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4 Search for the Pre-Approval you are trying to do an expense report and click on
name.
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Report Summary i
From Date 05/15/2025
To Date 05/15/2025
Business Purpose Conference at BSU
Expense Summary
REMAINING (USD) SPENT (USD)
Hotel 500.00 0.00
Meals Per Diem 107.00 0.00
Mileage 378.32 0.00
Total 985.32 0.00
Allocations
904601 Controllers Office - Local 985.32
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6 Select correct AP Type that is associated with Cost Center that is going to be
charged.
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8 You can see the Cash Advance under all or click on Cash Advance to only see a list
of just Cash Advances.
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9  Select the Cash Advance that you want to add to Expense Report.
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11  Give a description what the Cash Advance was for.

B Cash Advance

Date os142025  [%)
Spent -250.00 | USD |
Location United States
Business Purpose Conference at BSU

p . A
Description Cash Advance was for 75% of Mileage for trip to Boise}

-

CRIRef |
Optional

Please type the Cost Center you would like to search for in the 1st allocation box below. As you type, a drop down list of matching items will be
displayed for selection. Select Project ID in the 2nd allocation box, or Not Applicable.

Cost Center

904601 Controllers Office - Local

© Add Allocation
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13 Notice that Cash Advance is added as a negative to the Expense Report. This is
because this check was already issued to user and now is being applied to an
Expense Report.
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Now you will need to adjust the rest of the errors an information that needs

receipts attached.
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15 When complete with adjusting everything you can submit Expense Report.
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00:00

23:59

5220UsD

Conference at BSU
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16  This verifies that you are complete with process and want to submit this form.
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Submit firmation

| hereby certify that all expenses listed here are true and correct o the best of my knowledge and are for legitimate business purposes.

Pre-Approval Applied: Boise ID 050125 1234567 Conference BSU [Remove]
Available Balance: 985.32 USD

Submit

Boise 1D 050125 1234567 Conference BSU

Report Owner @ Amy Bond
Expense Report ID QACD44686209
Business Purpose Conference at BSU

Financial Summary

AMOUNT {USD) APPROVED (USD)

Total Expense Reported 27042 0.00






