2010 Expense Report Guide



2010 E

DMC General

Expense

Report

: . “Campus/ Click for Pull
Traveler Name: Supervizor Name: thont o M o WEBN
WORKFLOW:
. . . Click for Pull
Traveler Tithe: Supervisor Title: Dapt: M o
Vendar # Employss # v Begin Date End Data
| Superviser 2010 Expense
Approver Stamp: Period
Home Address: Stamp/Signature: 01/00/00 01/00/00
* Please use the above Pull Down Menus to choose
Supervisor Information Above Finencisl WabNow Approver Traveler's Location and Department
TRAVEL RELATED EXPENSES Maals {a) Alrfara () Ledging (€} Othar Travel Expanses (d)
Date City, State Bifst Lunch Dinner Ticket Faes Room I:hl:l:':{l Car Miles Amount Rental Car Talls Parking Other (Taxi, Fuel, etc.) Amount
$0.000
$0.000
$ 0.000
% 0.000
$0.000
$ 0.000
Total: (a) % 0.00 Total: (b)) $0.00 Total: (e)) $ 0.00 Total Other Travel Expanse: [d)
ENTERTAINMENT EXPENSES . it in ant b for .

Date City, State

Description and Place

Business Purpose

Peeple Entertained

Business Relation

Amaunt

Total Entertainment Expense: (e)

TRAINING EXPENSES

lLe.: seminars, training sessions & materials

Date City, State Description Amount
Total Training Expense: () $0.00
MISCELLANEOUS EXPENSES | ie. supplies & home office expenses
DCate Description [Be sure Account matches Description) f:::::‘:: Department Account Amount
Supplies 55000
£5000-02
Internet £3000-03
Working Meal 66015
Postage 70070

Total Miscellaneous Expense: (h)| 5 0.00

EXPENSE SUMMARY

Clazsification Distribution Coding Amount
Meals & Entert (a+e) o o 55500-0 5 0.00
Airfare (b) o o 55000-1 50.00
Lodging (c) o ] 55000-2 $ 0,00
Other Travel (d) o o 55000-0 $ 0.00
Training (f) ] ] 55030-0 5 0.00
Miscellaneous (h) See distribution to left S 0.00
Total: $0.00

Business Purpose of the Trip




2010 Expense Report Notes

Changes include:

e Mileage reimbursement :
United States: S.50 (USD)
Canada: S.51 (CAD)

Things to remember:

e Add Traveler information including Employee number, Vendor number, Home Address, as
well as Supervisor Name & Title.

e Use Drop Down Menus to select Campus /Location and Department. This will populate the
Expense Summary of the report with correct coding. For questions regarding
Campus/Location and Departmental Codes, please view the “Campus-Location and
Department List” tab included with the 2010 Expense Report.

e Save a copy of the Expense Report to use as a Master through out the year.

e Each Employee must add manually Campus/Location, Department and Account Coding for all
Miscellaneous Expenses as these expenses may be charged to different Campus/Locations or
Departments.



Add Traveler Information

Be sure to add Traveler information including Name, Title, Employee number, Vendor number and Home Address.

“Campus/ | click for Pull
: i :
Travaler Mame: Suparvizer Mama: Loeatlan: Bown Manu ] WEBN
WORKFLOW:
—_— Click for Pull
Traveler Title: Supervisor Title: Dept: B o o
Vender i Emplayes # Bagin Date End Date
| | el | Suparvizar Financial 2010 Expense <!
PR Approver Stamp: Periad
Home Address: Stamp/Signature: o1foo/o0 o1foa/oo
Traveler * Please use the above to choose
Signature: Suparviser Information Above Financial WebNow Approver T s R easiartara A= areany
TRAVEL RELATED EXPENSES Meals (a) Airfare (b) Ladging (<] Other Travel Expenses (d)
Date City, State Bfst Lunch Dinner Ticket Fees Raom ;T::-i Car Miles Amount Rental Car Tolls Parking Other (Taxi, Fuel, etc.) Amount
% 0.000
% 0.000
5 0,000
% 0.000
$ 0.000
5 0,000
Total: [a) % 0.00 Total: (k)| £ 0.00 Total: ()| £ 0.00 Total Other Travel Expense: (d) 5 0.00
ENTERTAINMENT EXPENSES Please fill in all informatien below for sach related expense:
Date City, State Description and Place Business Purpose People Entertained Business Relation Amount
Total Entertainmant Expanse: [e] $0.00
TRAINING EXPENSES i training sessions & I
Date City, Stat Description Amount
a o Jescription ou EXPENSE SUMMARY
i it A
Fotal Training Exparse: () 30,00 Classification Distribution Coding mount
Meal nter .
MISCELLANEQUS EXPENSES | ie.: suppties & home office eals & Entert {ave) o o 55500-0 5 0.00
Date Description (Be sure Account matches Description) Camgus/ Department Account Amount )
Locatian Airfare (b) 0 [ 55000-1 50,00
supplies 66000
£5000-02
Ttephee Lodging (c) o o 55000-2 5 0.00
Internet $5000-03
66015
[rking Meeal Other Travel {d) 0 o 55000-0 5 0.00
Pastage 70070
Training (f) 4] o 55030-0 50,00
Miscellaneous (h) See distribution to left S 0.00
Total Miscallaneous Expense: [h)| $ 0.00
Total: $0.00
Arrival date Departure Date City, State Visited Mame of Hotel Business Purpose of the Trip




Traveler’s Signature

Be sure to add your manual signature to the Expense Report once complete and before submitting for approvals.

*campus/ | click for Pull
Travel : : oW
-avaler Mame: Supervizer Name: Loeatlan: Bown Menis o WEBN
WORKFLOW:
X . : lick for Pull
Traveler Title: Supervisor Title: Dept: Do Mem o
Vender it Employee # Begin Date End Date
| | mpley: Suparviser Financial 2010 Expanse =
PP Approver Stamp: Periad
Heme Address: Stamp/Signature: o1f00/00 o1/00/00
Traveler * Please use the above to choose
- mation Al Fi ] »
Signature: Suparvizer Infar on Above nancial WebNow Appraver T s R easiartara A= areany
TRAVEL RELATED EXPENSES Maeals [a) Alrfare (b) Ladging (] Other Travel Expenses {d)
Date City, State Bt Lunch Clnner Ticket Fees Room ;::-i Car Miles. Amount Rental Car Tolls Parking Other (Taxi, Fusl, ete.) Amount
% 0.000
$0.000
5 0,000
4 0.000
$0.000
5 0,000
Total: [a)| $ 0.00 Total: (k)| 5 0.00 Total: (¢]| § 0.00 Total Other Travel Expense: [d) 5 0.00
EMTERTAINMENT EXPENSES Please fill in all informatien below for sach related expense:
Date City. State Description and Flace Business Furpose People Entertained Business Relation Amount
Total Entertainment Expense: (e)| $0.00
TRAINING EXPENSES L2 swrlnors, trakilig seselons & L
Date City, Stat Descriptio Amount
a e Jescription o EXPENSE SUMMARY
ifi i A
Fotal Training Exparse: () 30,00 Classification Distribution Coding meunt
Meal nter .
ISCELLANEOUS ENPENSES [ Lo suppiies & nome office eals & Entert {ave) ] o 55500-0 5 0.00
Date Description (Be sure Account matches Description) Camgus/ Department Account Amount )
Location Airfare (b) Qo o 55000-1 S 0.00
Supplies 66000
£5000-02
Telephone Lodging (c) o o 55000-2 5 0.00
Internet £5000-03
Working Meal Seo18
Other Travel (d) 1] [+] 55000-0 5 0.00
Pastage 70070
Training (f) 4] o 55030-0 50,00
Miscellaneous [h) See distribution to left S 0.00
Total Miscallaneous Expense: [h)| 5000
Total: $0.00
Arrival date Departurs Date City, State Visited Mame of Hotel Business Purpose of the Trip




AcC

Add Su

d Supervisor Information

pervisor Information before obtaining approval. Include Supervisor’'s Name and Title.

“Campus/ | click for Pull
Trawval e g
-avaler Name: Suparvizer Mama: Loeatlan: Bown Manu o WEBN
WORKFLOW:
) P Click for Pull
Traveler Title: Supervisor Title: Dept: Dewen Moo o
Vender i Emplayes # Begin Date End Date
mplay Suparvisar Financial 2010 Expense =
PP Approver Stamp: Periad
Home Address: Stamp/Signature: o1/o0/o0 o1/00/00
Traveler * Please use the above to choose
- mation Al Fi 1 "
Signature: Suparvizer Infar on Above nancial WebNow Approver T s R easiartara A= areany
TRAVEL RELATED EXPENSES Maeals (a) Alrfare (b) Ladging () Other Travel Expanses (d)
Date City, State Bt Lunch Clnner Ticket Fees Room ;:::-i Car Miles. Amount Rental Car Tolls Parking Other (Taxi, Fusl, ete.) Amount
% 0.000
£ 0.000
5 0,000
$ 0.000
$ 0.000
5 0,000
Total: [a) % 0.00 Total: (k)| £ 0.00 Total: ()| £ 0.00 Total Other Travel Expense: (d) 5 0.00
ENTERTAINMENT EXPEMSES Please fill in all infarmation below for sach related expense:
Date City, State Description and Place Business Purpose People Entertained Business Relation Amount
Total Entertainment Expense: (e)| $0.00
TRAINING EXPENSES i.e.; seminars, training sessions & I
Date City, Stat Descriptio Amount
a e Jescription ou EXPENSE SUMMARY
i istril A
Fotal Training Exparse: () 30,00 Classification Distribution Coding meunt
Meal nter .
MISCELLANEQUS EXPENSES | ie.: suppiies & home sffice eals & Entert {ave) o o 55500-0 5 0.00
Date Description (Be sure Account matches Description) Camgus/ Department Account Amount )
Locatian Airfare (b) 0 [ 55000-1 50,00
Supplies 66000
£5000-02
Telephone Lodging (c) o o 55000-2 5 0.00
Internet £5000-03
Working Meal Seo18
Other Travel (d) o o 55000-0 5 0.00
Postage 70070
Training (f) 4] o 55030-0 50,00
Miscellaneous [h) See distribution to left S 0.00
Total Miscallaneous Expense: [h)| 5000
Total: $0.00
Arrival date Departurs Date City, State Visited Mame of Hotel Business Purpose of the Trip




Supervisor Approval

Supervisor can Manually sign or Electronically approve Expense Reports through WebNow.

*Campus/ | click for Pull
Traval : d oW
-avaler Mame: Supervizer Name: Loeatlan: Bown Menis o WEBN
WORKFLOW:
. P Click for Pull
Traveler Title: Supervisor Title: Dept: Dewen Moo o
WVander It Employes # Bagin Date End Date
| | Suparvisar Financial 2010 Expanse
o Approver Stamp: Period
Home Address: Stamp/Signature: o1/00/00 o01/08/08
Traveler * Please use the above to choose
- A Fi 1 "
Signature: Suparvisor Information Abave nancial WebNow Appravar Traveler's Location and Department
TRAVEL RELATED EXPENSES Meals (a) Alrfare (b} Ladging (<] Other Travel Expenses (d)
Date City, State Bt Lunch Clnner Ticket Fees Room ;::-i Car Miles. Amount Rental Car Tolls Parking Other (Taxi, Fusl, ete.) Amount
% 0.000
£ 0.000
5 0,000
$ 0.000
$ 0.000
5 0,000
Total: [a) % 0.00 Total: (k)| £ 0.00 Total: ()| £ 0.00 Total Other Travel Expense: (d) 5 0.00
EMTERTAINMENT EXPENSES Please fill in all informatien below for sach related expense:
Date City. State Description and Place Business Purpose People Entertained Business Relation Amount
Total Entertainment Expense: (e)| $0.00
TRAINING EXPENSES lLe.: seminars, training seesions & I
ity. U A
Date City, State Description ount EXPENSE SUMMARY
i i A
Fotal Training Exparse: () 30,00 Classification Distribution Coding meunt
Meal nter .
ASCELLANEOUS EXPENSES [ ro- suppiies & home office eals & Entert {ave) ] o 55500-0 5 0.00
Date Description (Be sure Account matches Description) Camgus/ Department Account Amount )
Location Airfare (b) 0 [ 55000-1 50,00
Supplies 66000
£5000-02
Telephone Lodging (c) o o 55000-2 5 0.00
Internet £5000-03
66015
[Working Meal Other Travel (d) o o 55000-0 $0.00
Postage 70070
Training (f) 4] o 55030-0 50,00
Miscellaneous [h) See distribution to left S 0.00

Total Miscallaneous Expense: [h)| 5000

Departurs Date

Arrival date

City, State Visited

MName of Hotel

Business Purpose of the Trip

Total:

$0.00




Select Traveler’s Campus/Location

Use Drop Down Menus to select Campus/Location and Department. This will populate the Expense Summary of the report with correct coding.

. . *Campus/ | Click for Pull
Traveler Name: Supervisor Name: s s o wesn
WORKFLOW:
) ) . Click for Pull
Traveler Title: Supervisor Title: Dept: o o
Vendor it Employes ¥ Be, Date End Date
v | | Supervisar Finaneisl 2010 Expanza e
PR Approver Stamp: Periad
Home Address: Stsmp/Signature: o1/00/00 o1/00/00
Traveler * Please use the above Pull Bewn Manus to choose
signatuce: Supervisor Information Above Financial WebNow Approver Teavalara|Uscation and | Dapartmant
TRAVEL RELATED EXPENSES Meals (a) Airfare (b) Ladging {c) Other Thavel Expenses (d)
Date City, State Bifst Lunch Dinner Ticket Fees Room I::':':“:l Car Miles Amount Rental Car Tolls Parking Gthar (Taxi, Fuel, ste.) Amount
$ 0.000
5 0,000
5 0,000
5 0,000
5 0,000
$ 0,000
Total: (a)| $0.00 Total: (b)|  §0.00 Total: () $ 0.00 Total Othar Travel Expense: [d) $ 0.00
ENTERTAINMENT EXPENSES Please fill in all informatien below for sach related expense:
Date City, State Deseription and Place Business Purpose People Entartained Business Relation
TRAINING EXPENSES Qe training sessions &
Date City, State Description Amaunt
Classification Distr n Coding Amount
Total Training Expanas: {f)] $0.00
Meals & Entert (a+e; o o \ 55500-0 0.00
MISCELLANEDUS EXPENSES | he.: supplies & home sffice e N ’
Date Description (Be sure Account matches Description) Campus/ Department Account Amount )
Location Airfare (b) 1] o 55000-1 5 0.00
supplies 66000
Teleph. £5000-02 . L
Lodging (c) 0 [} 5000-2 50,00
Internet 65000-08
[Working Meal 66015
Wiarking Me Other Travel (d) i) o 55000-0 S 0.00
Postage 70070
Y
Training (1) \ o o / 55030-0 S 0.00
.
Miscellaneous (b Sve-drsTibuti left 0.00
Total Miscellaneaus Expense: (h) $ 0.00 {n bution to le i
Total: $0.00
Arrival date Departure Date City, State Visited Mame of Hotel Business Purpose of the Trip




Miscellaneous Expenses

Be sure to add Campus/Location, Department and Account Coding for all Miscellaneous Expenses.

. . . “Campus/ | Click for Pull
Travaler Mamae: Superviser Name: Location: Bewn Menu o WEBN
WORKFLOW:
. . Click for Pull
Traveler Title: Supervisor Title: Dapt: Bown Menu [}
Vendor Employes # Begin Date End Date
| | Supervisor Financial 2010 Expense
Approver Stamp: Period
Home Address: Stamp/Signature: o1/o0/00 o1/oa/o0
Traveler . " * Please use the abave Pull Dewn Manus to choose
signature; Supervizor Information Above Financial WebNow Approver Traveler's Location and Department
TRAVEL RELATED EXPENSES Maals (a) Alrfare (B) Cthar Travel Expanses [d)
Date City, State Bifst Lunch Dinner Ticket Fees S Car Miles Amount Rental Car Tolls Parking Other (Taxi, Fuel, ete.) Amount
$ 0,000
5 0.000
$ 0.000
5 0.000
$ 0.000
$ 0.000
Total: [a) % 0.00 Total: (b)| 5 0.00 Total: (¢)| % 0.00 Total Other Travel Expense: (d) 5000
ENTERTAINMENT EXPENSES o il i st below for sach rel: : .
Date City, State Description and Place Business Purpose Pacple Entertained Business Relation Amount
Total Entertainment Expense: [e)
TRAINING EXPENSES i.e.: seminars, training sessions & materials
Date City, State Description Ameunt
EXPEMSE SUMMARY
ifi
Total Training Expanse: ) 380 Classification Distribution Cading Amount
—
MSCELLANEOUS ERFEMSES [ ieie — — ~ Meals & Entert (a+e) (4] [+] 55500-0 S 0.00
Date Description (Be sure Account matches Description) Y. Camps/ Department Mcwnl\ Amount .
Location \ Airfare (b) o o 55000-1 S 0,00
supplies / == AN
€5000-02
Tetephee Lodging (c) 0 o 55000-2 5 0.00
internet 65000-05
[Working Meal Other Travel (d) o o 55000-0 5 0.00
Postage
\ Training (f) 0 o 55030-0 50,00
S Total Miscallaneous £ Miscellaneous (h) See distribution to left 50.00
Total: $0.00
Arrival date Departure Date City, State Visited Business Purpose of the Trip
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