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’} Welcome

CARDINAL

Welcome to Cardinal Training!

This training provides employees with the skills and information necessary to use Cardinal. It is not
intended to replace existing Commonwealth and/or agency policies.

In this course, we will show you the Expenses functional area.

These training materials include diagrams, charts, screenshots, etc., that clarify various Cardinal tasks and
processes. The screenshots are taken from Cardinal and show pages that not all users can access. They
are included here so you can see how your specific responsibilities relate to the overall transaction or
process being discussed. See your Agency Security Handbook for a list of available roles and
descriptions.
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Introduction

-

CARDINAL

The Accounts Payable functional area of Cardinal
Is composed of two modules:

Accounts Payable

The Accounts Payable (AP) module processes
payments to vendors for goods and/or services
received.

Expenses

Payments to employees for non-salary related
items (i.e., travel & business expense
reimbursements) are made through the Expenses
module.

Note: The Expenses module is often referred to
as Travel and Expenses.

Cardinal Functional Areas
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Course Objectives

-
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After completing this course, you will be able to:
» Describe travel and expense processing concepts, processes, and integration
» Describe business purposes in Expenses
« Create and submit a travel authorization
* View travel authorization status
» Update a travel authorization
« Cancel or delete a travel authorization
« Create and submit an expense report
* View expense report status
« Update an expense report
» Delete an expense report
« Create and submit a cash advance request
* View cash advance status
* Update a cash advance request
» Delete a cash advance request
» Describe key reports and online inquiries

Assessment questions will check for your understanding.



Course Topics

CARDINAL

In this course, we will cover the following topics:
« Lesson 1: Processing Employee Expenses Overview
* Lesson 2: Travel Authorizations
* Lesson 3: Expense Report
* Lesson4: Cash Advance

* Lesson 5: Reports and Online Inquiries



Lesson 1: Processing Employee Expenses
1 Overview

In this lesson, you will learn about the following topics:

+ Key Concepts

* Expenses Process



Key Concepts

-

CARDINAL

Key concepts in processing travel and expenses include:

Accounts Payable (AP) Vouchers Not Created for Employee Expense Payments

Vouchers are not used to reimburse employees. In Cardinal, employee reimbursements are processed
directly through the Expenses module. Employees are not set up as vendors in Cardinal.

Employee Profile Update

Cardinal Travel and Expenses uses much of your employee profile from the Cardinal Human Capital
Management (HCM) module in the Time and Attendance functional area, including your home address and
organizational information. Changes to your employee profile are requested through Human Resources.

Attachment Capability

In Cardinal, you can add attachments (such as scanned receipts) to travel authorizations, cash advance
requests, or expense reports.

Applying Cash Advances

As a Cardinal Travel and Expenses user, you apply any cash advance you received when completing your
expense report. Cardinal then calculates the amount you owe, or the amount owed to you as appropriate.




Expenses Process

The diagram on this page shows the overall Travel and Expenses process, from a travel authorization or
cash advance request to reconciliation and payment.
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Lesson 1. Summary

CARDINAL

In this lesson, you learned how to:

» Discuss key concepts in the Expenses module

» Discuss the different processes in the Expenses module

» Discuss the ways that the Expenses module integrates with other modules in Cardinal
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Lesson 2: Travel Authorizations

CARDINAL

In this lesson, you will learn about the following topics:

Create and submit a travel authorization

View travel authorization status

Update a travel authorization

Cancel or delete a travel authorization

12



Creating and Submitting Travel Authorizations

-
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Before you travel, you may need to create a travel authorization in Cardinal Expenses. Before viewing the
specifics of this process, there are several important points you need to know when creating travel
authorizations:

« An approved travel authorization may be required by State or Agency policy before you can travel.
Check the latest travel policy if you are not sure.

« Cash advances are not required. If you are eligible, you can create one with your travel
authorization.

« Though a travel authorization does not need to be as detailed as an expense report, include as much
detail as possible, such as the anticipated expense items and their estimated cost when available.

» Cardinal allows you to attached travel documentation to your travel authorization (such as
reservation or flight confirmations).

 Remember that you can copy the detail from the travel authorization into the expense report, so you
do not need to enter the same information twice.

* You may also use travel authorization for non-travel authorizations such as education.
To access the Travel Authorization options, use the following path:

Main Menu > Travel and Expense Center > Travel Authorization

13



Creating a Travel Authorization

-
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When you create a travel authorization, you have three options to select from the Quick Start drop down
menu. Your options are:

* A Blank Authorization — This option opens a blank authorization.
* A Template — This option allows you to copy from an existing template.
« An Existing Authorization — This option allows you to copy from an existing authorization.

Choosing the method that works better for you may save time.

Favorites = Main Menu > Travel and Expenses
-

Create Travel Authorization

Return to Travel and Expense Center Attachment
Travel Authorization Entry
JOHN DOE User Defaults Authorization ID: NEXT
Quick Start: | A Blank Authorization x| co
= (A Blank Authorization
*Description: ATemplate Comment; L
An Existing Authorization
*Business Purpose:; I Pl
Default Location: OJ
*Date From: Eﬂ*Date To: E‘J
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Creating a Travel Authorization (continued)

Once you choose the option for your travel authorization from the Quick Start menu, the Travel
Authorization Entry page displays. Use this page to enter travel authorization information.

Favaorites Main Menu = Travel and Expenses
: -

Create Trawvel Authorization

Return to Travel and Expense Center Attachment

Travel Authorization Entry
JOHMN DOE User Defaulis Authorization ID: MEXT
Quick Start: [~ Blank Authorization =] [ co |
- General Information
*Description: | Comment: i
“Business Purpose: | v|

Default Location: [ a,
*Date From: [l *Date To: [ER

Accounting Defaults More Options: | - (ele]

customize | Fing | BV | B8 =t B0 g ora ] st
Select *Expense Type *Date =Amount Currency *Payment Type =Billimg Type
Copy Selected Delaete Selected Check For Errors | Mew Expense -l Add

Totals

Aunthorized Amount: 000 UsD
Update Totals

EEUE T T 1 Einalaniil I Create A Cash Advance Project Summary

Click on image to enlarge 15



Travel Authorization Entry Page (continued)

-

Favortes Main Menu > Travel amg(

Create Travel Authorization

Travel Authorization Btuuy

Introduction

Click the label to view a description.

Q

LOIS LANE Uaer Detaults Authonzation 10 NEXT
" ' M O
Descnption: Training Conference Comment: ()
Business Purpose: | Conterence =]
Default Location: Virginia Beach -,
Date From: 07/152013 [W*Date To: 0711672013 W 0
Accounting Defaults More Options: | >] oo
(3 (7 ) (e (¥ Jmiinten ) [
Select txpense Type *Date *Amount uwrrency ['Payment Type Baling Type
r [Looging ¥ omns2013 & 151.00 USD | Check ¥] |Bwadie B Oetan +J
| > +]
| = +]
CopySeiected |  Delete Selectea Check For Errors [Few Expense =

16




Business Purposes in Expenses

-
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Each travel authorization, cash advance request, or expense report must include a Business Purpose for
the expense. The page for each includes a drop-down list where you can select the appropriate Business
Purpose.

This page displays the valid Business Purposes defined in Expenses.
» Conference
* Recruitment
* Presentation
* Investigations
* Education
» Extraditions
* Field Work
* Meeting
* Overtime Meal Reimbursement
« Training
* Other

17
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To access the Authorization Detail page, click
the Detail hyperlink on an expense line. This
example shows the Expense Type Lodging. Use
this page for entering additional details about the
estimated expense.

This example shows the Lodging Expense Type.

Detail pages for other expense types are different.

Each Detail page display is specific to the
Expense Type.

All Authorization pages include an Accounting
Detail link. Click this link to enter the accounting
detail for each line as explained on the next page.

Creating a Travel Authorization (continued)

Fa\rovr'rtes MainvMenu > Travel and Expenses

Create Travel Authorization

Authorization Detail for Lodging (Line 1)

JOHN DOE Authorization ID: MNEXT
*Date: 07152013 Bl

*Payment Type: Check hd

*Billing Type: Billable hd

Number of Nights: 1

*Location: Virginia Beach @,

*Description: omni Hotel

*Hightly Rate: 18100 g

*Total Amount: 151.00 USD

Location Amount:

Accounting Detail

Check Expense For Errors

Return to Travel Authorization Entry

18




¥| Creating a Travel Authorization (continued)
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An accounting distribution must be specified for all expenses requested on a travel authorization. When
the approver approves an authorization, the approver is also approving the accounting entries.

Click the Accounting Detail link on the Authorization Detail page for each expense line displays the

Accounting Detail page shown here. Complete the accounting details for each expense line, to complete
the travel authorization.

The Account value defaults based on the Expense Type selected. Other values default based on the
employee’s profile configuration.

Favarites Main Menu > Travel andvExpen5e5

Create Travel Authorization

Accounting Detail
JOHN DOE

Authorization 1D MEXT

This is the accounting detail for expense type Lodging with a transaction date of
2013-07-15 in the amount of 151 USD. If changes are made inadvertently, vou may
reset the default accounting values by hitting the 'Restore Defaults' button.

Restore Defaults

Amount =GL Umnit SpeedTlType Key Account Fund Program Department Cost Center Task FIPS

151.00 |[s0100 [Sy ||| @&, ||so12850%9, (047209, ||603003 @, ||19002 =N =N @, |losg G

Add ChartField Line

Ok
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¥| Creating a Travel Authorization (continued)
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SpeedType Key: In mostinstances, SpeedType Key values are defined that allows you to complete the

accounting entries by selecting the applicable SpeedType. Click the Look Up button in this field to display
the available SpeedTypes.

When you have selected the SpeedType Key, click the OK button to save.

FE‘."I:‘lrritES MainvMenu »  Travel and Expenses
-

Create Travel Authorization
Accounting Detail
JOHM DOE Authorization 1D:

MEXT

This is the accounting detail for expense type Lodging with a transaction date of
2013-07-15 in the amount of 151 USD. If changes are made inadvertently, you may
reset the default accounting values by hitting the 'Restore Defaults' button.

FRestore Defaults

Amount *GL Unit SpeedType Key JAccount Fund Program Department Cost Center Task FIPS

151.00 (50100 (@ || &, 150128509, ||04720%, (603003 @& |[1900z |@, Q@ @& |los9 |G

Add ChartField Line

DK
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Submitting a Travel Authorization

-
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After you complete a travel authorization, you can save and/or submit it for approval:
» To save the authorization without submitting it, click the Save for Later button.

« To save and submit the authorization, click the Submit button on the Travel Authorization Entry
page. After clicking the Submit button, a confirmation page like the one below displays.

» After you save and/or submit the authorization, Cardinal assigns an Authorization ID to the
authorization.

Favorites | Main Menu > Travel and Expenses
-

Create Travel Authorization

Submit Confirmation
JOHMN DOE Authorization 1D: MEXT

Total: 151.00 UsD Total Authorized:
Less Non-Approved:

V Click QK to submit, or click Cancel to return to the travel authorization without submitting.

] Cancel

21
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After you confirm the submission, the View
Authorization page displays. This is a view-only
version of the authorization you just requested.

The authorization is submitted through Cardinal
workflow, and appears on the approver’s worklist. If
more than one approval is required, your
authorization is automatically routed to the
designated approver(s).

The approver(s) may approve, deny, or send the
authorization back to you for updates. If the request
is not approved, the approver should provide
comments so you can update and resubmit or
delete.

An approver may reassign approval to another
person. Inthat case, you may receive approval
from someone other than your usual approver.

Submitting a Travel Authorization (continued)

Favnvntes Ma\n'Menu » Travel and Expenses

View Travel Autherization

Travel Authorization Details

JOHN DOE

5
Description:

Business Purpose:
Status:

Default Location:

Date From:

Accounting Defaults

Lodging

Dinner - Travel Day

Authorized Amount:

-
Profile

HR Supenisor
-

Profile

(o Returnto Search  [=] Notify

User Defaults

Training Conference
Conference

Submitted for Approval
Virginia Beach

07/15/2013 Date To:

Date *Amount
07M15i2013

07MB6/2013

Name

DOE, JOHN

Name

DOE, JOHN

Authorization 1D:

Comment:
Last Updated: 07/09/2013 By: FINUSERO1
0716/2013
More Options: j
I
Currenc: *Payment Type *Billing Type
151.00 USD Check Billable Detail
22.00 USD Check Billable *Detail
173.00 USD
Project Summary
)
Action Date/Time
)
Action DateiTime
Submitted 07/09/2013 1:35:42PM

Atachment

0000001530

GO

Click on image to enlarge
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You can view the status of your travel authorization
any time after you save or submit it by accessing
View Travel Authorization Details page. You can
access this page using the following path:

Main Menu > Travel and Expense Center > Travel
Authorizations > View

The current status displays in the Status field on the
Travel Authorization Details page. After the
authorization is approved, it has a status of
Approved.

The Pending Actions list at the bottom of the page
also provides information about the processing status,
and the approval flow if there are multiple approvers.

While a travel authorization is in the approval
process, you cannot modify it. If it needs to be
changed, you can ask an approver to send it back to
you.

Viewing the Travel Authorization Status

Fa\'r.lvrltes Ma\nvMenu &

View Travel Authorization

Travel Authorizatio
JOHN DOE

n Details
User Defaults

Submitted for Approval|

Default Location:

Virginia Beach

Authorization 1D:

Comment:

Last Updated:

07/09/2013

Aftachment

0000001530

By: FINUSERO1

Date From: 07/15/2013  Date To: 07116/2013
Accounting Defaulis More Options: =] o
i L )
Date *Amount Currenc; ¥ *Payment Type *Billing Type

Lodging 071512013 151.00|USD Check Billable “Detail

Dinner - Travel Day 07/16/12013 22.00/USD Check Billable *Detail
Authorized Amount: 173.00 USD

Dioiecic
= L T |
Profile Name Action Date/Time
HR Supenvisor DOE, JOHN
= L T |
Profile Name Action Date/Time
DOE, JOHN Submitted 07/09/2013 1:35:42PM

[t Return to Search =] Notify

Click on image to enlarge
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Updating a Travel Authorization

-

CARDINAL

If necessary, you can update an existing travel authorization. You might do this if:
* You saved an incomplete authorization and need to complete it.
» Your travel authorization was sent back and you need to make changes.

Remember, you cannot update a travel authorization while it is in the approval workflow. Also, any
changes you make to a travel authorization means that it needs to be approved again.

Travel authorizations that were denied (as opposed to sent back) cannot be updated. They must be
deleted.

24



Updating a Travel Authorization (continued)

-
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Remember, you cannot update a travel authorization while it is in the approval workflow. Also, any
changes you make to a travel authorization means that it needs to be approved again.

Travel authorizations that were denied (as opposed to sent back) cannot be updated. They must be
deleted.

To update a travel authorization, select Modify from the Travel Authorization menu and search for or
select the authorization. You use the same page to modify the authorization that you used to create it.
The only difference is that the Authorization ID and the Status display.

Favc‘lrr'rtES Main?Menu » Travel and Expenses
-

Travel Authorization

Travel Authorization Entry Aachment

JOHN DOE User Defaults Authorization ID: 0000001417

-

*Description: littend Sharepoint Training Comment: Bl
*Business Purpose: |Training M

25
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If required, you can cancel or delete a travel
authorization.

You can only cancel approved travel
authorizations that do not have associated
expense reports. For example, you can cancel
an authorization if your trip is canceled after
approval. Canceled authorizations are not
deleted from Cardinal and, can still be viewed.

A travel authorization can be deleted if it:
* Has not been submitted
» Has been canceled
+ Was returned or denied by the approver

Deleted authorizations cannot be viewed.

Canceling or Deleting a Travel Authorization

Favorites | Main Menu > Travel and Expenses
- - -

Travel and Expense

Delete a Travel Authorization
LOIS LANE

Select Description Authorization ID

r To attend TRB meeting 0000000121
Delete Selected Authorization(s)

Return to Travel Authorization

Date From Date To

017222012 |01/25/2012

Amount

Currency

936.00 USD

26




Canceling or Deleting a Travel Authorization
-3 (continued)

CARDINAL

To cancel or delete a travel authorization, select Cancel or Delete from the Travel Authorization menu
and search for the authorization. The search page displays only authorizations that are eligible for
cancellation or deletion.

FEI‘."I;I'['ItEE MainTMenu »  Travel and Expenses
-

Travel and Expense

Delete a Travel Authorization

LOIS LANE
Select  Description Authorization 1D Date From Date To Amount Currency
v To attend TRB meeting 0000000121 0172212012 |01/25/2012 936.00/UsD

Delete Selected Authaorization(s)

Return to Travel Authorization

27



Simulation: Create and Process a Travel
Authorization

You are now about to view a simulation for creating and processing a travel authorization. Click the
Cardinal logo on your screen to start the simulation.

CARDINAL
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https://virtualcampus.vdot.virginia.gov/kc/content/ilc/courses/38F98B6BD5F7422D99BE6C19D85D6470/AP315Simulations/dhtml_kp.html?Guid=decd629e-269c-415d-bcdd-b0c155cb1761&Mode=T&Back

Lesson 2: Checkpoint

CARDINAL

Now is your opportunity to check your understanding of the course material. Read the question, select
your answer and click Submit to see if you chose the correct response.

29



Which of the following is not a business purpose.

O Conference
O Lodging
O Education

O Presentation

30



At what point are you not able to update a travel authorization?

O After you save the authorization
© When it is in the approval process

O After is it sent back by the approver

31



Which of these activities requires approval?

O Canceling a travel authorization
O Deleting a travel authorization

O Updating an approved travel authorization

32



Lesson 2: Summary

CARDINAL

In this lesson, you learned how to:

* Create and submit a travel authorization

* View travel authorization status

» Update a travel authorization

* Cancel or delete a travel authorization

33



Lesson 3: Expense Report

CARDINAL

In this lesson, you will learn about the following topics:

» Create and submit an expense report

+ View expense report status

« Update an expense report if required

 Delete an expense report

34



Creating and Submitting an Expense Report

You can copy data from a travel authorization or template into an expense report, and then update it as
required.

35



'3 Creating an Expense Report

To access the Expense Report options, use the following path:

Main Menu > Travel and Expense Center > Expense Report

Click the Create menu option. This opens the Create Expense Report Page.

Favorites Main Menu > Travel and Expenses
- -

Create Expense Report
Expense Report Entry Attachment

JOHN DOE User Defaults Report 1D NEXT

Quick Start [ Blank Report ~] 6o

+ General Information

*Description: | Comment; El

*Business Purpose: | ~

Reference: |

Default Location: || @,

36



Creating an Expense Report (continued)

CARDINAL

Choose the appropriate option from the Quick Start drop down menu:
« A Blank Report — This option displays a blank Expense Report Entry page.
A Template — This option allows you to select the desired expense report template to copy in.

« A Travel Authorization — This option opens the Populate From A Travel Authorization page which
allows you to select the desired travel authorization to copy in.

* An Existing Report — This option displays the Copy From an Existing Expense Report page, where
you can select the desired expense report to copy in.

« Entries from my Wallet selection is not used.

If you chose either A Travel Authorization or An Existing Report, all data, including accounting
distribution, copies into the Expense Report.

FEI‘.’EEH:EE Mainl-ﬂenu = Trawvel and Expenses

Create Expense Report

Expense Report Entry
JOHMN DOE User Defaults Report ID:

Quick Start: A Blank Report S

-

A Blank Report
*Description: A Template Comment:
A Travel Authorization
An Existing Report
Entries from My Wallet

*TBusiness Purpose:

Reference:

Drefault Location: =N

37



Creating an Expense Report (continued)

This is an Expense Report Entry page. Notice that it contains data similar to that on the Travel
Authorization entry page.

Fawvorites : Main Menu > Travel and Expenses
- : - -

Expense Report

Expense Report Entry Attachment

JOHM DOE User Defaults Report ID: 0000017970

=~ General Information

*Description: IIStatewide HRMT Comment: Attended 2 Day

*Business Purpose: IMeeting "I

Status: Pending Reference: I

Drefault Location: [Charnottesville (AlbemriyGry @, Last Updated: 02/12/2012  By: John Doe

Post State: Not Applied

Accounting Defaults Apply Cash Advancel(s More Options: I vl (ele]

| Eind | “iewe s ) EE

“Detail *Location Merchant =AirfHotel Milsage *Per Diem “Currency = >

Select *Expense Type *Expense Date =Amount Spent *Currency =Payment Type =Billing Type
— AN meals - Travel Day =l |[e1zorzoz EF | z28.50| [UsD @, [ Check =] [Binanie =1 |E= = [+
— [PerCiem incidentals =1 [o1zom2013 (E | 5.00|/[usD @&, |[check =1 |[2inzapie =1 E= - =]
— [Loaging =1 [o12om=2013 [E | 115.00/|[usD @&, |[Check =1 |[Binzapie =1 G =-> | =]
— [anMeals - Travel Day =] |[0w312013 (E | 2a 50 [USD @&, |[Check =1 |[Bin=pie =] G - ]
— [Per Diem Incidentals =1 [o1w3zz013 (EF | 5.00|/[usSD @, |[Check =1 |[[Binzpie =1 G =-> | =]

| Copy Selected Crelete Selected Check For Errars INew Expense vI SAdd

Employee Expenses: 182.00 USD Due Employee: B7.00 UsSD

Hon-Reimbursable Expenses: 11500 UsSD Due YWendor: 000 UsSD

Prepaid Expenses: 000 UsD

Employee Credits: o000 uso

Vendor Credits: 000 uUsD

Cash Advances Applied: o000 uUsh

Definition of Totals 1 Update Totals

Do T i 1 e Expense Report Project Summary

Return to Travel and Expense Center

Click on image to enlarge 38



EXpense Report Entry Page

Favortes m’uu—mm
Introduction
Create Exa :

Jomipoe  section or field.

o

Expense Click on each label to view a description of the

Select Lapenne Type “Lspense Date *Amount Spent  “Currency ‘Payment Type g Type Q
r |Loogng B o203 B 000 USD 9 [Cnecr | |emate _-jm =1+
| = /3
| = +)
| | +
Copy Sebected Deiete Seiectec Checx For Emors [teew Expense x| A
| Einglores Expenses = o_musae! Dwe Employee 0.00 USD 6
nwwtmgv 000 yso { Dwe Vendor: 000 USD
Propasd £ xpeases: 000 USD =N Q
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Creating an Expense Report (continued)

This page displays an example of one of the other tabs (the Detail tab). The Expense Type and Expense
Date also default from the Overview tab.

Notice that there is also a required Description field.

Favc;r'rtes Mainvrt-'lenu >  Travel and Expenses
: -

Create Expense Report

Expense Report Entry Attachment
JOHM DOE User Defaults Report ID: MEXT
*Description: |FH‘."."A Conference Comment: 2 day conferance =
*Business Purpose; |C0nferenc:e LI
Reference: I
Default Location: |‘-.-"irginia Beach =
Accounting Defaults Apply Cash Advance(s) More Options: | - GO

First BN 44 of 4 L3 | ast

k==
Customize | Find | iew 20 | B 2

*Location Merchant *=AirfHotel Milsage Per Diem =urrency
Select *Expense Type *Expense Date *Description HNon-Reimb HNo Receipt
— |Lodging =1 [o7mwoizo1z [H Jomni Hotel E1 — r— =, [+
| l =]
| [ =]
| =1 )
Copy Selected Delete Selected Check For Errors | Mew Expense LI Add




-

CARDINAL

To go to the Accounting Detail page for an expense
line, click the Accounting Detail icon on the
Overview tab.

This page is completed for each expense line on the
expense report. Remember, if you used a template or
copied the expense report from a travel authorization,
the accounting details default. You can use those
entries or update them.

If you did not use a template or copy from a travel
authorization, you need to complete these lines. The
Account defaults based on the Expense Type. Do
not change for travel related expenses account
values.

For non-travel expense types, you may need to
change the default Account.

ChartField values other than account may also default
based on your employee profile configuration.

Creating an Expense Report (continued)

Favorites - Main Menu » Travel and Expenses
it - -

Create Expense Report

Accounting Detail

JOHN DOE Report ID: NEXT
This Is the accounting detail for expense fype Lodging with a transaction date of 2013-07-09 in the amount of 150 USD. If changes

are made inadvertently, you may reset the defaulf accounting values by hitting the 'Restore Defaults' button.

Restore Defaults

Estimated Tax:
Total Distribution:

|

Monetary
Amount

Currency  Exchange

[zt Code Rate

Amount SpeedType Key  Account Fund Program Department

150.00 50100 @ 150.00 USD 1.00000000 00000000542,

il |

5012850 @, (047209, (603003 @, [19002 @

Add GhartFigld Line Refresh

oK

Cost

M

Click on image to enlarge
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Applying a Cash Advance to an Expense Report

-

CARDINAL

Before saving an expense report, you must apply any cash advance(s) you received that are associated
with it. When doing this, make sure that you apply the advance to the expenses for which it was intended.

Apply a cash advance by clicking the Apply Cash Advance(s) link on the Expense Report Entry page.
The Apply Cash Advance(s) page appears as shown here.

Favq__r'rtES Main_Menu > Travel and Expenses
-

Create Expense Report

Apply Cash Advance(s)

JOHN DOE Report 1D: MEXT
“Advance ID Advance Amount Balance E;;:QE”QE Total Applied
@, 0.000 0.00 0.00 USD E|
Add Cash Advance Update Totals
Total Advance Applied: 0.00 wush
Total Employee EXpenses: 15000 LSD
Total Due Employee: 150.00 UsD

O
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Applying a Cash Advance to an Expense Report (continued)

Favortes Main Menu > Travel and Expenses 7
- - -

. (1) )
Introduction ©
Sine Npanes Neport Click each label to view a description of the
Apply Cash Advance(s) field.
JOHN DOE ‘

DEPVILLIU. nead

v @ e

*Advance 1D 01 Advance Amount Balance f!:!c g Total Applied
0000000077 46337 0.00 USD 1.00000000 463.37 USD =] e
&) Add Cash Advance Update Totals Q)

Total Advance Applied: 46337 USD

Total Employee Expenses: 617.11 USD

Total Due Employee: 153.74 USD
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Checking the Expense Report for Errors

You can check an expense report for errors any time during the entry process by clicking the Check for
Errors button near the bottom of the screen. This checks your current entries for errors. If Cardinal
discovers errors, it displays a red flag in the second column of the expense line, and changes the
incorrect fields to red, if they are visible.

To locate the error(s) and learn more about them, you can click on the red flag(s).

Fawvorites Main Menu = Travel and Expenses
E -

Create Expense Report

Expense Report Entry Attachment
JOHN DOE User Defaults Report ID: MNEXT
*Description: |FH‘NA Conference Comment: 2 day conference =
*Business Purpose: |Conferenc:e v|
Reference: |
Default Location: [wirginia Beach =N
Accounting Defaults Apply Cash Advance(s) More Options: I v| (ele]
Customize | Find | wiswe o0 | B | #8 Fiet 1
“Dretail *Location Merchant =AirfHotel Mileage Per Diem *=Currency
Select *Expense Type *Expense Date =Amount Spent *Currency *Payment Type *Billing Type
— E |Lodaging ~| [oFoorzoqz [FH | 15000 [USD @, |[Check =l [Binabie = E = [+
| - +.
| ~| +.
Copy Selected Delete Selected I Check For Errors | I | Mew Expense vI Add

Click on image to enlarge 44



(continued)

When you click the flag icon, the Expense
Detail page for the expense displays,
highlighting the field(s) in error and displaying
error message(s).

The Expense Detail page display varies
depending on the Expense Type and the errors
detected.

Correct the errors on the page and click the
Check Expense for Errors button on the page
to confirm your corrections.

CneckKing the eXxpense Report 1or =rrors

Favorites Main Menu > Travel and Expenses
: -

Create Expense Report

Expense Detail for Lodging (Line 1)

JOHN DOE Report ID: NEXT

Please enter or update the following information:
P Description
P Humber of Nights

| About This Expense

*Expense Date: W@

*Payment Type: |Check j ™ No Receipt

“Billing Type: [Eillaple =l ™ Non-Reimbursable
*Number of Nights:

*Location: |Virginia Beach @,

*Amount Spent: 150.00

*Currency: UsD @,

1.00000000 R

¥ Default Rate

*Exchange Rate:

Reimbursement Amt: 150,00 UsSD

Location Amount: |

Mo Receipt: |

Accounting Detail

Receipt Split
I =T == I Mext Expense

Return to Expense Report
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Submitting an Expense

-

CARDINAL

After you complete an expense report and apply any cash advance(s), you can save and/or submit it for

approval:
» To save the report without submitting it, click the Save for Later button.

* To save and submit the expense report, click the Submit button on the Expense Report Entry
page. After clicking this button, a confirmation page like the one here appears.

» After you save and/or submit the expense report, Cardinal assigns a Report ID to the expense report.

Favq_g'rte; MainvMenu »  Travel and Expenses
-

Create Expense Report
Submit Confirmation

JOHM DOE Report 1D: MEXT

Employee EXxpenses: 150.00 USD Due Employee: 150,00 UsSD
Hon-Reimbursable Expenses: 0.00 UsD Due Vendor: 000 ushD
Prepaid Expenses: 0.00 USD Definition of Totals

Employee Credits: 0.00 UsD

Vendor Credits: 0.00 UsD

Cash Advances Applied: 0.00 UsD

V Click OK to submit, or click Cancel to return to the expense report without submitting.

R Cancel
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Submitting an Expense Report (continued)

-

CARDINAL

* Once you click the OK button on the Submit Confirmation page, the report is submitted through
Cardinal workflow, and appears on the approver’s worklist. If more than one approval is required,
Cardinal automatically routes your report to the designated approvers.

« Budget checking is also a part of expense report processing. Expense reports are checked against
the budget(s) established for the related accounting entries. If an expense report exceeds the
budget, additional administrative action may be required. The approver can view the budget check
results when reviewing the report for approval.

» The approver(s) may approve, deny, or send back the report back to you for changes. If the request
is not approved, the approver should indicate in the message comments any changes you may need
to make.
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CARDINAL

You can view the status of your expense report
any time after you save or submit it using View
from the menu.

The current status displays in the Status field on
the Expense Report Detail page shown here.
After the expense report is approved, it has a
status of Approved. The Post Status field
indicates whether or not the report has been
posted after approval. Once it is posted, it is
generally processed for payment.

The Pending Actions list at the bottom of the
page indicates processing status and the approval
flow if there are multiple approvers.

While an expense report is in the approval
process or if it has been approved, you cannot
modify it. If it needs to be changed, you can ask
the approver to send it back to you.

Viewing an Expense Report Status

Favgrites | Main Menu > Travel an\:l_ExDansas

View Expense Report

Expense Report Detail

JOHN DOE User Defaults Report ID:
-
Description: FHWA Conference Comment:
Business Purpose: Conference
Reference:

Lo L R

Attachment

0000018079

2 day conference [EL

TN = Last Updated: 07/09i2012 By: FINUSERO1
Post State: Mot Applied
Accounting Defauits More Options: [ - | | co
i 0 0
*Detail *_ocation Merchant =airHotel Mileage Per Diem *Currency
*Expense Date *Amount Spent *Currency *Payment Type *Billing Type
Lodging 07/09/2013 150.00 USD Check Billable &

Employee Expenses: 150.00 USD Due Employee: 150.00 USD

Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD

Prepaid Expenses: 0.00 USD

Employee Credits: 0.00 USD

Vendor Credits: 0.00 USD

Cash Advances Applied: 0.00 UsSD

Definition of Totals
Simense Benorbroiedl Summan

= E L 11
Profile Name Action Date/Time

HR Supervisar DOE, JOHN

Expense Coordinator DOE, JOHN
~ s = )
Profile Action Date/Time

DOE, JOHN Submitted 07/09i2013 11:57:52AM

|2 Returnto Search | =] Notify

Click on image to enlarge
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-

CARDINAL

You can update an existing expense report if it:
« was incomplete report and need to
complete it
« was sent back to you to make changes
* is notin the approval workflow
* has not been approved

To update an expense report, select Modify
from the Expense Report menu and search for
or select the report. You use the same page to
modify the report that you used to create it. The
only difference is that the Report ID and the
Status display.

Updating an Expense Report

Favorites  Main Menu > Travel and Expenses

Expense Report

Expense Report Entry Attschment
JOHN DOE User Defaults Report 1D: 0000017693 |
-
*Description: [E ! :
ption: mergency Meal Reimb. Comment:
*Business Purpose: |Overtime Meal Reimbursement j
Status: Pending 1 Reference:
; —
Default Location: @, Last Updated: 021112013 By: DIANE.BINNS
Post State: Not Applied
Accounting Defaults Apply Cash Advance(s) More Options: | j GO
st 1 0
*Detail Location Merchant | AirfHotel Mileage Per Diem *Currency
Select *Expense Type ‘Expense Date  *Amount Spent ‘Currency  *Payment Type *Billing Type
r Overtime Weals =] [10rer2012 [H 500/ [UsD @ |[check =l [einavle = B = E
Copy Selected Delete Selected Check For Errors |Ne‘w Expense j Add
Employee Expenses: 5.00 USD Due Employee: 5.00 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 USD
Cash Advances Applied: 0.00 USD
Definition of Totals Update Totals
Save For Later Submit

Expense Report Project Summary

Return to Expense Report

Click on image to enlarge
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2| Deleting an Expense Report

CARDINAL

You can delete an expense report if it has not yet
been submitted for approval or if it has been
returned or denied by the approver.

You cannot cancel an expense report.

If the approver denied the expense report, you
cannot update it. Delete the denied expense
report to restore any associated travel
authorization. You can then use the restored
travel authorization to create another expense
report if needed.

To delete an expense report, select Delete from
the Expense Report menu and search for the
report. The search page displays only reports
that are eligible for deletion. Select the report(s)
to be deleted and click Delete Selected Expense
Report(s).

Fa‘.-'avr'rtes MainvMenu s Travel and Expenses

Travel and Expense

Delete an Expense Report
LOIS LANE

Select |ReportlD Report Description Creation Date

Personal Vehicle Mileage

= 0000018557 oo

02/28/2013

Personal Vehicle Mileage

a5
r 0000018328 Reimb

02125/2013
Delete Selected Report(s)

Return to Expense Report

Amount Currency

19.21 USD

13.56|USD




Simulation: Create an Expense Report

CARDINAL

You are now about to view a simulation on creating an expense report. Click the Cardinal logo on your
screen to start the simulation.

CARDINAL
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https://virtualcampus.vdot.virginia.gov/kc/content/ilc/courses/38F98B6BD5F7422D99BE6C19D85D6470/AP315Simulations/dhtml_kp.html?Guid=fd3b84ca-d4cd-40c6-a4f5-ab2cfe7bcc75&Mode=T&Back

Lesson 3. Checkpoint

CARDINAL

Now is your opportunity to check your understanding of the material. Read the question, select your
answer and click Submit to see if you chose the correct response.
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If you begin an expense report by copying in the travel authorization, the accounting
entries are copied as well.

O True

O False
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When can an expense report be modified?

O Before it is submitted
O After it is approved

O Both of the above
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Lesson 3: Summary

CARDINAL

In this lesson, you learned how to:

» Create and submit an expense report

+ View expense report status

« Update an expense report if required

 Delete an expense report
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Lesson 4: Cash Advance

CARDINAL

In this lesson, you will learn about the following topics:
» Create and submit a cash advance request
* View cash advance status
» Update a cash advance request

» Delete a cash advance request
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Creating and Submitting a Cash Advance
~3 Request

CARDINAL

A travel authorization does not include a cash advance request. If you need an advance for travel, you
must request it separately.

You can enter a cash advance request only for travel expenses. You cannot request a travel advance for
reimbursable non-travel expenses.

Cash advance requests require approval. This approval is separate from the approval for a travel
authorization and expense report.

If your cash advance is approved, the amount of the advance is deposited in your pre-designated bank
account or issued to you by check.

Note: Cash advances must be requested through the procedure detailed here. Petty cash is not used for
any employee payments.

To access the Cash Advance menu options, use the following path:

Main Menu > Travel and Expense Center > Cash Advance
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CARDINAL

Click the Create menu option and the Create
Cash Advance Report page displays.

Use the Create Cash Advance Report page to
enter the cash advance request information.
This page can be displayed either from the
Cash Advance menu or, if you just completed
entering a travel authorization, from the link on
the Travel Authorization Entry page.

Note that there are no links or fields on this
page for accounting entries. Accounting
information is not required to be entered when
requesting a cash advance. For cash
advances, the accounting entries are created
from a pre-configured accounting template that
you cannot change.

Creating a Cash Advance Request

Favorites | Main Menu » Traveland Expenses
- - -

Travel & Expenses - Cash Advance Report

Create Cash Advance Report Atachment

JOHN DOE
-

*Description:

*Business Purpose:

“Source

Advance ID: NEXT User Defaults

|FH'.“.".¢. Conference Comment:

|Cnnference j

Reference:

il

Description *Amount Currency

System Check

Advance Amount:

Save For Later

Return to Expense Report

=l [Lodging 151.00 USD

151.00 UsSD

Submit

B e K
Apply Tax

-

Update Totals

H|=

Click on image to enlarge
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Create Cash Advance Report Page

Favorkes Man -"'"PW o (.% -
l Introduction o
Travel & Expe
Create Casl Click the label to view a description of each of —
the highlighted areas. €| Stachmen!
SUMMER SU r .
+ General Informaton
*Description: Survey Tool Training Comment: Survey Tool training required for A
*Business W‘- Trammg v updated certficaton
6 Reference: _
(F)

Impot ATM Advances

Description

Training Registration Fee

000 USD
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Submitting a Cash Advance Request

After you complete a cash advance request you can either Save for Later or Submit, Cardinal assigns an
ID to the request. To save the request:

Click the Save for Later button on the Create Cash Advance Report page. This saves the request

and allows you to make changes. The request must be submitted to go through the approval
process.

Favorites | Main Menu >
£ i .

Travel and Expenses

Travel & Expenses - Cash Adwvance Report

Create Cash Advance Report

Attachment
JOHMN DOE Advance ID:

MEXT User Defaults
- General Information
*Description:

IFH‘.‘\."A Conference

Comment:

=
IConference ;l

*Business Purpose:

Reference:

e
Import ATM Advances

=

EI ks
Customize | Find | & | =2
=Source Description

First BN 9 or 1 I3 | ast

=Amount Currency

Apply Tax
IS}'stem Check LI

[ 1561.00) USD = +]|[=

Advance Amount:

15100 UsSD

ILodging

Update Totals
Sawve For Later

Submit

Return to Expense Report
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»| Submitting a Cash Advance Request (continued)

CARDINAL

To submit the request:

Click the Submit button on the Create Cash Advance Report page. A Submit Confirmation page
displays.

The request is submitted through Cardinal workflow, and appears on the approver’s worklist. Depending

on circumstances, more than one approval may be required. In this case, your request is automatically
routed to the designated approver(s).

Favorites | Main Menu > Travel and Expenses
-

Travel & Expenses - Cash Advance Report

Submit Confirmation
JOHN DOE Advance 1D MNEXT
Advance Amount; 151.00 USD

V Click OK to submit, or click Cancel to return to the cash advance without submitting.

] Cancel
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-

CARDINAL

You can view the status of your cash advance
request any time after you save or submit it.
You can access the View Cash Advance
Report page using the following path:

Main Menu > Travel and Expense Center >
Cash Advance > View

The current status displays in the Status field
on the View Cash Advance Report page
shown here.

The Action History list, at the bottom of the
page, provides a history of the submission,
approval, and other actions for the request.

Viewing the Cash Advance Status

Fa\fuvrrtes Ma\nvMenu » Travel and Expenses

Travel & Expenses - Cash Advance Report

View Cash Advance Report

Attachment

JOHN DOE Advance ID: 0000000067 User Defaults
-

Description: VCA Certification Comment: [EL

Business Purpose: Training
| status: Paid J Reference:

Accounting Date: 01/09/2013 Post State: Posted

Last Updated: 01/10/2013 By: Lois.Lane
@?
L) i El L]

*Source Description *Amount Currency
System Check All Meals Travel 70.00 USD
System Check All Meals Mon Travel 138.00 USD
System Check Per Diem 25.00 USD

Advance Amount: 23300 UsD Report Balance

Applied To Expense Reports: 23300 UsD Due Company: 000 USD

Payments Received: 0.00 UsD
A B LY >
Profile Name Action Date/Time

DOE, JOHN Submitted 01/09/2013 12:52:55PM

HR Supenisor DOE, JOHN Approved 01/09/2013 2:56:18PM
Expense Coordinator DOE, JOHM Approved 01M0/2013 1:15:18PM

Return to Cash Advance

|2t Returnto Search  +| Previous in List

4] MextinList | [=] Notify

Click on image to enlarge
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Updating a Cash Advance Request

CARDINAL

Once you submit a cash advance request, you FeiaEas _Van Jlens  Trave snd Epenses
can Only upda‘te If Travel & Expenses - Cash Advance Report
» You saved the request but have not yet Modify Cash Advance Report | sttt
bmltted it JOHM DOE Advance ID: 0000000047 User Defaults
Su =
*Description: VI AT WV . omment: WV . -
° The approver(s) Sent baCk the request tO 1Zusm::s - :zlan:ESENT DOTAT ROL\DEOj Ci t ROADEOQ 9/17-20/12
you. (|f the approver[s] deny your request’ Status: Pending Reference: [wroroED
. Accounting Date: 08/29/2012 Post State: Mot Applied
however, you cannot Update It; you Ccan Last Updated: 08302012 By Clark Kent
only delete it.) —
. B pn T yop O
To update a cash advance, select Modify from
the Cash Advance menu and search for or [System Checr 1 [Represent VDOT @ WY Roades 12300 USD & =
select the advance. The page you use to modify | s
. - . vance Amount: 123.00 UsD
a cash advance request is similar to the page
you used to create it.
Save For Later Submit
Return to Travel and Expense Center

Click on image to enlarge

63



Deleting a Cash Advance Request

-

CARDINAL

You can delete a cash advance request that has:
» Not yet been submitted for approval
» Been sent back or denied by the approver
* Not been approved

Records of the cash advances remain in the database, even though they cannot be paid.

To delete a cash advance, select Delete from the Cash Advance menu and search for the advance.

The search page displays only advances that are eligible for deletion. Select the advance(s) to be
deleted and click Delete Selected Advance(s).

Favorites Main Menu Travel and Expenses
-

Travel & Expenses - Cash Advance Report

Delete Cash Advance Report

LOIS LANE
Select Advance 1D Description Creation Date Amount Currency
I QOoooo0002 Travel to Washington, D.C. 12/0602011 1195.00|USD
| Delete Selected Advance(s) |
Return to Cash Advance

64




Lesson 4: Summary

CARDINAL

In this lesson, you learned how to:

» Create and submit a cash advance request

* View cash advance status

» Update a cash advance request

» Delete a cash advance request
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! E Lesson 5: Reports and Online Inquiries

CARDINAL

In this lesson, you will learn about the following topics:

* Reports

* Online Inquiries
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Reports

CARDINAL

Expenses reports can be run at various intervals. Two key Expenses reports are:

 Expense Report

« Travel Authorization Report

Note: All users with access to view information in the Expenses module are able to run these reports.
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Expenses Report

CARDINAL

The Expense Report is available in a
printable format. You can navigate to this
report using the following path:

Main Menu > Travel and Expense Center
> Print Reports > Expense Report

Favq_r'rtes MainvMenu = Tm\-elang_Expenses

To printthis report, please use your browsers print feature.

[N m ] PN

Expense Report 0000026227
LOIS LAME Employee ID: 012345573900
Report Date: O7Fi0N2013 2:0511FPM Status: Submitted for Approval
Description: meeting
Business Purpose: Meeting
Comment:
Date Expense Type Merchant Location Amount
Personl Mileage Cost ~
O7Fi01/2012 Justified Richmond {(City Limits} 16.95 UsD

Employee Expenses: 16 95
Hon-Reimbursable Expenses: 0.00
Prepaid Expenses: 0.00
Employee Credits: 0.00
Vendor Credits: 0.00
Cash Advances Applied: 0.00
Total Due Employee: 16.95
Total Due Wendor: 0.00

usoD
usoD
usD
usoD
usD
usoD

usoD
usD

| certify that expenses listed were incurred by me on official business ofthe
Commonwealth of Virginia and include only such expenses as were necessary in the

conduct of business.

Employee Signature Date

| certify that the travel undertaken andior business expenses in this reimbursement have
been reviewed and approved as necessary for the conduct of business for the

Commonwealth of Virginia.

Approved By Date

Return to Expense Report
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CARDINAL

The Travel Authorization Report is also
printable. You can navigate to this report
using the following path:

Main Menu > Travel and Expense Center
> Print Reports > Travel Authorization

Travel Authorization Report

Fa\rovrtes MainvMenu > Travel and Expenses
-

To printthis report, please use your browser's print feature.

Travel Authorization
Report Date: 07/09/2013
LOIS LANE Report Time: 2:09:46PM
Authorization 1D: 0000001829 Employee ID: 012345673300
Description: Travel to Woodford VA Status: Approved
Business Purpose: Training
Date From: 06/11/2013 To: 06/11/2013
Comment: Travel to Woaodford VA for small purchase class
Date Expense Type Merchant Amount Currency Description
Personl Mileage s
06112013 Cost Justified 27.69 USD Fredburg(Spots/StafiiCaroline)
Total: 2769 USD
Non-Reimbursable Expenses: 0.00 UsD
Total Authorized: 2769 USD

| certify that the expenses listed will be incurred by me on official business of the Commonwealth of
Virginia and include only such expenses necessary in the conduct of business.

Employee Signature Date

| certify that the travel or business expenses identified in this document have been reviewed and
approved and will be necessary for conduct of business for the Commanwealth of Virginia.

Approved By Date

Return to Travel Authorization
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Online Inquiries

CARDINAL

Expenses online inquiries can be run at any time. Two key Expenses online inquiries include are:

« Employee Payment History

- Employee Expense History

Note: All users with access to view information in the Expenses module can do these online inquiries.
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Payment History

The Employee Payment History inquiry displays information about the history of payments for an
employee. You can navigate to this online inquiry using the following path:

Main Menu > Travel and Expenses > Process Expenses > Review Payments > Payment History

Favg_['rtes MainvMenu > Trawvel and Expenses > FProcess Expenses > Rewvieww Payments > Payment Historny

Employee Payment History

JOHM DOE
Payment Info

Payment Reference: 200132424

Bank Code: TREASURY - Cardinal Disb

Bank Acocoumnt: Treasury - Cardinal Disb

Payment Ao mi: 55.00 LUsD

Pay Status: Paid Status: Posted
Payment Method: ACH Payment Date: 12/065/2012

FPayee Address

| | T
Customize | Find | B | #8  Fir=t &0 4 of 1 O Last

Type I Descr Status Created Aormount

Expense Report 0000014061 Motary Reimbursement FPaid 112602012 5500 UsD

=] sawve | [Er Returnto Search | [t=] Previous.inList | [4=] Nextin List |




Employee Expense History

The Employee Expense History inquiry displays a history of the expense reports you have submitted and

their status. This inquiry also includes links to other pages for more details. You can navigate to this
online inquiry using the following path:

Main Menu > Travel and Expenses > Process Expenses > Review Payments > Employee Expense
History

Favorites | Main Menu =
e z -

Travel and Expenses > Process Expenses > Review Payments > Employee Expense History

Employee Expense History

JOHN DOE

From Date: |D?.-'DEIJ'2EI‘12 [z]

Through Date: (07092013 [[E)

Transaction Type: J A =1

| Search ]

Expense History

L Through Submitted
Type ) Description Status From Date Date Amount
Expense Motary =
Repodt 0000014061 | o my ooy (Paid & 110142012 | 11/26/2012

55.00 | USD

@“‘ Return to Search | |[=7] MNotify |
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Lesson 5: Summary

CARDINAL

In this lesson, you learned how to:

» Describe the key reports and online inquiries
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Course Summary

CARDINAL

In this course, you learned how to:

Describe travel and expense processing concepts, processes, and integration
Describe business purposes in Expenses
Create and submit a travel authorization
View travel authorization status

Update a travel authorization

Cancel or delete a travel authorization
Create and submit an expense report

View expense report status

Update an expense report

Delete an expense report

Create and submit a cash advance request
View cash advance status

Update a cash advance request

Delete a cash advance request

Describe key reports and online inquiries

74



Course Evaluation

Congratulations! You have completed the AP315: Processing Employee Expenses course. Please use
the evaluation link to assess this course.

[ Click here to access the survey ]

Once you have completed and submitted the survey, close the survey window. To close the web based
training course, click the Exit Course button.
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Appendix

-

CARDINAL

Key Terms

Integrations

Expense Process Flow Diagram

Screenshots
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Key Terms

-

CARDINAL

Cash Advance Request: A request may be made through Cardinal for a cash advance in connection with
travel expenses. Cash advances must be approved, and the approver may request changes in the
advance request before approval. When the employee files an expense report, the cash advance is
applied to the expense report. Cash advances are not available for non-travel expenses.

Employee Profile: Cardinal includes an Employee Profile for each user of Expenses. This profile
includes your employee information such as your addresses, organizational data, and bank information. If
any of this information is incorrect, you must request a change, as you cannot change it in the system
yourself. For employee personal and organizational information, you should request changes through
Human Resources. For updates to bank information, you should request changes through the agency’s
EDI Coordinator.

Expense Report: A request for reimbursement of expenses incurred by an employee made through
Cardinal for travel or other reimbursable business expenses. The request must include details of each
expense, and receipts if required or other documentation can be scanned and attached to the report. The
details from a travel authorization (if applicable) can be copied into the expense report to save time.
Expense reports must be approved, and the approver may request changes in the expense report before
approval. If a cash advance was provided, the employee applies the amount of the cash advance to the
expense report.
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Key Terms (continued)

-

CARDINAL

Expense Type: A field on travel authorizations and expense reports that identifies the category of
expense. For example, some travel related expense types include: Lodging, Airline Travel, Lunch —
Travel Day, Dinner — Travel Day, etc. There are also expense types for non-travel expenses. The
default value of the Account field in the accounting entries on the Expense Type. For example, the
account used for Lodging is different than the account used for Airline Travel.

Travel Authorization: A request made through Cardinal for authorization for proposed travel. Includes
details of the proposed travel and expenses. An authorization must be approved, and the approver may
request changes in the authorization request.
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Integration with Human Resources (Cardinal
-3 Human Capital Management)

CARDINAL

Travel and Expenses obtains Employee Profile information, such as address and organization, from HCM.

Payroll
Project Accounting
Y v v I
Absence Time and > Project Customer i
> > — >
Management Labor > Costing L . Billing
A F 3
A 4 ‘ Y
Human Ly <
Resources . _ | General P Accounts | ||
Expenses R Ledger Receivable
Time and Attendance X
v Accounts
Receivable
| | Accounts [ ||
Payable
Accounts Payable

Procurement Strategic 1, eProcurement —» Purchasing
Contracts Sourcing
Procurement 79



Integration within Accounts Payable

-

CARDINAL

Transactions that require payment to you, such as cash advances and expense reimbursements, are
created in Travel and Expenses and sent to Accounts Payable for payment processing.

Payroll
Project Accounting
" v ¥ |
Absence Time and > Project Customer N -
Management ] Labor > Costing :__ Contracts ] Cl
A Iy
A 4 ‘ h 4
Human N "
Resources > ) General < Accounts |
Expenses R Ledger Receivable
Time and Attendance vy
v Accounts
Receivable
| | Accounts | ||
Payable
Accounts Payable
U B Strateg|c «— eProcurement —» Purchasing [
Contracts Sourcing
Procurement 80




-

CARDINAL

If you owe money for an outstanding cash advance

Receivable processes repayment once it is received.

Integration with Accounts Receivable

Payroll
Project Accounting
" v |
Absence Time and > Project | Customer N Billin
Management Labor > Costing . Contracts 9
F Y [y
v
Human —» <
Resources ~ N General < Accounts
Expenses R Ledger Receivable
Time and Attendance
v Accounts
Receivable
| | Accounts | ||
Payable L.
Accounts Payable
Procurement Strategm «— eProcurement —» Purchasing
Contracts Sourcing
Procurement

after submitting your expense report, Accounts
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’3 Expense Process Flow Diagram

CARDINAL

Enter Travel
Authorization

Approve Travel
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Update Cash
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Expense Process Descriptions

-

CARDINAL

Enter Travel Authorization: Before traveling, you should enter a travel authorization in Cardinal,
including as many expense details as available. On the travel authorization, you also must enter a
business purpose.

Approve Travel Authorization: After you enter a travel authorization, Cardinal routes the request to your
designated approver(s). They may approve your request, deny it, or ask for updates, and the response is
routed back to you in Cardinal’s Workflow feature, where it appears on your Worklist. Authorizations must
be approved prior to travel.

Update Travel Authorization: If your approver(s) ask for changes, you can update the request and re-
submit it for approval. If the request is denied, you may delete the request.

Enter Cash Advance Request: If required, enter a cash advance request in Cardinal before incurring
expenses for travel.

Approve Cash Advance Request: After you enter a cash advance request, Cardinal routes it to your
designated approver(s). They may approve your request, deny it, or ask for updates, and it is routed back
to you.

Update Cash Advance Request: If your approver(s) ask for changes, you can update the request and

re-submit it for approval. If the advance is denied, you may delete the advance.
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Expense Process Descriptions (continued)

CARDINAL

Process Cash Advance Request: After your cash advance requestis approved, Cardinal processes it
and the advance is paid to you.

Create Expense Report: After completing your travel or incurring other reimbursable business expenses,
create an expense report in Cardinal. You may copy in any details from a travel authorization to save
time. You also apply the cash advance you received (if any) to determine whether you owe or are owed
money.

Approve Expense Report: After you enter an expense report, Cardinal routes it to your designated
approver(s). They may approve the request, deny it, or ask for updates, and the approver’s action is
routed back to you.

Update Expense Report: If your approver(s) ask for changes, you can update the report and re-submit it
for approval. If the report is denied, you may delete the report.

Receive Reimbursement: If you are owed money from the expense report, Cardinal processes the
reimbursement and pay it to you.

Provide Repayment: If you owe money for an outstanding cash advance, Cardinal Accounts Receivable
processes your repayment once it is received.
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Travel Authorization Entry Screen

Favg‘rtes Mainvrt-'lenu > Travel and Expenses
H -

Create Travel Authorization

Return to Travel Authorization Attachment

Travel Authorization Entry
LOIS LAMNE User Defaults Authorization 1D:
 General Information

MEXT

Description: |Training Conference Comment:

Business Purpose: IConference LI

Default Location: [virginia Beach @,

Date From: 071152013 [5*Date To: 07ME2013 |[H

Accounting Defaults More Options: | | GO

Customize | Find | B First KN 44 of 4 I3 [ ast

Select Expense Type *Date *Amount urrency I*Payment Type FBilling Type I
r | Lodging =l |o7ns2013 |[FH) 151.00 USD | Check =l |Bilaple Fl rDetail [*]
| = ]
| [ ]
| [ Bl
Copy Selected | Delete Selected Check For Errors [iew Expense =] | Add |
Authorized Amount: 151.00 UsSD
Update Totals
Save forLater Submit

/Create A Cash Advance Project Summary




Travel Authorization Entry Screen Descriptions

-

CARDINAL

General Information: Enter or select basic information about the trip, such as the Business Purpose,
the location where you are traveling, and the date(s).

Expense Type: Select the type from the drop-down list, such as Airline Travel or Lodging. Each type
must be on a separate line. You can use more than 1 line for an expense type if needed; for example, if
you have 2 separate airplane tickets and want to show them separately.

Date: Enter the estimated date of the expense.

Amount: Enter the estimated amount of the expense. Note in this example that some amounts are
display-only. Calculate these amounts on the Authorization Detail page.

Payment Type: Shows an expense item that is listed on an expense report was paid for by the employee.
Check is the default value used in Cardinal.

Billing Type: In Cardinal, this defaults to Billable and cannot be changed.

86



Travel Authorization Entry Screen Descriptions
-3 (continued)

CARDINAL

Detail: Click this hyperlink to display an Authorization Detail page for the Expense Type on the line.
This lets you enter more information about the estimated expense as well as accounting information. For
Expense Types where you cannot enter an amount on the line, such as per diems or mileage, you need to
display the Authorization Detail page and calculate the amount there.

Copy Selected and Delete Selected: To copy selected lines to additional rows, or to delete lines from
the page, click these buttons as needed, e.g. for one day’s expenses (lodging, etc.). Click in the Select
checkbox on a line to select it for copying or deletion.

Check for Errors: After you complete an authorization but before you submit it, click this button to identify
any possible errors before you continue. (Cardinal performs this same error check when you save.)

Add button and dropdown: To add a new blank line for an expense item, select New Expense from the
dropdown list and click the Add button. To add more than 1 line at a time, select Multiple Expenses.
When you select Multiple Expenses, a page displays letting you specify the Expense Type of each
expense line, and a date range so you can create different lines for different days.
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Travel Authorization Entry Screen Descriptions
-3 (continued)

CARDINAL

Create A Cash Advance: Click this hyperlink to begin the process of requesting a cash advance.
Remember that this is a separate process from creating a travel authorization and requires a separate
approval, so make sure your travel authorization is complete before doing this. Also remember that
requesting a cash advance is optional. Note: You can request a cash advance separately. According to
state policy, cash advances may not be requested for non-travel expenses.

Attachment: Click this link to display a page where you can add attachments to the authorization.
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Expense Report Entry Screen

Favorites Main Menu > Travel and Expenses
= -

Create Expense Report

Expense Report Entry

JOHN DOE User Defaults Report ID: MEXT
+ General Information

*Description: |Training Conference Comment:
*Business Purpose: |Conference j
Reference: |
Default Location: [virginia Beach @,
Accounting Defaults Apply Cash Advance(s) More Options: | il GO
First KN 14 0r4 I | ast

*Overview =Detail *Lagcation Merchant *AjrHotel Mileage Per Diem *Currency | =5

Select *Expense Type *Expense Date *Amount Spent *Currency *Payment Type *Billing Type

r |Lodging =l |o7oez013 [FH | 0.00|[usD @, |[Check =l |[Bilabte j mﬂ

| [~ el
| = ]
| [ [
Copy Selected Delete Selected Check For Errors |New Expense j Add
Employee Expenses: 000 Lsp Due Employee: 0.00 UsD
Hon-Reimbursable Expenses: 0.00 UsD Due Vendor: 0.00 UsD
Prepaid Expenses: 0.00 USD
Employee Credits: 0.00 UsD
Vendor Credns. 0.00 UsD
FCasn aavances nppied. u.un uUsh
Definition of Totals . Update Totals
Save ForLater Submit

Expense Report Project Summary

Return to Cash Advance
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Expense Report Entry Screen Descriptions

-

CARDINAL

Description and Business Purpose: These are required fields and are copied from the source
document if you specified one.

Default Location: This is the location that is used for all expenses on the report unless you change the
location on the individual expense line.

Apply Cash Advance(s): Click this hyperlink to display the page where you apply any outstanding cash
advances to the expense report.

Tabs above lines: Click these tabs to enter details about the expense on each line, starting with the
Overview tab and then moving left to right. The tabs that contain required fields are indicated by asterisks
(*) before their names. The required tabs vary depending on Expense Type. For example, entries are
required on the Air/Hotel tab for air and lodging expenses but not other types.

Expense Lines: Fields for expense details appear here. As you select different tabs, some fields change
to match the subjects of the tabs.
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Expense Report Entry Screen Descriptions
-3 (continued)

CARDINAL

Accounting Detail: These icons appear only on the Overview tab. Click the icon on each line to enter,
display, or change the accounting details on the line.

Green Arrows: These arrows allow you to move from tab to tab in place of clicking the tabs.
Employee Expenses: The total of all expenses.

Due Employee: Equals Employee Expenses less any Cash Advances Applied.

Prepaid Expenses: This field is not used in Cardinal.

Cash Advances Applied: Any cash advance received for this travel.

Attachments: Click this link to display a page where you can add attachments, such as scanned receipts,
to the expense report.

Non-Reimbursable Expenses: Any expense that is prepaid or direct billed to the agency and will not be
an out-of-pocket expense reimbursement to the employee.
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Expense Report Entry Screen Descriptions
1 (continued)

Employee Credits: This field is not used in Cardinal.

Vendor Credits: This field is not used in Cardinal.

Due Vendor: This field is not used in Cardinal.
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Apply Cash Advance Screen

Favorites Main Menu > Travel and Expenses
: -

Create Expense Report

Apply Cash Advance(s)
JOHMN DOE Report ID: MNEXT
Cash Advance Information
Advance ID Advance Amount Balance Exai:gange Total Applied
000000079, 100.00 0.00 | 100.00
Add Cash Advance Lipdate Totals
Total Advance Applied: 100.00 USD
Total Employee Expenses: 125.21 UsSD
Total Due Employee: 2621 USD

OK

LSO

B
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Apply Cash Advance Screen Descriptions

-

CARDINAL

Advance ID: Enter or select the ID for the cash advance to be applied.
Advance Amount.: After you select the advance, the total amount of the advance appears in this field.

Balance: The remaining balance on the cash advance after the advance has been applied to an expense
report.

Total Applied: This field defaults to the amount of the cash advance. If you need to apply a portion of the
total advance amount to the expense report, enter the appropriate amount in this field. For example, if the
total expenses on the expense report are less than the cash advance amount, you need to adjust the Total
Applied field to match the total expenses.

Delete row icon (-): If you need to remove the advance from the expense report, click the Delete row
icon.

Add Cash Advance: Click this button to add another cash advance to the expense report.

Update Totals: Click this button to update the totals below. This indicates of how the amount owed to
you, if any. Note that if you return to the expense report and make any changes to the items, this value is
no longer be correct, and you may need to update the Apply Cash Advance(s) page.
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Create Cash Advance Page

Fa\rovr'rtes Mainvl'v'lenu » Travel and Expenses
H -

Travel & Expenses - Cash Advance Report

Create Cash Advance Report [Aiachment |
JOHMN DOE Advance |0 MEXT User Defaults
Description: IFHWA Conference Comment:

Business Purpose: |Cc|nferen|:e ;]

Reference:

e
Import ATM Advances G A=)

Details Customize | Find | BV | 3 First B 4071 & Last

Source Description *Amount Currency Apply Tax

System Check =] [Lodging | 151.00 USD - =1

Advance Amount: 151.00 USD

| Update Totals |

. SaveForLater Submit

Return to Expense Report
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Create Cash Advance Page Descriptions

-

CARDINAL

Description/Business Purpose: Enter a description for the advance and select the appropriate Business
Purpose. If you link to this page from a travel authorization, these fields default from your travel
authorization entries.

Comment/Reference: Enter any additional information about the advance, or specific reference numbers
that might be required. For example, you might want to enter the Authorization ID of the associated travel
authorization, so you can make sure to apply the advance correctly on the subsequent expense report.

Details Line: The Source defaults to System Check and cannot be changed. Enter an additional
Description if needed, and enter the requested Amount.

Save for Later/Submit: Click Save for Later if you do not want to submit the request at this time, or
Submit to save it and submit it for approval.

Attachments Link: Click this link to display a page where you can add attachments to the cash advance
request.
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Travel Authorization Entry Page

y -
CARDINAL

Favc;r'rtes MainvMenu >  Travel and Expenses
- -

Create Travel Authorization

Return to Travel and Expense Center Attachment
Travel Authorization Entry
JOHM DOE User Defaults Authorization ID: MNEXT
Quick Start: | A Blank Authorization =] | eo |

- General Information

*Description: Comment: LEY
“Business Purpose: I Ll

Default Location: | =9
*Date From: IEJ*Date To: IEJ
Accounting Defaults More Options: | = co |
Customize | Find | B8 | B8 First 5 14 of 4 [ Last
Select *Expense Type *Date “Amount Currency *Payment Type =Billing Type
| [—
| =i
I [
| =l
| Copy Selected ] | Delete Selected ] | Check For Errors | [New Expense ~] | Ada |
Authorized Amount: 0.00 UsSD
| Update Totals |
| Eaiestnplics | | UL | Create & Cash Advance Project Summary

Click on image to return 97



g, Travel Authorization Detalls Page

CARDINAL

Favaorites | Main Menu >
- : -

Trawvel and Expenseas
View Travel Authorization

Travel Authorization Details

Attachment
JOHMN DOE User Defaults Authorization 1D:

- General Information

Description:

00000015320

Training Conference Comment:
Business Purpose:

Status:

Conference

Submitted for Approval

Last Updated: 07092012 By: FINUSERO
Default Location: Wirginia Beach

Date From:

07520132 Date To: 0762012

Accounting Defaults

More Options: | i [eo |
Details Customize | Find | Ed |
Date =Armount Currency *Payment Type *Billing Type
Lodging 0752013 151.00|UsSD Check Billable *Dretail
Dinner - Travel Day OFMG6/2013 22.00|L3D Check Billable *Dretail
Authorized Amount: 173200 UsSD
Project Summary
- Pending Actions
Profile Hame Action Date/Tirme
HR Supervisor DOoOE, JOHR
- Action History

Profile

Customize | Find |
Hame Action Date/Time

DOoOE, JOHM Submitted 07092013 1:35:42PM

=t Reumto&‘-aafd'i] [=1 motify ]

Click on image to return 98




y -
CARDINAL

Viewing the Travel Authorization Status

Fawvorites Main Menu >
- -

View Travel Authorization

Travel and Expenses

Travel Authorization Details

JOHN DOE
- General Information

User Defaults

Attachment

Authorization 1D: 0000001530

Comment:

Description: Training Conference
Business Purpose: Conference
I Status: Submitted for Approval I

Last Updated:

Default Location:

Date From: oOFM520132

07092012 By: FIMNUSEROA

Wirginia Beach

Date To: 07620132

Accounting Defaults

More Options: | ~| o

Details
Date =Armount Currency *Payment Type =Billing Type
Lodging 0752013 151.00 LSD Check Billable *Detail
Dinner - Travel Day OFMG6/2013 22.00LU3D Check Billable *Detail

Authorized Amount: 173200 UsSD

- Pending Actions

Profile

HR Supervisor

Hame Action

DOE, JOHM

- Action History

Profile

Hame Action Date/Time

DOoOE, JOHM Submitted 07092013 1:35:42PM

=t Reumtns.aamh] [=] mMotify ]

Click on image to return 99




y -
CARDINAL

Expense Report Entry Page

Expense Report

Favorites Main Menu > Travel and Expenses
E -

Expense Report Entry

| Sawve For Later 1 Submit

Return to Travel and Expense Center

Attachment
JOHN DOE User Defaults Report ID: 0000017970
- General Information
*Description: |Btatewide HRMT Comment: Attended 2 Day =
*Business Purpose: |Meeting v|
Status: Fending Reference: |
Default Location: [chariottesville (AalbemriiGm) 2, Last Updated: 02/132/2012 By: John Doe
Post State: Mot Applied
Accounting Defaults Apply Cash Advance(s More Options: | ~| o |
Details ize | Find | view 41 | B | 28 First El 4 5 0F5 D3 | ast
" *Detail || *Location || Merchant " =Air/Hotel " Mieage || *Per Diem || *Currency
Select *Expense Type *Expense Date =Amount Spent “Currency *Payment Type =Billing Type
— |al Meals - Travel Day =] [01/30/2013 ([H | 28.50 [USD @, | check =| [Binaoie =] E =
— |Per Diem Incidentals =] [01/30/2013 [[H | 5.00/ [usD @, || check =| [Binaoie = B =>
— | Lodging =| |[ovzorzo1s |[F | 115.00] [USD @, |[Check =| [Binaoie =] E =
— |alMeals - Travel Day =] ([01/31z013 [[H | 28.50 [USD @, || check =| [Binaoie = B =>
— |Per Diem Incidentals = [01/31z013 [H | 5.00/ [usD @, | check =| [Binaoie = B =
| Copy Selected 1 Delete Selected 1 Check For Errors ] [New Expense =] | Add |
Employee EXxpenses: 182.00 USD Due Employee: 67.00 UsSD
Hon-Reimbursable Expenses: 115.00 LsD Due Vendor: 0.00 UsD
Prepaid Expenses: 000 UsD
Employee Credits: 0.00 UsD
Vendor Credits: 0.00 UsD
Cash Advances Applied: 0.00 UsD
Definition of Totals | Update Totals

Expense Report Project Summary

Click on image to return 100




Create Expense Report Accounting Detall Page

Favorites Main Menu > Travel and Expenses
H -

Create Expense Report

Accounting Detail
JOHM DOE Report 1D: MEXT

This is the accounting detail for expense type Lodging with a transaction date of 2013-07-09 in the amount of 150 USD. If changes
are made inadvertently, you may reset the default accounting values by hitting the 'Restore Defaults' button.

Restore Defaults

Estimated Tax:
Total Distribution:

Accounting Detail

AT
Set Personalizations | Find | B | % First £ 404 1 Last

Amount *GL Unit Monetary Currency  Exchange SpeedType Ke: Account Fund Program Department Cost
Amount Code Rate P e y 9 pa
| 150.00 (50100 @, 150.00 USD 1.00000000 [0000000054 @, ||5012850 @, [04720@, (603003 @, (19002 @ |
a | 2
Add ChartFieldLine ~ Refresh
oK

Click on image to return 101




Expense Report Entry — Check for Errors

Favorites Main Menu > Travel and Expenses
H -

Create Expense Report

Expense Report Entry Aftachment

JOHMN DOE User Defaults Report ID: MNEXT
+ General Information
*Description: |FHWA Conference Comment: 2 day conference (Ed]
*Business Purpose: |Cnnferen|:e j

Reference: |
Default Location: |’u’irginia Beach @,
Accounting Defaults Apply Cash Advance(s) More Options: | ~| co |

" *Detail || *Location | Merchant | *AirHotel | Mieage | PerDiem || *Currency | [[F=2¥

Select sExpense Type sExpense Date | *Amount Spent *Currency *Payment Type =Billing Type
r E | Lodging =| |o7ioorz013 [ | 150.00 [UsD @, [Check =l [siavle ] E =

| =l

| [

| =

. CopySelected  Delete Selected Check For Erors | New Expense =] Add |

Click on image to return 102



Expense Report Entry — Report ID and Status

Favarites @ Main Menu »> Trawvel and Expenses
-~ ; - -

Expense Report

Expense Report Entry

Attachment
JOHN DOE User Defaults | Report ID: 0000017693 |
= General Information
*Description: |EmergencyMeal Reimb. Comment: tE]
*Business Purpose: |Cru'ertime Meal Reimbursement LI
| Status: Pending | Reference:
Default Location: | @, Last Updated: 02/11/2013  By: DIAME.BIMNMS
Post State: Mot Applied
Accounting Defaults Apply Cash Advance(s) More Options: ~| co |

Customize | Find | Wisw

First KN 4 of 1 I | ast

" Merchant |/ AirfHotel " Mieage | Per Diem T *Currency
Select *Expense Type *Expense Date =Amount Spent *Currency *Payment Type *Billing Type

— [overime Meals =1 [1oi29r2012 = 5.00/ [usD @, [check =1 |[eilzable = B =
[ Copy Selected ] | Delete Selected ] Check For Errors | [Mew Expense =] | Add |
Employee Expenses: 500 USD Due Employee: 5.00 UsSD
Hon-Reimbursable Expenses: 0.00 UsSD Due Vendor: 0.00 UsD
Prepaid Expenses: 0.00 UsSD
Employee Credits: 0.00 UsSD
Vendor Credits: 0.00 UsD
Cash Advances Applied: 0.00 UsD

Definition of Totals Update Totals |

[ Save For Later || Submit

Return to Expense Report

Expense Report Project Summary

Click on image to return
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Create Cash Advance Report Page

y -
CARDINAL

Favgr'rtes Mainvr"'lenu »  Travel and Expenses
H -

Travel & Expenses - Cash Advance Report

Create Cash Advance Report Attachment
JOHM DOE Advance ID: MEXT User Defaulis

~ General Information

*Description: |FHWP'. Conference Comment: | =

*Business Purpose: | Conference LI

Reference: |

Import ATM Advances & =]

Details Customize | Find | B | ##  First T g o84 T Last
*Source Description *Amount Currency Apply Tax
| System Check #| |Lodaging | 151.00/ USD - (=l
Advance Amount: 151.00 USD
| Update Totals |
. saveForLater Submit

Return to Expense Report

Click on image to return 104




View Cash Advance Report — Status and Action
History

y -
CARDINAL

Favc;rites Mainvru'lenu > Trawvel and Expenses
: -

Travel & Expenses - Cash Advance Report

View Cash Advance Report

Attachment

JOHM DOE Advance ID: 0o00000067F User Defaults
- General Information

Description: WA Certification Comment: (Ed]

Business Purpose: Training |
| Status: Paid | Reference:

Accounting Date: O1/09/20132 Post State: Fosted

Last Updated: o011 0/2013 By: Lois Lane

P
Customize | Find | B | First El 13 or3 1N | ast
=Source Description =Amount Currency
System Check All Meals Travel TOo.00 UsSD
System Check All Meals Mon Travel 13800 UsSD
System Check Fer Diem 2500 UsSD
Advance Armount: 23300 UsSD Report Balance
Applied To Expense Reports: 23200 UsSD Due Company: 000 USD
Payments Received: o.00 uUsD
~ Action History Customize | Fing | 2 | First Bl 43 of 3 L3 [ast
Profile Hame Action Date/Time
DOE, JOHM Submitted 01/09/2013 12:52:56PM
HR Supervisor DOE, JOHR Approved O1/09/20132 2:56:18FPM
Expense Coordinator DoOE, JOHM Approved 01M10/20132 1:15:18PM

Return to Cash Advance

[E* Return to Search | [t] Previous in List | [4=] Mextin List | [ Notify |
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.| Modify Cash Advance Report

Favarites Main Menu > Travel and Expenses
H -

Travel & Expenses - Cash Advance Report

Modify Cash Advance Report Attachment
JOHMN DOE Advance ID: 0000000047  User Defaults

- General Information

*Description: |REPRESENT VDOT AT WV ROADEOD Comment: W ROADEOD 9M7-20M12 =
*Business Purpose: | Other ;l
Status: FPending Reference: |1."NRDAD EC
Accounting Date: 08/29/2012 Post State: Mot Applied
Last Updated: 08/30/2012 By: Clark.Kent
==
Import ATM Advances & =

Details Customize | Find | Bl | i
*Rource Description =Amount Currency
[ system Check =] [RepresentvDOT @ wv Roadeo | 123.00| USD (=]
Advance Amount: 123.00 UsD
| Update Totals |
| Save ForLater || Submit

Eeturn to Travel and Expense Center
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Viewing an Expense Report Status

y -
CARDINAL

Fa\rc;rites MainvMenu > Travel and Expenses
H -

View Expense Report

Expense Report Detail Attachment
JOHMN DOE User Defaults Report 1D 0000018079

- General Information
Description: FHWA Conference Commennt: = day conference =
Business Purpose: Conference

|'§E{T-;: Shomimed o1 npprovar) Reference:

T — PwTTyy—= = Last Updated: O7/09/2013 By FINUSERO

| Post State: Mot Applied I

Accounting Defaults

More Options:

Customize | Find | *

" *Detail || *Location || Merchant | =AirfHotel [ Mieage | Per Diem || *Currency

*Expense Date =Amount Spent “Currency *Payment Type Billing Type

Lodging o /owz20132 150,00 UsD Check Billable Siy,

Totals

Employee EXpenses: 15000 LSD Due EmMployee: 150,00 LSD
Hon-Reimbursable Expenses: 00 usoD Due Vendor: 000 UsD
Prepaid Expenses:
Employee Credits:
Vendor Credits:

Cash Advances Applied:

coooo
o
o
C
]
u]

Drefinition of Totals

- Pending Actions

First EN 42 of 2 L8 | =t

Profile Hame Action Date/Time
HR Supernvisor DOoOE, JOHM
Expense Coordinator COE, JOHR
- Action History Customize | Find | ==& | First El 4 of 1 L3
Profile Hame Action Date/Time
DOE, JOHM Submitted 07092013 11:57:52AM

Return to Expense Repaort

|5# Return to Search | [[Z7] Motify |
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