VANDERBILT
UNIVERSITY

Creating an Expense Report
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Who Can Create a report

One Card Holders

Any student who has a
work relationship set

up

***For a student who is
not employed, they will
need to be “hired” in
an expense only
position



Good afternoon, Dallas Albright!
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Travel and Expenses

@ Expense Reports

% +

Create Report

Available Experise lteins

Actions v | | + Create ltem I



By entering In the date and type, more fields
will appear

Create Expense ltem @

* Amount | USD




" Date

Miscellaneous Expense should not be used. Please select the closest match. * Type

* .
Expense Location

* Amount
For example, a plane ticket to Spain would list Spain here (even if it is round trip)

Meals ate while in the US airport would list the US

" Description

* Merchant Name
If software such as Calendly was purchased, you would state “software to help

schedule student workers”

e |f you are not attaching a receipt, also include what was bought in addition to
the purpose — receipts only required for $75+

If a group meal was purchased, list the occasion and who attended

***Any entertainment expense, event, or group food purchase requires a list
of attendees. If more than 10, describe the group and approximate number of
attendees.




* The highlighted portion is based on
your expense type and should ] Receipt missing
automa |call¥ update. *Do not B _
change this.

* The circled portion indicates what Project Number |
financial unit is to approve the
report. The Expenditure
Organization is based on that 5- Expenditure Organization
d|g|t Segment Contract Number

* Ex. 13000 - Blair: Office of the Dean;

13100 - Blair: Academy; 13210 - Blalr:
PAC

=
K

Account ‘ 130.05(13000/6125.000.000.000.0.0 ==

Task Number

Funding Source

How do | use a POET? Ex. FF_123456.13000.20
Project Number = FF_123456

Expenditure Organization = 13000 — Blair: Office of the Dean (hint: if you type the number and hit tab, it will fill in)
Expense Type = auto populated in the COA (usually no need to touch the COA if using a POET)
Task Number = 20 (usually between one and three digits)



* Ex pense Location

* Amount

* . .
Itemization
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Group Meal - Foreign

Individual Breakfast - Foreign
Individual Dinner - Foreign
Individual Lunch - Foreign

Internet - Foreign




When the itemization section is
used, the funding source applied
there is what Is charged. The
COA under the attachment
section no longer matters

* Merchant Mame

* Description

[ = & - & e = ] - N
Account | 25 05.12510.6310.050.000.000.0.0

Project Mumber |

Task Mumber



e PN = E

* Date | B/23/22 Attachments

« _ .
Type | Travel Expenses (Trave! outside W Orag fles here or chick to add sttachmant  w

* Expense Location | Canada L
* Amount | USD 450.00
Feceipt missing
* ltemization v Remaining Balance 0.00
" Type * Date Daily Amount Cays * Amount {USD) Personal Remove
Ajrfare - Foreign 22322 450.00
* Merchant Name | United Airfines Expenditure Organization b

Please do add multiple items to each report when possible!



* If you selected “Save
and Close” repeat the
previous steps to

create more expenses.

 Each transaction
MUST be its own item

* This can be tedious,
but it iIs mandatory.
Submitting multiple
purchases under one
item will always be
returned for correction

* Once all expenses are
created, check the box
beside the items and
“Create Report”

TrE]UEl aﬂd E}(penses lelB Ml Dallas Albright

3 Expense Reports

Available Expense Items (1)

Actions | | & Create ltem

v Date w Type

Cash and Credit Card Expense Iltems (1)

Traue vences (T
n e J -




 Even If all
these
expenses were
NEELS
purchased on
the same date,
lumping them
as one
expense with
multiple
itemizations IS
not allowed




e Specify a purpose of the report. This should include
name of event attended/to be attended, dates,
location, and business reason.

 Acronyms are not allowed — please write out the
event/conference name!

* |If expenses are not related, something simple like
“Needed Expenses for Lab Purposes and Conference
Travel” is fine. The descriptions will then need to be

very specific! Sulomit\A

Purpose

Report Total

Checkbox

***Add as many items to the reports as you want. The fewer the reports, the happier the auditors!***



Entertainment Ex
3 -
Expense Location
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Amount

eimbursable Amount

2 - -
Description

* Merchant Name

ltemization
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Tips and tricks




Rules to keep in mind
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