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| 1. The Expense Reimbursement Request Maintenance screen displays. _
H Employee  Tim ployee se Orline
oM : Enrallr
¢~ Expense Reimbursement Request Maintenance - 05.12.10.00.00 - Windows Internet Explorer
- N . = a
< Expense Reimbursement Request Maintenance @S 2 -
S agl 2 Enter the Expenses From Clieck
R and To date range. Spelling
TR 7 Awilezscr, Angela A Save
There * Eyperzes From: 031172013 |[33]  * To: DEfiifz00s [[a] o .
* Purpose for Reimbursement: [Conference _J
1
| -
@ 4. Click Save to continue
| 3. Enter a Purpose for Reimbursement description. or Back to cancel.
/
Reimbursement payment option: paid via AP ACH. If AP ACH is not setup you will receive a Paper Check,
Listrict Payment Reimburserment information: caral@somewhere.cam
Asterisk (%) denotes a required field
%) Local intranet ¢y v H100% <
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i< Il | 2
ﬁ | oral inbranet Lo ~| ®nne hd

Page 3 of 9



Submit Request Monday, March 11, 2013

Slide 4 - Slide 4

" Submit Request - 05.12.10.00.00 - Windows Internet Explorer
Skyward School District
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= Expense Reimbursement Request Maintenance - 05.12.10.00.00 - Windows Internet Explorer A= :
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Expense Reimbursement Request Maintenance MO S 2?2 =
Expense Reimbursement Information LA
Apprayal
Reimbursemnent For: Avilezscr, sngela & Edit Master
Save and
Expenses From: 03/11/2013 To: 03f11/2013 1 Day MNotes Finish Later
Purpose for Reimburserment: Conference l * attachrments
™

Expense Reimbursement Information

The Edit Master link allows you to
Reimbursement payment optid return to the previous screen and modify the request,
Total Reirmbursernant Aol

The Notes link allows you to enter a note
regarding the request,

Expense Reimbursement D

Wigwrs: Fiters: [ § The Attachments link allows vou to attach Yo ® & | A
— — = receipts or other pertinent documentation to the request. e T Edit
S N A 2 The Submit for Approval button is inactivated e

until the detail is completed.
Clane
The Save and Finish Later button is active
. and allows you to save and return to finish the request later. Mass A
Dretail

A —
1
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SKYWARD
e Employee  Time = True FastTrack Wark Account Budget B1irhasing Inwentory Employes Expense Orline

(- Expense Reimbursement Request Maintenance - 05.12.10.00.00 - Windows Internet Explorer

Expense Reimbursement Request Maintenance

- ~|
@O 5?7
Expense Reimbursement Information Subimit Far
Approyal

Reimbursemnent For: Avilezscr, sngela &

Edit Master
Save and
Expenses From: 03/11/2013 To: 03f11/2013 1 Day MNotes Finish Later

Purpose for Reimburserment: Conference * attachrments

Reimbursernent payment option: Paid via AP ACH, If AP ACH is not setup you wil receive a Paper Check,
Total Reimbursernent Amount; $0.00

Expense Reimbursement Detail Lines

Views: [General v|| Fiters:[#Skyward Default v s AN |7Add

N Date Type Description/Customer Cluantity CHCK Add to create the Detail Line(s) it
There are ne records to disply: check your ter settings. for this reimbursement request. 2

Clone

hiazs Add
Deetail

A —
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— Sk\fﬁ-’a‘[’d SChO Ol D‘iStT'iCt Angela Aviezscr  Account Preferences
e Expense Reimbursement Request Detail Maintenance - 05.12.10.0/

The Expense Reimbursement Information

Expense Reimbursement Request Detail Maintenance carries forward from the previous screen. MO o |?
- . vV
Expense Reimbursement Information
Expenses From: 03f11/2013 Tor 03/11/2013 1 Day
Total Reimbursement Armount: 430,00
Add Expense Reimbursement Detail Line M
Spelling
Line Murnber: 1 [Receipt Attached [ Direct Eil /Do not Reimburse o
* Date: [03/11/2013 |3 Monday o
ac
* Reimbursement Type: Meals P « Meals P —

Categary: Meals Eriter the Detail Line information for the open fields.

Date - Enter the date of the expense,

Receipt Attached - Check if a receipt will be attached.
Cuantity:

Ammount: $30.00 (Maxirmur Direct Bill /Do Not Reimburse -
Total Amount: $30,00 Check if tt;he intrlxlf |bs dt?ﬁugntenttihog ftr:;r ?n expense
* Description/Customer: Required to stay for dinner - attended evening FEIC Bl (S DSl 0 Wnia @ISurie,

and should not be reimbursed.

Reimbursement Type - Use the drop-down
to select the reimbursement type code,

Detail Line Accounts This code will determine the Quantity and Amount fields.
* Account Arcount £ . ) ) .
0100 A B000000 0000 000 000 - GENERAL FUND/cash/CASH] Quantity and Amount - These fields will be determined

by the reimbursement type selected above.

Asterisk (*) denoles a required field Description /Customer - This is a free form field
used to enter any necessary details for the expense.
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—— v warg 00] Distri
£ Expense Reimbursement Request Detail Maintenance - 05.12.10.00.00 - Windows Internet Explorer

* Date: [03/11/2013 |3 Monday

* Reimbursement Type: Meals PR

when done entering the Detail Line,

Cateqory: Meals

| Clicking Back will close without saving,

Expense Reimbursement Request Detail Maintenance [ I
Expense Reimbursement Information
Expenses From: 03f11/2013 Tor 03/11/2013 1 Day

Total Reimbursement Armount: 430,00

Add Expense Reimbursement Detail Line M
Spelling

Line Mumber: 1 [[JReceipt Attached s S — N
2. Click Save 7 swe |

Back

N
1. Detail Line Accounts
Quantity:
Amount: $20.00 There are two ways to enter the account(s):
Total Armount: $30.00
* Description/Customer: [Required to stay for d a) Click into the field and begin typing the account.
The EEL will display the account(s) from which to choose.
b) Click on the Account link.
o This opens a list of all accourts from which to choose,
Detail Line Accounts 9
* Account V Account Selection [7] Arnount Percent
0100 4 000000 0000 000 000 - GENERAL FUND/ash/CASH [« 30.00] [ 100.00] | hore
Total: 30,00 100,00

Asterisk (*) denotes a required field
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SKYWARD
. Employee  Time = True FastTrack Wark Account Budget B1irhasing Inwentory Employes Expense Orline

(- Expense Reimbursement Request Maintenance - 05.12.10.00.00 - Windows Internet Explorer

o . = ~|
Expense Reimbursement Request Maintenance @a s (2?2 =

. . i Sukimit For

Expense Reimbursement Information , .

b | | 4. Click Submit For Approval ;|1 ]

Reimbursement For: [Avilezscr, Angela & when finished. ea—

Expenses From: 03/11/2013 To: 03f11/2013 1 Day Finish Later

Purpose for Reimburserment: Conference * attachrments

Reimbursernent payment option: Paid via AP ACH, If AP ACH is not setup you wil receive a Paper Check,

Total Reimbursernent Amount; $30.00
Expense Reimbursement Detail Lines ‘ 2. Detail line records
Views: [General ™| Fiters: [*Skyward Default v can be edited, deleted, or::l.:i.nt_e'_.:.iI aod |
#a Date Type Description/Customer Quantity Amount Total Amount/C  |R D Eciit
| | Required to stay for dinner - attended 1.0000 30.0000 30.00 Delete
evening conferance session
s s ) )
1. The detail line displays in the browse, P Sloge
3. Mass Add Detail can be used

Lse the expand/collapse options
to view the details of the record.

to add multiple detail lines at the same time, o=

A —

Page 8 of 9



Submit Request Monday, March 11, 2013

Slide 9 - Slide 9

" Submit Request - 05.12.10.00.00 - Windows Internet Explorer

. * et Angela Aviezscr -
Skyward School District : ‘[ We value your feedback T
SKYWARD
Harma |- Employee  Time = True FastTrack Wark Account Budget Furchasin Inwentory Employes Orline
Infarmation  Off  Time = Open Positions  Reqguests = Master | Management g Reguisitions Rewiew Cpen Enrallr
" b Submit Request ‘ﬁ’ -] - ETask Manager 'f_:,:[’Fa'.rclr'rtetsv {r__l Mew Window lﬁl Ky Print Queue
Views:|General v| Firter5:|*5kwam Default v| Prirt
An unapproved request —
Reimburzement | Reg Date Expenszes Expenses Reimburs H H
il b e e o P can be printed, edited, deleted, or cloned. -
»  0000000002[APP | 03/11/2013 | 03/11/2013 | 03/11/2013 30.00 Request
220 EEXI IUse the Notes and Attach buttons
The reimbursement request to add a note or attachment. i
displays in the browse =
and is Awaiting Approval. A request with a note or attachment Ei
will be flagged with an asterisk e
on the respective biutton, —
Maotes
This concludes the tutorial. ) * aittach
Clone
< il | >
) Reimbursement:
10 *| 1 records displayed MNumber:
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