Athletic Recruitment Expense Claim

1 Click "Create New Expense Report Create"
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2 Click "IMPORT PRE-APPROVAL"
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cl iver.com, pense/new/detail: * c‘s D (24 ® i
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Expenses For Caelyn Orlandi

Import from Pre-Approval | IMPORT PRE-APPROVAL |
Optional —
Report Name | |
Ethos_Invoice_NoHold ¥ test
Optional
dhhfasdlkfsjf
Start Date
hkdjlsjdfsjdIkj
End Date Marion, IN T&F Nationals 5.18-...

Tacoma, WA Athletic Recruitm...

Business Purpose

Report Type - Select - -

AP Type - Select - -
APSaiiree

3 Click "Select a pre-approval report"
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4  Click "Import Pre-Approval"
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Lewis-Clark State College

Import Pre-Approval X
Select a pre-approval report -
TRAVEL LOCATION ORIGINAL AMT REMAINING
Auburn WA Athletlc Recruitment 1,076.00Us0 1,076.00UsD

-

5  Click "Import"

LEVISLIgTE SLaLE Luiieye

Import Pre-Approval

Auburn WA Athletic Recruitment

Report Summary

From Date 05/09/2025

To Date 05/11/2025

Business Purpose Select Tournament Battle in the Emerald City

Expense Summary

REMAINING (USD) SPENT (USD)
Car Rental Fuel 300.00 0.00
Hotel 400.00 0.00
Meals Per Diem 276.00 0.00
Miscellaneous / Other 100.00 0.00
Total 1,076.00 000




6  Click "-- Select --"

Levenuians St Luieyge

Expenses For Caelyn Orlandi

Report Name Auburn WA Athletic Recruitment

g:hﬂoriTInvo\ce_NoHnld Y

Start Date os/oer2025 9

End Date . 05/11/2025 m

Business Purpose | Select Tournament Battle in the Emerald City
Report Type Athletic Recruitment -

AP Type Select - -
APSource

Optional

Pre-Approval Report Applied
X Auburn WA Athletic Recruitment

REMAINING (USD) SPENT (USD)

7 Choose the appropriate AP Type

LEVISLIgTE SLaLE Luieye

Expenses For Caelyn Orlandi

Report Name . Auburn WA Athletic Recruitment
El:\osTInvmce,NoHnld . Y

ptiona
Start Date | 05/09/2025 m
End Date | os/1172025 =
Business Purpose . Select Tournament Battle in the Emerald City
Report Type Athletic Recruitment -
AP Type | Select -- »

[ Select —

ﬁ:a&grce Appropriated (Fund 10 Only)

Appropriated and Local / Grant

Pre-Approval Report Applied
X Auburn WA Athletic Recruitment

REMAINING (USD) SPENT (USD)




8  Click "Save"
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S

Chreb ey =
End Date | osi1172005 B

Business Purpose Select Tournament Battle in the Emerald City

Report Type Athletic Recruitment -

AP Type Local and Grant "

APSource VDS

Optional

Pre-Approval Report Applied
X Auburn WA Athletic Recruitment

REMAINING (USD) SPENT (USD)
Car Rental Fuel 300.00 0.00
Hotel 400.00 0.00
Meals Per Diem 276.00 0.00

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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Expenses F ‘ ® Add
Caelyn Orlandi Expenses
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- i @ B Create New
B ocomments @ 0Attachments Sort ~ Group by: None =
DATE EXPENSE SPENT PAYME & B A eWallet
7 - There are no items availa
P s < Meals- Per biem 7400 74.00 7 | an
Cash Advance
sat 74.00
osnwzs = Meals- Per Diem Vi 74.00 v
Credit Card
So £ Meals - Per Diem a0 74,00 g
0511142025 = usp Offline
Sun 100.00 2
ashizozs i@ Miscellaneous / Other e 100.00 A Recycle Bin
un 400.00
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You can drag and drop eWallet jtems here



10 Click "View in Wizard"

% B Emburse Enterprise X @ Scribe| Workspace X | (@ TestUl Launcher X | @ Microsoft outlook Workflow |5 X | + =i a X

Ll iver.com, pense/draft/e5d590342f3defadf5114c960f3bbb0b5a7113b328f29119b24fdf10b7e22e040bc4df1d8384808b/lineitem/9e782dc7-b427-4bcT-a1fa-0d77... W Q [n) (R ®

nterprise P m  Caelyn Orlandi v
Lewis-Clark State College

sruitment .
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Description
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11  Click "View in Wizard
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12 Click "delete"
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13  Click "delete
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14 Click "delete"
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15  Click "Apply"
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There are no per diem rates calculated.
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Search for Location

Cancel Clear All ! Apply
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18 Click "Athletic Meals"
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e
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You can drag and drop eWallet items here

Total Pay Me Amount
800.00 uso

19  Enter the amount of per diem to be reimbursed to the employee.
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flss|  Athletic Meals
Date 051172025 3
Spent 000 @ | uso
Location United States
Business PUI’pOSE Select Tournament Battle in the Emerald Ci[y
A
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.

10



20 Click "Description"

Levenuians St Luieyge

ﬂu Athletic Meals

Date osm12025 [
Location United States
Business Purpose . Select Tournament Battle in the Emerald City

t \ 2

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

975901 Women's Basketball Lewis-Clark State College

21 Click "Save"

% B Emburse Enterprise X ) Scribe | Workspace X | (@ TestUlLauncher X | @ Microsoft outiook Workflow | %X | + = a X
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nterprise @ @ Caelyn Orlandi v

Lewis-Clark State College

Location United States
Business Purpose | Select Tournament Battle in the Emerald City

4
Description No per diem for Friday or Sunday. Coach left at 7 am on Friday and returned

at 5:30 pm on Sunday. Max per diem is $59.00 per day.

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
975901 Women's Basketball Lewis-Clark State College

e Add Allocation

Attachments (0)

11



22 Click on any of the other expenses to delete them if not incurred or if paid by
p-card.
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g2 ARTRAL o voreL
a - p
U s % Miscellangous / Other 10000 10000 A Al
Cash Advance
400.00
sA172025 kel usD g A @
Credit Card
300.00
4 Car Rental Fuel 300.00 PR IONAL
siams Y o Nrn - Offline DUES/ FEES [ ng
n 20.00
thvzozs T Athletic Meals =D 20.00 v Recycle Bin
eReceipts -
Receipt Gallery CASH ADVANCE ITEMIZATION
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23  Click "Delete
% B Emburse Enterprise X D Scribe | Workspace X | (@ TestUl Launcher x | @ Microsoft outlook Workflow |5 X | + = =] X
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Aterprise Cﬂ & Caelyn Orlandi v
Lewis-Clark State College
= o ]
‘ruitment ®
SPENT PAYME & B A
o & A Data entry validation. #Pxon
+/ Other 10200, 100.00 A
This line item could not be processed automatically. Please complete the data entry.
400.00 400,00
usp 2 A
300.00
ol 300.00 A
usD Date 05/11/2025
20‘;22 20.00 v
Spent 400.00 USD
Allowable Total 0.00USD  Show Details
Location
Business Purpose Select Tournament Battle in the Emerald City

Description




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.

Delete Item

Are you sure you want to delete this i

25 Click on the title of the expense report to return to the main page.

Ig Colleague Launcher % [ Emburse Enterprise X € Scribe | Workspace X | (@ TestUlLauncher X | @ Microsoft outiock Workflow |5 X +
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= [ emburse enterprise P

é Caelyn Orlandi

Auburn WA Athletic Re

B ocomments @ 0 Attachments

DATE EXPENSE SPENT PAYME ¢ B A

a
Sun 20.00
osnizozs T Athletic Meals uso 20.00 v
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26

Enter additional comments here.

rruitment 6)

SPENT PAYME & B A

20.00

usD 20,00 v

Total Pay Me Amount

20.00 uso

Hotel 400.00
Meals Per Diern 276.00
Miscellaneous / Other 100.00
Other 0.00
Total 1,076.00

Comments (0)

n

Attachments (0)

Drag image here to upload Add Attachments ~ il

Levenuians St Luieyge

— ]

0.00
0.00
0.00

20.00

20.00

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

rruitment ®

SPENT PAYME & B A

20,00

e 20,00 v

Total Pay Me Amount

20.00 uso

Hotel 400.00
Meals Per Diem 276.00
Miscellaneous / Other 100.00
Other 0.00
Total 1,076.00

Comments (0)

card and receipts are alla(hed,‘

Stayed with friend. Other costs are for fuel for courtesy vehicle which were paid by p-

Attachments (0)

Drag image here to upload Add Attachments ~ il

LEVISLIgTE SLalE Luieye

]

20.00

20.00

14



28

Levenuians St Luieyge

m

III
o K

rruitment Hotel 400.00 0.00
SPENT PavME & B A Meals Per Diem 276.00 0.00
20.00 &
usD 20,00 v Miscellaneous / Other 100.00 0.00
Other 0.00 20.00
Total 1,076.00 20.00

Comments (0)

Stayed with friend. Other costs are for fuel for courtesy vehicle which were paid by p-
card and receipts are attached. “

Attachments (0)

Drag image here to upload

&) From-Receipt Gallery

Total Pay Me Amount
Submit
20.00 uso

@J Upload Attachments

29 Click "Submit"

Images

< Caelyn Orlandi @
®

Auburn WA Athletic Recruitment Hotel 400.00
B 0 con 8 2 Attachments
DATE EXPENSE SPENT paYME & B A Meals Per Diem 276.0C
s 20,00 B
uf,r",,mﬁ Tlas  Athletic Meals USG 20.00 v Miscellaneous / Other 100.0C
Other 0.0C
Total 1,076.0C
Comments (0)
Stayed with friend. Other costs are for fuel for courtesy vehicle which were paid by
card and receipts are attached.
Attachments (2)
Drag image here to upload Add Attachments ~ il
Expense Report Total Pay Me Amount

QA0D45439985 20.00 usp




30 Click "Submit"

% [ Emburse Enterprise X @ Scribe| Workspace X | (@ TestUl Launcher X | @ Microsoft outlook Workfiow |
Ll iver.com, pense/draft/eSd590342f3defa8f5 114c960f3bbb0b5a7 113b328f29119b24fdf10b7e22e040bc4df1d8384808b/details
nterprlse

business purposes.

Available Balance: 1,076.00 USD

Auburn WA Athletic Recruitment

Report Owner

Expense Report ID

Business Purpose

Financial Summary

Total Expense Reported

+ =

e D@

@ i

@9 & Caelyn Orlandi v

Lewis-Clark State College

Pre-Approval Applied: Auburn WA Athletic Recruitment [Remove]

@ caelyn Orlandi
QAD045439985

Select Tournament Battle in the Emerald City

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

AMOUNT (UsD) APPROVED (USD)

20.00

0.00
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