee was correctly reimbursed for the expense.


	
Example 5 – ER line with a prepaid Expense Type and a regular Payment Type – a mismatch (cont’d)

The Expense Type selected was a prepaid type and should have been a regular type, the Payment Type
was correctly selected.

EXPAYMENT accounting entries:
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For account 140300, the EXACCRUAL accounting entries result in a $150.00 debit balance that must be corrected to a $0.00 balance via a J-ER in EX.

The J-ER should credit account 140300 and debit the expense account that should have been debited in the
ER (in this example, account 526610-conference registration).  The account 140300 balance will be
corrected to $0.00 when the J-ER posts to GL during nightly batch.   

The expense is recorded in EX when the J-ER is submitted for posting. J-ER EXACCRUAL accounting entries are created in EX during nightly batch.

The payment was recorded in the EX module when the ER was in Paid status, the same as it would be for any regular Payment Type.  EXPAYMENT accounting entries are created in EX during nightly batch. 


	
Example 6 – ER line with a prepaid Expense Type and a regular Payment Type – a mismatch

The Expense Type was correctly selected, the Payment Type selected was a regular type and should have 
been a prepaid type.

ER line:
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EXACCRUAL accounting entries:
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Because the Expense Type selected was PREPAID LODGING, the debit is to account 140300, the same as
it would be for any prepaid Expense Type. 

Because the Payment Type selected was Cash, the credit is to account 220110, the same as it would be for any regular Payment Type. 

Because the Payment Type selected was a regular Payment Type, the employee was incorrectly reimbursed for the expense—the employee was overpaid.  The Payment Type should have been Direct Bill, Pcard, or State Agency Credit Card.  


	
Example 6 – ER line with a prepaid Expense Type and a regular Payment Type – a mismatch (cont’d)

The Expense Type was correctly selected, the Payment Type selected was a regular type and should have 
been a prepaid type.

EXPAYMENT accounting entries:
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For account 140300, the EXACCRUAL accounting entries result in a $132.24 debit balance that must be corrected to a $0.00 balance via a deposit of the overpaid amount in the Accounts Receivable module/AR or
a reduction of prepaid expenses on a future ER.  

To correct the overpayment to the employee, the employee must pay back the overpaid amount or reimbursement must be reduced for the overpaid amount on a future ER.  The latter option should not 
be used if the overpayment and the reimbursement reduction would not post to GL in the same fiscal year.  

If the employee pays back the overpaid amount, the deposit should credit account 140300.  Once the deposit
is approved by the State Treasurer’s Office and posted to the GL during nightly batch, the account 140300 balance will be corrected to $0.00.

If the reimbursement is reduced on a future ER for the employee, the reduction in the prepaid expense will be recorded in AP.  It will be recorded when the voucher to pay for the Direct Bill, PCard, or State Agency
Credit Card is posted.  AP Accrual accounting entries are created in AP during nightly batch. 

The payment will be recorded in AP when the voucher for the Direct Bill, PCard, or State Agency Credit
Card is paid.  AP Payments accounting entries are created in AP during nightly batch.  
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