How to create Expense Report (EX:
Mileage and Full Day Per Diem)
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3 Search for the pre-approval you are trying to do an expense report on and click on

name.
@ Create Pre-Approval with Mile: X | @@ Per Diem Meal Check X B emburse Enterprise x o+ = =}
k@
@ fraud hotline @ GLTB.CMMCALIS 5. == Westem . %0 Annual G h Ig Fixed Assets - Contr...  Ig Forms - Purchasing... u Per diem rates | GSA [ Power Bl » [ All Bookma:

@ @ Debbie Stellyes ~

Lewis-Clark State College

Import Pre-Approval E

Select a pre-approval report -
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Lewis-Clark State College

Import Pre-Approval

Select a pre-approval report

TRAVEL LOCATION ORIGINAL AMT REMAINING

Director's meeting web-based approval 361.28USD 361.28USD
Amy PD Test 550.00usD 550.00UsD
Las Vegas NV 020325 1234567 1,873.39UsSD 1,873.39USD
Amy PD Test 0310 460.00UsD 460.00USD
CDA, 1D 032425 1234567 201.28usD 201.28usD
5 Click here
Report Summary i
From Date 03/24/2025
To Date 03/24/2025
Business Purpose Traveling to CDA for Conference
Expense Summary
REMAINING (USD) SPENT (USD}
Meals Per Diem 38.00 0.00
Mileage 163.28 0.00
Total 201.28 0.00
Allocations

904601 Controllers Office - Local

Lewis-Clark State College 201.28
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Select correct AP Type that is associated with Cost Center that is going to be
charged.

Appropriated (Fund 10 Only)
Appropriated and Local/Grant

Local and Grant

Expenses For Debbie Stellyes

Report Name CDA, ID 032425 1234567

Ethos_Invoice_NoHold Y

Optional

Start Date 0312412025 ] -

End Dale 0312412025 i)

Business Purpose Traveling to CDA for Conference

Report Type Travel ¥.
AP Type —* Local and Grant -
fiom [ves

Pre-Approval Report Applied
X CDA, ID 032425 1234567

Meals Per Diem

REMAINING (US

38.0
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Expenses For Debbie Stellyes

Report Name CDA, 1D 032425 1234567

Ethos_Invoice_NoHold i

Optional

Start Date 0312412025 o]

End Date 03/24/2025 ]

Business Purpose Traveling to CDA for Conference

Report Type Travel -
AP Type Local and Grant -
APSource VDS

Optional L

8 This will import all expenses from the Pre-Approval into the expense report.
Ensure that everything is checked in the right-hand column. If an item is not
checked, there is an error, which will be explained on the right side of the screen
when the item is selected.
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9  This shows the Expense Report ID#.

DATE EXPENSE SPENT PAYME & B A
= Date 03/24/2025
Mon 163.28
cvzazzs & Mileage <= 16328 &
o otss (= Meals - Per Diem s 58.00 -/ Statimme 00:00
End Time 2359
Spent 46.40 USD
Business Purpose Traveling to CDA for Conferen
Description Travel to CDA for conference '
Location @ Coeur D'Alene-Kootenai Cour
Deductibles
Breakfast
Lunch

Cost Center

904601 Controllers Office - Local
x Lewis-Clark State College

QA0044233109 221.28 usp < Previous
H £ Type here to search

10 Click here

3 SPENT PAYME § B A
- Date 03/24/2025
leage 528 16328 @ o
\aia = Per Dol 5%23 58.00 & Start Time: 00.00
End Time 2359
Spent 46.40 USD
Business Purpose Traveling to CDA for Conference
DSSCI’IPUOH Travel to CDA for conference where lunch is covered
Location @ Coeur D'Alene-Kootenai County, Idaho (ID). United Stat
Deductibles
Breakfast Dinner
Lunch
Cost Center
904601 Controllers Office - Local
2 Lewis-Clark State College

Total Pay Me Amount

221.28 usp

< Previous 20f2

o search



11  This verifies that you are complete with process and want to submit this form.
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@ @ Debbie Stellyes
Lewis-Clark State College
Subi mation
| 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: CDA, 1D 032425 1234567 [Remove]
Available Balance: 201.28 USD

CDA, ID 032425 1234567

Report Owner & Debbie Stellyes
Expense Report ID QA0044233109
Business Purpose Traveling to CDA for Conference

Financial Summary

AMOUNT {USD) APPROVED (USD)

Total Expense Reported 22128 0.00






