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Travel & Expenses

How to Find an Expense Report Number or an Employee ID

Procedure

Occasionally, you will need to look at an Expense Report or look up an Employee ID. You can do that
easily if you know the Expense Report ID Number.

q | H RT Home Worklist Add to Favorites Sign out
Personalize Content | Layout Help
Menu [= -]
Search:

> My Favorites

[ Kansas

- Employee Self-Service
[ Manager Self-Serice
[ Supplier Contracts

[» Customers

[» Products

[ Custorner Gontracts
[ ltems

[ Vendors

> Purchasing

[- ePracurement

[ Services Procurement
[ Sourcing

- Demand Planning

[ Grants

[ Project Costing

[> Travel and Expenses
[ Travel Administration
[> Billing

[» Accounts Receivable
[ Accounts Payahle

[ Asset Management

(- Banking

[> Commitment Contral
[ General Ledger

[> Statutory Reports

[ Set Up Financials/Supply Chain
[ Worklist

[ Tree Manager

[ Reporting Tools

[ PeopleTools

= Chanage My Password
= My Systemn Profile

= My Dictionary

/2 start [/ Employes-fadng regl...

Step Action
1. You will need to go to the Travel and Expenses module.

Click the Travel and Expenses link.
[ Travel and Expenses |

2. SMART opens the Travel and Expenses menu.

Click the Travel and Expense Center link.
!Travel and Expense Center |
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Home Workist Add to Favorites Sign out
d | 1ain 1 ravel and Expenses >

> Supplier Contracts B

[> Customers ﬁ Travel and Expense Center

[> Products

[ Customer Contracts Centralized Travel and Expense Center

[ tems: Expense Report Time Report Travel Authorization

I Vendars Create, modify, print, view and delete an T3 Create, modify, print, view or delete a Time eate, modify, print, view, cancel or delete a

[» Purchasing Expense Report Report Travel Authorization
> eProcurement eate eate
[» Senvices Procurement v v

> Sourcing
[> Demand Planning
[> Grants
1> Project Costing Cash Advance @Forecastﬂme Print Reports
‘@ Create, modify, print, view or delete a Cash €5 Create, modify or view forecast data Print any ane of your expense transactions

[~ Travel and Expenses
[ Approve Transactions
[» Manage Employee
Information
[> Load External Information

Advance = Expense Report

Ba eceipt Form

2 More..
[» Manage Expenses — _
Security = | Review Payments Verify Receipts Other Expense Functions
[ Process Expenses %ﬁ Review history of expense payments ‘4, Confirm that receipts have been received and *ou can view contents in My Wallet, create:

I» Manage Accounting ify receipts match expense report values your own template, or modify an existing
[- Real-Time Analysis =] Payments =| Receipts Received template.

[- Expense Reports =] Validate Aqainst Expenses =]
> Central Entry

~ Travel and Expense Center Travel Services

Review travel reservations, login to travel
[> Travel Administration partner site, change travel password
© Billing =

ations
[+ Accounts Receivable
[ Accounts Payable
[ Asset Management
[> Banking
[> Commitment Control
I General Ledger
[- Statutory Reports
[> Set Up Financials/Supply
Chain
[> Warklist
> Tree Manager
> Reporting Tools
> PeopleTools
= Change My Password
= My System Profile
= Wy Diclionary v

Done & Local intranet v 0w -

Step Actio

3. SMART opens the Travel and Expense Center menu.

Create/Update User Template

Click the Expense Report link.

4. SMART opens the Expense Report menu.

Click the View link.
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q | H RT Home Worklist Add to Favorites Sign out

Search: L) New Window | Help | &

®

I My Favarites Expense Report

[» Kansas Enter any information you have and click Search. Leave fields blank for a list of all values.
[ Employee Self-Service
[ Manager Self-Senvice
[ Supplier Contracts
[> Customers

I Products Search by: ~ | begins with

[> Customer Contracts

[ tems
1> Vendors Search | Advanced Search

> Purchasing
[» eProcurement
[» Services Procurement
> Sourcing
[> Demand Planning
[» Grants
[ Project Costing
[~ Travel and Expenses
(- Approve Transactions
[- Manage Employee
Information
[ Load External Information
[> Manage Expenses
Security
[» Process Expenses
[» Manage Accounting
[» Real-Time Analysis
[» Expense Reporis
[ Central Entry
= Travel and Expense Center
[» Travel Administration
[» Billing
[ Accounts Receivable
[ Accounts Payable
[> Asset Management
[> Banking
> Commitment Control
> General Ledger
[ Statutory Reports
> Set Up Financials/Supply

Chain

== . & Local intranet fa - ®ioow -
Step Action
5. SMART opens the Expense Report page. You can search by several categories. Use the

drop-down menu to see those.

Click the Search by drop-down list.
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q m H RT Home Worklist Add to Favorites Sign out

Search: L) New Window | Help | &

I My Favorites Expense Report
[ Kansas Enter any information you have and click Search. Leave fields blank for a list of all values
[ Employee Self-Service

[» Manager Self-Service Find an Existing Value

[ Supplier Contracts
[> Customers

> Products Search by: |ReportiD | begins with|
[> Customer Contracts Creation Date

[ tems EmplID

[» Vendors Search ﬂNarﬁe

> Purchasing Report Description

[» eProcurement Report ID

[ Senices Procurement

> Sourcing

[> Demand Planning

[» Grants

[ Project Costing
[~ Travel and Expenses
(- Approve Transactions
[- Manage Employee
Information
[ Load External Information
[> Manage Expenses
Security
[» Process Expenses
[» Manage Accounting
[» Real-Time Analysis
[» Expense Reports
[ Central Entry
= Travel and Expense Center
[» Travel Administration
[» Billing
[ Accounts Receivable
[ Accounts Payable
[> Asset Management
[» Banking
> Commitment Control
> General Ledger
[ Statutory Reports
> Set Up Financials/Supply
Chain
[ Worklist -

& Local intranet £ -| ®ioow -

Action

6. In this simulation, you will use the Report ID to look up the Expense Report.
Click the Report ID item drop-down list.

[ReportiD_— |
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q | H RT Home Worklist Add to Favorites Sign out

Search: & New Window | Help | &
[ My Favorites Expense Report
[ Kansas Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Employee Self-Service
> Manager Self-Service
[ Supplier Contracts
[> Customers

I Products Search by: |ReportiD + | begins with

[> Customer Contracts

[ tems
1> Vendors Search | Advanced Search

> Purchasing
[» eProcurement

[» Services Procurement
> Sourcing
[> Demand Planning
[» Grants
[ Project Costing
[~ Travel and Expenses
(- Approve Transactions
[- Manage Employee
Information
[ Load External Information
[> Manage Expenses
Security
[» Process Expenses
[» Manage Accounting
[» Real-Time Analysis
[» Expense Reporis
[ Central Entry
= Travel and Expense Center
[» Travel Administration
[» Billing
[ Accounts Receivable
[ Accounts Payable
[> Asset Management
[> Banking
> Commitment Control
> General Ledger
[ Statutory Reports
> Set Up Financials/Supply
Chain

== . & Local intranet fa - ®ioow -
Step Action
7. The "begins with" field is where you will enter the Report ID for the Expense Report you

want to review.

Enter the desired information into the begins with field. For this simulation, enter
"0000121653".

8. Click the Search button.
Search
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q m H RT Home Worklist Add to Favorites Sign out

G ~ Mew Window | Help | Customize Page | & &
> My Favorites .
I Kansas View Expense Repert
[ Employee Self-Service =
I Manager Self-Senvice Expense Report Detail
1> Supplier Contracts Anthony Smart User Defaults Report ID: 0000121653
[> Customers
> Products ~ General Information
I'z &L‘;‘:m' Contracts Description: AVPN Cutover Comment: Approved by Antnony
I Vendors Business Purpose: Agency Support Activity
[ Purchasing . .
b G T Status: Approved for Payment Reference:
[> Senices Procurement Default Location: In-state & Border City Travel Last Updated: 01/11/2013  By: DADOJXD
[ Sourcing -
1 Demand Planning Post State: Mot Applied
[» Grants
[~ Travel and Expenses - X

[ Approve Transactions Job Title: Address 1:

I Manage Employee Official Station: Address 2:

Information
[> Load External Information City: State: Postal:
[> Manage Expenses
Security
[» Process Expenses il Customize | Find | Vi

[» Manage Accounting
[» Real-Time Analysis
[» Expense Reporis
[ Central Entry

CTET f B erTenEET MEAL-DINNER IS Wakeeney, KS ~|[0111/2013 10.00 |USD Cash
';;:;‘I‘fgm‘""‘”'f“’a“”" MEALS - 18 Dighton, KS =1|011112013 11.00/USD  |Cash
1> Accounts Receivable
[> Accounts Payable
- Asset Management Employee Expenses: 21.00 USD Due Employee: 21.00 USD
[> Banking Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
> Conmitment Control ~— | Prepaid Expenses: 0.00 USD
- General Ledger Employee Credits: 0.00 USD
[> Statutory Reports Vendor Credits: 0.00 USD
[ Set Up Financials/Supply Cash Advances Applied: 0.00 USD
Chain 1 v
[ Workdist el | 3
Done & Local intranet £ -| ®ioow -

Step Action

9. SMART opens the Expense Report Detail page for the Report ID number you entered.
(Confirm that the correct employee is hamed.)

To find the employee's ID number, scroll to the bottom of the page.

Click the scrollbar.

10. You will see a couple of buttons on the bottom of the page.

Click the Return to Search button.
L\ Return to Search

11. SMART returns to the Expense Report Search Page. The name of the employee
associated with the Expense Report appears here, with the employee's ID number.

12. You can also use this page to find an employee by name.

Click the Search by drop-down list.

W

13. Click the Name item from the drop-down list.

14. Click in the begins with field.
|
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GIMART
[T —

Worklist Add to Favorites

Sonrcht & New Window | Help | B
[> My Favorites Expense Report
[ Kansas Enter any information you have and click Search. Leave fields blank for a list of all values.

> Employee Sel-Service
I Manager Self-Service
> Supplier Contracts
[» Customers
I Products Searchby: [Neme v|begins win|
[> Customer Contracis
I ltems [ case Sensitive
> Vendors
I Purchasing Search | advanced Search
[> eProcurement
[> Senices Procurement
> Sourcing
[> Demand Planning
[> Grants
[ Project Costing
-~ Travel and Expenses
[+ Approve Transactions
[» Manage Employee
Information

[- Load External Information
[» Manage Expenses
Security
[ Process Expenses
[ Manage Accounting
[- Real-Time Analysis
[ Expense Reports
[> Central Entry
= Travel and Expense Center
[> Travel Administration
I* Billing
[» Accounts Receivable
[ Accounts Payable
[ Asset Management
> Banking
[ Commitment Control
> General Ledger
[ Statutory Reports
I Set Up Financials/Supply
Chain

[> Worklist v
Done % Lacal ntranst v Wo0n v
Step Action
15. If you know the employee's last name--in this case, "Smart"--you can enter it here. You

can also use the "%" sign as a wild card character if you are unsure of the spelling. For
example, in the case of "SMART," you might be unsure of how to spell the name after S-
M. You could enter as much as you know, then add the % sign: Sm%. SMART will return a
list of all the names that begin with "Sm."

For this simulation, assume that you know the correct spelling of the employee's last name
is "S-M-A-R-T."
Enter the desired information into the begins with field. For this simulation, enter "Smart".

16. Click the Search button.
Search
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q m H RT Home Worklist Add to Favorites Sign out

Search: & New Window | Help | &
I My Favorites Expense Report

[ Kansas Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Employee Self-Service

I Manager Self-Senvice Find an Existing Value

[ Supplier Contracts
[> Customers

I Products Search by: |Name | begins with [Smart
[> Customer Contracts [ case Sensitive

[ tems

[> Vendors
[ Purchasing Search | Advanced Search
[» eProcurement

[» Services Procurement

I Sourcing Search Results

[> Demand Planning View All First [4] 1-30f3 [}] Last]

l; Srﬂm; Gost [Report D |Report Description _____|EmpliD [Report Status [Creation Date
e SMART.RYAN PRESTON 0000029079 1128-2332 WINTER SNOW STORM K0000215724 Paid 02M4/2011

= Travel and Expenses

> Approve Transactions Smart Anthon 0000121654 Travel on 01/07-10/13 K0000220288 Submitted  01/11/2013
[- Manage Employee Smart Anthany 0000121653 AVPN Cutover K0000220288 Approved 0111/2013
Information

[ Load External Information
[> Manage Expenses
Security
[» Process Expenses
[» Manage Accounting
[» Real-Time Analysis
[» Expense Reporis
[ Central Entry
= Travel and Expense Center
[» Travel Administration
[» Billing
[ Accounts Receivable
[ Accounts Payable
[> Asset Management
[» Banking
> Commitment Control
> General Ledger
[ Statutory Reports
> Set Up Financials/Supply

Chain
[ Waorklist

- eankhel
€ a B &)08 9, s44am

Step Action

17. Review the listed reports. To open an expense report, click on the employee's name just
to the left of the report you want to review.

For this simulation, assume you need to review the APVN Cutover travel report. The
employee's name, just to the left of the Report ID number, is a hyperlink to the report.

Click the Employee Name link.
|Smart.ﬂxnthnny
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q | H RT Home Worklist Add to Favorites Sign out

G ~ Mew Window | Help | Customize Page | & &
> My Favorites .
I Kansas View Expense Report
[ Employee Self-Service i
[ Manager Self-Senvice Expense Report Detail
1> Supplier Contracts Anthony Smart User Defaults Report ID: 0000121653
[> Customers
> Products ~ General Information
I'z &L‘;‘:m' Contracts Description: AVPN Cutover Comment: Approved by Antnony
I Vendors Business Purpose: Agency Support Activity
[ Purchasing . .
b & Tre e Status: Approved for Payment Reference:
[» Senices Procurement Default Location: In-state & Border City Travel Last Updated: 01/11/2013  By: DADOJXD
[ Sourcing -
1 Demand Planning Post State: Mot Applied
[» Grants
[~ Travel and Expenses - " X

> Approve Transactions Job Title: Senior Administrative Asst Address 1: 3519 SW 20th

I Manage Employee Official Station: Landon State Office Building ~ Address 2:

Information
- Load External Information city: Lawrence State:  KS Postal: 66253
[> Manage Expenses
Security

[» Process Expenses
[» Manage Accounting
[» Real-Time Analysis

[» Expense Reporis *Currency |*Payment Type
[ Central Entry

= Travel and Expense Center CEReILIER B Wakeeney, KS ~1|0111/2013 10,00 USD Cash

Customize | Find

';;:;‘I‘fg"“‘""‘”'s“a“”" MEALS - 18 Dighton, KS S|l ATRRT-!EE] 1100/USD  Cash
I> Accounts Receivable
[ Accounts Payable
[ Asset Management Employee Expenses: 21.00 USD Due Employee: 21.00 USD
[ Banking Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
[> Comnmitment Control ~— | Prepaid Expenses: 0.00 USD
- General Ledger Employee Credits: 0.00 USD
[ Statutory Reports Vendor Credits: 0.00 UsSD
[ Set Up Financials/Supply Cash Advances Applied: 0.00 USD
Chain 1 ~|
[» Waorklist v|< | S
Done & Local intranet S v 0w -

Step Action

18. Note that part of the expense report is off-screen to the right. If needed, use the horizontal
scroll bar at the bottom of the screen to scroll to the right and view the additional
information listed in the report.

Click the bottom scrollbar.
19. AWESOME!

You can find an Expense Report number or an Employee ID number.

End of Procedure.
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