Unanet — Expense Reimbursement
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In order to enter an expense report, you simply click on the +Expense link. Prior to doing so, you will need an

assignment to the project / cost center you plan on charging your reimbursement to — similar to charging time.

Once you click on the +Expense link an expense report will be created as follows:

Log Out
Preferences

Home | Project | People | Forecast | Time | Expense | Billing | Admin | Reports

List My Projects Imported

_? Expense - Create Expense Report

Management Information Systems (MIS)

Purpose
Location

Project TaskAllocation (%)
1. % &&" [ADD ACCOUNT ~][=][100

[ 100

Purpose (required):
If you are filling out a request for payment (RFP), the purpose field would be a description of the items purchased.
If this is a travel reimbursement (TEV), the purpose field would describe the purpose of your trip.

Location (required):

For a RFP — the location field should contain the vendor or store where you purchased the items.
For a TEV — the location field should indicate the location and dates of travel.

Location will be extracted as part of the description of the item and will appear in the FSRs.
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Project Task Allocation (%)

1. X & [mis 57170[¥] [[¥] [100

- oo \

The expense can be charged to multiple projects / cost centers as indicated in the project / allocation area. If you are

charging your reimbursement to one cost center or project, you must find that account in the drop down list of accounts
you have been assigned. To find the list of your assigned accounts, click on the drop down arrow as indicated. If you are
unsure of the account to charge, choose “ADD ACCOUNT” - your department AP or other approver will have to choose
an account to charge. Final processing CANNOT occur with ‘ADD ACCOUNT’ as a project.

Project Task Allocation (%)
1. X ¢ DI [1o0
== | A0P&E 42023011 T —
|1 a+ | APO 57580 100
BIO 13020300
BIO 13020801

[ BID 27005255
BID 53010

FIM 57040
G&G 16485500
G&G 53030
MC&G 18020500
MC&G 53020
MC&G 85701700

G _
PO 10752705
PO 53050

PO 80206000
PO 85588100

Once you have found the correct account, highlight it and it will be brought back to the expense request.
If you are charging multiple accounts, you must indicate the correct allocation as well.

Project Task Allocation (%)
1. X & [mis 57170 MM E
|1 o 100

To add another line for additional accounts you may put the number of additional lines you need to add in the
appropriate box, and click the arrow to add that number of rows to the expense request.

/ - - Project Task Allocation (%)
Project _ ask Allocation (%) 1] o [5 orivd Sl
1. xﬂlMIS 571 |5U| 2. % ¢ [aDD AccONT [~][[¥]]o
|3_¢ = 00 3 X g [ADDACCOUNT [+][[~][o
™

4 % g« [ADD ACCOUNT [~][T¥][o

—a —

As a result, 3 additional lines were added to allow you to designate how your request should be allocated.
If you added too many lines, you can always delete a line after you are finished assigning which percentage should be
charged to each account.

Project TaskAllocation (%)
1. X & [mis 57170 V][¥][s0
2. X & [PROC 57040 [~][25
3. ¥ " [MC8G 85701700 [v][[~][25
X ¢ [aDD ACCOUNT [v][[¥][o
3 100

Clicking on the X will delete the row. E| ‘E|
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Once you have finished filling out the purpose, location and accounts, click the Save button. A voucher number is
assigned once you save the request and a status of ‘INUSE’ is set.
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Once you have saved the request, you can enter additional information by clicking the Details button. The following
page appears:

Details for FLAHERTY, KAREN E, - Windows Internet Explorer
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ﬁ Expense - Expense Report Details for FLAHERTY, KAREN E.
—h-

Management Information Systems (MIS) Expense Voucher: 4
Furpose: Registraton for AGU Conference Status: NUSE
Locavon: SFO
Project # Project Task Allocation Default Project Type
& 1 MISST170 0% COSTCTR
L 2 PROC 57040 25% COSTCIR
d" 3 MCAG B5T01700 5% PROJECT
Ameunt Paymant Charge To Project
Date Expenss Type (USD) __ Methoa Project Type
XKE@P 1 Al = | T [Fiscation ] [etaul <
1 of Total Expanses: |0 00
{-) Company Paid: |0 00
{-] Advances: |0 00
Cash Returned: |0.00
Total Reimbursement: |00
Wizard Summary Comments
Save Submit Preview Allocate Purpose Threshold Import Artach

As you can see, Purpose, Location and Account allocation have all been brought forward to the details section of your

report. You may also notice the expense voucher number (4) has also been assigned and is noted in the upper right
hand corner of the screen.

Entering detail for your reimbursement is the next step in completing your request.

First field is self-explanatory: Date — should reflect date of travel or date of purchase. This date should be within the
period of performance of your selected project. Otherwise, the system will give you an error when the request is saved.
If you are unsure of the valid dates for the account, simply click on the eyeglasses next to the account in question and a
quick view of the account will be presented.
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& v9.5.25 Projects — View for ADD ACCOUNT - Windo _ ol x|

_“ Projects — View for ADD ACCOUNT

Project Code:
Project Organization:
Project Title:
Comment:

Project Manager:
Project Lead:
Project Type:

Project Information
ACCOUNT
ADD
Account for Expenses
Mo time allowed. Expenses only allowed to route from end
user to approver. MO allocation should hit this account.
FLAHERTY, KAREN E_(kflaherty)

Cost Center

Project Status: Active
Project Begin Date: 1/1/2015
Project End Date: 12/31/2015

| Close o

Once you're done looking at the account synopsis, simply close the window by clicking the Close button.
After the date has been entered, you must choose an expense type. There is a list of valid options to choose from:

g Expense — Expense Report Details for FLAHERTY, KAREN E.
-

Management Information Systems (MIS)

Purpose: purpose
Location: location
Project # Project Task Allocation Default Project Type
& 1. MIS 57170 Management Infomation System 50% | COST CTR
& 2 ADD ACCOUNT 50% COST CTR
Expense Wizard - REGISTRATION
Amount  Payment Charge To . R
Date Expense Type (USD) Method Project * Receipt is required.
1. [er52015 DOMESTIC PARKING 0.00 <] [Aliocation [~ i ided: |i[]
X@Z 1 | SOMESTIC TRANSPORTATION o I ] Receipt Provided: |i[ ]
1 o8 FOOD/BEVERAGES If Not Provided, Why: ||

FOREIGN AIR
FOREIGN AIRLINE CHANGE FEE Vendor Name: ||
FOREIGN BAGGAGE FEE
FOREIGN CAR RENTAL Expense Amount: | [0.00
FOREIGN GAS
FOREIGN LODGING currency Used: | [USD - (US Dollar)
FOREIGN MEALS
FOREIGN TRANSPORTATION Exchange Rate to USD: | |1.000000
MEALS-HOSTED

Wizard Summary MEDICAL USD Amount: |0.00
MEMBERSHIP FEE
ME_ACTUALS Comments:
ME_PER_DIEM
MILEAGE RATE
MISCELLANEOUS
OUTSIDE CALIBRATION SERVICES
OUTSIDE SERVICES

| save || submit | | Preview|PUBLICATION 7 | import | | Attach
PUBLICATIONS
REGISTRATION s cancel

et RELOCATION | FLAHERTY (kflaherly) ave || Gancel |

Choose your expense type by highlighting the appropriate line. Once you click into the Amount field, a wizard will
appear. The wizard will typically appear if a receipt is required; otherwise you can simply add the expense amount and
continue along.

As indicated in red — a receipt is required for registration. You must attach a receipt for this expense (either scanning or
uploading a picture, etc.). By checking the ‘receipt provided’ box, you are indicating that you have the receipt and will
attach it to the request. If you do not have a receipt, you must document why there is no receipt. This will then be
approved by a manager as part of the approval process. Original receipts must be retained for 1 year for audit purposes.
Vendor Name: can be filled out but is not required.

Expense Amount: is required and should be the amount you are requesting for reimbursement.

Currency Used: will default to USD. Not used at this time.

Exchange Rate to USD: not used at this time.

Comments: may be entered if you wish to provide additional information.

Click the Save button to save this line to your request.
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ﬁ Expense - Expense Report Details for FLAHERTY, KAREN E.
5

Expanse Voucher: 4
Status: MUSE

Management Information Systems (MIS]
Purpose: Registration for AGU Conference
Location: SFQ

Project @ Project Task Allocation Default Froject Type

" 1. MIS 57170 50% COSTCTR
Lo 2 PROC 57040 25% COSTCTR
L 3. MCAG B5T01700 25% PROJECT
Amount Payment Gharge To
Date Expense Type {usD) Method Project
HKES 1 [insems | [RECISTRATION = ET [aocation[w
- Company Paid
]'. 2 Total E:cums:i.fs:' 00| Corp. Card

Empioyes
{+) Company Pasa: i 00 s
(-} Advances: [1 00
Cash Returned: 1 00
Total Relmbursement: [ /20 00
Commants

Upcoming Conference in San
Francisco

‘Wizard Summary
Vendar Amencan Geophyscal
junion

Receipt Pravigen

Save Submit Proview Allocate Threshold Impart Attach

Once you return to the request, you can see the Wizard Summary includes information regarding the data input into the
wizard. Any comment you entered will be reflected on the request.

Payment Method: Two valid choices are Corp Card and Employee. If you charged this expense to your credit card (Visa)

and you want reimbursement sent to JPMC then you would choose Corp Card. If the reimbursement should be paid
directly to you, choose employee.

ﬁ Expense - Expense Report Details for FLAHERTY, KAREN E.

Management Information Systems (MIS)
Purpese: Registration for AGU conference
Location: SFO 6/15/15 t0 6/21/15

Project # Project Task Allocation Default Project Type

&’ 1. MIS 57170 Management Infomation System
& 2. FIN 57040 Procurement Office
& 3. PO 85988100 INDIAN OCEAN TRACERS & CARBONO

50% COST CTR
25% COST CTR
25% PROJECT

Amount Payment Charge To
Date Expense Type (UsD) Method Project
KPS 1.[6r52015 | =] [REGISTRATION [~][r50.00 [Corp Cara[~] I
1.
1 "= Total Expenses: [750.00 S
(-) Company Paid: [0.00 .
(-) Advances: [0.00
Cash Returned: |0 00
Total Reimbursement: |750 00
Wizard Summary Comments
Vendor: American Geophysical
Receipt Provided
| save H Submit H Preview H Allocate H Purpose H Threshold ‘ ‘ Import H Attach |

Charge to Project: Since this request has multiple accounts, you may allocate this charge according to the breakdown
provided or to one account. If this expense is to be charged to 57040 (in this example) then you would choose nhumber 2
since it is the second account in your list. If the registration fee is to be allocated to all three accounts, you would
choose ‘Allocation’ and the expense will be allocated to all three accounts indicated (50% to 57170, 25% to 57040, 25%
to 85988100).

Unanet Expenses http://www.whoi.edu/procurement/ap-travel 5



http://www.whoi.edu/procurement/ap-travel

Amount Payment Charge To
Date Expense Type (UsSD) Method Project

X (B4 1[zi02015 —{[REGISTRATION  [V][75000 |Employee  [w][3.

|1_ 2 Total Expenses: W
() Company Paid:[0.00

(-) Advances: W

Cash Returned: W

Total Reimbursement:[750 00

To add another line onto your reimbursement request, you can enter the number of lines you’d like to add and click the
‘add rows’ button. As lines are added, the total reimbursement amount will calculate for you. Once saved, the report
will be sorted by transaction date.

Amount Payment Charge To
Date Expense Type (UsD) Method Project
X (B4 1[i2102014 -] [REGSTRATION  [V][75000 |[Empioyee | ~][3. T~
K AS 212102014 7| [PARKING [V][15000 [Corp. Card [v][allocation[~]|
X35 3121102014 | [MILEAGE [V][es50  [Employee  [v][allocation[¥]| Be sure to include any MA sales tax
K [Hp alus01s  T][mSCELLANEOUS — [w[[4494  [Corp Card  [w][2. ~| teli Thi ilb
x ‘ﬁ' 5.|UB:’2015 jITAX |2.81 |C0rp, Card IE' ’/ on a Sepal’a e line. IS WI e
X [z 6 [1212015 ] [ME_ACTUALS [V][zz86 [com card [v][1. ~| applied to cost center 90000 and is
|1 e Total Expenses: [1056.11 done du”ng export.
Company Paid:[0.00
) A :
Cash Returned: [0.00
Total Reimbursement: [1056.11
Wizard Summary comments If you have similar lines on your expense
report, you can click on the ‘copy’ feature to
copy one line to another.
Save || Submit ‘ | Preview | ‘ Allocate | ‘ Purpose | ‘ Threshold | ‘ Import ‘ | Attach

If you are paying your cash advance fees, the fee will automatically be charged to 57040 regardless of the project or cost
center you’ve chosen on the purpose page. You simply choose the cash advance fee expense type as shown below:

Information Services (IS)
Purpose: Cash Advance Payment
Location: Cash Adv Fee

Project # Project Task Allocation Default Project Type
&’ 1. APOSPONRES 85946300 NSF REU: 2017-2018 (1) 100% PROJECT

Amount Payment

Date Expense Type (USD) Method
)( Ijj » 1.6/26/2017 j CASH ADV FEE (57040) ¥ 325 Corp. Card ¥
1 o Total Expenses: 3.25

() Non Reimbursable: 0.00
(=) Advances: 0.00
Cash Returned: 0.00

Total Reimbursement: 3.25

Once your expense report is complete, you are ready to ‘submit’. Clicking on the submit button will forward your
request to the appropriate approver for review. Other options follow:
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Save: Will save your expense request for editing/submission at a later date.

Submit: Completes your entry and routes expense request for approval.

Preview: Allows you to see the expense request in compact format.

Allocate: If there are multiple projects on your expense, this option will show you how much of each expense has been
allocated to each project or cost center.

Purpose: Will bring you back to the ‘purpose’ page where you entered your purpose, location/dates, and project
numbers. If you need to change the purpose, location/dates or accounting, you would need to edit those fields on the
purpose page.

Threshold: We are not limiting expense types to a certain dollar amount. If we were using this option, you would see
what the allowable amount was for each expense type.

Import: Will bring you to imported expenses from JPMC (covered in detail on pages 12 and 13).

Attach: Clicking this button walks you through attaching receipts (covered in detail on page 11).

SUBMITTING YOUR REQUEST

Once you click on the submit button the ‘stored procedure’ will check to make sure receipts (if required) are attached.

g Expense - Expense Report Details for FLAHERTY. KAREN E

Managemant intormation Systems (MIS) Expense Voucher: 110
Purpose: Trave 1o méet win DOA status: RLSE
Location: Wisconsn

Project 8 Praject Task Aliocation Defauft Praject Typs
" 1 WS 5T170 Management Infomation System 100% COST CTR

Amount  Payment
Cate Expense Type (LD} Method

5 —f[PovESTIC AR =lfesoc0 [Gomp Candlw]
= [BoMESTIC PARKNG. >
[ _acTuas ~

|Sorp Cara[w]

[Emproyes [we]

Cash Rutumae: [0

Total Resmbursement:[1170 00

Wizard Summany Commants

Save | Submit | Preview || Allocate | | Purpose | Threshold | | import | | Amach

£ FLAMURTY (elsharty)

If you have forgotten to attach a receipt, you will be prompted to do so.

g Expense — Expense Report Details for FLAHERTY, KAREN E. (kflaherty)
-

Your expense report CANNOT be submitted.

Receipts are required for this expense report. Please attach receipt(s).

[

You can ‘edit’ the request and go back to attach your receipts.

Once you've successfully ‘submitted’ your request —a summary will appear as follows:
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_? EXPEHSE — Expanse Repon Detalls for FLAHERTY, KAREN E. (kflaharty) = Print Friend

Expense Voucher: 119
Status: SUBMITTE:

Management Infermation Systems (MIS)
Purpose: Travel C
Atachments are available for this vouchs

Location: Wistonsn

Project # Project Task Allocation Default Project Type

1 MIS ST170 Managemen! infomaton System 00% | COST CTR
Amount | Payment | Project
Cate Expense Type {USD) | Metnod Type Comments

1| M215 | DOMESTIC AR 285000 | Corp Card | COST CTR | Vendor Deka Receipt Provided Deparure: BOS Amial WIS Departrs Diate: 27202015 Retuen Date: 2252015 Ticket Number 54167654
2 | %2/2015 | DOMESTIC PARKING | $150.00 | Corp. Card | COST CTR | Vendor. Logan Arport Rieceipt Frovided

3 | W15 | MIE_ACTUALS 557000 | Employee | COST CTR | Vandor Muhiple Receipt Mot Provided ot excesding allowable sxpense 10 days per dism

Total Expenses: | $1.37000 | UsD

{+) Company Faid: $0.00 | UsD

<} Advances: | 5000 | USD

Cash Returned: S0.00 | USD

Total Retmbursement | $1.370.0¢ | UsD

w Approval Histery

By [For) Role Project Status Comments
KAREN E. FLAHERTY Expense User NUSE 462015 1202 PM
KAREN E_ FLAHERTY Expense User SUBMITTED GH/RME 12 14 PM

w Aftachments

|File Name | Created
o | CC Bagel JPG(6ANZ015 1214 PM

Eait Allocate Copy To Report Ceopy Te Request

Status has changed from ‘INUSE’ to ‘SUBMITTED’. The approval process has now been initiated. This does not mean
that you cannot ‘edit’ your request. You can click on the ‘edit’ button should you need to change your request in any
way. You can also edit the request from your dashboard.

EDITING YOUR REQUEST

You can save/edit the request as much as you’d like. The request will stay on your expense dashboard until you submit
it. The status will indicate whether the request is still ‘in use’ or has been ‘submitted’.

5 Expense — Dashboard [ config ]

My Reports [config] Active Expense Reports 4 Expense 4k Request
0 ey e e (s | |Voucher| Expense|Reimburse| Status |Purpose
e = & / T $60.00 $60.00 | SUBMITTED 1/23/2015 12:51 PM | Book purchased for VBScript
uick Reports _
s P 0 |&a" / 'x 4| $1,056.11 $1,056.11 | INUSE 1/21/2015 9:00 AM | Registration for AGU Conference

* Assignments
» Detail Report

To edit the request, simply click on the pencil. To view without editing, click on the eyeglasses.

Once the request has been approved, it will no longer appear on your active expense report list. It will move to the
completed expense reports queue.

Time | Expense | Billing

w Active Expense Reports # Expense & Request
| |Veucher| Expense|Reimburse| status |Purpese
e AR | 45105611 | $1.056.11| MUSE 1212015 9.00 AM | Registration for AGL Conference

w Completed Exporse Reports

Vaucher | | Status | Purpose.
e S 7| ssto0| 56000 COMPLETED 1232015 1256 PM | ook purchased for VBScrpt
o 18128960 | $1.20060 | COMPLETED 1132015 302 PM | Remb for book

You may still look at it and edit it at this point because it has not been extracted for payment. If you choose to edit the
request after it has been approved, it must go back through the approval process. Clicking on the pencil will give the

following warning:
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Message from webpage il

WARNING: Voucher #7 has already been approved. Editing and
resubmitting this voucher will require it to flow through any approval
process again.

Are you sure you want to continue?

oK Cancel

Clicking on OK — will allow you to begin your edits. Once you click OK even if you decide not to edit the request, it will
still need to be reapproved.

After edits are made, remember to submit the request again.

If you chose to view your expense report, and you have clicked on the eyeglasses, you will be brought into view the
expense. Viewing does not require the expense be rerouted through the approval process.

2 v9.5.25 Expense — Expertse Report Detaiks for FLAHERTY, KAREN E. (kilaherty) - Windows Internet Explorer - Iﬁ'l&
il

@ _v!_,.r. st tn/exg ViewPerkey pj *7| J= v9.5.25 Expense — ... X |_I ‘nis dite
Bre Edt Vew Fgvomes Took Hep % Tconvet + Bisckc
= 23 Free Hotmal 8 Sungested Stes v AppleSyncinfo =B - oo~ Page~ Salety - Took- i

':E Enpense = Expense Repon Details 1or FLAMERTY, KAREN E (kRaherty) 5 Bl Frmny

Management information Systems (LIS} Dxpenae Voucher: 77
Purpae: Traveltn meet wit DBA Status: HUSE
Location: Wisconsin Attachments are available for this voacher

Project# Project  Task Allocation Default Project Trpe
1 MG STITD 100% | COSTCTR

Amount | Py
Date | ExpenseType | (USDI | Method | Type Comments
1| 3r0s | AR $650.0 | Carp Card | Detaut | Vanssr Dsa Aeoeist Provioed Desan: BOS Amhval WIE Daparture Guts: 23372315 Aesam Case: 2352015 Tiawt Nembar, 24347004
2| azris | nankmo $150.00 | Corp Card | Defaul | Vanser Lagan Alnpsrt Ruumist Fruvided
3| 0018 | WE_ACTUALS | 932500 | Emplyen | Detaul | Vender biuts 4 Mt Provicect: Mot
Tootat Expamane: | $1,078.00 | uso
() Comgany Part | $0.00 | U3
i Advances: | 5000 | Us0
Cash Retumads | 50.00 | U0
Tosss esmbarsement | 102500 | 050

w Approval Mistory

By (rar) wen Project State Commants
WAREN £ FLAMERTY Exgenye User BUSE AZHE0% 1201 M
KAREN E FLAMERTY Fxpants User SUBURTED 1750015 12.04 Pl
RAREN £ FLAMERTY Exzense User hiUSE NEEE01S 12050
KAREN £ FLAHERTY Expense User SUBMITED 3752015 1205

HECT admarratr piUsE VRERO15 152 P
HECD (RAREN E FLAHENTY) Adsininiralr BusE ATETOIE 152
MCY PACNECD (RAREN £ FLANLRTY) Admevatrator
HECD (WAREN E FLAHERTY) Adsisinirator
HECT (AREN L FLANEATY) Admwnasratir
HECO Project Approver WS 5TATD APPROVING LPS2015 1:54 P Submiter i Apprver — muismatesly apnroved

MANCY PACHECD Harage Submtler & ASBRIvE - SulemabCaly agprived
MANCY PACHECD anager
KARLN L FLAMLATY Dxpenas User

w Atinchmonts

_|riename |createa
o |MO_I515 3P0 | 4RT015 T 14 AU

Edin | | Alocste | | CopyToReport | | Copy ToRequest

From here, you are able to see the entire report including approval history and attachments. You can see when the

expense report was submitted, approved, completed, etc. You can also view attachments by clicking on the paperclip
next to the attachments you wish to view.

You can still edit the voucher from here by clicking the ‘edit’ button on the bottom of the screen. If the expense had
already been extracted, the edit button would not be present. Again, clicking on the edit button at this point will require
the expense report to be routed through the approval process.

Other actions you can perform are — creating another report from a copy of this one. This can be helpful if you submit
the same expense report over and over again. This feature will not copy ‘imported’ expenses. Once you click on ‘copy
to report’ a notification that you are editing the ‘copied’ report will appear:
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Message from webpage il

!' . You are now editing the copied Expense.

Clicking OK will allow you to begin editing your copied expense report.

EXPENSE DASHBOARD

When you click on the Expense tab at the top of your browser window, the following ‘dashboard’ appears:

Z baretﬁ | Time | Expense | Billing | Admin | Reports

_? Expense — Dashboard [cenfig]

My Reports [config]  Active Expense Reports 4 Expense df Request
* How to save reports | |voucher| Expense|Reimburse| Status |Purpose
§ /X 101 | ss09.86 | $809.86 | INUSE 41172015 1:28 PN | test
S 7 96| §15675| 515675 | SUBMITTED 462015 911 AN | mies
. g::ﬁ";; :‘: & 7K 93| 557.00 557.00 | INUSE 313012015 5:51PM | meals
éa 7 92| S97061| 597061 | APPAOVING  4/6/2015 9:16 AN | Registration for AGU Conference
& 7K 90 | $690.00 |  $680.00 | INUSE 3(30/2015 4:52 PM | Travelto San Francisco
0 |§8 / K 77 | 51,025.00 | 51,025.00 | INUSE 313172015 2:52 Pl | Travelto meet with DBA
& /K 12| $150.00 | 515000 | DISAPPROVED  4/6/2015 9:15 AM | Conference
0 ¢ /X 4|5124561 | 5124561 | NUSE 3130/2015 5:20 P | Registration for AGU Conference

Licensed for use by Cceancgraphic Institution — Logged in as KAREN E. FLAHERTY (kflaherty)

By default, you only see the ‘active’ expense reports. To see completed expenses, click on the word ‘List’. Your
dashboard will then show both active and completed expense reports.

_? Expense — List

w Active Expense Reports 4 Expensze dk Request
Voucher| Expense|Reimburse Status Purpose
g 7K 101 | S809.85 |  S808.85 | INUSE &1/2015 128 PN | test
(8 / 96 515675 $156.75 | SUBMITTED 462015 9:11 AM | miles
g 7K 93| s57.00 S57.00 | INUSE 3302015 5:51 PM | meals
(8 / 92 2570.61 557061 | APPROVING 416/2015 9:16 AM | Registration for AGU Conference
£ / x 90 2850.00 2850.00 | INUSE 33042015 4:52 PM | Travelto San Francizco
0 | / x 77 | 81,025.00 51,025.00 | INUSE 32015 252 PW | Travel to meet with DBA
£ / x 12 £150.00 £150.00 | DISAPPROVED  408/2015 915 AM | Conference
0 & / X 4| 51,.24581 51,24561 | INUSE 3302015 5:20 PW | Registration for AGU Conference Eyeglasses _ a”OW Viewing
w Completed Expense Reports of expense report.
| | Voucher| Expense|Reimburse | Status | Purpose Pencil — allows editing of
& / 9 83675 53575 | COMPLETED 343042015 10:47 AN | test Completed or in use reportS.
& / 78 30.00 50.00 | COMPLETED  4/8/2015 10:52 AM | Correcting Entry X— d I t
& g2 $500.00 S500.00 | EXTRACTED 325/2015 5:23 AN test elete
e 15 | 52,000.00 | 52,000.00 | EXTRACTED 325/2015 9:23AM | trip Paperclip - attachment
& 14 5245.00 5245.00 | EXTRACTED 3#25/2015 8:23 AN | testing multi project expense
&' 1| $1,289.50 51,28560 | EXTRACTED 3252015 9:23 AM Reimb for book

Status:
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INUSE — Has not been submitted for approval - still in ‘entry’ mode.

SUBMITTED — Report has been submitted for approval.

APPROVING - In the process of being approved. May have been approved by manager and waiting approval for project
use outside of your department. Once approved, you will receive an email notification. Notifications are controlled in
user preferences in your profile.

DISAPPROVED — Rejected by someone in the approval process. Should contain comments indicating reason. You will
receive an email notification that status is disapproved.

COMPLETED - All approval routing is complete and expense report is waiting to be ‘extracted’.

EXTRACTED — Expense has been exported from Unanet into OneSolution and will be paid. Any expense that has been
extracted is no longer editable.

ATTACHMENTS — ADDING RECEIPTS

Receipts must be scanned for all reimbursements. Original receipts will be kept in the department for 1 year after image
to permit periodic validation by auditors. For this request, there are receipts that need to be attached. Prior to
attaching any receipts, you can take a picture, scan, or photocopy receipts and download them to your local drive. You
can combine receipts to attach a single document or attach multiple files. If you do not have a receipt, a reason MUST
be provided. You do not have to fill out a missing receipt affidavit. To attach receipts to your request, simply click the
‘attach’ button on the bottom of the screen:

,’g Expense — Expense Report Details for FLAHERTY, KAREN E.
-

Management Information Systems (MIS)

Purpose: Registration for AGU Conference
Location: SFO
Project # Project Task Allocation Default Project Type
&’ 1. MIS 57170 50% COST CTR
&’ 2. PROC 57040 25% COST CTR
&' 3. MC&G 85701700 25% PROJECT
Amount Payment Charge To Project
Date Expense Type (USD) Method Project Type
KB4 1.[12102014 =] [REGISTRATION [V][75000 [Empioyee  [~][5 [~][PROJECT
K 2 [12n02014 ] [PARKING [v][150.00 [Corp card  [w][Allocation s [ Default
X[ 2 [12n02014 | [MILEAGE [v|[es50  [Employee  [v][allocation]s ][ Default
K[y afusrzois  T[msceLanEous  [w][44904  [comp. card  [v][z. [v][cosT cTR
XS s fusz01s T [TAX [v][281 [Corp-Cara [~ [~][cosTCTR
XS 6212015 [ME_ACTUALS [v][2286  [com.cara  [~][1. [v][cosTCTR
|1 o= Total Expenses:|1056.11
(-) Company Paid: [0.00
() Advances:[0.00
Cash Returned: |0 00
Total Reimbursement: [1056.11
Wizard Summary Comments
| save H Submit H Preview || Allocate || Purpose H Threshold H Import H Attach ‘ <€
The following screen will appear:
_:? E - Manage Expense Report Aftachments for FLAHERTY. KAREN E_ (kflahery)
Management Infarmation Systems (MI5) Expense Voucher: 4
Purpose: Regesaration lor AGU Conference Status: INUSE
Locatian FO
amtacnmants:
File Nama
W @ waman PG

x e
-

save || Camcel
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To find the receipt on your local drive you click the browse button, find the receipt, click open to return to the Unanet

screen and click save.

E Expense — Manage Expense Report for FLAHERTY. KAREN E_ (kfaherty)

Management information Systema (MIS)
Purpese: Fieggstration for AGU Conserence
Locaton: SFO

Expante Voucher: 4
status: INUSE

Araenmaents;

Eile Hame
* o waman Fo
X E L B

[ "

Save || Canced

\ Clicking the save button will add the receipt to your request. You can repeat this process for all receipts.

IMPORTING CREDIT CARD EXPENSES TO YOUR REIMBURSEMENT REQUEST

If your expenses have been imported, you should be able to bring them onto your reimbursement request easily. Once
you have created the report and you are in the details section, simply click on the Import button on the bottom of the

screen as follows:

? Expense - Expense Report Details for FLAHERTY, KAREN E.
Management Information Systems (MIS)
Purpose: Test
Location: Import
Project# Project Task Allocation Default Project Type
(8 1./ MIS 57170 100% COST CTR
Amount Payment
Date Expense Type (UsD) Method
XEZP 1 = [vlfooo | M|
|1 o Total Expenses:lO_OO
(-) Company Paid:lO_OO
(-) Advances: IO_OO
Cash Returned:IO_OO
Total Reimbursement: IO_OO
Wizard Summary Comments
| Save || Submit H Preview || Allocate || Purpose H Threshold || Import || Attach |

Licensed for use by Woods Hole Oceanographic Institution — Logged in as KAREN E. FLAHERTY (kflaherty)

Any expenses that have been imported from JPMC should appear, and you simply click the expense you’d like to import
to your request and assign the expense type. All other information has been imported from JPMC.
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g Expense — Import Expenses for FLAHERTY, KAREN E. (kflaherty)
-

Management Information Systems (MIS)
it

Purpose: Tes
Location: Import
Imported Imported
Import Delete Expense Date Imported Expense Type @ Source Vendor Imported Amount . .
0 | 12015 Visa(..6789) Northwest Alriines $35.00 Make sure the import box is checked, and
1/5/2015 I—E Visa(...5789) Northwest Airli $690.00 . .
OO ) | Vet STO% | Norwest Mtnes that the expense type is assigned. You must
0 ] | 182015 Visa(...6789) Park and Fly $150.00
] 1s2os ] - 6789) Wal Mart $47.75 select an expense type for any expense you
1/9/2015 l—. $12500 R . .
g g 105015 Tt wish to import. Click on the arrow to see
O | O s Visa(.6759) | Mariolt 375000 valid expense types. Multiple expenses can
O 0 |1n22015 Visa(...6789) Tips and Tolis $17.00 . A
0O O 142015 — [~] Visa(.6789) Dunkin Donuts $13.00 be |mp0rt9d Slmultane0u5|y.
0 ] 11512015 Visa(...6789) Sunoco $34.50
0 ] 712015 Visa(...6789) Dell $1,500.00
0 ] | 118i2015 Visa(__6789) Laundry $32.30
0 ] | 1e1z015 visa(__6789) Cape Cod Bagel $22.86
O 0 | 1212015 visa(__6789) Meals and More $35 60
O 0 | 1222015 Visa(_ 6789) Exxon Mobile $30.00
O 0 | 1222015 Visa(. 6789) JP Morgan Late Fee $36.75

Once you have chosen the correct expense

save | [ Cancel | = type click the save button.

Licensed for use by Woods Hole Oceanographic Institution — Logged in as KAREN E_ FLAHERTY (kflaherty)

Once you hit the save button, your expense will be imported to your request:

;g Expense — Expense Report Details for FLAHERTY, KAREN E.
-

Management Information Systems (MIS)
Purpose: Test
Location: Import

Project # Project Task Allocation Default Project Type
[ 1. MIS 57170 100% COSTCTR

Amount Payment
Date Expense Type (UsD) Method

X% 1[uezo15 | {[SUPPLES [a7 75 [Corp-Cara
|1— o Total Expensas:lW
(-) Company Paid:lm
() Advances:[0.00
Cash Returned:[000
Total Raimbursament:W

Wizard Summary Comments

‘ save || submit H Preview H Allocate H Purpose H Threshold H Import H Attach ‘

Once you have imported the expense, it will be removed from your list of available imports. If, for some reason you
have imported an expense to a request, and that request is subsequently deleted, that expense will be available for
import to another request.

If you have used the import utility and additional information is required on that imported expense, an error will appear
requesting additional details are input prior to submission. For example, if you are importing an ‘AIR’ expense and you
have highlighted the expense and identified the expense type, once you hit the save button and bring that expense over
to your request, the system will require additional information (departure location, arrival location, departure date, etc.)
and will require you to input those details.
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_ﬁ Expense — import Expenses for FLAHERTY, KAREN E_ (kflaherty) S Priat Frencey

Management Information Systems (MIS) Expénss Voucher: 60
Purpose: Traved 10 S4n Francisco Status: INUSE
Location: SFO

impar Imported
import Delsts Expense Date Imported Expense Type  Source vender Importes Amaunt
- 1 USR0S |NR V| Vsa( 6T89) Norfwes! Alfnes $690 00

When returning to the expense report you will receive the following error (wizard details must be provided):

_&p&nse - Expense Report Details for FLAHERTY, KAREN E

Management information Systems (MIS)
Purpcie: Traved 1 San Francsco
Location; 3FO

Project @ Project  Task ABocation Defauft Project Type
1. MiS 57170 100% COST CTR

The follcwing errors were detected. T Xponss report cannct be submitted Lntil they have been corrected.
WAZIPE QU135 MUSE e PrOviged 107 e Scilowing Sxpense details:
1USI2018 AR

Amount Paymant Projest
Date Expense Type {Us0} Mathod Trpe

KAF 1fimeos Afar llesoo0 [cop can  [w][cosToTR (W]
Tetal Expanses:FR0 00
1) Company Paid: [ 50

() dvances:fica

Wizard Summary

To correct these errors, you can click on the wizard icon and fill in the required information. Once you click on the

save || Submit | | Preview | | Allocate | | Purpose | | Threshold || impont | | Amach

‘wand’, the wizard screen will appear as follows:

@ v9.5.25 Expense Wizard — AIR - Windows Internet Explorer

Expense Wizard - AIR

® Receipt is required.

Receipt Provided: & Please make sure receipts are attached.

If Not Provided, Why: ||

Vendor Name: |N0r1nwesl Airlines
Departed From: | [0S Departed From: Required

Arrived At: | [SFO Arrived At: Required
Departure Date: |[1/5/2015 =H

Return Date (if round trip): | =

Ticket Number: ||

Expense Amount: |GQO_OO

Currency Used: | |USD - (US Dollar)

Exchange Rate to USD: |1_000000

USD Amount: | [690.00

Departure Date: Required

Comments:

Imported Expense Date: 2015-01-05

Imported Amount” 690 000 Vendor Name and Expense Amount
Imported Vendor: Northwest Airlines

have been imported from JPMC.
save | Cancel |

Once you have filled in the required information you can hit the save button and move on to your next line item on the
expense report. You may also notice that on imported expenses, if there is a receipt required, that box is already
checked. It is your responsibility to attach any receipts that are required. Original receipts must be kept for 1 year for
audit purposes.

If you have sent payment to JPMC directly, you can delete the imported expense from your list of expenses. Identify the
expense by checking the delete box, and hit the save button.
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g Expense - Import Expenses for FLAHERTY, KAREN E. (kflaherty)
-

Management Information Systems (MIS)

Purpose: test
Location: test

Imported
Import  Delete Expense Date
1/5/2015

1/5/2015

1/6/2015

1/8/2015

1/9/2015

1/10/2015
111/2013
1/12/2015
1/14/2015
1/115/2015
117/2015
118/2015
1/21/2015
121/2015
112212015
12212015

| Come | [oomet

goooooooooooogonoo
OJoooooodOoOooooOonodo

You will be returned to your expense report upon hitting the save button.

APPROVALS

If you have any expenses to approve, you should receive an email indicating that you have approvals waiting. Email
notification are controlled in your profile, and as long as these are checked, emails will be sent letting you know to take
action. When using expenses, approvals have been set up at the person level (similar to timecards) and the project
level. When approving an expense reimbursement, you should review/approve manager approvals first which will
remove any duplicate project approvals. If project approvals exist after all manager approvals are complete, then the
expense has been submitted by another department or area. If you have been set up as a primary approver, your
dashboard will indicate that you have both manager approvals and project approvals:

Approvals

Imported Expense Type  Source

Visa(...
Visa(...
Visa(_ |
Visal...
Visa(_ |
Visa(...
Visa(...
Visa(_ |
Visal...
Visal...
Visal(...
Visa(...
Visa(_ |
Visal...
Visal...
Visa(...

NN

Manager Approvals

| Time | Expense

6789)
6789)
6789)
6789)
6789)
6789)
6789)
6789)
6789)
6789)
6789)
6789)
6789)
6789)
6789)
6789)

Imported
Vendor

Northwest Airlines
Northwest Airlines
Park and Fly

Wal Mart

Avis Car Rental
Marriott

Marriott

Tips and Tolls
Dunkin Donuts
Sunoco

Dell

Laundry

Cape Cod Bagel
Meals and More

Exxon Mobile

JP Morgan Late Fee

Imperted Amount
$35.00

$690.00
$150.00
$47.75
$125.00
$150.00
$150.00
$17.00
$13.00
$34.50
$1,500.00
$32.30
52286
$35.60
$30.00
$36.75

Project Approvals

| Time | Expense

Primary Approvals
Alternate Approvals

To review the expense, simply click on the ‘primary approvals’ under manager approvals. This will bring you into the

following area:

Unanet Expenses
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£ v9.5.25 People — Approvals - Windows Internet Explorer

@j' |f~ http://mistest: 8080/unanet/action/people/approvals/primary pj oL i- v9.5.25 People — A... X |

File Edit View Favorites Tools Help

BT @;] Free Hotmai @ Suggested Sites ¥ | .Applesyncinfo

Home | Project | People | Forecast | Time | Expense | Billing | Admin | Reports

List Approvals My

a People — Approvals

w Manager Approvals
w Primary Approvals

w Expense
Person Voucher | Type Expense |Purpose
0 &g'| FLAHERTY, KAREN E. (kflaherty) 4 | Expense | $1,331.11 | Registration for AGU Conference
FLAHERTY, KAREN E. (kflaherty) 77 | Expense | $1,110.50 | Travel to meet with DBA

) Mangfger Alternate Approvals

Licsiised for use by Woods Hole Oceanographic Institution - Logged in as NANCY PACHECO (npacheco)

If there are multiple vouchers waiting your approval, they will all be listed here. To view the voucher, click on the
‘glasses’. You can also see that for voucher 4 listed above, that there is an attachment — these should be the receipts
that were attached to the request. As part of the approval, you should be verifying that receipts are attached and that
the receipts are for the correct expense.

ﬂ Approve Exj - Expense Report Details for FLAHERTY, KAREN E. (kflaherty) i Print Enandty
Management Information Systems (MIS) Expanse Voucher 4
Purpose: Registration for AGU Conterence Status: SUSMITTED
Lecation: SFO Attachmaents are available for this voucher
Project#  Project Task Allocation Default Project Type

1| MSST170 50% COSTCTR

2 FiN5TO40 25% COSTCTR

3| MCAG 85701700 25%  PROJECT

Amount | Payment |Charge To | Project |

Date | Expense Typs | (USD] | Method | Project Type | Commants
1. 1211002014 | REGISTRATION | $750.00 | Empioyee | Project#3 | PROJECT | Virdor. AGU Receipt Provded
2| 12n02014 | PARKING | 15000 | Corp Card | Aliocation | Defaull | Versdor Park-N-Fly Recuipt Provided
3| 121102014 | MILEAGE | sa550 | Empioyee |ANocation | Defaun |
4| 122015 | REGISTRATION | $275.00 | Cosp Card | Aliccation | COST CTR | Vendar Registration Imported Expense Date- 20150102 Impored Amaunt 275 000 Imported Vendar Registration
1/B/2015 | MISCELLANEQUS | S4494 | Corp Card | Project#2 | COST GTR | Vendar Walmart Receigt Provided Misc Suppies
UBZ0NS | TAX | s281| comp card | Project#2 | COST CTR | Tax on misc supphes purchase @ Walmart
7| 1212015 | MIE_ACTUALS | $2285 | Corp Card | Project#1 | COST CTR | Viendor. CC Bagsl Receipt Prowded Lunch wih potontial employee

Total Expenses: | $1,331.11 | usp

() Company Paig: 5000 | USD

(=} Advances: 5000 | USD

Cash Returned: $0.00 | UsD
Total Reimbursement: | $1.331.11 | USD

w Approval History

By (For} Rele Froject Status Commants
KAREN E. FLAMERTY Expense User INUSE V2172015 9.00 AM
KAREN E FLAHERTY Expense Usar SUBMITTED A/25/2015 12:49 PM

P Attachments

<Queus | | Edit || Allocate || Threshold | | Approve || Approves || Disapprove || Skip>

From here, you can see the whole voucher including allocations, approval history, and attachments. After review, you
can approve, disapprove, go back to the queue, skip, edit, etc. Should edits be required, the manager has that
capability. If the manager disapproves the expense, the end user will see the status on their dashboard. Disapproval
comments are required and should reflect the reason for rejecting the expense. If the manager has edited the voucher
instead of disapproving it, that status would also be reflected on the end user’s dashboard as follows:

Unanet Expenses http://www.whoi.edu/procurement/ap-travel 16



http://www.whoi.edu/procurement/ap-travel

f

Unanet — Dashboard [ config ]

My Reports [config]  Active Timesheets 4 Timesheet

« OOl hours rpt

« Person - Pilot Group

+ Person - Project Assignments
« Person - Timecard Corrections

| Time Period | Hours | Status | Controller
There are no active timesheets.

« Timesheet Status Approvals
» Timesheet Status Chart Manager Approvals Project Approvals
You have no pending approvals. You have no pending approvals.
Quick Links
» Completed Expenses Active Expense Reports 4 Expense & Request
. gz:?:::t?&lﬁzi‘:mm Voucher| Expense|Reimburse Status Purpose
« Edit Last Person I8 / @ 77| $1,11050| $1,110.50 | COMPLETED 3/26/2015 1:54 PM | Travel to meet with DBA
: E“:’i;;as‘dpg"i?";m s /K 60 50.00 $0.00 | INUSE 3/6/2015 10:14 AM | test multi dept
. Noton e & /X 59 | $10,000.00 | $10,000.00 | INUSE 3/6/2015 9:46 AM | hijcd
I8 / 57 | $1,000.00| $1,000.00 | APPROVING 3/6/2015 9:01 AM | TEST BUDGET
8 / x 13 $0.00 $0.00 | INUSE 1/30/2015 2:39 PM | AGU conference in San Fran
" 7 K 12 $0.00 $0.00 | INUSE 1/30/2015 10'32 AM | Conference
I8 / x 7 $60.00 $60.00 | DISAPPROVED 3/26/2015 1:57 PM | Book purchased for VBScript
0 |&a" / 4| $1.331.11 $1,331.11 | SUBMITTED 3/25/2015 12:49 PM | Registration for AGU Conference

Licensed for use by Woods Hole Oceanographic Institution — Logged in as KAREN E. FLAHERTY (kflaherty)

The green checkmark next to voucher 77 indicated that the manager has edited the voucher and is available for review
by the end user. This step is not required in order for the voucher to be extracted and paid, it is for review only. This
voucher will remain on the dashboard until it has been reviewed. Once it has been reviewed, it will move the
‘completed’ voucher section. You can also see that voucher number 7 has been disapproved and upon opening that
voucher, the end user can see the reason why it was rejected as comments are required when disapproving an expense.
Comments can be viewed under ‘approval history’.
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