Access to Expense Tool
To access the tool, you would go to my.rutgers.edu and click on Log In (right corner). Once in, go to the Finance section
(you may need to click on the More box in the center bottom to see more options). Click on Expense Management.

No Access to Expense Tool?

Go to http://uco.rutgers.edu/forms-repository. Under Available Forms, choose the Access option. Open the Expense
Management document. Complete the form, obtain necessary approvals and scan/email the form to
cloudaccess@finance.rutgers.edu.

Finance Approver Change?

If employees require a change to the Finance Approver, the Finance Approver Form is found under
http://uco.rutgers.edu/forms-repository. Under Available Forms, choose Finance Approver Forms. Open the document.
Complete the form, obtain necessary approvals and scan/email the form to cloudaccess@finance.rutgers.edu.

Project Approver Change?

Go to the Project Request Form which is found under http://uco.rutgers.edu/forms-repository. Under Available Forms,
choose Project Request Form and choose New Project Request Form. Open the document and go to the Change Existing
Project tab. Complete the form, obtain necessary approvals and scan/email the form to coa@finance.rutgers.edu .

Training for Expense (Employee)
Web-based training is located at

. Go into https://onlinelearning.rutgers.edu/canvas .
. From there, click on Canvas Login

. Sign in with your NetID and password

. Go into Dashboard on the left

. Click on Expense Management Course Pathway

. Click on Modules

. The section EX010 has the tutorial for Enter and Submit Expense Reports

Training for Check Request (Non Employee)
Web-based training is located at

. Go into https://onlinelearning.rutgers.edu/canvas .
. From there, click on Canvas Login

o Sign in with your NetID and password

. Go into Dashboard on the left

o Click on Expense Management Course Pathway

. Click on Modules

o The section EXS010 has the tutorial for Check Request Submittal

Questions about Original Receipts

The Original Receipt Required column tells you what items need receipts. It does not stop you from submitting your
expense report. It is up the department if originals need to be saved. Also, there is no need to send anything to
Accounts Payable.

Requires Action (needs receipts)
If an employee receives notification that their report Requires Action, they should

Click on the Notification Bell u

Open the notification

Make the necessary corrections or to upload required receipts, click on the +

Click Ok

Go up to Actions in the top right corner and from the drop down, choose Submit Information

vk wne
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Reports Returned with Error Messages
Click on the error message, not the report number. Correct the errors or add the necessary information. Click ok then
go to Actions in the top right corner and from the drop down, choose Submit Information

Withdraw and Resubmit

Please ask the user to withdraw the report and re-submit it. To withdraw, go to the home page, and click on “In
Approval” in the Expense Report box. It will bring up the expense report. Click on the area to the right of the RBU where
it says #of Items so that the section highlights blue. Then just above the report number they will see Actions with a
down arrow. Click on the arrow and they will see the word Withdraw. Click on Withdraw and then you can go back in,
make any changes and hit Submit.

Travel Order Form
Go to http://procurementservices.rutgers.edu/travel/booking-travel and scroll down the page to Direct Billing Option.
Choose the appropriate option and follow the instructions.

Personal Car Mileage Reimbursement prior to 9/1/16

When you begin the expense, you must choose a date after 9/1/16 even if the charge is before. In the description field,
note the real date of the charge and explain that you needed to use a post

9/1/16 date in order to enter it.

Delegate
First, you have to be set up as the delegate for that employee. To do that, the employee will have to go under the Task

icon. Choose Manage Delegates.

O © © AsoeGetscx v

Once in Delegates and Permissions, click on the +.
= ORACLE AX DO O mmecu
Delegates and Permissions Swe SwveandClose Cancel

WY Status Actve v
vl

o data to dsplay

Click on the magnifying glass next to Person. Search and Select: Person will come up.

* Person Q

Click on Advanced button.


http://procurementservices.rutgers.edu/travel/booking-travel

Search and Select: Person X

4 %earcn Advanced

Match @ All © Any

Person
E-Mail
Search  Reset
Person 4 ¥ E-Mail
No rows to display
OK Cancel

Under email, type the beginning of the delegate’s email address and click Search. The person’s name should come up
below. Highlight the line with the email address by clicking on it and click OK.

Search and Select: Person b

2
g

4 Search

Match @ All ©) Any
Person Starts with B

E-Mail Starts with B pek@

Reset Add Fields v  Reorder

Person E-Mail
Lisa Pek pek@eohsi.rutgers.edu
OK Cancel
How do | change the account string?
E'_—I__d\
The account string can be changed by clicking on next to the account number. Once it is clicked on, it will drop

down to show the individual string segments. The one segment you do not change is Account since that indicates the
type of expense you selected.

Account
4 Hide Segments
Unit 900
Division 1530
Organization 7240
Location 0001
Fund Type 100
Business Line 8000
Account 52970
Activity 0000
IntraUnit 000

Future 00000

Search Reset I OK




Cash Advances
Cash advances may only be submitted by employees, not delegates.

Entering a Cash Advance from Pre-Go Live 10/10/16 (ONLY)
Choose Expense type Travel — Other and make the amount as a negative. For example:

Date 9/21/16
Template Rutgers Business Unit Expenses
Type Travel- Other
Expense Location Orlando Metro Area, FLORIDA, United States
Amount -700.00 USD
Number of Days 1
Daily Amount -700.00 USD

Reimbursable Amount -700.00 USD

Description Cash Advance issued prior to
Expense Go Live

Bank Types
e ACH-BOA-PPD = direct deposit to employee bank account from Rutgers Bank of America account

e Check BOA -= check payment from Rutgers Bank of America account
e  Wire = wire payment (DO NOT USE)

Check Banking Info
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Routing # Account #

Adding Banking Information

If you need to submit your banking info for Expenses, go to the Task Icon on the right side of the page.
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Choose Manage Bank Accounts. Once in there, click on the + to add your banking info. Complete all of the info with a *
and you also need to add your Bank and Branch. Do not enter any spaces or dashes. For Account Type, do not choose
Money Market. Only Checking and Savings.

Create Bank Account x

*Country United States -

* Account Number

* Account Type EI
Check Digit

Account Holder Anne Gutsick

Secondary Account Reference
Bank
Bank Branch
* Routing Transit Number

BIC Code

Active

Save and Close ~ Cancel

Once the info is entered, Click on Save and Close. The final step is to make your bank the Primary so you would click
next to Valid to highlight the row. Then click on Primary. A check box should show up to the left of your bank name.

Manage Bank Accounts
&= Primary

@ Magyar Bank XX3691 Checking
Magyar Bank, United States Valid 107116
Routing Transit Mumber

Creating a Cash Advance
First go into the Home page and go over to the right. From the Actions drop down, choose Request Cash Advance

= ORACLE A x ™ Db O 0 wmecmur

9l B 0O E

ent Goals Performance 3 eputatior (o 5 ime | Expenses

Travel and Expenses  Amedusik v g

Create Expense fiem
Expense ltems Expense Reports

Create Expense Report \

—_ > Requesi Cash Advance
1 In Progress
Take the Product Tour

Populate the information requested, attach necessary required back up and hit Submit.



Spreadsheet
We have found that the first time you want to use the spreadsheet, it may not show. So you have to create an expense

in the tool and just Save it. Once you do, you can go into the Spreadsheet option and it will show up. You can then
delete the expense you created by clicking on the X next to the expense amount.

Creating a Spreadsheet
1. Click on the Task icon and choose Create Expense Items in Spreadsheet
T — . - - "W — E%I

08 _afrWindowh (& Q Search ﬁ % 3 & 9 =
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= Create Expense ltems in Spreadsheet
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2. A screen will pop up wanting to open CreateExpenseltems.xlsx. Click OK.

You have chosen to open:

i] CreateExpenseltems.xlsx

which is: Microsoft Excel Worksheet (24.1 KB)
from: https://echg.fin.us2.oraclecloud.com

What should Firefox do with this file?

@ Openwith | Microsoft Excel (default) =2

() Save File

[F Do this automatically for files like this from now on.

3. Excel will open and you will need to click on Enable Editing.
=] i Q & -

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Acrobat
v PROTECTED VIEW Be careful—files fram the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View. Enable Editing
AL - ji
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4. A box will pop up asking if you want to connect. Click Yes.



f |

Connect

Do you want to connect?

5. Login to Rutgers CAS with your Net ID and password.

m]TG ERS Central Authentication Service (CAS)

Please Log In
ou have requested access to a site that requires Rutgers authentication. This is not a public

network and explicit authorization is reguired. For security reasons, please Log Out and Exit
your web browser when you are done accessing services that require authentication!

Enter your Rutgers NetlD and Password

HetiD: |

Password: |
Ensure proper security — keep your

password a secret

-

Authentication Type: Default

L} Hotify me before logging me into
other sites.
To protect your privacy, please logout and exit

your browser when you are done accessing
services that require authentication

LOGIN Forgotten MetiD or password?

First-time users, activate vour NetiD.

6. The following screen will show up indicating that is loading.

Download data

Invoke Action
Processing...

7. The spread sheet will pop up and then the fields can be populated. Some are drop down boxes. If you are
creating this report on behalf of someone else, then click on Select Report Owner and choose their name from
the drop down list. You must be a delegate for that person. Once completed, click on Upload Expense Items.
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FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Create Expense ltems Acrobat

Al LD

Login Logout Clear Edit About  Upload  Select Report Status

/=3

All Data Options Expenseltems  Owner  Viewer

Workbook Worksheet
E11 - fr
B C D E F G H | J K L
2 ORACLE
3 Create Expense Items
4
5 | Worksheet Status
[ Person Anne Gutsick
7 | LastDownloaded 10/20/2016 16:23
8
9 Expense Items =Required

*Expense Receipt

10 | |Chai Row Status Template “Expense Type *Date Currency Amount Description |Unit[..] Division[..]
" - 10/20/2016 [USD 0.00
12 10/20/2016 [USD 0.00
13 10/20/2016 |USD 0.00
14 10/20/2016 |USD 0.00
15 10/20/2016 [USD 0.00
16 10/20/2016 [USD 0.00
17 10/20/2016 |USD 0.00
18 10/20/2016 |USD 0.00
19 10/20/2016 [USD 0.00
20 10/20/2016 [USD 0.00

Setting Up Vacation Rules

Vacation rules can be set from the approver’s login. While setting up vacation rules the user has an option to
either Re-Assign the expense report or Delegate it. The difference here, apart from what was discussed in the
previous section is:

» Re-Assign: Removes the expense report from the default approver’s queue and sends it to the person
whom it has been re-assigned to.

» Delegate: Workflow appears simultaneously in both logins, in essence, the default approver’s and the
person whom it has been delegated to.

Illustrated steps to set up vacation rules:
e Login and navigate to Financials from the notification icon as shown in the screenshot here:

o \ad | e o Tracy Lispcome ¥
Recent Notifications
Customer Relationship Management
H ‘ Financials k v

No notifications to display. Human Capital Management

O Assigned v ) . L9
Incentive Compensation
Sti Procurement
Projects

Setup and Maintenance

Supply Chain Management

e Select Preferences



BPM Worklist % _

User Details
Home
I Views + 7/ w  Actors v v Me&MyGropv | Assigne Reports
= =" praferences
inbox
| woseo e
Logout

Views.

e Once the vacation rule page appears, the following fields need to be entered:
o Enable vacation period — Tick the box
o Start and End date — range of the vacation period
o Reassign to OR

o Delegate to (Both re-assign and delegate options cannot be used simultaneously)

BPM Worklist %) Tracy Lispcome ¥

4 Rules + Vacation Period : Tracy Lispcome Save | Revert
@ Vacaiion Period (Enabled
My R yourself f tamatic task  enabling a vacation date rang
Optianally, more specific vacation rules can be created under "My Rules"
¥ Enatie vacation period
StartDate 11/3/16 4.09 AM )
End Date 1111116 408 AM Y
® Reassgnto  User v aigsd Q
Delegate to: Q
Finance Approver Report

Go into Oracle and click on the Navigator button in the upper left corner
Click on More in the bottom right of the new pop up window

A new window will open, click on Reports and Analytics

Click on the arrow to the left of Shared Folders

Click on the arrow to the left of Custom

Click on the arrow to the left of RU Custom

Click on the arrow to the left of Reports

Click on the arrow to the left of ATC Reports

Click on RU GL 002 Finance Approver Lookup Report

LR NOUAWNE



10. A new window will pop open so click on View

Reports and Analytics

Contents

[§ Create + | [
b oMy Folders
—>» 4 [JShared Folders
—> 4 [3JCustom
b CIFinancials
— > 4 F3RU Custom
P COConversion
b [COinterfaces
- > 4 [JRepors
R 4 [JATC Reports
P [CgData Models
RL GL 085 Transfer Accounts Recaonciliation Report.xdo

I [E&][RU GL D02 Finance Approver Lookup Report.xdol

—

11. Under Finance Approver, click on the drop down arrow to the right of All and click on Search
12. A new window will pop up (again!) and under Name “Starts With” type in Approver’s name and Search
13. Highlight by clicking on employee’s name and then click on >Move, then OK

Search 9 x
Available Selected
Name Starts witw  ghinassi

Search U match case

Value

>

Maove

&
Move All

<

Remaove

K

Remaove All

Ghinassi, Frank

OK Cancel

14. Click on Apply to the far right and your report will run in Excel.



View reports for those you are a delegate for or yourself:

1. Choose name from drop down list of those you are the delegate for or your own name

ORACLE’

* ™ b O O amecusik~

B 5 B @ B B B ® ¥ B © E B

Talent Profile  Career Development Goals Performance Personal Benefits Wellness Reputation Competitions Web Clock

Expenses My Account
Information

Travel and Expenses  AmneGutsick ¥

. Actions w E
Anne Gutsick
Expense ltems Expense Repo 'E'H'"Wge"” “vals le)
Camille Long E
4 cesh 2 nPog  AmGifin <—07
v -

Adions w 4 Add to Report

SortBy Date |~

Travel - Lodging & Accommodat ... - San Diego, CALIFORNIA12/8/16

300.00 UsD X
Infyher
Travel - Transportation - Ren ... - San Diego, CALIFORNIA  12/8/16 150.00UsD X
Ais
Travel - Lodging & Accommodat ... 48 500.00 UsD X
hilton yscdshyjbignho
Office Supplies - Postage & S ... 92118 35.00UsD X

Stamps

2. Click on the Magnifying Glass. Choose if you want Expense Reports or Cash Advance and then click the right

€ |9 | & | httpsy//ecbg.fin.us2.oradedoud.com/payables/faces/FndOverview?fndGloballtemNodeld=itemNode_my_information_expenses& _adfno-new-window-redirect=truef_adf.ctrl-state=151p7rc | @ || Q Search wBe ¥ # =

= ORACLE

* ™ B O O amecusik~

B E ® @& Y B © B B

Talent Profile  Care e el ance Benefits Vv LEE T Competitions Web Clock Expenses My Account

Travel and Expenses  AmGrfin (v

E Expense Reporls v
Expense ltems Expense Reports Approvals O °
\  Advancad
1 inPogess
1 ool 0
v v

Adions v | & | | AddtoReport ¥

No data to display.

3. View the employee’s reports, the status and even click into the reports themselves.

Basic  Saved Search Expen:

adons v Vieww F OF 2

Trip Name Amount {USD) Payment Date

Columns Hidden 1




To view reports a full year of reports:

1. Click on the Magnifying Glass on the Travel & Expenses home page

[} ] ; x ! Anne Gutsick

npetitions Web Clock Expenses My Account

Actions w E

E Expense Reporis

“ Advanced <

2. Click on Advanced

Manage Expense Reports

Search Expense Reports

) Search
3. Click on the Search Arrow

4, In “Age in Days” change parameters to “Less than or equal to” — “365” to show a full year of reports then click
Search

Manage Expense Reports

Search Expense Reports

4 Search
Report Number Eguals Currency Equals
Report Status Equals D; i Agein
Days

Purpose Starts with 365|

Age in Days Less than orequal to

Report Total Equals Trip Name Contains



Finance Approvers — How to view reports you have approved

1. Click on the Notification Bell u
2. Click on More Details

3. Click on Financials

Actions v 0 ¢+——
4. Enter name of employee
Me & My Group |~ Any e —
5. Change Assigned to Any
O - Me & My Group |~

6. Click on the magnifying glass to Search

Project Approver Report

Go into Oracle and click on the Navigator button (to the left of Rutgers logo).
From there go to Projects — Project Financial Management

Navigator
Sales Projects bout Me Procurement
|5 Analytics ls#f Project Financial Management -._ Career Development T Procurement Dashboard
Contract Management ™ Project Perfermance Dashboard -._ Career Planning Y& Purchase Reguisitions
& Revenue Grants Management (®) Learning Purchasing
A &5 Goals Ny Receipts
Product Management Awards
. L"'_] Performance H Negotiations
. ldeas General Accounting N
— s Skills and Qualifications Catalogs
Crrnmline Martal 1% General Accounting Dashboard

Click on the arrow to the left of Search
My Projects

b Search

Remove your name as the Team Member and then click Search. This will give a list of all projects and their
approvers. You can also search by Project Number and Project Manager.



My Projects

4 Search Advanced Manage Watchlist Saved Search Iy Active Projects

** At least one is required

** Project Name ** Organization
"* Project Number Project Unit
** Pproject Manager v Business Unit
** Team Member _ - Project Type -
** Customer " Project Status Active Approved:Pending Exe v
™" Project Set v

Search Reset Save..

You can then export the file to Excel for slicing and dicing.

4 Search Results
View v | 22 |=" Detach

Project Name 4 ¥ Project

Print Expense Report After Submitting

Go into Oracle and click on the Magnifying Glass icon and then Advanced.

oo 3

> Cl ST o "o

[=) Travel and Expenses - Expen... X

Edit View Favorites Tools Help

9

A =0 8 Kk ¢ 3D g @ v~

Expenses My Account
Travel and Expenses pense Repors
-]
Expense Items Expense Reports Approvals Cash Advances
9 cardcharges 3 Requires Action 129 :;{fg“ﬁ
3 inapproval
19 can 118 in Progress 26 5 e
v - -

Actions v 4= Status

EXM0182072884 - Prereq report 1item

Saved

EXM0181499286 - Prereq report 1item

Saved

EXM0181407164 1item

Saved

EXM0181375420 - Prereq report 1 tem

Saved

EXM0180961834 - Prereq report 1item

Saved

EXM0180783764 2items

Saved




Click on the arrow to the left of Search

L3 E0) = nttps://ebez fa.el cadevz.oract  afloop=12301 81_sdf.ctrl-state=pjLkTmeT e 4932

[ Overview - Expenses - Oracl... X
File Edit View Fovorites Tools Help

= ORACLE A seach QA k™

Manage Expense Reports

Dene

Search Expense Reports

’ se &P Basic Saved Search Expense Reports waiting for auditor approval
Actions v View v FE Create Report
Report Number Date ?:,'::'s‘ “e""“(a‘;‘[’,’; Purpose > Trip Name Amount Payment Date
EXMO147649573 05/03/18 Pendi. 78500 EXMUID1205/03/2018 14:57-48 %
EXMO178521071 Dan4ns Pendi... 400.00 EXMO178521071
EXM0131430738 04/05/18 Pendi. 785.00 EXMUIO1204/05/2018 0951:43
EXMO0150683766 05/08/18 Pendi. 78500 EXMUIO1205/08/2018 22:11:45
EXMO159523419 06/29/18 Pendi... 100.00
EXMO0160005052 07/02118 Pendi. 1,988.00
EXMO0144908465 04117118 Pendi. 999.00
EXM0150132588 05/08/18 Pendi. 20.00
EXMO144738594 0411618 Pendi... 785.00 EXMUIO1204/16/2018 15:48:00
EXM0153618550 05/30118 Pendi. 785.00 EXMUIO1205/30/2013 15:08:33
EXMO0144308462 0411718 Pendi. 333.00

Columns Hidden 1

Change the Age in Days to Less than “1”

Manage Expense Reports Done
Search Expense Reports
A Search Basic | Saved Search Expense Reports waiting for auditor approval
Report Number Equals Cumency Equals A
Report Status Equals Date Equals [y
Purpose  Starts with Agein Days Less than 1
Report Total Equals Trip Name Contains
search | Reset Save.. AddFields v | Reorder
Actons w Vieww FE B Detach  Create Report
Report Report Total .
Report Number Date Statue (USD) Purpose Trip Name Amount Payment Date
EXM0182510086 091918 Saved 20000 Copy of
EXM0182510082 [ERERE saved 167.86

Columns Hidden 1

Reports will show below. Click on the dollar amount to highlight the line. From Actions,
choose Print Preview
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File Edit View Favorites Tools Help

Manage Expense Reports

Search  Expense Reparts

| Basic | Saved Search Expense Repor's waiting for auditor approval

b Search
Vbewv F 5 lDetach  Create Report |
Export to Excel Report Report Total .
Status (uspy Purpose Trip Name Amount Payment Date
Create Report
"8 Saved 200.00 Copy of
Duplicate Report
e Saved 167.88
Print Preview with Attachments




