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Course Overview

(o TN\ BT I Enter and Submit Expense Reports

Cours_e 1 hour 15 minutes
Duration

Course This course covers the employee expense report process in the
Description Financial Management System. Participants will learn how to setup
their bank accounts for expense reimbursement, enter and submit
expense reports, and monitor reimbursement status.

Target All roles
Audience

HECEGNECER GNO10: General Navigation in the Financial Management System
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Table of Contents

Lesson Duration
Course Introduction 05 min
Lesson 1: Enter and Submit Expense Reports 60 min
Course Conclusion 10 min
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Course Objectives

Upon completing this course, you will be able to:

Setup your bank account for expense reimbursement
Setup delegates to enter expense reports on your behalf
Enter expense reports in the system

Enter expense reports in a spreadsheet template

Enter expense reports from your mobile device

Submit requests for cash advances

Review expense report status

Review reimbursement status

Cornerstone
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Key Terms

Key Terms | Definition

Expense Report An expense report is an electronic form that employees populate to
submit work-related expenses for reimbursement. Expense reports
are created after expenses have been incurred and are submitted
for approval within the Financial Management System.

Cash Advance A cash advance is an electronic form that employees populate to
request advance payment to cover work-related expenses. Cash
advances are created before expenses have been incurred and are
submitted for approval within the Financial Management System.

Delegate A delegate is a person who can enter and submit an expense report
on behalf of someone else. Delegates can be defined within the
Financial Management System.

Finance Approver  The Finance Approver is the Rutgers employee responsible for
approving expense reports, cash advances, and other transactions
that require approval. Each employee has a single Finance
Approver for all transactions that require approval.

Cornerstone [ 5
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Financial Management System Training

LESSON 1: ENTER AND
SUBMIT EXPENSE REPORTS
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Introduction to Expense Reports

Financial Management System allows you to quickly enter and submit expense reports
for reimbursement. You can:

ﬁ— Enter expenses in the system, in a spreadsheet, and on your mobile device

ﬁ_ Use templates to facilitate expense report entry —

ﬁ— Attach scanned / electronic receipts to your expense items and reports

ﬁ— Submit expense reports for electronic approval —
ﬁ_ Monitor approval and reimbursement status —

Cornerstone’ [0 7
Transforming the Way lWe Work af Rutgers




RUTGERS

Navigating to the Travel and Expenses Portal

The Travel and Expenses portal can be accessed from the About Me section of the
Navigator, or from the About Me icon on the Home Page.

About Me
bq Talent Profile
—;_ Career Development
89 Goals
E‘fﬂ Performance
pq Personal Information
iy Benefits
a Wellness
Q Reputation
+' Competitions
.@' My Portrait
fa Time

(@ Web Clock

@ Expenses

u| My Account

Cornerstone’ [
Transforming the Way lWe Work af Rutgers

S

Financial Reporting Procurement

Center

Expenses




RUTGERS

Using the Travel and Expenses Portal

The Travel and Expenses portal is your starting point for all activities related to expense

reports and cash advances.

« The portal displays expense activities in three tiles: Expense Iltems, Expense Reports,
and Cash Advances.

« Click on a link in a tile to view corresponding information in the lower region of the
form. For example, quickly access in progress expense reports to pick up where you

left off.
Travel and Expenses Actions ¥ El
Expense ltems Expense Reports Cash Advances O
\
2 In Progress
1 Cash - 1 In Approval
3 In Approval

v

Actions w e

RBU0015565417 - Printing for training 2 items 55.00 UsD

Saved 3/5/16

RBU0015565392 1item 0.00 usp

Saved 8/5/16
Cornerstone ; 9
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Bank Account Setup

Note: You must enter your bank account information in the

Bank information is completely secure and not visible to other
users of the system.

Financial Management before entering your first expense report.
A This is a one-time setup required for reimbursement.

Cornerstone
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Bank Account Setup (continued)

To enter bank account information:

* Navigate to the Travel and Expenses portal

« Click the “Manage Bank Accounts” link from the Task menu

« Click the + button to enter a new bank account

« Enter the required fields and click the Save and Close button

Create Bank Account
’_l » Create Expense ltems in Spreadsheet Manage Bank Accounts
+ Nanage Bank Accounts

O * Manage Delegates ==
\ * Account Type

* Country | United States

* Account Number

Mo data to display. Check Digit

Account Holder Training User101
Secondary Account Reference
Bank
Bank Branch
* Routing Transit Number

BIC Code

Active ¥

Save and Close | Cancel

Cornerstone
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Delegates
If there are individuals who routinely enter expense reports on your behalf, you must
setup these individuals as Delegates within the system. To add a delegate:

* Navigate to the Travel and Expenses portal
« Click the “Manage Delegates” link from the Task menu

|_| s Create Expense ltems in Spreadsheet

+ Manage Bank Accounts

O * Manage Delegates
\

« Click the + button to enter a new delegate

Delegates and Permissions

- Status Active ¥

X
MM

« Enter the name of the Delegate and then click the Save and Close button

== Status Active ¥

* -
Person “4

Cornerstone
Transforming the Way lWe Work af Rutgers
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Enter Expense Reports

After entering your bank information, you are ready to begin entering expense reports.

Travel and Expenses

Expense ltems Expense Reports

2 In Progress

3 In Approval

1 Cash

v

Actions w i Add to Report v

Travel - Air - Domestic - Woodbridge, NJ
Delta

Cash Advances

1 In Approval

8/22/16
Airfare (Uploaded from iPhone)

=m -

Create Expense Item

I Create Expense Report

Request Cash Advance

Take the Product Tour

SortBy Date ¥

128.00 usD

Cornerstone
Transforming the Way lWe Work af Rutgers
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Enter Expenses via Spreadsheet

You can also enter expense items in an Excel spreadsheet template and then import
expense items into the system. The copy/paste feature in Excel may save you time when
entering expense reports with many items. However, keep in mind that you cannot add
attachments to expense items in the spreadsheet, and will need to attach receipts to
expenses after they have been imported.

HOME INSERT PAGE LAYOUT  FORMULAS DATA REVIEW  VIEW DEVELOPER Deloitte Tools Create Expense ltems ACROBAT Roake, Tom (US - Detroit) - i

44¢ &0

Login Logout Clear Edit About Upload elect Report Status

All Data Options Expense ltems Owner  Viewer
Workbook s

K4 -

B c D M N 0
> ORACLE Once complete, click the Upload Expense

3 Create Expense Items

ol Items button on the Create Expense Items tab to

orksheef atus

6 parson el import the expense items into the system.

T Last Downloaded 8/23/2016 22:13

8

9 Expense Items = Required

*Expense Receipt Expense Context

10 Changed Row T ! *Exp Type *Date Currency Amount Description |Unit[..] Division[..] Location[..] Value[..] Project I ber[.
11 A Rutgers Business Uni Travel - Air - Domest 8/24/2016 | USD 500.00 EXM_Expense_Rej

12 | A Rutgers Business Uni Travel - Lodging & Ac8/24/2016 |USD 200.00 EXM_Expense_Rej

13 A 8/24/2016 |USD 0.00 EXM_Expense_Re

14 A 8/24/2016 |USD 0.00 EXM_Expense_Re

15 A 8/24/2016 |USD 0.00 EXM_Expense_Re

16 A 8/24/2016 |USD 0.00 EXM_Expense_Re

17 A 8/24/2016 |USD 0.00 EXM_Expense_Re

18| |A 8/24/2016 |USD 0.00 EXM_Expense_Re

19 A 8/24/2016 |USD 0.00 EXM_Expense_Re
20 | A 8/24/2016 |USD 0.00 EXM_Expense_Re

Cornerstone 17
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Enter Expenses from the Mobile App

You can also enter expense reports from your mobile device. This provides you additional
flexibility to enter expense reports whenever it is convenient for you. However, there are a
few things to keep in mind when entering mobile expenses.

« The mobile app does not have required fields. Therefore, Fusion Expenses %}
fields that may be required in the system can be left blank in Quick Entry ~ | Amount | Add
the app. You will not be able to submit expense reports where
these fields have been left blank.

« The mobile app does not display all of the fields that are -
available in the system. In some cases these fields may be °
required, which will prevent you from submitting the expense

report. ['-‘iEﬁ

Mileage Enter Approval

« The best use of the mobile app is to capture the basic details
of expenses as they are incurred, then upload them into the
system where you can complete and submit the report.

History About

Cornerstone 19
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Enter Expenses from the Mobile App

Install the App

Search for Oracle Fusion

Expenses in the App Store.

Download and install the
App on your mobile device.

eesc0 ATET LTE 3:24 PM 4 61% M

21 oracle fusion expensesl [ %]

oracle fusion expenses

qiwlelritiviujijolp

alsjdiflglh]ljlkl]!

5 z I xlclviblnimPES

122 © ¢ space

eeeco ATET LTE 3:25PM 1 60% M
21 oracle fusion expenses [ %]
E Oracle Fusion Expenses [- GET ]
Oracle America, Inc SRR
ORACLE

Scan
Attach

Cancel

Oracle Social Network for =
i0s GET
Oracle America, Inc

eeese ATAT 43 00 ISP e o

= = Overview Sort

Saarch

Read and agree to the end
user license agreement.

o000 ATRT LTE 3:26 PM < % 60% E

ORACLE

END USER LICENSE AGREEMENT

PLEASE SCROLL DOWN AND READ ALL OF THE
FOLLOWING TERMS AND CONDITIONS OF THIS END USER
LICENSE AGREEMENT (“Agreement”) CAREFULLY BEFORE
CLICKING AN “AGREE" OR SIMILAR BUTTON OR
INSTALLING or USING THE PROGRAM . THIS agreement IS A
LEGALLY BINDING CONTRACT BETWEEN YOU AND
ORACLE AMERICA, INC. THAT SETS FORTH THE TERMS
AND CONDITIONS THAT GOVERN YOUR USE OF THE
PROGRAM. BY CLICKING AN "AGREE" OR SIMILAR
BUTTON OR BY INSTALLING AND/OR USING THE
PROGRAM, YOU AGREE TO ABID BY ALL OF THE TERMS
AND CONDITIONS STATED OR REFERENCED HEREIN. IF
YOU DO NOT AGREE TO ABIDE BY THESE TERMS AND
CONDITIONS, DO NOT CLICK AN “AGREE” OR SIMILAR
BUTTON AND DO NOT INSTALL OR USE THE PROGRAM.
¥YOU MUST ACCEPT AND ABIDE BY THESE TERMS AND
CONDITIONS AS PRESENTED TO YOU - ANY CHANGES,
ADDITIONS OR DELETIONS BY YOU TO THESE TERMS AND
CONDITIONS WILL NOT BE ACCEPTED BY ORACLE AND
WILL NOT BE PART OF THIS AGREEMENT.

“Oracle” refers to Oracle America, Inc., for and on behalf of itself
and its subsidiaries and affiliates under common control. “You®
and “Your” refer to the individual or entity that has agreed to use
the program (as defined below) in accordance with this
Agreement. “Apple” refers to Apple, Inc. and its majority owned
affiliates, "Device” means the compatible Apple iOS product You
own or control. “Program” refers to the Oracle Fusion Expenses
software application and any program documentation provided by
Oracle and licensed to You subject to the terms and conditions of
this Agreement. “Server Product” refers to the separately licensed
(1) Oracle Fusion Financials and Oracle Fusion Expenses
products, or (2) Oracle E-Busi Suite Fi ials and Oracle
E-Business Suite Internet Expenses products, which You are an
authorized user of pursuant to the terms of the Server Product
Agreement. “Server Product Agreement” refers to the Oracle
license agreement for the Server Product.

| Agree

Cornerstone’ [
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Enter Expenses from the Mobile App

Install the App

Enter the URL and your
login credentials.

Click the Login button to

launch the app.

The Home page of the
Expenses app appears.

eeeco ATRT LTE 3:26 PM < 3 60%

Fusion Expenses  Login

Host URL
User Name
Password

SSO URL

https://ecbq.fs.us2.oraclecl
oud.com/homePage/faces/
FuseWelcome

eeeco ATRT LTE 3:26 PM < 3 60%

Fusion Expenses

Host URL
User Name
Password

SSO URL

Login

Cornerstone
Transforming the Way lWe Work af Rutgers
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Fusion Expenses 03
| Quick Entry ~ | Amount| Add
View Upload Submit
Ol
o
Camera Voice Calendar
L
Eim
u‘ v 4
[ 3
Mileage Enter Approval
History About
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Enter Expenses from the Mobile App

Key Features

You can take the following actions from the Home page of the mobile expenses app.

®e000 AT&T LTE 8:29 AM 7 4 90% m.> - .
) Icon | Functionality
Fusion Expenses 03
Quick Entry | Amount] Add View View the existing expense items by Period or by Type
Upload Upload new expense item
Submit Submit an expense report
View Upload Submit
Camera Capture receipts to add as attachments
U U
o o Voice Enter expenses using voice command
cemere o caencer Calendar Group expenses related to meetings (not used by Rutgers)
Ea f; Mileage Enter mileage expenses
Milsage Exei Approval Enter Enter a new expense item
Approval View expense items pending approval
Histary — History View past expense items/reports
Cornerstone’ [ 218
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Enter Expenses from the Mobile App

Expense Entry (1/3)

Click the Enter icon on
the Home page.

The Add Expense page

Select the expense Type
from the list of values.

displays.

secco AT&T LTE 8:24 AM = % 91% .

Cancel Add Expense Save
Type

Date 24-Aug-2016
Amount usD

Attachment

Location Piscataway, Middlesex,...
Merchant

Attendees

Company 760

Cost Center 6085

Description

eeeco ATRT LTE 8:25 AM < 3 90% N>
Add Expense
Type Travel - Air - Domestic
Date 24-Aug-2016
Amount usD

Attachment

Location Piscataway, Middlesex,...

Cancel Done

Travel - Air - Domestic

eecco ATRT LTE 8:29 AM 7 % 90% .
Fusion Expenses 03
| Quick Entry ~| Amount| Add
View Upload Submit
U U
o
Camera Voice Calendar
Eﬁ v
L
] v 4
L £
Mileage Enter Approval
History About
Cornerstone
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Enter Expenses from the Mobile App
Expense Entry (2/3)

Click the Amount of the
expense item.

®ee00 AT&T LTE 8:25 AM 1 4 90% .
Cancel Add Expense Save
Type Travel - Air - Domestic
Date 24-Aug-2016
Amount 120 usD
Attachment
Location Piscataway, Middlesex,...
Done
ABC DEF
GHI JKL MNO
PQRS Tuv WXYZ
0 3
] b i ]
Cornerstone! [0

Transforming the Way lWe Work af Rutgers

Use the Camera to add

an attachment as needed.

Camera

Photo Album

Cancel

Continue to add other
expense details.

eeec0 ATAT LTE

Cancel

8:27 AM

Add Expense

4 4 90% .

Save

Date

Amount

Attachment

Location

Merchant

Project

Task

Company

Cost Center

24-Aug-2016

120.00

G @

usD

Piscataway, Middlesex,...

Delta Airlines

760

6085

204
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Enter Expenses from the Mobile App

Expense Entry (3/3)

Once complete, click the
Save button.

Click the Upload icon to
upload expense items.

Company 760

Cost Center 6085

Description  Airfare to Detroit

Departure  Newark
Arrival  Detroit
Flight Type Domestic
Flight Class Coach

Ticket Number 123456

seeco ATRT LTE 8:28 AM 7 4 90% .
Cancel Add Expense | Save
Project
Task

eeeco ATRT LTE 8:28 AM 7 4 90% m.>
Fusion Expenses 03
‘ Quick Entry ~ || Amount| Add

View Upload Submit
U U
O

Camera Voice Calendar

v

=

Mileage Enter Approval

History About

Select expense items and
click the Upload button.

Cornerstone
Transforming the Way lWe Work af Rutgers

seeco ATRT LTE 9:22 AM 7 4 88% W

Back Upload Expenses Upload

1 Selected Total: 120.00 USD

v Travel - Air - Do... 120.00 USD
Piscataway, Middlesex, NJ... 24-Aug-2016
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Enter Expenses from the Mobile App

Expense Report Submission (1/2)

Login to the system and navigate to the Travel and Expenses portal. A list of your

uploaded expense items will appear on the form. Select an expense item and click the

Add to Report button.

Travel and Expenses

Expense Items Expense Reports

2 In Progress

Cash Advances

Actions w

2 Cash 1 In Approval
3 In Approval
v v
Actions w e Add to Report w SortBy Date ¥
Travel - Air - Domestic - Piscataway, NJ 8124116 120.00 usp
Delta Airlines Airfare to Detroit (Uploaded from iPhone)
Travel - Air - Domestic - Woodbridge, N.J 8122116 128.00 usD
Delta Airfare (Uploaded from iPhone)

Transforming the Way lWe Work af Rutgers
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Enter Expenses from the Mobile App
Expense Report Submission (2/2)

Enter a purpose for the expense report in the Purpose field.

Create Expense Report Save v Submit w  Cancel

4 Report Total

*Purpuse
Attachments  None = Payment Method ACH-BOA-PPD v

Employer Pays You 120.00 USD
120.00usp

Expense ltems
Actions v e Add Existing

8/24/16 120.00 usD
EXM-300000056158705. jpg == 3¢
Original receipt required

Travel - Air - Domestic - Piscataway, NJ
Airfare to Detfroit (Uploaded from iPhane)

Missing required fields

If any expense items are missing required fields, open the expense item, add the missing
information, and then save and close the expense item.

Once all expense items have been entered and completed, click the Save button and
check the approval workflow. Click the Submit button to submit the expense report.

Cornerstone 237
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Enter Expense Reports on Behalf of Someone Else

If you have been designated as a delegate, you can enter expense reports on behalf of
someone else. Simply select the person for whom you are creating an expense report
from the Travel and Expense portal and the enter the expense report on his/her behalf.

Travel end Expenges  HenyRugers |« acions w El
Henry Rutgers
Expansa Hams Expense Rapart L
k CL
2 mPmpn
g e :
27t A list of employees for whom you can enter
N expense reports appears at the top of the

s | o Travel and Expenses portal. Sort By [0

Travel - Transportation = Per ., TS 0,0 k0

Othier Supplles - General L 99,00 Uz

Oining = Food & CoNCessions Ao, Unlsd Siakes ERc 1o P ETE

occaghonal Meals RV 395.00 U0

Favteu Janea's Chiazasiconvad Pdezal - Frmclimll

Athletlcs Home Games - Travel BRI B9.00u=D
Cornerstone’ [ 248
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Request Cash Advances

You can also use the Financial Management System to request cash advances for work-
related expenses that you are going to incur. To request a cash advance:

* Navigate to the Travel and Expenses portal

« Click the “Request Cash Advance” link from the Actions menu

« Enter the required fields and click the Submit button to submit the Cash Advance for

approval

=n - Il

Create Expense ltem

Create Expense Report

Request Cash Advance

Take the Product Tour

Cornerstone
Transforming the Way lWe Work af Rutgers

Request Cash Advance

* Advance Amount

# Purpose

Advance Type
Trip Start Date
Trip End Date

Attachment

usbD

Travel ¥
te
le

None ==

Save

v

Submit

Cancel

259
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Review Expense Report and Reimbursement Status

You can view the status of your expense reports and cash advances from the Manage
Expense Reports page. To access the Manage Expense Reports page:

* Navigate to the Travel and Expenses portal
« Click the magnifying glass icon on the right of the page

 Click the Advanced link

8/14/16

8/14/16

‘=" Detach

Report Status

Pending expens ..

Pending expens ..

Create Report

Report Total

(USD) Purpose

1,194 25 Travel for conference

76549 Travel for Conference

|_| S —— . Manage Expense Reports
O o Search Expense Reports
. » Search
Actions w View w
Report Number
RBUO056158240
RBUO056158226
Columns Hidden 1
Cornerstone

Transforming the Way lWe Work af Rutgers
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Expense Report Approval

« The Financial Management System provides systematic approval workflow for
expense reports and cash advances.
— Non-project expense reports are routed to the preparer’s Finance Approver for approval.

— Project expense reports are routed to the Project Manager for first-level approval, and then to
the preparer’s Finance Approval for second-level approval.

« The Finance Approver is the Rutgers employee responsible for approving expense
reports, cash advances, and other transactions that require approval.

« Each employee has a single Finance Approver for all transactions that require
approval.

 Employees are not able to select their Finance Approver.

[ 3%

Cornerstone ' 33
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Expense Report Approval (continued)

Once submitted, the Finance Approver will receive a notification to approve expense

reports, which includes a list of all expense items and attachments included in the report.

= Expense Report Approval RBU0056158226 for Training User390 (USD 765.49) - Google Chrome

tps-//echg-devi finus2.oraclecloud.com|

Expense Report Approval RBU0056158226 for Training User390 (USD 765.49)
4 Details

Assignes "Training Instructor025 Report Period 814/16 - B14/18

- . Report Total 76548 USD
From Training Us
Submission &14118

Assigned Date 814116 236 PM Date
Task Number 201607 Purpose Travel for Conference

4 Expense ltems

View v Formal w Expense tems Regquees your approval » Detach
Requires Your Original Receipt Imaged Receipt
Expense Approval Date: Required Required
Traved - Aar - Domestic v 8114116 L4
Columns Hidden 5
4 Comments 4 4 Attachments 4+ X
a ko s pny Aifare Receiptpd!

4 History

T 7 Options w

1 4 5 Parallel Stages
1.1 4 [B) Expense Repon Approval Stage
<& Tralning Instructo
144 Ass Aug '\ o
Training Us

Receipt Missing  Amount (USD) Expense Class

765,49

Busi

eSS

Cornerstone
Transforming the Way lWe Work af Rutgers
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Knowledge Check

Multi-Select

Which of the following are the features of expense reports in the Financial Management
System? Select all that apply.

You can enter expenses in the system, in a spreadsheet, and on your mobile device
You can attach scanned / electronic receipts to expense items and reports

Expense reports are approved outside of the system

You can monitor approval and reimbursement status of your expense reports

o0 w>

Cornerstone 29
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Knowledge Check

Multi-Select
Which of the following statements are true of mobile expense entry? Select all that apply.

You can use the camera feature to attach receipts to expense items
You can always submit expense reports directly from the mobile app
The mobile app enforces entry of required fields

You can upload expense items from the app into the system

0w

Cornerstone 30
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Cloud Financials Training

COURSE CONCLUSION

Cornerstone
Transforming the Way lWe Work af Rutgers
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Course Summary

You are now be able to:

Setup your bank account for expense reimbursement
Setup delegates to enter expense reports on your behalf
Enter expense reports in the system

Enter expense reports in a spreadsheet template

Enter expense reports from your mobile device

Submit requests for cash advances

Review expense report status

Review reimbursement status

Cornerstone
Transforming the Way lWe Work af Rutgers

32



RUTGERS

Course Summary

You are now be able to:

Setup your bank account for expense reimbursement
Setup delegates to enter expense reports on your behalf
Enter expense reports in the system

Enter expense reports in a spreadsheet template

Enter expense reports from your mobile device

Submit requests for cash advances

Review expense report status

Review reimbursement status

Cornerstone
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