How To View e-Reimbursement Payment History and Accounting Entries

e-Reimbursement approvers, auditors, backup auditors, expense analysts and NCAA reviewers can view
expense report payments and accounting entries for travelers as follows:

1. Click Employee Ex

- —_— p—
L‘v Financial System
Personalize Content | Layout

Menu
Search:

I

[ My Favorites

[ UW WISPER

I» Emplayee Self-Senice
[> Manager Self-2enice
I> Travel and Expenses
[> Set Up Financials/Supply Chain
[ Reporting Tools

I PeapleTools

> 8FS Extensicns

~ Change Wy Password
= Iy Personalizations

= My System Profile

~ My Dictionary

pense History

e-Reimbursement - Expenses

Create
Create a New Expense Report for you or
someone else

Assign an Alternate

Delegate Entry Authority to allow others
o Create or Modify Expense Reports on
your behalf.

Employee Expense Histol
Review your Payments and Expense
History

Home

Modi
Modify and Submit 2 Saved Report.
Revise a Sent Back Report.

QueriesiReports

1. Leave field blank. 2. Click Search. 3
Select Query Group. Note: Query 999 will
display a list of all gueries.

E" Create a Travel Authorization
Pre-Trip Approval for Travel or Cash
Advance

Add to Favorites _Sign out
Help
=
ﬁ View

View an Existing Expense Report. Monitor
Report Status. Note: Changes can not be
made in View mode.

Delete
Delete an Existing Unapproved Expense
Report

Modify a Travel Authorization
Modify and Submi a Saved Travel
Authorization. Revise a sent back Travel
Authorization.

e-Reimbursement - Approvals

Approve Transactions
Approve Expense Transactions

Reassign Workfiow to Me

Pull an Expense Report from another
Approver/Auditor queue for my apprijgal
Note: You can only pull expense repo
from another Approver/Auditor if you
have the approval authority for the
department numbers included in the
report.

Queries/Reports

1. Leave field blank. 2. Click Search. 3
Select Query Group. Note: Query 595 will
display a list of all queries.

=l

Employee Expense Histol
Review Payments and Expense History

=0

Reassign My Workflow

Redirect Expense Reports from my
Approval Queue to another Approver or
Auditor. Note: You can only redirect
expense report to another
Approver/Auditor if they have approval
authority for the department numbers
included in the report.

Note: clicking on “Employee Expense History” is a shortcut to the full navigation of Travel and
Expenses > T and E Administration Center > Review Payments > Employee Expense History

2. Select Employee ID or Name from the drop down listing, then enter the Employee ID (when

Employee ID field is chosen) or last name (when Name is chosen), then click “Search”
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3. Alisting of expense reports paid to the traveler for the last year will be displayed. The dates
displayed can be modified to the user’s preference by modifying the dates:
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From Date: 01/09/2010 (=)
Through Date: 01/09/2012 (=)
Transaction Type: | TR |
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Description Status From Date Date Amount

ﬁ':g”'“emsmdieg Paid & 03/01/2011 03/04/2011  976.32 USD

Expense Repaort 00000 4

Z4 Return to Search | [Z] Motify |

4. Click on the icon next to “Paid” in the Status column to view links that display expense report
details, payment information and accounting entries for that expense report
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e C(Click the “Transaction Detail” link to display the associated expense report.
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ZExpense Type ZExpense Date |>Amount Spent *Currency “Payment Type Billing Type
Airfare-Coach Only 03/01/2011 321.30 USD University Prepaid Out-of-State
Airfare-Travel Agency Sve Fee |03/01/2011 20.00 USD University Prepaid Qut-of-State
Lodaing 03/01/2011 301.71 USD University Prepaid Qut-of-State
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Click the “Employee Payment Detail” link to display detailed payment information and
payment type (direct deposit or check):

Employee Payment History [\ Deposit Payments

Payment Reference: 043589

UW Madison's

Bank Code: USBANK banking information
Bank Account: M3r State Contract Bank
Payment Amount: 1.49 LUED

ACH Status: Posted

Pay Status: Paid o
Payment Method: ACH d:péj(ljfgfsgiﬂ ayment Date: 05M0z0M
payment from Payment available in
Pavee Address UW MSN - traveler's bank account 3
TRAVEL business days after this date

Type In} Descr Status Created Amount

Expense Report 00000_ .2 Training Class Supplies  Paid 05/09/2011 1.49 135D

B save | £\ Return to Search |
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Payment Info

Check Number: 758612 Check number

Bank Code: USBANK UW Madison's
Bank Account: MSHM State Contract Bank bankmg information
Payment Amount: 32331 UsD

Payment
made by
check

Click for check
mailing address =
d Customize | Find | i First 1 1 of 1 L*| Last

Type [In} Descr Status Created Amount
Expense Report 00000 P Alignment Studies Mg Faid 03232011 32331 UsD

Status: Fosted
Check Date: 0325201 1w

Check mailed within 1
business day of this date

Pay Status: Faid

Payment Method; Check

Favee Address

Bl savs | LS4 Return to Search |




e The “Vendor Payment” link is not active

Click the “Accounting Details” link to display accounting entries. After the screen displays,

click all instances of “View All” and the “Show All Columns” icon to fully display all
accounting entries:
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