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Athletic Recruitment Expense Claim

1 Click "Create New Expense Report Create"
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2 Click "IMPORT PRE-APPROVAL"

3 Click "Select a pre-approval report"
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4 Click "Import Pre-Approval"

5 Click "Import"
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6 Click "-- Select --"

7 Choose the appropriate AP Type
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8 Click "Save"

9 Click here to adjust per diem amounts. If not paying the per diem rate for the
travel destination, delete all the per diem entries and enter using Athletic Meals.
The following screens show an example of this. If an overnight stay is not involved
for that day's per diem, delete it and reenter making sure to choose that there was
no overnight stay on the right side while in the wizard. Also click the box to any
meals that are provided so a reimbursement will not be issued for them.
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10 Click "View in Wizard"

11 Click "View in Wizard"
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12 Click "delete"

13 Click "delete"
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14 Click "delete"

15 Click "Apply"
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16 Click "Create New out of pocket expense"

17 Click here
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18 Click "Athletic Meals"

19 Enter the amount of per diem to be reimbursed to the employee.
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20 Click "Description"

21 Click "Save"
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22 Click on any of the other expenses to delete them if not incurred or if paid by
p-card.

23 Click "Delete"
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24 Click "Delete". For this example, we've deleted the hotel, misc expense and car
rental fuel as the traveler stayed with friends and the other expenses were paid by
p-card.

25 Click on the title of the expense report to return to the main page.
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26 Enter additional comments here.

27 Make a comment regarding any expenses paid by p-card related to the travel, hit
post and attach the appropriate receipts.
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28

29 Click "Submit"
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30 Click "Submit"


