Athletic Team Travel Expense Report LEwiscLARK

STATE COLLEGE

1 Great News!!! Chrome River is now known as Emburse Enterprise.

2  Click "Create" to start a new travel expense report.
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3 Enter the report name. This should include the Sport and Destination.
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Expenses For Debbie Stellyes
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Report Name:
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Start Date ‘

End Date ‘
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Report Type ‘ - Select — - ‘
AP Type ‘ Local and Grant - ‘
APSource VDS
4  Choose the start date of the travel.
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5 Choose the end date of the travel.

v Ig Colleague Launcher %X | @ TestUl Launcher % Chrome River X+

€ > C 2 app.cal

_ emburse i
= [E chromeriver

Expenses For Debbie Stellyes

= X

Vo @O @

o ® Debbie Stellyes v

Lewis-Clark State College.

€405 ﬂ

Import from Pre-Approval [ | MPORT PREAPPROVAL | |

Report Name: ‘ WBB Game vs Carroll College ‘
:Egl;hi(gffmvmcefNoHolcl Y ‘
Start Date

End Date

Business Purpose

Report Type
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6 Enter a reason for the travel.
Report Name | WBB Game vs Carroll College
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b
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7  Type in the Business Purpose of this Athletic Team Travel.
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Report Type
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APSource VDS
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higher ed conference

8 Click the down arrow to select the report type.

v Ig Colleague Launcher X | (@ TestUl Launcher x Chrome River x 4+

€« > C 25 app.cal er. pe

_ emburse )
= chromeriver

Expenses For Debbie Stellyes

ort from Pre-Approval [ warors

= X

®oA SO @

@ ©

Debbie Stellyes «
Lewis-Clark State College

el -
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9  Select Athletic Team Travel.
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Report Type
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10 Click "Save."
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11 Click "Create New".
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You have not added any expenses.
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Expense Report Total Pay Me Amount
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other
031172024
Trips » DMP* DELL K-12/60VT
® Cash Advance Receipt
Train | Rail
@ Credit Card A o
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12  Click the "Meals/Entertainment" tile to add per diem.
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13 Click on the "Athletic Meals" tile.
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14 Enter the first date of the travel.
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£ m

flss| Athletic Meals

Date 11/19/2024

Spent
Location United States
Business Purpose 'WBB Game vs Carroll College
A
Description

4

Please type the Cost Center you would like to search for in the 15t 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




15  Enter the amount of per diem for that day.
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Date

Spent

Location United oigsau®

Business Purpose WBB Game vs Carroll College

Description

4

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

1 Enter a description. The number of athletes and coaches that traveled should be

entered also.
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e—
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Location ‘ United States

Business Purpose WBB Game vs Carroll College

o i

N

Description

o

Please type the Cost Center you would like to search for in the 15t 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




17

Enter the appropriate cost center.
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Date 1orizo24 [
Spent a75.00 [ | usp
Location United States

Business Purpose WBB Game vs Carroll College

Description Meal per diem for 12 athletes and 2 coaches

|

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.

Click on the cost center when it appears.
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Location United States

Business Purpose WBB Game vs Carroll College

Description Meal per diem for 12 athletes and 2 coaches

4

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

‘ 9750




19 Click "Save."
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Cancel

Location United States
Business Purpose WBB Game vs Carroll College

i
Description Meal per diem for 12 athletes and 2 coaches

4

Please type the Cost Center you would like to search for in the 15t 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

‘ 975901 Women's Basketball Lewis-Clark State College ‘

Attachments (0)

Drag image here to uj

20 Repeat until all per diem is entered for each day of travel.
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DATE EXPENSE SPENT PAYME § B] A
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® Cash Advance

® Credit Card
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Recycle Bin ASH ADVANGE TEMIZAT

® Receipt Gallery

Expense Report Total Pay Me Amount
010041144742 375.00 usp
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21 Click "Cash Advance" to attach the cash advance request for that specific travel.
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® Cash Advance
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Expense Report Total Pay Me Amount
010041144742 1,500.00 usp

If there is more than one cash advance for the same amount under that

22 , : i ; L
employee's name, click on the box and it will expand with a greater description.
This way you can make sure you are picking the correct one.
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Cash Advance

Cash Advance Y
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» Cash Advance

T s M Alhletic Meals Hen 37500 » Al
Trips Cash Advance m
N esose M Athletic Meals g0 375.00 v Oy CoshAvence 250.00
» Cash Advance 100172024 usD

» Cash Advance
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woezozs Tl weo e Credit Card
Cash Advance i
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Cash Advance n
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Cash Advance r
Cash Advance L
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Expense Report Total Pay Me Amount ; 1
010041144742 1,500.00 usp » Cash Advance
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23

Check the box for the cash advance.
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Details. Report ID: 010041047732 ReportName: WBB Game vs Carroll College:
14

RequestDate: 2024-11
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Click "Add."
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25 Enter a description.
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Cash Advance
Date 11/14/2024 (=
Spent -1,500.00 | usD
Location United States
Business Purpose | 'WBB Game vs Carroll College
4
Description

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

Click "Save." This will apply the cash advance and reduce the amount owed to the
2 ,
coach or assistant coach by the amount of the advance.
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W CashAdvance

Date 11/14/2024 =
Location United States
Business PUmOSE | 'WBB Game vs Carroll CnHege
A
Description Per diem advance for Coach Orlandi

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




27 Click in this area to add additional information.
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Expense Report Total Pay Me Amount 1110412024

010041144742 0.00 uso : » Cash Advance
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28 Add comments regarding how many volunteers traveled with the team as the
number of athletes and coaches should already be listed in the Business Purpose
as well as on the individual day per diems.
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Import from Pre-Approval
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Sun s M Alfletic Meals 750 375.00 "
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Li]
Expense Report Total Pay Me Amount =
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29 Click to add attachments such as a copy of the Athletic Team Travel report as well
as all required receipts.
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Expenses For

Debbie Stellyes

WBB Game vs Carroll College ARiType Local and Grant
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L. Athletic Meals 375.00 ;N
DArE - Pre-Approval Expense Summary
oz M Alhletic Meals 750 37500 v
Import from Pre-Approval REPOR
Sat s M Alhletic Meals 2 375.00
Comments (0)
S gzs M Altietic Meals a5 375.00 v
h 150000 12 Athletes and 2 coaches traveled for a total of 14
Whiszozs W Cash Advance Rl e -1,500.00 v All other expenses paid by p-card or direct bill
Attachments (0)
Expense Report Total Pay Me Amount I
010041144742 0.00 uso

30 Click "Submit."

v Ig Colleague Launcher X | (@ TestUl Launcher x Chrome River x 4+ - X
€ 5 @ % appcalchromeriver pense/draft/ 7d31a890c289850475619e6533e23ea3 1586885398823 24293a0b567727d9F2d9 /detsils QA D@
ambinse i Debbie Stellyes v
& chromeriver @ @ ..lccccin
< Expenses For
Debbie Stellyes
WBE Game vs Carroll College ARTIYpe Localand Grant
s = APSource VDS
Thu 375.00 i N
worzozs Ta Aliletic Meals usn . v Pre-Approval Expense Summary
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Comments (0)
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e a
Expense Report Total Pay Me Amount
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31 Click "Submit" again after verifying everything is correct and included. If changes
need to be made, click cancel, make the appropriate changes and then submit.
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Submit Confirmation

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

Ea -

WBB Game vs Carroll College

Report Owner Debbie Stellyes
Expense Report 1D 010041144742
Business Purpose WBB Game vs Carroll College

Financial Summary

Total Expense Reported 0.00 0.00
Amount Due Employee 0.00 0.00

Expense Summary

Athletic Meals 1,500.00 0.00
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