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1. How to enter an Expense report for reimbursement of expenses paid by yourself

Step Action
1.1 For your own Expense click on the Employee Self S
é UNIVERSITY af BRETOEIA -—
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Favorites : Main Menu
- w

Menu
Search:
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[- Banking
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Step

Action

1.2

Click on the Travel and Expense Center link.
ravel and Expense Center:']
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1.3

Click on the Expense Report link.

1.4

Click on the Create link.

1.5

Click in the Description field.

1.6

Enter the desired information into the Description field. Enter "Research visit
Hartswater".

1.7

Right-click in the Comment field. Provide a brief description of the expense.

1.8

Depending on the type of expense, proceed to section B3 to B10.




2. How to enter an Expense report for reimbursement of expenses paid on behalf of a fellow

employee
Step Action
2.1 When entering the expense on behalf of another employee, click on the Travel and

Expenses link lower down on the Menu tab.
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Step

Action

2.2

Click on the Travel and Expense Center link.
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2.3

Click on the Expense Report link.

Expense Repo

2.4

Click on the Create link.

2.5

Click in the Empl ID field.
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2.6

Enter the desired information into the Empl ID field. Enter "01234567". This is your portal
ID.

2.7

Select the required employee.




Step

Action

2.8

Click on the Add button.
Add

2.9

Click in the Description field.
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2.10

Enter the desired information into the Description field. Enter "Research visit
Hartswater".

2.11

Right-click in the Comment field. Provide a brief description of the expense.

2.12

Depending on the type of expense transaction proceed to section B3 — B11.




3.

Expense report for the reimbursement of local daily allowance (per diem)

Step

Action

3.1

Click on the Business Purpose list.

lindows Internet Explorer
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3.2

Click on the General travel and related exp list item.

General travel and related e

3.3

ate - Windows Internet Explorer
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Click on the Expense Type list.
[v]




Step

Action

34

Click on the Per Diem list item.

er Diem

{= Create - Windows Internet Explorer,
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3.5

Select the relevant date.

/= Create - Wi

indows Internet Explorer
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Step

Action

3.6

Click on the Payment Type list.
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Create Expense Report
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3.7

Click on the Credit Card list item. (What was the payment method for the greater portion
of the expense?)

Credit Card

3.8

Click on the Detail link.

{= Create - Windows Infernet Explorer
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Andre van der Vyver Report ID: NEXT
“Expense Date: 201303127
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“Currency: [zR T

“Exchange Rate: [ 1oo000000) 4 B
Default Rate
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Calculated VAT: 0.00 ZAR  Calculate VAT | StartWizard
Override VAT: AR

[CIHo VAT Receipt

Accounting Detail
Receipt Split
Per Dism D

Done & Internet L 100%

3.9

Click in the Description field.

3.10

Enter the desired information into the Description field. E.g. Enter "Research visit 26/3 to
27/3".

10



Step Action

3.11 Click on the Start Wizard button.
Start Wizard

3.12 Click on the OK button.

3.13 Enter the Arrival Date.

6;;- [BY) peegtager up.ac.za 700 OVEE, 1B_TE_Hv. WEBLIB_FLNCTION FieldFarmula iscrint _addExpense?TE Menu.var=AuptTarcl 9] [$4) (6] [0 Live search ]
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New Window | Help | Personalize Page |, §

Subsistance allowance Exchange Rate at (yyyy/mmidd)

Location Code | ZAF [& south afrca

ArrivalDate | [GU
Departure Date [{Chaose a date (AlL+S)

Duration of Stay 0

Accomodation Type

[JLess than 1 night [ Pay for Hotel Self
[Iwore than 1 night (Family)
More than 1 night (Hotel)

[IHo Meals

[ereakfast and Dinner
[Breakfast, Lunch and Dinner

Result Calculation
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3.14 Select your Departure Date.

{= Create - Windows Internet Explorer,
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Departure Date
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[JLess than 1 night
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[CIHo Meals

(4] currentDate [¥)

[ereakfast and Dinner
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Result Calculation
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Step

Action

3.15

Select the applicable accommodation:
Less than 1 night

More than 1 night (Family) — if you stayed over at friends/family

More than 1 night (Hotel)

For this example we selected More than 1 night (Hotel).

3.16

Select the Meal option (which meals were included in your hotel fare):

No Meals

Breakfast

Breakfast and Dinner

Breakfast, Lunch and Dinner

For this example we selected the No Meals option.

3.17

You can view the per diem claim in the Result Calculation box.
If there is a limit on the available funds please decrease the subsistence amount before

you submit.

3.18

Click on the Accept Allowance and Exit Wizard button.

/= Create - Windows Internet Explorer

0o- &

sliér) [

File Edit View Favortes Tools Help

i Favorites 587 & wportal ‘@Cveate x |7‘

il - B) [ % - Page~ Sefety - Tools -

Welcome Mokoditiwa,Paulina (P4290833) to Test ( PSFSMTSA }

Favorites : Main Menu > Travel andvExpenses
Andre van der Vyver User Defaults ReportID: NEXT
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*Default Location: South Africa &
Accounting Defaults Apply Cash Advance(s) More Options: GO

First Bl 1 ora B Last

O 201303727 |5 319.00|[z2R [Q |[Creditcard  w|[INTERN »|2Detail
CopySelected | Delete Selected | New Expense ¥ add Check For Ermors |

Employee Expenses: 319.00 ZAR Due Employee: 319.00 ZAR
Hon-Reimbursable Expenses: 0.00 ZAR Due Vendor: 0.00 ZAR

Prepaid Expenses: 000 ZAR

Employee Credits: 000 ZAR

Vendor Credits: 000 ZAR

Cash Advances Applied: 000 ZAR

Home | Workist | | AddtoFavorites |

Sigr

javascript: subritAction_win0(document, wind, DETAIL_ICONS0';
¥ 5 f
14 Start ECERDIG

& Internet 5
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F- 103

3.19

Proceed to section 11 or 12 (projects) for the relevant accounting entries.

12



4. Expense report for the reimbursement kilometers travelled (local)

Step Action

4.1 For a second expense type, click on the Expense Type list.
ate - Windows Infernet Explorer
63; ! = OVEEJERPs/WEELIE_TE_MAY.WEBLIE_FUMCTION, FieldFor i5cript_addExpenss?TE . Menu.Var=AUDTTEPO! V| 3| X |PLweSear(h
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6 sl CEL S elcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )
us|Assets_Lahoratory Equipmer

x|

& v B) [ d= - Page- Safety~ Taoks -

=

Bank Charges workist | | AddtoFavortes | Siar,
Favorites :|Books and DVD's nses
e~ Bus Taxi /TrainTransport Fe
Andre |2 Renta! User Defaults ReportID: NEXT

Cell phone expenditure

Computer Software Acquired

*DesciComputer accessories Hartswater Comment: Research visit Harlswater
c

“Busil Consu\tat\onf Fees feg and refated exp v

S”"‘Sum‘ah;sm Reference: L

orparate Clothing —

“Defal Courier Senice [

Currency Conversion fees

Duplication costs

scc|Entertamment Cohadenceles | HMors Options: o0
Fuel expense

Gas Comsumables

Gautrain Expenses

Groceries

Internet, 3G and wireless

KMs claimed

Lahoratory Expenses hd

*Expense Date

201303727 |

319.00)|[ZAR. |a Credit Card ||| INTERN: »

| o

Copy Selected | Delete Selected | New Expense v| Add Check For Emors |

Employee Expenses: 319.00 ZAR Due Employee: 319.00 ZAR
Hon-Reimbursable Expenses: 0.00 ZAR Due Vendor: 0.00 ZAR
Prepaid Expenses: 0.00 ZAR
Employee Credits: 0.00 ZAR
Vendor Credits: 000 ZAR
Cash Advances Applied: 000 ZAR
Done @ Internet g - E100%

r4 start EragmaG & s e S

=98

4.2 Click on the KMs claimed list item.

4.3 Repeat steps 3.5 to 3.8.

4.4 Click in the Kilometers field.

{= Create - Windows Internet Explorer

6;;- B pespager . 00! OVEE, 1B_TE_Hov. WEBLIE_FUNCTION FieldFarmula iscript _addExpense?TE Menu.var=AuptTarol 9] [$4] (6] [ 2 Live search

File Edit View Favortes Tooks  Help

S Favorites (551~ & Up Portal

£ v Bl [ e v Page- Safety~ Tooks -

‘ Ecreate x |7

Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

ik o
POAR AT

Home | Workist | | AddtoFavortes | Siar

Favorttes } Main Menu »> Travel and Expenses

Create Expense Report
Expense Detail for KMs claimed (Line 2)

Andre van der Vyver Report ID: NEXT
About This Expense
*Expense Date: o13r03i27 [

*Payment Type: Credit Card v [JHoReceipt
*Billing Type: INTERNAL +| [OHon-Reimbursable

*Kilometers: X 31600

pesetpror I:|

*Amount Spent:

*Currency: ZAR

*Exchange Rate: 1.00000000] & B
Defauit Rate

Reimbursement Amt: 0.00 ZAR

Calculated VAT: 000 ZAR  Calculate VAT | Start Wizzard
Override VAT: ZAR

[Ino VAT Receipt

Accounting Detail
VAT Information

Check Expense For Errars

Return to Expense Repart

Dane @ Internet g v E100%

4.5 Enter the desired information into the Kilometers field. E.g. Enter "1736".
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Step Action
4.6 Click in the Description field.
4.7 Enter the desired information into the Description field. E.g. Enter "Travel Hartswater".
4.8 Click on the Start Wizard button.
Start Wizard
4.9 Click on the OK button.
4.10 Enter your Depart date and the Return date.
4.11 Indicate on the sheet whether you have a travel allowance or not by selecting the correct
block.
T PR TR TLICOE _—
N s A
Fa*.fnvr'rtes g MainvMenu » Employee gerF—Ser'.fice
[“11 have a Travel Allowance. *Depart Date igm 06M4 |[5H)
[¥]1 do not have a Travel Allowance. *Return Date |2013/06/14 IE]
KM to Claim 25.00
Default or KM Selection Range
Accept the default tax free km rate of R3.24 per kilometer as prescribed by SARS
["] select KM from Range
4.12 In the next block — Default or KM Selection Range choose your selection.

- Accept Default KM rate of R3,24 per kilometer as prescribed by SARS (this is the
default SARS rate for the reimbursement of Km which will have no tax implications
for the claimant), or

- Select the KM from Range (the rate per km is determined by your vehicle’s
purchase price and engine capacity).

4.13 Favuvrtes MalnvMenu 3 Emp\uveeée?ﬁﬁemce

[“11 have a Travel Allowance. *Depart Date |2013/06H4 @
1do not have a Travel Allowance. *Return Date [2013/06M4 [
KMtoClaim|  25.00

Default or KM Selection Range

[”] Accept the default tax free km rate of R3.24 per kilometer as prescribed by SARS
Select KM from Range

KM Selection Range

il i)

1;R30000-R50 000 1195 211 2.25 247 278 297 315 3.64
2|R50001-R75000  |2.39 255 260 291 322 3.41 358 4,08
3/R75001-R100 000 2.85 3.01 3.15 237 3.68 3.87 4.05 454
4/R100001-R125000 287 3.03 317 3.39 370 3.80 4.07 456
5/R125001-R150000 |2.23 239 3.53 375 406 425 443 492
6/R150001-R175000 |3.61 377 3.91 413 444 4.63 4.81 5.30
| 7 R175001-R200000 298 414 428 450 481 5.00 518 567
8 R200001-R250000 (469 485 499 5.21 }‘-752 571 5.89 6.38

9 R250001-R300000 (494 510 524 546 157 596 614 663

& Local intran

For this example click on the 4.81 link.
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Step

Action

4.14

Click on the Accept Allowance and Exit Wizard button.
Accept Allowance and Exit Wizard

{= Create - Windows Internet Explorer

6 e Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )
POAROHE MRS
Fa\'nvrrtes Mavaanu 3 Tm\'e\andvExpenses
Andre.van der Vyver User Defaults ReportID: NEXT
[ visit | comment: Research visit Hartswater
“Business Purpose: | General fravel and related exp ~|

Reference:
*Default Location: South Africa &

Accounting Defaults Apply Cash A

Expense Date
| Per Diem 2013/03/27 [+ 319.00/[22R |Q [creditCard v [INTERN: v |*Detail
O | [[KMs ciaimed | |z013103/27 8.350.16(24R  |[CreditCard v [INTERN v |*Detail
b Det:
< |

Copy Selected | Delete Selected

Mew Expense V| Add Check For Emars |

Home | Workist

ggw (&) herosspacer up.ac.2ai 700 (OVEEJERPi5/WEBLIE_TE_MAV. WEBLIB_FUNCTION FieldFarmula script_addExpense?TE Menu.var=albiTerol 3] [#2] (2] [ tve search |
Fie Edt Yew Favortes Took Help
i Favorites(25[+ | & up portl ‘ggem x| i - B) [ - Page- Safety~ Tools~

Add to Favorites

| Siar

iistat € S E & NG

Employee Expenses: 8,669.16 ZAR Due Employee: 8,660.16 ZAR
Non-Reimbursable Expenses: 0.00 ZAR Due Vendor: 0.00 ZAR
Prepaid Expenses: 0.00 ZAR
Employee Credits: 0.00 ZAR
Vendor Credits: 0.00 ZAR
Cash Advances Applied: 0.00 ZAR
= '
Dane @ Internet fp v H100%

4.15

Proceed to section 11 or 12 (projects) for the relevant accounting entries.

5.

Expense report for the reimbursement of Accommodation expenses

Step

Action

5.1

To enter the related Accommodation expense, click the Expense Type list.

{= Create - Windows Internet Explorer,

6;;- B hespager . 00! OVEE, 1B_TE_Hov WEBLIE_FUNCTION FieldFarmula iscript _addExpense?TE Menu.var=AutTarol 98] [$4] (6] [ £ Live search

File Edit View Favortes Tooks  Help

i Favorites 83~ & UP Portal ‘ﬁoeate x |7
3 i elcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )
- Acc:-mm:-dat\:m W

Favorites |Alr Travel nses

*|Assets_Audiovisual Equipme
Assets_Computer Equipmer
Create Assets_Fumniture and Fittings
T |Assets_Laboratory Equipmel
EXpPesank Charges

Books and DVD's )
Andre \g, . fTaxl MralnTransportFe User Defaults Report ID: MEXT

Cell phone

*Desci Cleaning Haterial Hartswater Comment: Research visit Hartswater
Computer Software Acquired

“BUSIN Computer and related exp v

Canference / Registration fee Reference:

Consultation Fees e —

“DefaiConsumables [

Corporate Clothing

ourier Serice

Accou Currency Conversion fees t Cash A

Duplication costs

sl Entertainment

[Ty Fuel expense
Gas Com
Gautrain Expenses
Groceries ’—'7 ’—‘ ,—‘ - R
@ Intermet, 3G and wirsless 2013/03727 |3 319.00||ZAR ﬁ Credit Card ||| INTERN: & || *Detail
[¥]

Klils claimed 2013003727 |[E 8350.16(zaR  [CreanCara  w| [INTERN. ] |-Detail
Laboratory Expenses v

v

v

Copy Selected Delete Selected | New Expense ~| Add Check For Emars |

5 v Bl [ e v Page- Safety~ Tooks -

Home | Workist

Add to Favorites

| Sir

Employee Expenses: 8,669.16 ZAR Due Employee: 8,669.16 ZAR
Non-Reimbursable Expenses: 000 ZAR Due Vendor: 000 ZAR
Pranaid Fxnensas: nnn_7ae
Dane @ Internet g v 100
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Step Action

5.2 Click on the Accommodation list item.
5.3 Enter the amount paid for Accommodation into the Amount Spent field. E.g. Enter

"554",

{= Create - Windows Internet Explorer

5;‘/ w [&] hepufsane up.ac.za 700 OVEE, 1B_TE_Hv. WEBLIB_FUNCTION FieldFarmula iscrint _addExpense?TE Menu.var=AuptTarcl [90] [$4) [26] [ 2 Live search ]

File Edit View Favortes Tools Help

S Favorites 95/~ & Up Portal ‘ggem x| L - [ = v Page~ Sefety~ Tools -

Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

Home | Workist | | AddtoFavortes | Siar

Favortes © Main Menu > Travel and Expenses

Create Expense Report

Expense Report Entry

Andre van der Vyver User Defaults ReportID: NEXT
*Description: |Research visit Hartswater | Comment: Research visit Hatswater
*Business Purpose: | General fravel and related exp V|

Reference:

“Default Location: South Africa @
Accounting Defaults Apply Cash Advancel(s’ More Options:

Select

O | [peroiem — o]l20130327|60 [ 319.00][2R [ [CreditCard || [INTERN v *Detail

0 | |[KWs daimed | [201303727 [F 8350.46(24k [ CreditCard v [INTERN, v | "Detail

[ | | Accommodation | 20130327 [ | [o.oo) ZENEN | [INTERN: v | Detail
| £

Copy Seledted | Delste Selected | [MewExpense | Add|  CheckForErors |

Employee Expenses: 8,669.16 ZAR Due Employee: 866916 ZAR

Hon-Reimbursable Expenses: 000 ZAR Due Vendor: 0.00 ZAR

Prenaid Fxnenses: nnn_7aR

@ Internet v ®100%
# g E s

iistat € S E& NG

B

5.4 Fa\rovr'rtes Mainvl'u'lenu > Employee gelf—Ser\rice
*Expense Date: 2013106114 [[F)
“Payment Type: Credit Card ~ [[IHo Receipt
*Billing Type: INTERMAL « [ClHon-Reimbursable
Location: [south Africa @
*Description:

“Amount Spent: 600.00
*Currency: FAR E

*Exchange Rate: 1.00000000 L [
Default Rate
Reimbursement Amt: 50000 ZAR

Calculated VAT: 0.00 ZAR  Calculate VAT |
Override VAT: ZAR

[] Mo VAT Receipt

Accounting Detail

Receipt Split
VAT Information

Check Expense For Errors |

Return to Expense Report

Click on Return to Expense Report

5.5 Repeat steps 3.5 to 3.12.

5.6 Proceed to section 11 or 12 (projects) for the relevant accounting entries.
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6. Expense report for the reimbursement of entertainment expenses

Step Action

6.1 Entertainment expense, click on the Expense Type list.

~

Accommodation

gtjn-“”'”@\ﬁ" pon: CNEEERP fs{WEELIE_TE_NAY.WEELIE_FUNCTICH FieldFormula, iScript_ddExpense?TE, Menu,Yar=ALDITEPO! V| e |j3 Live Search
27 |assets_ Equipme

Fle Edt |ASsets_Computer Equipmer

N Assets_Furniture and Fittings

i Favorite{ sssets_Laboratory Equipmer

Charges

£ v B) [ o= - Page- Safety~ Taoks -

Ecreate x |_

@ |Baoks and DVD's 'elcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )
V3{Bus /Taxi /Train'Transport Fe = _ =
= "l carRental Workist | | AddtoFavortes | Siar

Favorites :| el phone expenditure nses

Cleaning Haterial ReTerence

Computer Software Acquired |

*Defat| Computer accessories [«

Conference / Registration fee
Caonsultation Fees

Accou Consumables ¥ Cash Advance(s) More Options:
Carporate Clothing
Courier Service

Currency Conversion fees
Duplication costs
Entertainment

Fuel expense r -
a P 2013/03727 |3 319.00||ZAR ﬁ Credit Card ||| INTERN: & || *Detail

as Com
Gautrain Expenses 2013003127 | 8,350.16 |ZaR [creditcars | [INTERN v
Groceries
Internet, 36 and wireless 2013003027

KMs claimed ‘ '@

Lahoratory Expenses b

Copy Selected | Delete Selected | New Expense v| Add Check For Emors |

*Detail

554.00[z4R |Q |[CreditCard  w[INTERN v

Employee Expenses: 922316 ZAR Due Employee: 922316 ZAR
Hon-Reimbursable Expenses: 0.00 ZAR Due Vendor: 0.00 ZAR
Prepaid Expenses: 0.00 ZAR
Employee Credits: 0.00 ZAR
Vendor Credits: 000 ZAR
(Cash Advances Applied: 000 ZAR

Definition of Totals Update Totals

Eatel o Catei ST Expense Report Project Summary

Return to Expense Report

@ Internet g - E100%

r4 start ErEmRDG & [ Rl SR

6.2 Click on the Entertainment list item.

6.3 Enter the total of the entertainment expense into the Amount Spent field.

{= Create - Windows Internet Explorer

@;;- [B) reegager up.ac.za 700 OVEE, 1B_TE_Hv. WEBLIE_FLNCTION FieldFarmula iscrint _addExpense?TE Menu.var=AuptTarcl 9] [$4) [26] [ 2 Live search ]

File Edit View Favortes Tools Help

-8 =&

Page = Sefety = Tools -

S Favorites 50|~ & Up portal ‘@Cveate x |

i A AR

Favortes : Main Menu > Travel and Expenses

| | AddtoFavortes |

Home | Workist Sigr

Reference:
“Default Location: South Africa =Y

Accounting Defaults Apply Cash Advance(s) More Options: GO

O | [PerDiem v|[20130327]F | 319.00)[z2R [ [Creditcars v [INTERN. v |*Detail
O | |[Kus claimed v [20130327 | 8350.16|2AR [ CreditCard v [INTERN ] |*Detail
[ | | Accommodation v [20130327 | | 554,00/ [22R @ [CreditCard v [INTERN v |*Detail
[ | | Entertainment v 20130327 [ [z2r & | | [INTERN, + | Detail

Copy Selected | Delete Selected | Mew Expense | Add Che:kFurErrursl

Employee Expenses: 922316 ZAR Due Employee: 9,223.16 ZAR
Hon-Reimbursable Expenses: 0.00 ZAR Due Vendor: 0.00 ZAR
Prepaid Expenses: 0.00 28R
Employee Credits: 0.00 28R
Vendor Credits 0.00 28R
Cash Advances Applied: 0.00 ZAR

Definition of Totals Update Totals

Expense Report Project Summary

Save For Later Submit

Return to Expense Report

@ Internet v ®100%

6.4 Repeat steps 3.5 to 3.12.

6.5 Proceed to section 11 or 12 (projects) for the relevant accounting entries.
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7. Expense report for the reimbursement of a sundry expense (ad-hoc)

Step Action

7.1 Other sundry expenses, click the Expense Type list.

7.2 Double-click on the Expense Type list.

Other / Sundry expenses

= Create - Windows Internet Explorer,

6@;- [&] hecpsggspprsmtso.up ac.zaizan OVEEJERPjs{WEBLIB_TE_NAV. WEBLIB_FUNCTION FieldFormula Script_addExpense?TE. Menu.var=aUb1Terol 8] [ (3¢ ] [ tve search

File Edit View Faworkes Tooks Help

Fr Favortes (B8~ § U portal ‘gcraala x |

B o Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

EHA A
Favorites ! Main Menu > Travel and Expenses

£ - B) [ d= - Page~ Safety~ Taoks -

Home | Workist | | AddtoFavortes | Siar

Create Expense Report

Expense Report Entry

Andre van der Vyver User Defaults Report ID: NEXT
“Description: |Research visit Hartswater | Comment: Research visit Harlswater
“Business Purpose: | General fravel and related exp v|
Reference:
“DefaultLocation:  [Seuth Afica Q&
Accounting Defaults Apply Cash Advance(s) More Options: El

Personaize | Find | 16 First Bl 1.5 015 Bl Last

*Amount Spent *Payment Type

O [perciem v [maozerf | steo|[2R (& [credices v [nrern v oet
O | |[kus claimed v [20130327 | 8350.16(2AR [ CreditCard v [INTERN v |*Detail
[ | | Accommodation v [20130327 | | 554,00/ [22R [Q [CreditCard v [INTERN ] |*Detail
m | v [201303n8]= | 150.00/[22R @ [[CreditCard s [INTERN: ] |*Detail
[ | | other/ sundry expenses s [20130328 [ | 560.00 (4R [Q | [ nTERN, | Detail

Copy Selected | Delete Selected | New Expense *lcash k Far Emors

@ Internet 5 -

7.3 Repeat steps 3.5 to 3.12.

7.4 Proceed to section 11 or 12 (projects) for the relevant accounting entries.
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8.

Expense report for the reimbursement of Foreign Travel

Step

Action

8.1

Per Diem, click on the Expense Type list.

8.2

Click on the Per Diem list item.
Per Diem

{= Create - Windows Internet Explorer,

6@- |B http:/fappfemtsal, Up,ac.2a: 70 CVEE[ERP s/ WEELIE_TE _MAY.WEBLIE_FUNCTICN, FieldFormula, iScript_addExpense?TE MenuYar=ALDITEPO! V||‘rH X |P Live Search H

File Edit View Faworkes Tooks Help
S Favorites |23 & UP Portal & create
SR 5
B ARHH A

Favorttes ¢ Main Menu > Travel and Expenses

5 - [ g - Page~ Safety~ Taoks

Worklist

Add to Favorttes Sigr

Create Expense Report

Expense Report Entry

Andre van der Vyver User Defaults Report ID: NEXT
“Description: |Research visit Hartswater | Comment: Research visit Harlswater
“Business Purpose: | General fravel and related exp V|

Reference:
“Default Location:  [South Africa =Y

Accounting Defaults Apply Cash Advance(s More Options: GO

*Expense Date | *Amount Spent |*Currency |*Payment Type =Billing Type

O | [peren  Slfozosr[E||  31000][2R [ [creatcers v [nTern i Detai
O | |[kus claimed v [20130327 | 8350.16(2AR [ CreditCard v [INTERN v |*Detail
[ | | Accommodation v [20130327 | | 554,00/ [22R [Q [CreditCard v [INTERN ] |*Detail
m | v [201303n8]= | 150.00/[22R @ (creditCard v [INTERN: v |*Detail
[ | | other/ sundry expenses s [20130328 [ | 560.00 (4R [Q v | [ nTERN, ] *Detail

Copy Selected | Delete Selected | New Expense *lcash k Far Emors

Fore
@ Internet g - E100%

g Start ErgEmag

8.3

Repeat steps 3.5 to 3.8.

8.4

Click on the Detail link.

8.5

Click on the magnifying glass next to Location to select the Country.

{= Create - Windows Internet Explorer,

@ |P Live Search ‘

G@ v [E hitglizet up 00 CNEE, 16 _TE_HAY.WEBLIB_FUNCTICN, FieldFormula. iScript_addExpense?TE Menu.Var=AUDITEROI

File Edit View Favortes Tooks  Help

g Favortes (B8~ | § UP Portal Eeate - N -

[ em - Page~ Safety~ Tools -

Search by: |Expense Location (¥ |begins with

Lookup | _Cancel |agvenced Lootun

Search Results

Expense Location |Description

Aruba

Afghanistan

Angola

Anguilla

Albania

Andarra

Netherlands Antilles
United Arab Emirates
Argentina

Armenia

American Samoa
Antarctica

French Soutnern Temitories
Antigua and Barbuda
Australia

Austria

Azernaijan

Burundi

Belgium

Benin

SE

;£

AND
ANT
ARE
ARG
ARM
ASH

=
=
=

o
BREEER

foe
m
o

@
m
=
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Step

Action

8.6

Click on the United States of America link.
IUnited States of Americal

8.7

Provide a brief description in the Description block.

{= Create - Windows Internet Explorer

@T\:}» [ retpiiapprsmtsot up.aczaron PLOYEE [ER.j5/WEBLIE_TE_MAY.WEBLIE_FUNCTION. FieldFormula. Script_ddExpense?TE Menu.Var=aUoiTarol [ [#] [3¢] [ 2 Live search
File Edt View Favorites Tooks Help

T Favorites (551~ & Up Portal | @creats
Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

xli - (7 deb v Page~ Safety~ Tools -

Home |

Workist | | AddtoFavorites |

New Window | Help | Personalize Page ||

Create Expense Report
Expense Detail for Per Diem (Line 1)

Nisha Sewdass Report ID: NEXT
About This Expense

“Expense Date: 2013104015 |5

*Payment Type: Credit Card v | [OJHoReceipt

*Billing Type: INTERNAL +| [JHonReimbursable
“Per Diem Range: 0-999 Days v

Location: United States of America =1

Pesenwen I:I

*Amount Spent: 0.00 Refresh Per Diem Amounts

“Currency: 2RI
“Exchange Rate: 100000000 4 R
Defauilt Rate
Reimbursement Amt: 000 ZR
Calculated VAT: 000 ZAR  Calculate VAT | Start Wizard
Override VAT: [ R
[CINo VAT Receipt

Accounting Detail
Receipt Split
Per Diem D

@ Internet g v E 100

8.8

Click on the Start Wizard button.

8.9

Click on the OK button.

8.10

Enter the Arrival and Departure Date.

= Create - Windows Internet Explorer

6\:‘/ A4 |g‘ htep:/jappf up, 700, (OVEEJERP//5/WEBLIB_TE_NAY.WEBLIE_FUNCTION FieldFormula iScript_addExpense?TE Menu.Var=AUDITEPOI vl 42| % |;., Live Search
Fle Edt Yiew Favortes Tooks Help

Sy Favorites 90|+ & UP Portal

‘ Ecreste x |7

Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

i - [ = v Page - Safety~ Tools -

| | AddtoFavoites | Siar|
Favortes : Main Menu > Travel and Expenses
MNew Window | Help | Personalize Page |

Subsistance allowance Exchange Rate at (yyyy/mmidd)

Location Code |54 [& United States of America

Arrival Date )
Departure Date @

Duration of Stay 0

Result Calculation

Tédprompt', 450, tru);

& meernet

8.11

If there is a limit on funds available, decrease the subsistence allowance amount.
Click on the Accept Allowance and Exit Wizard button.

Accept Allowance and Exit Wizard

8.12

Proceed to section 11 or 12 (projects) for the relevant accounting entries.
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9. Expense report for the reimbursement of an asset purchase

Step

Action

9.1

Click on the Expense Type list.

24

9.2

Click on the Assets_Computer Equipment list item.
Assets Computer Equipmer

£ Create - Windows Internet Explorer

G\A ) [&] hipigispptantsnt up.aczamon OVEEJERPjs{WEBLIB_TE_NAV. WEBLIB_FUNCTION FieldFormula Script_addExpense?TE. Menu.var=aUb1Terol 8] [ (3¢ ] [ tve search |

File Edit View Faworkes Tooks Help

¢ Favortes (B8~ § U portal ‘gcraala x |

Welcome Mokoditlwa,Paulina (P4290933) to Test ( PSFSMTSA )

% v B) [ d= - Page- Safety~ Taoks -

| workist | | AddtoFavortes | Siar
Accommodation

Favorites £ Ma ajr Travel
Assets_Audiovisual Equipme e Wind o i
SOt Equip Mew Window | Help | Personalize Page | .
_Furniture and Fitiings
Assets_Laboratory Equipmel
Create EiBank Charges
Books and DVD's
Expen Bus /Taxi Train/Transport Fe

Cordelia § 3" Rental User Defaults Report ID: NEXT
Cell phone expenditure

Quick Star| Cleaning Material ¥ co

Cemputer Software Acquired

Conference / R fee

“Descript| Consultation Fees Comment: External modem purchase

+*Busines: Consumables @
Carporate Clothing

Courier Service Reference:

Currency Conversion fees —

“Default L puplication costs &Y

E

Fuel expense

Accountil Gas Comsumables sh Advance(s) More Options: GO

Gautrain Expenses

il Groceries Personalize | Find | View A First K 14 or4 B Lost
B Internet, 3G and wireless
KMs claimed

Bl L aboratory Expenses “Expense Date | *Amount Spent |*Currency |*Payment Type
v
v
v
v

Copy Selected | Delete Selected | New Expense | Add Che:kFurErrursl

@ Internet

9.3

Repeat steps 3.5 to 3.12.

9.4

Proceed to section 11 or 12 (projects) for the relevant accounting entries.
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10. Expense report for the reimbursement of bus travel (Onderstepoort)

10.1 Click on the Expense Type list.

vl

10.2 Click on the Bus /Taxi /Train/Transport Fee list item.
Bus Maxi Mrain/Transport Fe

{= Create - Windows Internet Explorer

63!' [B retpiiapprsmtsot up.aczaron PLOYEE [ER.Pj5/WEBLIE_TE_MAY. WEBLIE_FUNCTION. FieldFormula. Script_iddExpense?TE Menu.Var=aUoiTarol [ (£ (3¢ [ 2 Live search

File Edit View Favortes Tooks  Help

S Favorites (55|~ & UP Portal

Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

. Accommodation
Favorites & M3 ajr Travel s
Assets_Audiovisual Equipme
Assets_Computer Equipmer
Assets_Fumiture and Fitings
Assets_Laboratory Equipme)
Create EiBank Charges

Books and DVD's:
Expen:

Clifford 1, Car Rental : User Defaults ReportID: NEXT
Cell phone expenditure

Quick Star| Cleaning Waterial 3 co

Computer Software Acquired

Conference / fee

*Descript Consultation Fees horses Comment: \Weekend travel for horses

*Business COnSumables related exp -
Corporate Clothing

Courier Service Reference:

Currency Conversion fees
*Default L puplication costs [&

Fuel expense -
Accountin Gas Comsumables sh Advanceis) More Options: GO
Gautrain Expenses

Groceries Personaiize | Find | View / First Bl 14 or4 B
T Internet, 3G and wireless
KMs claimed = = =
Laboratory Expenses Expense Date | *Amount Spent Payment Type

Copy Selected | Delete Selected | New Expense v| Add Check For Emors |

Home | Workist

‘ﬁoeate xli £ v Bl [ e v Page- Safety~ Tooks -

Add to Favorites | Siar,

New Window | Help | Personalize Page |, §

4 javascriptisubmitaction_nind(document, wind, EX_HDR_WRK_PB_CASH_ADY'); & Intermet

listat € E& DG : b L

10.3 Enter the date of the Expense.

G‘Q” |E‘ http:/jappf up. 1700, OVEE, 1B_TE_WAV. WEBLIE_FUNCTION. FieldFormula iScripk_addExpense?TE. Meno Yar=ALDITEPO! v| *r| X |j3 Live Search

File Edit View Favortes Tools Help

S Favorites |09+ & UPportal ‘ECveata

s uutees Welcome Mokoditlwa,Paulina (P4290933) to Test { PSFSMTSA )
B AR AT
Favorites : Main Menu > Travel and Expenses

Create Expense Report

Expense Report Entry

Clifford Matjiane User Defaults Report ID: NEXT
“Description: |Weekeﬂd travel for horses | Comment: WWeekend travel for horses
“Business Purpose: | General fravel and related exp V|

Reference:
“Default Location: South Africa [a

Accounting Defaults Apply Cash Advance(s) More Options: G0

*Expense Type

[J | | Bus rrasi rainTransport Fe v | | 5] 0.00/[z4R [Q v | [ InTERN [+ |[*Detail

v

v

v

Copy Selected | Delete Selected | New Expense | Add Che:kFurErrursl

Emplovee n0n 7AR Due Emplovee: non 7AR

x|_ Ei v B) [ ds v page~ Safety~ Tools -

Add to Favorites

New Window | Help | Personalize Page |

Sigr

/& Error on page. @ Internet

istat. € C R NG 5 G 25 L)
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104

Click on the Payment Type list.

Welcome de Waal,Marietjie (P4132718) to Production { PSFSMPRA }

Favuvrrtes Ma\nvMEﬂu > vaelandvExpenses

Create Expense Report
Expense Detail for Bus /Taxi /Train/Transport Fee (Line 1)
Maria de Waal Report ID: NEXT

[About This Expense
“Expenze e E0Tai06i22 [F

*payment Type: ~  [[INo Receipt
*Billing Type: INTERNAL « [ Non-Reimbursable
Location: South Africa al

*Description:

*Amount Spent:

*Currency: ZAR [Q
*Exchange Rate: 1.00000000 %

Default Rate

Reimbursement Amt: 0.00 ZAR

Calculated VAT: 0.00 ZAR  Calculate VAT | Start Wizzard
Override VAT: ZAR

[“IHo VAT Receipt

Accounting Detail
Receipt Split
VAT Information

Check Expense For Errors

Return to Expense Report

Waorkist | |

Data Language: English =  Mew Window | Hel

Done

€ Local intranet | Protected Mode: Off

10.5

Click on the Cash list item.

indows Internet Explorer

G‘t—; - |g1 https/appf up 700 CNEE, 1B_TE_MAV.WEBLIB_FUNCTION FieldFormula. iScript_AddExpens=?TE. Menu.Var=AUDTTERO! V”"_fl \i\ | P Live search H

File Edit View Favortes Tools Help

S Favorites |09+ & UPportal ‘ECveata

s uutees Welcome Mokoditlwa,Paulina (P4290933) to Test { PSFSMTSA )
B A
Favorites : Main Menu > Travel and Expenses

<

Create Expense Report
Expense Report Entry

Clifford Matjiane User Defaults Report ID: NEXT
“Description: |Weekeﬂd travel for horses | Comment: WWeekend travel for horses
“Business Purpose: | General fravel and related exp V|
Reference:
“DefaultLocation:  [Seuth Afica  |&
Accounting Defaults Apply Cash More Options: e0|

*Amount Spent

Bus Maxi Mrain/Transport Fe v | (2013105101 [ [inTERN, v Detail
v
-
-

Copy Selected | Delete Selected | New Expense | Add Che:kFurErrursl

Emplovee n0n 7AR Due Emalovee: non 7AR

Li- [ @m0 v Page~ Safety~ Tools -

Worklist

Add to Favorites

Sigr

New Window | Help | Personalize Page |

x| javascripk:submitaction_wind(document.wind, DETATL_ICON$DY);

@ Internet v E 00
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10.6

Click on the Detail link.

(= Create - Windows Internet Explorer

@T\:—; w [ htep:iysppfsmtsoi. up.ac.za:7003{pspipsfsmtsalEMPLOVEE [ERPs/WEBLIE_TE_HAY. WEBLIE_FUNCTION. FieldFormula cript_ddExpenserTE Menu.var=AUo1Terol (8] [#][%¢] [ 2 Live search

File Edit View Favortes Tools Help

S Favortes 08~ & UP Fortal | Ecreae
& v Welcome Mokoditlwa,Paulina (P4290933) to Test { PSFSMTSA )

g

<, T baeionin
Favorites ¢ Main Menu > Travel and Expenses

x|_

Worklist

Create Expense Report

Expense Detail for Bus /Taxi /Train/Transport Fee (Line 1)

Clifford Matjiane Report ID: MEXT
About This Expense
*Expense Date: k013105001 |5

“Payment Type; [cesh ] DltioReceint
“Billing Type: INTERNAL ~| [tonReimbursable
[

Location: South Africa

*Amount Spent: [ om

“Currency: [zrT&

“Exchange Rate: [ 1oo000000) 4 B
Default Rate

Reimbursement Amt: 000 ZAR

Calculated VAT: 0.00 ZAR  Calculate VAT | StartWizard
Override VAT: 2R

[CIHo VAT Receipt

Accounting Detail
Receipt Split
VAT Information

M- 7 deh v Page~ Safety~ Tools -

Add to Favorites

New Window | Help | Personalize Page |

@ Internet

10.7

Click in the Description field.

10.8

Enter the desired information into the Description field. E.g. Enter "Weekend travel
horses".

10.9

Click on the Start Wizard button. Start Wizard

10.10

Click on the OK button.




Step

Action

10.11

Enter the Start Date and the End Date.

£ Create - Windows Internet Explorer ‘-_”_[
6\:;’ |E hitp:/fappf: up 700 OVEE/ERP/5/WEBLIB_TE_NAY.WEBLIB_FUNCTION FieldFormula. i5cript_ddExpens=?TE. Menu.yar=AUDITEPO! V| $p)[% |}3 Live Search ‘

File Edit View Favortes Tools Help

<l Favorites i - B) [0 d= v Page- Safety~ Tools -

‘ Ecreste x |7
Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

28|~ & upportal

Home | Workist | | AddtoFavortes | Siar

Favortes : Main Menu > Travel and Expenses

MNew Window | Help | Personalize Page |

Transportation Start Date | E)
Transportation End Date [E6)

Amount of Trips

KM distance per day

™
personaize | Fin | view 41| O 88 Firse B 4 o1 T Lot

From Suburb o= Distance per KM/Day Price
| Transport

Result Calculation

javascriptiDakePrompt_win0{UP_PER_BUS_UP_DEPARTURE_DT','UP_PER_BUS_UP_DEPARTURE_DTgprompt', 450’ tru); Internct v H100%
a
i3 start E-rBmDG &

10.12

The staff member only travels on Saturdays; because the days are not consecutive you
have to add a line for each of the days.
The user can use the copy functionality. Remember to also do the accounting entries

before you start copying.

*Currency |*Payment Type *Billing Type Start Wizard

Spent

Bus /Taxi /TrainTransport Fe v |[2013/06/15 [[5{] 740.00 [ZAR [Q | Cash

-

Al

INTERN, = | *Detail Start Wizard

| | F] F

-

CopySelected |  Delste Selected | New Expense = agd|  CheckForEmors |

T
Click on the Copy Selected button.

10.13

Select the mode of transport.

Transportation Start Date | 5
Transportation End Date @
Amount of Trips

KM distance per day

IIIIEI F|r=1n1nf1uLa=-t

Distance per KM/Day

Result Calculation
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Step Action
10.14 Favo_r'rtes MainvMenu > Employee gelf—Ser\rice
Transportation Start Date |2013/06/15 |[31]
Transportation End Date  [2013/06/15 @
Amount of Trips 1
- Find | View All| B First B0 125 or25 I Last
r From Suburb Distance per KMiDay Tariff
1| Brits Bus - 55.5689.00
2 |Bronkhorst. Distrik | Bus - 77.78|123.00
3 |Erasmus Bus - 57.52|92.50
4| Garankuwa Bus - 54.90|88.00
5 Hammanskraal Bus - 56.21/90.00
6 Kleinfontein Bus - 58.17|92.50
7 Klipgat Bus - 5196|8350
8 Kwa Mhlanga Bus - 745111850
9 Kwaggafontein Bus - 97.39|153.50
10 Kwaggafontein-A Bus - 97.39|153.50
Search for the correct station from the list, in this example Pankop.
10.15 View the results in the Result Calculation field.
10.16 Click the Accept Allowance and Exit Wizard button.
Accept Allowance and Exit Wizard
10.17 Proceed to section 11 or 12 (projects) for the relevant accounting entries.
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11. Accounting entries: The relevant cost centre from where the expense will be paid

Step

Action

11.1

Upon finalization of the Wizard process, click on the Accounting Detail link to provide the
required cost centre number.

reate - Windows Internet Explorer

6;;- &) retpuiiapprsmtsot up.aczaimon ONEEERPIS{WEELIE_TE_HAv. WEBLIE_FUNCTION,FisdFormula Script_addExpense?TE Menu.var=AUbtTerol ][44 [36] [ 2 Live search

File Edit View Faworkes Tooks Help

¢ Favortes (B8~ § U portal ‘@Craala x |

T Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

% v B) [ o= - Page- Safety~ Taoks -

workist | |

Add to Favortes Siar
Favorites | Main Menu » Travel and Expenses - o
S e e T ey oy
Andre van der Vyver Report ID: NEXT
“Expense Date: | EEEE]
*Payment Type: Credit Card v | [OHoReceipt
*Billing Type: INTERNAL | [OnonReimbursable
*Per Diem Range: 0-999 Days v
Location: South Africa [a

*Description: Research visit 26/3 to 27/3

*Amount Spent: 319.00  Refresh Per Diem Amounts

“Currency: ZRT&

“Exchange Rate: [ tooooo00g 4
Defauilt Rate

Reimbursement Amt: 21000 ZAR

Calculated VAT: 000 ZAR  Calculate VAT | Start Wizzard
Override VAT: ZAR

[CIno VAT Receipt

Accounting Detail
Receipt Split

Per Dism Deductions
VAT Information

Check Expense For Ermors

Return to Expense Report

Dane

+4 Start ErEmaG

@ Internet - Em100%
il e

=458

11.2

Click in the Cost Centre field and enter the relevant cost centre or use the magnifying glass
to search for the correct cost centre.

dows Internet Explorer

6‘5! w [ http:ijppfsmtsoi.up.ac.za:7003{pspipsfsmtsalEMPLOVEE [ERPs/WEBLIE_TE_HAY. WEBLIE_FUNCTION. FieldFormula cript_ddExpenserTE Menu.var=AUo1Terol (M [$4][%¢] [ 2 Live search

File Edit View Favortes Tools Help

S Favorites |09+ & UPportal ‘ECveata

6 “ R Welcome Mokoditlwa,Paulina (P4290933) to Test( PSFSMTSA )
PO
Favorites : Main Menu > Travel and Expenses

x|_ Ei v B) [ ds v page~ Safety~ Tools -

Workist | | AddtoFavoites |

Sigr

New Window | Help | Personalize Page |

Create Expense Report
Accounting Detail

Andre van der Vyver Report ID: NEXT

This is the accounting detail for expense type Per Diem with a transaction date of
2013-03-27 in the amount of 319 ZAR. If changes are macde inadvertently, you
may reset the default accounting values by hitting the 'Restore Defaults’ button.

Restore Defaults

General Ledger Chartields

VAT Amounts

+GL Unit Monetary Amount fﬁ“‘% Cost Centre [Account  |PC Bus Unit | Project Activity Source Type |Category |Subcategory
312.00/ [UP0OD | QL 319.00 ZAR 1.00000000 [CUETEREY [ & & [ [o0305

Add ChartField Line Refresh

Done @ Internet v E 00

E- BN DG

11.3

Click on the OK button.
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Step Action

11.4 Click on the Check Expense For Errors button.
Check Expense For Errors

{= Create - Windows Internet Explorer

ggrv (&) herosspacer up.ac.za 700 OVEEJERPi5/WEBLIE_TE_MAV. WEBLIE_FUNCTION FieldFarmula script_addExpense?TE Menu.var=albiTerol 8] [#2] [2¢] [ tve search |

File Edit View Favortes Tools Help

S Favorites 50|+ & Up portal ‘@Cveate x |

% v Bl [0 = - Page - Safety~ Tools

6 L s Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )
R S
o TUNIBCSITN YA PRETORIA Home | Workist | | AddtoFavertes | Siar
Favortes - Main Menu > Travel and Expenses

- e L T e,

Andre van der Vyver Report ID: NEXT

About This Expense

*Expense Date: 2013103727 |5

*payment Type: Credit Card ~ | [JHo Receipt

“Billing Type: INTERNAL | [CHon-Reimbursable

*Per Diem Range: 0-999 Days v

Location: South Africa =X

*Description: Research visit 26/3 to 27/2

*Amount Spent: 319.00 Refresh Per Diem Amounts

*Currency: ’ﬁla
*Exchange Rate: ,m o
Defauit Rate
Reimbursement Amt: 319.00 ZAR
Calculated VAT: 000 ZAR  Calculate VAT | Start wizard
Override VAT: ZAR
Mo VAT Receipt

Accounting Detail
Receipt Split

Per Diem Deductions
VAT Information

Check Expense For Errors

Return to Expense Report

Dene € meernet 5

115 Click on the Return to Expense Report link.

Feturn to Expense Regnj

11.6 Click on the Submit button or Save button for use at a later stage.
Submit

Create - Windows Internet Explorer,

6;;- & retpuiiapprsmtsot up.aczaron ONEE ERPIs{WEBLIE_TE_HAv. WEBLIE_FUNCTION FisldFormula Script _addExpense?TE Menu.var=AUDITero! 8] [$4] (6] [ 2 Live search ]

File Edit View Faworkes Tooks Help

o Favorites (53~ | & up portal ‘gc,galg x| £ - B) [ o= - Page- Safety~ Taoks -

Welcome Mokoditlwa,Paulina (P4290933) to Test ( PSFSMTSA )

bR
Taniae

Ot
v Weroaih

Add to Favorites =
Favorites ¢ Main Menu > Travel and Expenses
CAp ey v iy

Andre van der Vyver User Defaults Report ID: NEXT
“Description: |Research visit Hartswater | Comment: Research visit Harlswater
“Business Purpose: | General fravel and related exp V|

Reference:

“Default Location: South Africa =Y
Accounting Defaults Apply Cash Advance(s) More Options: GO

Personaiize | Find First Bl 1.4 04

*Amount Spent |*Currency |*Payment Type

a Per Diem v | 2013003127 | 319.00)|[ZAR. |a Credit Card + ||| INTERN: » || *Detail

| o

Copy Selected | Delete Selected | New Expense v| Add Check For Emors |

Employee Expenses: 319.00 ZAR Due Employee: 319.00 ZAR
Hon-Reimbursable Expenses: 0.00 ZAR Due Vendor: 0.00 ZAR
Prepaid Expenses: 0.00 ZAR
Employee Credits: 0.00 ZAR
Vendor Credits: 000 ZAR
Cash Advances Applied: 000 ZAR
Done @ Internet g - E100%
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12. Accounting entries where a project is involved

Step

Action

12.1

Click in the Description field.

12.2

Enter the desired information into the Description field. E.g. Enter "Conference
attendance".

12.3

Click in the Comment field and complete detail on the expense.

12.4

Click on the Business Purpose list.

12.5

Click on the General travel and related exp list item.
General travel and related exp

{= Create - Windows Internet Explorer,

@;‘/ w [&] heepifsane up.ac.za 700 OVEE, 1B_TE_Hv. WEBLIE_FLNCTION FieldFarmula iscrint _addExpense?TE Menu.var=AuptTarcl 3] [$4) [26] [ 2 Live search

File Edit View Favortes Tools Help

< Favarites | Ecreae x |7

Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

28|~ & upportal

-~
Favorites ¢ Main Menu > Travel and Expenses

Create Expense Report
Expense Report Entry

Pavlo Selyshchey User Defaults ReportID: NEXT
Quick Start: A Blank Report v| 60
~ General Information

“Description: [conference attendance | comment: Conference aftendance
“Business Purpose: v
Reference:
General Ad Hoe Purchases
“Default Location: General Office Expenses

General travel and related exp
Recruitment Cost:

g Defaults

CopySelected | Delete Selectad | New Expense v A Check For Ermors |

i - [ = v Page - Safety~ Tools -

Home | Workist | | AddtoFavorites |

MNew Window | Help | Personalize Page |

Sigr

& meernet

B

iistat € L E& NG

BT

2 IS

#100%

[T

12.6

Click on the Expense Type list.

l.v.l
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Step

Action

12.7

Click on the Conference / Registration fees list item.
Conference f Registration fee

{= Create - Windows Internet Explorer,

6\:}* |g‘ http:/lappf: up 1700 (OVEE/ERP/s/WEBLIE_TE_NAY. WEBLIE_FUNCTION, FieldFarr iScript_addExpense?TE, Menu,Yar=AUDITEPOI! vl 4y

* |}3 Live search

File Edit View Favortes Tools Help

S Favorites 50|~ & Up portal ‘gcveate x |

- Accommodation
Favortes - Ma air Travel 2
Assets_Audiovisual Equipme
Assets_Computar Equipmer
Assets_Furniture and Fittings
Assets_Laboratory Equipmel
Create Ejpank Charges

Books and DVD's
EXPEeNSaus man MrainTransport Fe

Pava Seff S3rRental User Defaults Report ID: NEXT
Cell phone expenditure

Quick Star| Cleaning Waterial v co

Computer Software Acquired

Conference / fee

*Descript| Consultation Fees ance Comment: Conference attendance
“Business _onumables related ex v
Corporate Clothing il

Courier Service Reference:

Currency Conversion fees
“DefaultL puplication costs &
Entertainment
Fuel expense
Accounti Gas Comsumables

sh Advanceis)

Gautrain Expenses
Groceries

Internet, 3G and wireless
KHs claimed

Labaratary Expenzes “Amount Spent |*Currency |*Payment Type
2
v
v
v

CopySelected | Delete Selectad | New Expense v A Check For Ermors |

L v Bl [0 = - Page- Safety~ Tools

Home | Workist | | AddtoFavortes | Siar

MNew Window | Help | Personalize Page |

12.8.

Repeat steps 3.5 to 3.7.

12.9.

Enter the total fee in the Amount Spent field. E.g. For this example enter "650".

12.10

If you do not have the rand value, you can change the currency by clicking on the Currency

field and changing the currency to the required currency for e.g. Euro.

12.11

Click on the Detail link.

[Detai]
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Step

Action

12.12

Click in the Description field.

Create - Windows Internet Explorer,

6\:}* |§‘ http:/ianpf up. ;700 (OVEEJERP5/WEBLIB_TE_MAY. WEBLIE_FUNCTION FieldFormula.iScript_addExpense?TE Menu.Var=AUDITEROI vl S| |53 Live Search

File Edit View Favortes Tools Help

T Favorites |00~ & UP Portal ‘@Cveate

Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

x|

Favortes : Main Menu > Travel and Expenses

Create Expense Report
Expense Detail for Conference / Registration fees (Line 1)

Pavlo Selyshchev Report ID: NEXT
About This Expense
*Expense Date: o1304s24 [

*Payment Type: Credit Card v | [Jno Receipt
*Billing Type: INTERMAL <| [IHon-Reimbursable
[a

Location: South Africa

*Description:

“*Amount Spent: [ 778053

*Currency: ’ﬁﬁ

“Exchange Rate: [ 1oooooooo) < B
Defauit Rate

Reimbursement Amt: 778063 ZAR

Calculated VAT: 0.00 ZAR  Calculate VAT
Override VAT: ZAR

[Ino VAT Receipt

Accounting Detail
Receipt Split
VAT Information

% v Bl [0 = o+ Page - Safety~ Tools

Home | Workist | | AddtoFavortes | Siar

MNew Window | Help | Personalize Page |

iistat € FE & NG

€ Internet v ®100%

S

12.13

Enter the desired information into the Description field. E.g. Enter "IEEE".

12.14

Click on the Accounting Detail link.

[i'-.ct:nuntinc Cretail

12.15

Enter the relevant cost centre number or click on the magnifying glass to search for the

cost centre.

{= Create - Windows Internet Explorer

6‘5! w [B] http:ifppfsmtsoi.up.ac.za:7003{pspipsfsmtsalEMPLOVEE [ERP s/ WWEBLIE_TE_HAY. WEBLIE_FUNCTION. FieldFormula cript_ddExpenserTE Menu.var=AUo1Terol (M [$4][%¢] [ 2 Live search |

File Edit View Favortes Tools Help

S Favorites |09+ & UPportal ‘ECveata

Welcome Mokoditlwa,Paulina (P4290933) to Test { PSFSMTSA )

x| |

Favorites : Main Menu > Travel and Expenses

Create Expense Report

X v Bl [0 = o+ page - Safety~ Took -

Workist | | Add to Favorites

Sigr

New Window | Help | Personalize Page |

Accounting Detail

Pavlo Selyshchev Report ID: NEXT
This is the accounting detail for expense type Conference / Registration fees with
a transaction date of 2013-04-24 in the amount of 7780.63 ZAR. If changes are

made inadvertently, you may reset the default accounting values by hitting the
‘Restore Def

Restore Defaulls

General Ledger ChartFields || WAT Amounts

778063 [UPDOD |

Add ChariField Line Refresh
OK

7780.63 ZAR 100000000 [ foasos [ & 00 & 00 &

“GL Unit Monetary Amount g'f%”‘ % Cost Centre |Account | PC Bus Unit | Project Activity Source Type |Category |Subeategory H Resp OU

[ jooawr

@ Internet g v E 00

12.16

Click in the PC Bus Unit field. The PC Bus Unit is always UP0O0O.

12.17

Click in the Project field. Enter the desired information into the Project field.

12.18

Click in the Activity field.
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Step

Action

12.19

Enter the desired information into the Activity field. The activity would typically be
Run_Expns.

Click on the RUN_EXPNS object.

RUM_EXFPMNZ

12.20

Click on the OK button.
D

12.21

Click on the Check Expense For Errors button.
Check Expense For Errors

12.22

Click on the Return to Expense Report link.
[Return to Expense Repor]

12.23

Click on the Submit button or Save button for use at a later stage.
Submit

13. How to upload your source documents to the Expense Report

Step

Action

13.1

On the expense report you will find a hyperlink Attachments. Click on the attachment link.
@ Create - Windows Internet Bxplorsr 000 T —— L -

m—
£ httpi//apptsmdvil.up.acza7003/psp/pstsmdva/EMPLOYEE/ERP/</WEBLIB_TE_NAV.WEBLIE_FUNCTION FieldFormula.iScript_AddExpense?TE Menu.Var-AUDIT&PORT, + | ‘f\ % [ B Googie

File Edit View Favorites Tools Help
~ TR -
s Favorites | < ] Department of Informatio... ] Web Slice Gallery = o\ Absa Business Integrator (2) & | Absa Business Integrator (g Afrikaans Meisies Hoer Pr... [i=| Banner_Part2[3] | Contact Details & Curr

[@ e ] BB -2 & - P
Welcome de Waal,Marietjie (P4132718) to Development { PSFSMDVA )

Home | Workist | |
Favortes = Main Menu > Travel and Expenses

Data Language: English ~  [New Window | Hely

Create Expense Report

Expense Report Entry

Maria de Waal User Defaults ReportID: NEXT
Quick Start: A Blank Report - GO
*Description: Comment:
*Business Purpose: -
Reference:
*Default Location: |Suuln Africa
Altachments (0
Accounting Defaults Apply Cash Advance(s Moresmions: > GO
- Start Wizard
- Start Wizard
Done €& Local intranet | Protected Mode: Off
A~

» » B
Desktop Links - [ M
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Step

Action

13.2

The following screen will open:
e e T e ~

'lE] hittp://: up.ac.za:7003/psp/p: OYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCTION FieldFormula.iScript_AddExpense?TE.Menu.Var=AUDIT&PORT, v | "7‘ X ‘ Google

File Edit View Favorites Tools Help

> | -

i Favorites \ 5% @ Department of Informatio... ] Web Slice Gallery = <\ Absa Business Integrator (2) & | Absa Business Integrator [ Afrikaans Meisies Hogr Pr... Banner_Part2(3] & | Contact Details & Curr

v B - @ - P

Welcome de Waal,Marietjie (P4132718) to Development { PSFSMDVA )

Favo'ntes Mavaenu > TmelamivE)menses

Journal Entry Attachments

Attachments

GL UP0O0 Report ID: NEXT EmplID: 04132718
1855

Jpdate
View |Attachment Description t‘:i‘lﬁn 95 |jame

View

pm
Personalize | Find | View Al 2

Attachments

Add Altachment

0K Cancel

javascri jtAction_win0(doc in0,'EX_HDR_WRK_ATTACHMENTS_PB"): € Local intranet | Protected Mode: Off

O e & 5Ny T

Click on “Add Attachment”.

133

Click “Choose File”. Preferably upload pdf files; you can open them directly in PeopleSoft.

Moo — - -
] ntp//appfsmdvOl.up.acza 7003/ psp/psfsmdva/EMPLOYEE/ERP/</WEBLIB_TE_ NAY,WEBLIB_FUNCTION FieldFormula.Script AddExpenselTE MenuVar=AUDIT&PORT, + [ 42 | X | B Googie

File Edit View Favorites Tools Help

N ¢ vcrvesd

i Favorites \ 5% | Department of Informatio... £ Web Slice Gallery = o\ Absa Business Integrator (2) & | Absa Business Integrator [ Afrikaans Meisies Hogr Pr... Banner_Part2(3] & | Contact Details & | Currl

Jﬁc:m: | 5~ v [ g v Pagd

File Attachment

Upload Cancel

€ Local intranet | Protected Mode: Off
»

»
Links -~ (@ '3

Select the file you want to upload from where you have saved the scanned document.
Requirements for the upload file are:

e The upload should be a .pdf file.

e The name of the file is restricted to 10 characters.

e An attachment should not contain more than 10 pages.
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Step Action

13.4 Select upload. Select OK.

@ Create - Windows Internet Explorer. — L
1

mv [ ] http://appfamevo1.up.ac.2a7003/psp/pstsmdve/EMPLOYEE/ERP </ WEBLIB TE NAV.WEBLIB FUNCTION FieldFormula Script AddExpenselTE.Menu.Var=AUDITEPORT, | 41 | X | [Bl Googie
aialt i At P e el =

File Edit View Favorites Tools Help
X

g Favorites | 5 & Department of Informatio... ] Web Slice Gallery v <\ Absa Business Integrator (2) & | Absa Business Integrator (g Afrikaans Meisies Hoer Pr... (| Banner_Part2[3] | Contact Details & Curr

| @ creste (]
Welcome de Waal,Marietjie (P:

B~ B -3 @ v Pag

2718) to Development { PSFSMDVA )

m
b

Favorites - Main Menu > Travel and Expenses

Journal Entry Attachments

Attachments

GL UP00OD Report ID: MEXT EmplID: 04132718
Business

Unit:

Attachment Description

3G Clail

Add Altachment
oK Cancel

€ Local intranet | Protected Mode: Off

el e ] o el il S

14. Approval of an Expense Report

Step Action

14.1 You will receive an email notification of an Expense Report to be approved. Click on the
hyperlink provided, or on the main menu.

Click on the Travel and Expenses link.

|l Travel and Expenses|

14.2 Click on Approve Transactions.

a/EMPLOYEE/ERP/s/WEBLIB_PTPP_SC.HOMEPAGE FieldFormula.IScript_AppHP?pt_fname=

CO_TRAVEL_EXPENSES&Fol/

File Edit View Favorites Tools Help
x R -

<y Favorites | 55 [ Department of Informatio... ] Web Slice Gallery v <\ Absa Business Integrator (2) & | Absa Business Integrator (@ Afrikaans Meisies Hoer Pr... | Banner_Part2[3] | Contact Details & Curr

|59 | & Report Genertor Summery | € Base Navigation Page % | |

Welcome de Waal,Marietjie (P4132718) to Test( PSFSMTSA )

fi- B -2 m - Pad

| warkist
Favorices ' Main Menu > Travel and Expenses

3, Travel and Expenses

Access travel and expenses

Approve Transactions ﬁ Manage Accounting ﬁ Real-Time Analysis
Approve and modify expenses transactions. View/adjust accounting entries, print reports, reconcile cash advances and airine Update expenses pagelet information, view predicted ]
] Anprove Transactions tickets, request budget checking, or rollover travel authorizations.

view transactions in progress page.
= Review Transaction in Progress

=] Modify Approved Transactions

TIravel Auth Budget Exceptions
Expense Apt Budget Exceptions

Travel and Expense Center
Centralized Travel and Expense Center

€4 Local intranet | Protected Mode: Off

» »
Desktop  Links
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143

Click on Approve Transactions again.

[& Base Navigation

pl

m- [2] itp://apptsmts01.up.acizaiT003/psp/psfsmtsa/EMPLOYEE/ERP/s/WEBLIE_PTPP_SC.HOMEPAGE FieldFormulalScript AppHP7pt fname=EPCO_TRAVEL EXPENSES&Fol: + | &,‘ % | /B ceogic

File Edit View Favorites Tools Help

> | -

¢ Favorites | < [ Department of Informatio... ] Web Slice Gallery = <\ Absa BusinessIntegrator (2) & Absa Business Integrator

Afrikaans Meisies Ho#r Pr... [ Banner_Part2[3] & Contact Details & Curr

B~ B - @~ Pad

| & Report Generator Summery | € Base Navigation Page % | |

Welcome de Waal,Marietjie (P4132718) to Test( PSFSMTSA )

Favc»vrtes MalnvMEnu > vaelandvExpenses
lain Wenu > Travel and Expenses >

Approve Transactions
Approve and modify expenses transactions.

fﬁ“ rove Transactions Modify Approved Transactions
Approve expenses transactions. Madify Approved Transactions

€& Local intranet | Protected Mode: Off

14.4

The following screen will open with the following tabs:
Overview, Expense reports, Time reports, Time adjustments and Travel authorisations.
Click on the tab Expense reports.
Select the relevant Expense report to approve by clicking on the hyperlink.
E— g~

& Approve Tr ions - Windows

- |_g, http:// appfsmts0.up.ac.za:7003/ psp/psfsmtsa/ EMPLOVEE/ERP/c/APPROVE_EXPENSE_TRANSACTIONS.EX_APPRVL_WORKLIST GELIPORTALPARAM_PTCNAV=EP EX £ |_&,‘ % | |8 coogie

File Edit View Favoiites Tools Help
x| -
< Favorites | 5 [ Department of Informatio... ] Web Slice Gallery = o\ Absa Business Integrator (2) & Absa Business Integrator (@@ Afrikaans Meisies Hoer Pr... =] Banner Part2[3] 2| Contact Details &) Curr
25 - @ ApproveTransactions % | (@ Expenses Report =] B - v I & - Pagq
Welcome Mashaba, Tinyiko (P4355717) to Test ( PSFSMTSA )

Fanvntas Maln'Msnu > TravelandvExpensas > Approve T'rarmctm; > Approve Transactions

Expense Reporis nts

ne Reports Time Adj wel Authorizafions Cash Advances Errors

¥ Search Pending Transactions
» Change Sort Order

Select Al O] clear Al Approve Send Back Budget Check Refresh List

Transactions to Approve Personalize L i n 180f8 n Last

’E Transaction Type Ta(alm Hame Employee D |Description Transaction D |S0° L |status
] Expense Report 189003.00 ZAR "Ma:r;z;mm ot 04416899 JKLKJ 0000000102 2013/05/08  Submitted for Approval  Pre Pay Auditor
] Expense Report 10,00 ZAR a:g:;z:gs,samama 04131142 EmaTest 0000000111 2013/06M8  Submitted for Approval  Pre Pay Auditor
] Expense Report 403.06 ZAR ‘K‘ﬁn'::’:‘““’ 04603801  Diabetes clinicvisit 0000000112 2013/06M8  Submitted for Approval  Pre Pay Auditor
7] Expense Report 62815 ZAR Rakitianski, Sergei 04390873 Book purchase for teaching 0000000114  2013/0618 Submitted for Approval Pre Pay Auditor
[7]  Travel Authorization 13500.00 ZAR Crewe Mary Nonie 02552388 Conference in Paris 0000000086  2013/06M8 ‘Submitted for Approval  Pre Pay Auditor
[C]  Travel Authorization 31542.00 ZAR Meyer Walter Ernst 02425793 W 0000000087 2013/06M8 Submitied for Approval  Pre Pay Auditor
[ Travel Authorization 17302.92 ZAR Horak Ruurdje 02450795  Exhibithosting @ Kollonade 0000000088  2013/06118  Submitied for Approval  Pre Pay Auditor
7] Travel Authorization 15626.51 ZAR ﬁ:{‘h"‘ie"””da 04546450 International conaress 0000000030 2013/06/20  Submitted for Approval  Pre Pay Auditor

[~ R Approve | SendBack | Budget Check | Refresh List |

Done € Local intranet | Protected Mode: Off

S IS T OV el R -«
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Step

Action

14.5 You now have to select the relevant button.
@ Approve Transactions - Windows Intemnet Explorer i
m- |g, http://appfsmis0l.up.ac.za:7003/psp/psfsmisa/EMPLOYEE/ERP/c/APPROVE_EXPENSE_TRANSACTIONS.EX_APPRVL WORKLIST.GBL?PORTALPARAM_PTCMAV=EP_EX & v|",‘ x.‘ B Googie
File Edit View Favorites Tools Help
x|
< Favorites | 513 2| Department of Informatio... ] Web Slice Gallery v <\ Absa BusinessIntegrator (2) & | Absa Business Integrator @ Afrikaans Meisies Hoér Pr... [ Banner_Part2[3] | Contact Details & Curr
58 | @ Approve Transactions x';@ExpensasREport il 5~ B v @ v Pagd
Welcome Mashaba,Tinyiko (P4355717) to Test ( PSFSMTSA )
Home | Workist | |
Favuvrtes MBIHvMEHu >3 vaelandvExpenses > Approve Tvmnsactmns > Approve Transactions 2 =
Expense Report Totals
Employee Expenses: 753.00 ZAR Due Employee: 753.00 ZAR
Non-Reimbursable Expenses: 0.00 ZAR Due Vendor: 0.00 ZAR
Prepaid Expenses: 0.00 ZAR Definition of Totals
Employee Credits: 0.00 ZAR
Vendor Credits: 0.00 ZAR
Cash Advances Applied: 0.00 ZAR
~ Pending Actions Personaize | Find | B | B rirst B 4 or 4 I 1ast
Profile Name Action DatelTime
Prepay Auditor (Pooled)
~ Action History Personaiize | Find | First B0 4 or 4 B st
Profile Hame Action Date/ e
@
Budget Status: Valid Budget Checking completed. Report is ready for Approval/Posting. ‘
Budaget Options
Approve | Send Back | Hold | Deny | save Changes |
Done €& Local intranet | Protected Mode: Off
o~ T I [ ——— T T = I - 2 2
i @l E I E @" E ' Deskiop  Links - [ %3
Approve Click to approve the Expense Report. This action changes the status to
Approved for Payment. The expense report is ready for payment processing
send Click to send the expense report to the employee for correction or revision.
Back This action changes the status to Pending. If you send the expense report back
to the employee, you must also provide an explanation in the Comments field.
Hold This option will not be used by the University of Pretoria.
Click to deny the entire expense report. This action changes the status to
Denied. If you deny the Expense Report, you must also provide an explanation
Deny in the Comments field. The system does not route denied expense transactions
to subsequent approvers and the employee cannot resubmit it. The employee
will have to create a new Expense Report.
Save . I
Click to save any modifications that were made to the Expense Report.
Changes
14.6 Budget Status:  Valid Budget Checking completed. Report is ready for ApprovaliPosting.

Budget Options

Approve Send Back Hold Deny Save Changes

Return to Approval List Nextin List

To review the list of expense reports, click on the Return to Approval List hyperlink or
proceed to the next Expense Report by clicking on the Next in List hyperlink.
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14.7

On approval, the following message will be displayed:

€ Approve Transactions - Windows '
: el -
= [&] nttp://appfsmisdl.up.ac.

File Edit View Favorites Tools Help
bl #  McAfee R

ntsa/EMPLOYEE/ERP/s/WEBLIE_PTPP_SC.HOMEPAGE FieldFormulaIScript_AppHP?pt fname=EPTE TRAVEL_AND_EXPENSES. + | &,‘ ﬂ Google

<y Favorites | 55 [ Department of Informatio... ] Web Slice Gallery v <\ Absa Business Integrator (2) & | Absa Business Integrator [ Afrikaans Meisies Hoer Pr.. | Banner_Part2[3] | Contact Details & Curr

| & approve Transactions Il B~ B - a - Pagd
=

Welcome Mashaba, Tinyiko (P4355717) to Test{ PSFSMTSA )

Home | workist | | 4

Favc»vrtes MalnvMEnu > vaelandva'penses > Approve Tvlansactmns > Approve Transactions

Approve Expense Report
Submit Confirmation
Meinhardt van der Merwe Report ID: 0000000102

Expense Report Totals

Employee Expenses: 753.00 ZAR Due Employee: 753.00 ZAR
Hon-Reimbursable Expenses: 0.00 ZAR Due Vendor: 0.00 ZAR
Prepaid Expenses: 0.00 ZAR Definition of Totals

Employee Credits: 0.00 ZAR

Vendor Credits: 000 ZAR

Cash Advances Applied: 0.00 ZAR

v s report will be approved

oK Cancel

€& Local intranet | Protected Mode: Off

e 2 o BIEfoPr e

Click OK.

15. Useful hints — copying of recurring expense transactions

15.1

The user can use the copy functionality to copy expense line items. Remember to also do
the accounting entries before you start copying.

“Expense Type *Expense Date 5 *Currency | *Payment Type Start Wizard

Bus /Taxi /TrainiTransport Fe 2013!06!15,@ 740.00 |ZAR ,a Cash = | INTERM, - |*Detail Start Wizard |

-

] )

-

Copy Selected | Delete Selected | New Expense - Addl Check For Errors |

Click on the Copy Selected button.
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C. Advances

Start of an Advance Approval Approved advance Settlement of an Report
request to cash advance Advance
Cland(C2 c3 4 C5 D

1. Create an Advance request/Advance Authorisation for yourself

Step Action
1.1 For your own Advance request, click on the Employee Self Service link.

Savorites : Main Menu
- w

Menu =

Search:
>

[ My Favarites

[* Smart Security

[+ Enterprise Request System
[ UPK Reporing

[ Employee Self-Service

[ Manager Self-Service

[ Supplier Contracts
1.2 Click on the Travel and Expense Center link.
ravel and Expense Cented
@ S3ze Havigaton Page - Windows —— — — — || )
@' $ https ) wewm e g s MPLCYVEE/ERPAWERLIE_PTPR_SC HOMEPAGE FichiEormilaScnpt_AppHP?pt_ineme=C0_EMPLOYVEE_SELF SERVICEA®old + &b :-,lx":-v-_..
File FEdit View Favortes Tools Help

s Favontes | 53 @) Department of Infoematio... | Web Slice Gallery = o\ Absa Business Inteqrator (2) @] Absa Business Imegrater [ Afrikasns Meises Hosr Pr.. o Banner_PantZ[3] @ Contact Detalls @8 Currency Converter fer 18]

§ Base Mavigation Page 5= B - 0 = o= Page= Salety~ Touls|

) Welcome de Waal Marietie (P4132718) to Production [ PSFSMPRA

pome | wermt | | asawiavortes |
Favorias | Main Menu ; Employee Sef-Senvice

L Manage requistions. receneng and schecule intervisws
T Manass Rsaunting
7= Hacatibs

Service emoleyed roie 10 mANBRE Assets,
N TraTsfer Aassts

1
[, Lraval and kxpanse Contar
L= Employes Travel acsd Expense Canler

] Travel ana Expenses
~ Submtireview EXDEnse repors, Cash sdvance requests, or iravel authonzatons.
iser Preferences
7 My Wl
T R Faymants
dMgre

FoEeE s o B AT o "

1.3 Click on the Advance Authorization link.

Igl:lvance Authori zatiunl
1.4 Click on the Create link.
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Step

Action

1.5

Click in the Description field.

{= Create - Windows Infernet Explorer

noTE Meonu var=supires [ [#2] (3] [ 2 Live soarch

6;;;' |g, hitp:/fappfemisit up.ac.2a 700 GVEE/ERP s/ WEBLIB_TE_NAY.WEBLIE_FUNCTION, FieldFormula.iScript_f

File Edit View Faworkes Tooks Help

e Favorites (B8~ § U Portal ‘ecraala x |

% T Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

ISR ST
ROAR R AT

Favorttes ¢ Main Menu > Travel and Expenses

Create Travel Authorization

Advance Authorization Entry
David Kruger User Defaults Authorization 1D: NEXT

Quick Start: A Blank Authorization v GO

~ General Information

“Description: [ Comment:
“Business Purpose: | v
Default Location:  [South Africa [}
“*Date From: | @ *Date To: @
Accounting Defaults Wore Options: | v 6o ‘

Copy Selected | Delete Selected | [New Expense ~| Add Check For Errors

a .

Bl [ g - Page- Safeby - Tools -

| sir

Worklist

Add to Favorites

New Window | Help | Personalize Page |

1.6

Enter the desired information in the Description field. E.g.Enter "Flight ticket USA".

1.7

Click on the Business Purpose list.

1.8

Click on the General travel and related exp list item.
General travel and related exp

{= Create - Windows Internet Explorer,

@;;- [BY) pespager . 00! OVEE, 1B_TE_Hov WEBLIE_FUNCTION FieldFarmula iscript _addTravelauth?TE Menu.var=auorTet [80] [$4] (6] [ Live search ]

File Edit View Favortes Took Help

i Favorites ‘ ECreats x |

Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

25|~ & upportal

e
Ehit

3 heranis
v Heriosik

Favorttes } Main Menu »> Travel and Expenses

Create Travel Authorization

Advance Authorization Entry
David Kruger User Defaults Authorization 1D: NEXT

Quick Start: A Blank Autharization || GO

~ General Information

*Description: |F‘IEMUDKE|US‘\ ‘Comment:

*Business Purpose:

Default Location: | general Ad Hoc Purchases

*Date From: General Office Expenses
General travel and relaled exp
Staff Recruitment Costs t

Accounting Defaults IMore Options ‘

[ o

Copy Selected | Delete Selected | | New Expense ~| Add Check For Errors

Eﬁ -

Home

G [ e - Page~ Safety~ Tools -

| wWorkist | | AddtoFavorites | Siar,

New Window | Help | Personalize Page ||

Dane

listart. E S EW DG

@ Internet g v 100
A=

s
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Action

1.9

Click in the Default Location field.

lindows Internet Explorer

Favorites :

Main Menu > Travel and Expenses

Create Travel Authorization

G\:;” |g‘ hiep:/iappf up, 700, CVEEJERP 5/ WEBLIB_TE_MAY. WEBLIE_FUNCTION FieldFarmula.iScript £ Fenu, ar=AUDITEF V| S| % |}3 Live Search
Fle Edt Yiew Favortes Tooks Help
¢ Favorites & UP Portal ‘ggem x| % v Bl [0 = - Page - Safety~ Tools

Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

David Kruger

Quick Start:

*Business Purpose:

Advance Authorization Entry
User Defaults Authorization ID: NEXT

A Blank Authorization v| GO

~ General Information

*Description: |Fiigntticket Usa

General fravel and related exp v

Comment:

Default Location:  [South Africa

*Date From: [ Bl Date To: | [

Accounting Defaulis

v
Copy Selected | Delete Selected New Expense | Add Check For Errors

Home | Workist | | AddtoFavortes | Siar

New Window | Help | Personalize Page |3

& meernet

1.10

Complete the Date from and Date to fields.

1.11

Click on the Expense Type list.

1.12

Click on the Air Travel list item.
Air Travel

Create - Windows Internet Explorer,

e—‘:ﬂ w [B] hipsjpsppfntsos up.ac.zaizn

hTE. menu. var=nunites (8] [ [ ] [ Lve search |

CVEE/ERP s/ WEELIE_TE_NAY.WEELIE_FUNCTION FieldFormula,iScript_f

File  Edt

Wiew Faworites Took  Help

=

amveasd
Q “isiiis Accommaodation

Favorites ¢ Mai
R4 H Assets_Audiovisual Equipme
Assets_Computer Equipmen
Assets_Fumiture and Fitings
Assets_Labaoratory Equipmer

Create TraBankCharges

Advanc(Bus Tax MrainTransport Fer y

“Descripti Consumahles
. Corporate Clothing
Business - o serice related exp -

Default L{Currency Conversion fees

Books and DVD's

¢ Favorites (B8~ § U portal ‘gcraala x |

maqome Mokoditlwa,Paulina (P4290933) to Test (PSFSMTSA )

Car Rental

Cleaning Material

Consultation Fees

David Krug Cell phone expenditure User Defaults Authorization ID: NEXT

Quick Start: Computer Software Acquired n v| GO
Computer accessaries
[~ conaras [ SNMERAA NS

Duplication costs

Comment:

@

*Date Froi Entertainment ate To: |2013/0510 @

Details

Gas Comsumables
Gautrain Expenses
Groceries

Fuel expense

More Options: ‘

Internet, 3G and wireless

Personalize | Find | B

Kls claimed === -
Laboratory Expenses Date “Amount |Currency |*Payment Type  |*Billing Type F

First Bl 14 ora B st

v
v
v
Copy Selected | Delete Selected [NewExpense  [v] Add Check For Ermors

£ v B) [ o= - Page- Safety~ Taoks -

Workist | | Addto Favortes

Mew Window | Help | Personalize Page | .

@ Internet g - E100%
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1.13

Enter the date on which you are going to travel.

ggw |g‘ hiep:/iappf up. ;700 (OVEE/ERP 5/ WEBLIE_TE_NAY. WEBLIE_FUNCTION. FigldFarmula.iscript_s

noTE Menw var=supires B8 (2] (] [P Lve search

File Edit View Favortes Tools Help

S Favorites 50|+ & Up portal ‘gcveate x |7
6 Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )
POARHHHRMEATHIHA

Fa\'nvrrtes Mavaanu 3 Tm\'e\andvExpenses

Create Travel Authorization
Advance Authorization Entry

David Kruger User Defaults Authorization ID: NEXT
*Description: |F“QmUEKEIUS‘\ ‘Comment:
*Business Purpose: | General travel and related exp ~| ‘
Default Location:  [South Africa &
*Date From: |2013105105 |5 *Date To: [2013/05M0 [E]
Accounting Defaults More Options: "‘EI ‘
De ersonaize | Fing | B Bl oo
O | | airTravel ~ = 0.00/Z4R ’—| ’W‘ e
v
v
-

Copy Selectsd | Delote Selected | [ New Expense V| add Check For Errors

Authorized Amount: 0.00 ZAR

L v Bl [0 = - Page- Safety~ Tools

Home | Workist | | AddtoFavortes | Siar

MNew Window | Help | Personalize Page |

isstart € FE & NG

& Internet v ®100%
Al s

1.14

Enter the total cost of the flight into the Amount field. E.g. Enter "10000".

1.15

Click on the Payment Type list. Select the payment method for the expense.

{= Create - Windows Internet Explorer.

6:;;- |g, hitp:/fappfemisit up.ac.2a 700 GVEE/ERP s/ WEBLIB_TE_NAY.WEBLIE_FUNCTION FieldFormula.iScript_f

2TE Meonu var=supires [ [#2] (3] [ 2 Live soarch ]

File Edit View Faworkes Tooks Help

e Favortes (B8~ § U portal ‘@Craala

% A Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

ROAR O AT

x|

Favorttes ¢ Main Menu > Travel and Expenses

Create Travel Authorization
Advance Authorization Entry
David Kruger User Defaults Authorization ID: NEXT

~ General Information

*Description: [Flignt ticket UsA Comment:
“Business Purpose: | General travel and related exp ~|
Default Location:  [South Afica =X
“Date From: [2013/08108 [ *Date To: [2013/05M0 [
Accounting Defaults Wore Options: | v G0 ‘
Personalize | Find | 1] First Bl 12 ora B Lost
“Expense Type “Date “Amount |Currency|*Payment Type |*Billing Type
[airtravel v |[201305008 [ 10000 INTERNAL
~
~
~

Cuque\emedl Delete Selected | New Expense ¥ | Add Check For Ermors

Authorized Amount: 0.00 ZAR

£ v B) [ o= - Page- Safety~ Taoks -

Workist | |

Add to Favorttes

Siar

New Window | Help | Personalize Page |

javascript:submitAction_winD{document wind, DETAIL_TCON$O

@ Internet g - E100%

1.16

Click on the Detail link.
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Action

1.17

Click in the Description field.

eate - Windows Internet Explorer,

6\:}* |§‘ http:/ianpf up. ;700 (OVEEJERP /5/WEBLIB_TE_NAY.WEBLIE_FUNCTION FieldFormula.iScript_f h?TE. Menu. var=AUDITER vl S| % |53 Live Search

File Edit View Favortes Tools Help

T Favorites |09~ & UP Portal ‘@Cveate

Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

x|

Favortes : Main Menu > Travel and Expenses

Create Travel Authorization
Authorization Detail for Air Travel (Line 1)

David Kruger Authorization ID: NEXT
“Date: [pot1ziosi0s 1)

“*Payment Type: Credit Card v

*Billing Type: INTERNAL

D

=Amount: [ 1000000 g

Location Amount: [

Accounting Detail
Check Expense For Errors

Return to Advance Authorization Entry

X v Bl [0 = - Page- Safety~ Tools
Home | Workist | | AddtoFavorites |

MNew Window | Help | Personalize Page |

Sigr

Dane @ Internet 5
‘istat €/ E& DG £ ‘. S

#100%

1.18

Enter the desired information into the Description field. E.g. Enter "SAA flight".

1.19

Click on the Accounting Detail link. [2ccounting Detail

1.20

Click in the Cost Centre field.

{= Create - Windows Internet Explorer

G@;v [B) hetpiiapprsmtsot up.aczaron PLOVEE/ERPs/WEBLIB _TE_NAY.WEBLIE_FUNCTICN. FieldFormula.iscript_ o1E Menw var=supires [ (2] (<] [P Live search

File Edit View Favortes Tooks  Help

i Favorites ‘ ECreats x |

Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

58|~ | & uppartal

Favorttes ! Main Menu > Travel and Expenses

Create Travel Authorization
Accounting Detail
David Kruger Authorization ID: NEXT

This is the accounting detail for expense type Air Travel with a transaction date of
2013-05-06 in the amount of 10000 ZAR. If changes are made inadvertently, you
may reset the default accounting values by hitting the 'Restare Defaults' button.

Restare Defaults

First Il 1 o1 4

[hoovooojupono [ (Gfessss | @] @] [a [ e @ Q)
Add ChartField Line
0K

£ v B [ d= v Page- Sefety~ Tools+
Home | Workist | | AddtoFavortes |

New Window | Help | Personalize Page ||

Sigr

@ Internet

1.21

Enter the desired information into the Cost Centre field,or use the magnifying glass to
select the required cost centre.

1.22

Click the OK button.
K
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Step Action

1.23 Click on the Return to Advance Authorization Entry link.

g;rv |§‘ htep:/jappf up. 700, (OEEJERP//5/WEBLIB_TE_NAY.WEBLIE_FUNCTION. FieldFormula.iScript_f h?TE. Menu var=AUDITER vl S| % |53 Live Search ‘

File Edit View Favortes Tools Help

% v Bl [0 = - Page - Safety~ Tools

‘ Ecreste x |7

Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

T Favorites |90+ & upportal

Workist | | AddtoFavorites |  Siar

Home

Favortes : Main Menu > Travel and Expenses
MNew Window | Help | Personalize Page |

Create Travel Authorization
Authorization Detail for Air Travel (Line 1)

David Kruger Authorization ID: NEXT
| About This Expense

“Date: 201200506 |

*Payment Type: Credit Card v

*Billing Type: INTERNAL

*Di SaAflight

*Amount: 10,000.00 72

Exception Comments.

Location Amount: [

ecounting Detait
Check Expense For Errors

Return to Advance Authorization Entry

€ mternet -

javascript: subritAction_win0(document, wind, 'EX_ICLIENT _WRI_RETLRN_TO_TAT;

1.24 Click the Submit button or Save button for use at a later stage.
Submit

{= Create - Windows Internet Explorer

@i@w & retpiiapprsmtsot up.aczairon PLOVEE/ERPjs/WEBLIB _TE_NAY.WEBLIE_FUNCTICN. FiedFormula.iscript_ 21E Menw var=suprres [ (2] (3] [ 2 Live search

File Edit View Favortes Tooks  Help

5 v Bl [ e v Page- Safety~ Tooks -

i Favarites

‘ Ecreate x |7

Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

S5|~ & upportal

Home | Workist | | AddtoFavortes | Siar

AT

Favorttes } Main Menu »> Travel and Expenses

David Kruger User Defaults Authorization 1D: NEXT

~ General Information

*Description: [Fiignt ticket UsA Comment:
*Business Purpose: | General fravel and related exp vl

Default Location:  [South Africa [

“Date From: 2012105106 [l *Date To: [2012/0510 [

Accounting Defaults Wore Options: ‘

e
2013/05/06 |[5

[airTravel ] [ 10,000.00] | CreditCard v || INTERNAL “Detail
v
v
3

CnpySe\Emedl Delete Selected | New Expense | Add Check For Erors

Authorized Amount: 10,000.00 ZAR
Update Totals

Save for Later Submit Project Summary

Return to Advance Authorization

-~ ®100%

@ Internet

<
=)

igstat. € C B NG
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Step

Action

1.25

Click on the OK button.

'indows Internet Explorer

|g‘ hiep:/iappf up, 700, CVEEJERP 5/ WEBLIB_TE_MAY. WEBLIE_FUNCTION FieldFarmula.iScript £ h?TE. Menu. var=AUDITER V| S| % |;_, Live Search
Fle Edt View Favortes Tools Help
i Favorites 85/~ & UP Portal ‘ggem x| L [ @m v Page~ Sefety~ Tools -
6 Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )
SRR S
D TOMINERITHLTL PAEIOAI Home | Workist | | AddtoFavertes | Siar
Favortes : Main Menu > Travel and Expenses
Hell
Create Travel Authorization
Submit Confirmation
David Kruger Authorization ID: NEXT
Travel Authorization Totals
Total: 10,000.00 ZAR
v Click OK ta submit, or click Cancel to return to the travel autharization without submiting
0K Cancel
Dane @ mntermet v H100%

Tistat E/E&AG 5 ‘. R

1.26

The advance will now workflow to the relevant faculty accountant and cost centre owner.
When the cost centre owner has approved the advance, you have to convert the approved
authorization to a Cash advance. Please see Convert the approved Travel Authorisation to
a Cash Advance.

2. Create an Advance request/Advance Authorisation on behalf of another employee

Step

Action

2.1

Click the Travel and Expenses link on your left hand menu. Select the Travel and Expense
Centre link.

{= Base Navigation Page - Windows Internet Explorer

|g http:/ianpf up. ;700 (OVEEJERP/5/WEBLIB_PTPP_SC.HOMEPAGE. FigldFormula. [Script_ADpHP?RE_frame=EPCO_TRAVEL_EXPENSESS vl S| |;_, Live Search

File Edit View Favortes Tools Help

i Favorites (23] | 4 up portl | @pase navigation Page

E Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

xli i - [ dmh v Page~ Safety~ Tools -

T
ErH

-~

Home | Workist | | AddtoFavortes | Siar
Favortes : Main Menu > Travel and Expenses

Mai Meny >
=g Travel and Expenses Edit “Travel and Expenses” Folder
Access travel and expenses,

rove Transactions Manage Employee Information Load External Information
| Approve and modify expenses transactions. Load employee data, update profies, process nofifications, process DCAA Load external data and review corporate card feed erors.
B Aop ransactions nofifieations, and prin reports. rnal Data Sources
[ Modify Approved Transactions = Load Emplovee Data orporate Card Errors

ﬁ Manage Expenses Securi ﬁ Process Expenses ﬁ Manage Accounting
Authorize Expense users and reassign approval work Verify Receipls, run expenses processing, update siaged payments, close View/adjust accounting eniries, print repors, recencie cash advances and
F Autnorize Expense Users expenses, review payments, or cancelirave! authorizations. airine tickets, request budget checking, or rolover travel authorizations.
] Reassian Approval Work 1 Verifv Receipts
EE &

Close Expenses
3 More.

, Travel and Expense Center
Centralized Travel and Expense Centy
Centralized Jiauebli Expense Corter

and E Administration Center

ﬁ Real-Time Analysis
avel and Expense Administration Center

Update expenses pagelet information, view predicted expenses summa
page or view fransactions in progress page.
] Update Expenses Pagelet inf

http: /i 0L.up B 0!

HOMEPAGE. FigldFormula . IScript_AppHP?scname=EP_CENTRA & mntermet Fu v 1w
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Step

Action

2.2

Click on the Advance Authorization link.

]gn:h.rann:e Aurthori 1ati|:rr1|

2.3

Click on the Create link.

2.4

Click in the Empl ID field.

6;;- B pespager . 00! OVEE, 1B_TE_Hov WEBLIE_FUNCTION FieldFarmula iscript _addTravelauth?TE Menu. var=auorTes [80] [$4) (6] [ Live search

File Edit View Favortes Tooks  Help

£ v Bl [ e v Page- Safety~ Tooks -

‘ Ecreate x |7

Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

i Favorites 1551~ & UP Portal

1 Home | Workist | | AddtoFavortes | Siar

Q A G

Favorttes ! Main Menu > Travel and Expenses

New window | Help | 3

Advance Authorization

d an Exisling Value | Add a New Value

empli;: [Q)

Find an Existing Value | Add a New Value

@ Internet g v E 100

2.5

Enter the desired information into the Empl ID field. E.g. Enter "01269224".

2.6

Select the employee.

2.7

Click the Add button.

6\:}* |g‘ htep:/jappf up. 700, (OEEJERP//5/WEBLIB_TE_NAY.WEBLIE_FUNCTION. FieldFormula.iScript_f h?TE. Menu var=AUDITER vl S| % |53 Live Search

File Edit View Favortes Tools Help

£ v Bl [0 = - Page - Safety~ Tools

‘ Ecreste x |7

Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

28|~ & upportal

< Favorites

=
@ e

Favortes : Main Menu > Travel and Expenses

Home | Workist | | AddtoFavortes | Siar

MNew Window | Help | Personalize Page |

Create Travel Authorization
Advance Authorization Entry
David Kruger User Defaults Authorization ID: NEXT

Quick Start: A Blank Authorization v| GO

~ General Information

*Description: | Comment:
*Business Purpose: | vl
Default Location:  [South Africa X
*Date From: [ |5 “Date To: [
Accounting Defaults WMore Options: | v] co ‘

Date zAmount |Currency |*Payment Type
v

-

v

v

Copy Selectsd | Delste Selected | [New Expense V| Add Check Far Errors

& Internet v ®100%

45




Step Action
2.8 Repeat steps 1.9 to 1.30.
2.9 If you are entering an Advance request on behalf of a Non-UP employee or student, select

the Expense type Category -

NI RS |
UNIVER
TUMIBES]

b
Favorites @ Mai
-

Create Tr3
Advanc
Maria de W

Quick Start:

*Descri
*Business

Default L
*Date Froi

Accountin

Details

fsieat| |

Licence {other)
Maintenance_Computer Equi
Maintenance_Equipm (Mon &
Maintenance_Equipment (As
Maintenance_Vehicles
Marketing Expenses
Membership fees

Non-UP Employees
Mon-assets_Furniture and Et
Office Equipment Rental
Other / Sundry expenses
Other Travel Related Expenss
Parking

Payroll Related Expense

Per Diem

Petty cash

Postage

il Printing

Protective clothing
Publication expenses
Refund to grantars
Relocation costs
Rental — Equipment other
Research expenditure
Stationery

Telephone Expense
Toll fees

Training

Uniforms

Visa Expenses

-~

m

Non-UP Employees.
assome de Waal,Marietjie (P4132718) to Production { PSFSMPRA )

Yy

User Defaults

n +] oo
|

Comment:

Authorization 1D: MEXT

-

o
hteTo: | |H

More Options:

First n 1-40f4 n Last

=

Perzonalize | Find | | i

| *Date *Amount Currency |*Payment Type *Billing Type |—

| | | |

3. Approval of an Advance

Step

Action

31

You will receive an email notification of an advance request to be approved. Click on the
hyperlink provided, or on the main menu.

Click on the Travel and Expenses link.

|l> Travel an

d Expenses|
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Step

3.2

ows Int Fuplore
2] hitp://appfsmts0l.up.ac.za:7003/psp/psfsmtsa/EMPLOVEE/ERP/s/WEBLIE_PTPP_SC.HOMEPAGE FieldFormulalScript_AppHP?pt_fname=EPCO_TRAVEL_EXPENSES&Fol + | 43 ‘ X

<o

File Edit View Favorites Tools Help
x | -

< Faverites | 55 [ Department of Informati

Google

. || Web Slice Gallery v <\ Absa Business Integrator (2) ) Abss Business Integrator (@ Afrikaans Meisies Hogr Pr... | Banner_Par2l3] @ Contact Details &) Curr
55/~ | & Report Generstor Summary | & Base Navigation Page % | |
-

v B - @ - P

Welcome de Waal,Marietjie (P4132718) to Test( PSFSMTSA )

Favnvrtes MalnvMEnu > vaelandvExpenses
Main Wenu >
g Travel and Expenses

Access travel and expenses

Approve Transaction ﬁ Manage Accounting K] Real-Time Analysis
Approve and modify expenses transactions. View/adjust accounting entries, print reports, reconcile cash advances and airine Update expenses pagelet information, view predicted ]
] Anprove Transactions tickets, request budget checking, or rollover travel authorizations. view transactions in progress page.
=] Modify Approved Transactions [ Iravel Auth Budast Exceptions = Review Transaction in Progress
=) Expense Rot Budget Exception:

Travel and Expense Center

Centralized Travel and Expense Center

€4 Local intranet | Protected Mode: Off

Click on Approve Transactions.

3.3

& Base Navigation Page P
ib' 3

[ €] hitp://appfsmts1 up.ac.zaiT003/psp/psfsmtsa/EMPLOYEE/ERP/s/WEBLIB_PTPP_SC.HOMEPAGE FieldFormula Script AppHP7pt fame=E2CO_TRAVEL EXPENSES&Fol: + | 45 | X | [ Googie
File Edit View Favorites Tools Help

'« T -

' Favorites epartment of Infermatie... eb Slice Gallery v < usiness Integrator usiness Integrator rikaans Meisies Hoér Pr... =] Banner_Pai & Contact Detail i
Fi D f Informati Web Slice Gall A Absa Business 2) ] Absa By I Afrikaans Meisies Hogr P ] B Pari2[3] ] Co Details ] C
B3 | & Report Generator Summary | @ Base Navigation Page % | |

=

Favorites - Main Menu > Travel and Expenses

fi - B -2 & - Pagd

Welcome de Waal,Marietjie (P4132718) to Test({ PSFSMTSA )

Main Menu = Travel and Expenses =

Approve Transactions

Approve and modify expenses transactions.

E rove Transactions

Modify Approved Transactions
Approve expenses transactions Modify Approved Transactions

= - - € Local intranet | Protected Mode: Off
e MNEENE & o Bfol TN\ HEE

E
Desktop  Links

Click on Approve Transactions again.
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Step

Action

3.4

The following screen will open with the following tabs:

Overview, Expense reports, Time reports, Time Adjustments and Travel Authorisations.
Click on the tab Travel Authorisations.

Select the relevant Travel Advance to approve by clicking on the hyperlink.

/& Approve Transactions - Windows Intemet

mv [ ] itp://appfsmtsdl.up.acizaiT003/psp/psfsmtsa/EMPLOVEE/ERP/</WEBLIB_PTPP_SC.HOMEPAGE FisldFormulalScript AppHP7pt fame=EPTE TRAVEL AND_ EXPENSES: + | ty‘ % |8 coogle

File Edit View Favoritess Tools Help
bl » McAfee [

g Favorites | 5 & Department of Informatio... ] Web Slice Gallery v <\ Absa Business Integrator (2) & | Absa Business Integrator (g Afrikaans Meisies Hoer Pr... (| Banner_Part2[3] | Contact Details & Curr

Jgnppmnrammons [ 5~ v [ @ v Pagq

i i ‘Welcome Mashaba, Tinyiko (P4355717) to Test ( PSFSMTSA )
o

N e

Favorites - Main Menu > Travel and Expenses > Approve Transactions > Approve Transactions

Ouvendew | ExpenseRepors | TimeReports | Time Adjustments | Travel Authorizations | CashAdvances | Ermors

Home | Workist | |

¥ Search Pending Transactions
» Change Sort Order

™ seiecan B clearan Approve Send Back Budget Check Refresh List

Transactions to Approve Personatize | View A1 ED | B First B 4 ora B st
lect Total | Curr | 22995t |jame Employee ID | Description Transaction D |TripDate  |Toe . |status Role
0 1350000 ZAR g;;d CreweMaryNonle 02552388  Conference in Paris 0000000086 2013/07/06 2013/05M8  Submitted for Approval  Pre Pay Auditor
] 31542.00 zar NO! MeyerWwalterEmst 02425703  ACCOmMMOodation for 0000000087 2013/07/07 2013/06M8  Submitted for Approval  Pre Pay Auditor
Chicd conference = 7
0 1730292 ZAR g;;,d Horak Ruurdje 02459795  Exhibit nosting @ Kollonade  0DD0DD0DSS  2013/07/30 2013/05M8  Submitted for Approval  Pre Pay Auditor
m 15626.51 ZAR g;{m a:m:?””“a 04546459 International conaress 0000000020 2013/06/29 2013/06/20  Submitted for Approval Pre Pay Auditor

[ setectanl O clearal Approve Send Back Budget Check Refresh List

Overview | Expense Reports | Time Reports | Time Adjustments | Travel Authorizations | Cash Advances | Emors

javascript:submitAction_win(document win0, EX_SRCH_WRK_ORDER_LBL'); €& Local intranet | Protected Mode: Off
3 o Il i
@TF@T O 9 LIS (6) Deskop ™ Links

3.5

Follow the same steps as in B13.5 to B13.7

4. Convert the approved Travel Authorisation to a Cash Advance

Change an Advance Authorisation to a Cash Advance in order for it to be paid.

Step

Action

4.1

Click on the Travel and Expenses link or Self service link.

4.2

Click on the Travel and Expense Center link.

ravel and Expense Cented

4.3

Click on the Cash Advance link.
Cash Advance

4.4

Click on the UP Create Cash Advance link.

UP Create Cash Advancg
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Step Action

4,5 Click on the Search button.

6\:}* |§‘ htep:/jappf up. ;700 OVEEJERP/i/UP_CASH_ADY_MNULUP_ADW_CREATE.GBL?PORTALPARAM_PTCHAV=UP_ADY_CREATE_GELEED vl S| |53 Live Search

File Edit View Favortes Tools Help

% v Bl [0 = - Page- Safety~ Tools

‘ @ UP Create Cash Advance X |7
Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

i Favorites |99+ & P portal

6

-~
Favortes : Main Menu > Travel and Expenses

Home | Workist | | AddtoFavortes | Siar

New Window | Help | 5

Create Cash Advance

Enter any information you have and click Search. Leave fields blank for a list of all values.

Search by: |Travel Authorization ID v |begins with I

Search | advanced Search

& Internet v ®100%

Dane

4.6 Select the required travel authorization which you would like to be paid out. In this
example, click on the 0000000069 link.

4.7 Click on the Create A Cash Advance button.
Create A Cash Advance

> UP Create Cash Advance - Windows Internet Explorer

6:;;- |g, Fitp:jappfertsil up.ac.za: 700 OVEEJERP fe/UP_CASH_ADY_MNULUP_ADW_CREATE.GBLPPORTALPARAM_PTCHAV=UP_ADN _CREATE_GBLEED vl || X |,C Live Search

File Edit View Faworkes Tooks Help

¢ Favortes (B8~ § U portal ‘@up Create Cash Advance % |

% o s Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

% - B) [ o= - Page- Safety~ Taoks -

Workiist

Add to Favorites

Favorttes ¢ Main Menu > Travel and Expenses

Create Cash Advance

New Window | Help | Personalize Page |

Empl 1D:

Travel Authorisation

Travel Authorization ID: 0000000069 TA Description:  Conference attendance

Create Advance

*Please enter the correct Payment Method: EFT ’6

Create A Cash Advance

&L Return to Search | +E] Frevious in List | 4 Nextin L\stl ENnnfy|

& Internet g - B 100%

Dane
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Step Action

4.8 Click on the Submit button.
Submit

{= UP Create Cash Advance - Windows Internet Explorer

O - [

(OVEEJERP/c/UP_CASH_ADY_MNULUP_ADY_CREATE.GBLPPORTALPARAM_PTCHAV=UP_ADY_CREATE_GBLBED vl S| % | B Live search

File Edit View Favortes Tools Help

X v Bl [0 = - Page - Safety~ Tools

‘ & P Create Cash Advance X |7

Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

< Favorites

3 i,

<&, Vit S S

Favortes : Main Menu > Travel and Expenses

2| & upportal

| | AddtoFavoiites | Siar|

Worklist

Home
New Window | Help | Personalize Page |

Travel & Expenses - Cash Advance Report
Modify Cash Advance Report

Nisha Sewdass User Defaulls Advance ID: 0000000060
~ General Information
Description: Conference attendance Comment:
Business Purpose: General travel and related exp
Status: Pending Reference: 0000000089
Accounting Date: 2013/05/01 Post State: Not Applied
Last Updated: 2013/05/01  By: P4200933
Import ATH Advances

Details personaize | Fing | 2] #

[Souce  pesempton | Amoum|cumeny | | |

Electrenic Funds Transfer |EEE conference 10,000.00 ZAR [=]

Advance Amount: 10,000.00 ZAR

Submit

Dane @ mntermet fp v H100%

isstart € Bk NG

Al )8

49 Click on the OK button. The cash advance workflows to the claims division, where it w
be approved for payment.

= UP Create Cash Advance - Windows Internet Explorer
69#' |E bt/ fappfemts0l up.ac.za 700 IPLCYEE JERP fc/LP_CASH_ADY _MNULUP_AD¥_CREATE. GELPPORTALPARAM_PTCHAV=UP_ADY_CREATE_GBLREC V| 4% | P Live search

File Edit View Favortes Tooks  Help

£ v Bl [ e v Page- Safety~ Tooks -

‘ @ UP Create Cash Advance X0 |7
Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

T Favorites (551~ & Up Portal

Home | Workist | | AddtoFavortes | Siar

Favorttes ¢ Main Menu »> Travel and Expenses

Travel & Expenses - Cash Advance Report
Submit Confirmation
Nisha Sewdass

Advance ID: 0000000060

Advance Amount: 10,000.00 ZAR

“ Click OK to submit, or click Cancel to return to the cash advance without submitting.

0K Cancal

@ Internet g v E 100
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5. Settlement of an Advance

There are 3 examples in this training module:
- Where the settlement is equal to the advance received (a)
- Where the settlement is less than the advance received (b)
- Where the settlement is more than the advance received (c)

5a. Settlement Equals the Advance

An example of an advance authorisation where the expenses of the claimant are the same amount as the
advance received.

Step Action

5a.1 Click on the Travel and Expenses link.
|l Travel and Expenses|

5a.2 Click on the Travel and Expense Center link.

ravel and Expense Cente

{= Base Navigation Page - Windows Internet Explorer

Go- & s[4l [P \

File Edit View Faworkes Tools Help

5y Favorites |§5355N3wgam”p@g ‘ ‘ 5 v Bl [ - Page- Safety~ Tooks -

Home | Workist | | AddtoFavortes | Siar

m’“‘*“ Travel and Expenses Edit “Travel and Expenses” Foider
Access travel and sxpenses.
ﬁ Approve Transactions ﬁ Manage Employee Information Load External Information
Approve and modify expenses transactions. Load employes data, update profies, process notifications, process DCAA Load external data and review corporate card feed srrors.
= Aporove Transactions notifications, and print reports. | Data Sources
=] Modify Approved Transactions = Load Emplovee Data evie orporate Card Errors

= Undate Profile

ﬁ] Manage Expenses Securi K] Process Expenses ﬁ Manage Accounting
Authorize Expense users and reassign approval work. ‘Verify Receipts, run expenses processing, update staged payments, close View/adjust accounting entries, print reports, reconcile cash advances and
expenses, review payments, or cancel travel authorizations. airiine ticksts, request budgst checking, or rollover trave! authorizations.

[ Verify Receipts

ﬁ Real-Time Analysis , TIravel and Expense Center , T and E Administration Center
Update expenses pagelet information, viewr predicted expenses summary Centralized Travel and Expense Center I=] Travel and Expense Administration Center
page or view fransactions n progress page.
Done & Internet g - E100%

74 start ECBERDXG = . 1 8

5a.3 Click on the Expense Report link.

51



Step

Action

5a.4

Click on the Creat

Enter the Empl Id

reate - Windows Internet Explorer

e link.

and click on the Add button.

5@ v [B] heoiaer "

700, OVEE, 1B_TE_NAW.WEBLIE_FUNCTION. FigldFormula iScript_AddExpense?TE. Menu.var=ALDITEPO! vl )X |p Live Search ‘

File Edit View Favortes Tools Help

< Favorites | Ecreste

Pheranis
Beriain

Favortes : Main Menu > Travel and Exp

Expense Report

empli: &

Find an Existing Value | Add a New Value

Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

enses

Eindan ExistingValue || Add a New Value

% v Bl [0 = - Page - Safety~ Tools

Home | Workist | | AddtoFavortes | Siar

New Window | Help | 5

& Internet v ®100%

5a.5

{= Create - Windows Internet Explorer,

G:F w | repigispotsmtsnt up.ac.zs:

700, PLOVEE [ER.j5/WEBLIE_TE_MAY.WEBLIE_FUNCTION. FieldFormula. Script_iddExpense?TE Menu.Var=aUoiTarol [ [#] (3¢ [ 2 Live search

File Edit View Favortes Tooks  Help

i Favorites | Ecreats

¢

Favorttes ! Main Menu » Travel and Expe

Create Expense Report

Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

nses

User Defaults Report ID: NEXT

<o

*Description: [

| comment

*Business Purpose: |

|

“Default Location: South Africa @l

Reference:

Accounting Defaults Apply

Cash A (s} More Options:

Expense Date

Copy Selected | Delete Selected

| New Expense w| Add Check For Errors |

Dane

listat. E S EW DG

£ v Bl [ e v Page- Safety~ Tooks -

Home | Workist | | AddtoFavortes | Siar

New Window | Help | Personalize Page ||

@ Internet g v H100%

=
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Step

Action

5a.6

Click on the A Travel Authorization list item.
A Travel Authorization

{= Create - Windows Internet Explorer,

S~ [g e
O - @i

(OVEE/ERP {5/ WEBLIE_TE_NAY. WEBLIE_FUNCTION. FildForr

File Edit View Favortes Tools Help

i5eript_ddExpense?TE Menu.var=aloiTerol (8] [$ (€] [ £ Lve search ]

< Favorites | Bcreste

=

@ o

-~

Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

Favortes : Main Menu > Travel and Expenses

Create Expense Report

Expense Report Entry
David Kruger

User Defaults ReportID: NEXT

A Blank Report v| 6o

~ General Information _ FFSIRRSEN
“Description: ATemplate

Quick Start:

A Travel Authorization Comment:
An Existing Report

Entries from Wy Wallet

“Business Purpose:

Reference:
*Default Location: South Africa &

Accounting Defaults

More Options:

v
v
v
CopySelected | Delete Selectad | [MewEwpense | soa|  checkForemors |

Dane

iistat € L E& NG

Home | Workist

New Window | Help | Personalize Page |

& mneernet

5a.7

PLOVEE/ERPjs/WEBLIB _TE_NAY.WEBLIE_FUNC TICH. FieldFor

iSeript_iddExpense?TE Menu.var=aUoiTarol [ (£ [3¢] [ 2 Live search

File Edit View Favortes Tooks  Help

i Favorites | Ecreats

Favorttes } Main Menu »> Travel and Expenses

Create Expense Report
Expense Report Entry
David Kruger

Quick S

User Defaults Report ID: MNEXT
A Travel Authorization  [Rallkele]

~ General Information

*Description: [ | comment
*Business Purpose: | ~|

Reference:
“DefaultLocation:  [South Afica Q&

Accounting Defaults Apply Cash A (s)

Copy Selected | Delete Selected | New Expense v| Add Check For Ermors |

£ v Bl [ e v Page- Safety~ Tooks -

Home | Workist | | AddtoFavortes | Siar

New Window | Help | Personalize Page |9

listat. E S EW DG

&
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Step

Action

5a.8

Select the relevant Travel Authorisation which you want to settle.

{= Create - Windows Internet Explorer

6\:}* |g‘ http:/ianpf up. ;700 (OVEEJERP5/WEBLIB_TE_MAY. WEBLIE_FUNCTION FieldFormula.iScript_addExpense?TE Menu.Var=AUDITEROI vl S| % |53 Live Search

File Edit View Favortes Tools Help

< Favorites | Ecreste

Z
6 UNIYEREIEY S8R RETSEIA
POAROHE MRS

i
Favortes : Main Menu > Travel and Expenses

Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

Create Expense Report
Populate From A Advance Authorization
David Kruger Report ID: NEXT

From Date: 201302701 [ 1o [eotzme01  [H Search

L v Bl [0 = - Page- Safety~ Tools

Home | Workist | | AddtoFavortes | Siar

New Window | Help | Personalize Pag

Travel Auth Description Date From | Date To Amount Currency
select | C attendace - Vian 0000000072 2013/0501  2013/05/01 10,000.00 ZAR
{Solort Travel Authorization] 0000000070 2013/0506  2013/0510 10,000.00 ZAR
Select | TEST 001 0000000061 2013104118 2013/0418 300.00 ZAR
Select | TEST 0000000050 201310418 2013/04118 400.00 ZAR
Select | TEST 0000000059 201310418 201304118 500.00 ZAR
Select | CLINTPROJ4 0000000055 201210417 2013/04117 900.00 ZAR
Select | TESTACCOUNTING 0000000020 2013103127 2013/03/27 50.00 ZAR
Select | Erna 20130326 PD 0000000019 201310326 2013/03/126 20.00 ZAR
select | correct setup finally 0000000015 201310320 2013/03/20 30.00 ZAR
Select | account8050 changed template 0000000014 201300320  2013/03/20 10.00 ZAR
Select | account 8050 changed 0000000013 2013103120 2013/03/20 60.00 ZAR
Select | advance source 0000000012 201300320 2013/03120 90.00 ZAR
Select | CF INHERITANCE 10 0000000011 2013103120 2013/03/20 80.00 ZAR
calant | tact finharitanca AnARARAAA sn4amamn andanamn 195 nn 740

& Done @ Internet A S

5a.9

In this example the amount of the expense equals the amount of the Settlement and
therefore you can proceed to click on the Apply Cash Advance(s) link.

Advance(s!

{= Create - Windows Internet Explorer,

%;v & retpiiapprsmtsot up.aczaron PLOYEE [ER.j5/WEBLIE_TE_MAY.WEBLIE_FUNCTION. FieldFormula. Script_iddExpense?TE Menu.Var=aUoiTarol [ (£ [3¢] [ 2 Live search ]

File Edit View Favortes Tooks  Help

i Favorites | Ecreats

‘ Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )
L AR
Favorites ¢ Main Menu > Travel and Expenses

~ General Information

*Description: ||Conference attendace - Vian | Comment:

*Business Purpose: | General fravel and related exp v|

Reference: 0000000063

Authorization|D: 0000000072

I =]

Personalize | Find Fi

“Default Location: South Africa @

counting Defaults IMore Option

*Expense Type *Amount Spent |*Currency |*Payment Type =Billing Type

O | [ accommoaation v| 20130801 |5 10,000.00/[z4R [Q |[creaitcars v [INTERN: v ||zDetail
CopySelected | Delste Selected | New Expense v A Check For Ermors |

Employee Expenses: 10,000.00 ZAR Due Employee: 10,000.00 ZAR
Hon-Reimbursable Expenses: 000 ZAR Due Vendor: 000 ZAR
Prepaid Expenses: 0.00 ZAR
Employee Credits: 0.00 ZAR
Vendor Credits: 0.00 ZAR
Cash Advances Applied: 000 ZAR

Definition of Totals Update Totals

Save ForLater_| ST Expense Report Project Summary

Return to Expense Report

5 v Bl [ e v Page- Safety~ Tooks -

Home | Workist | | AddtoFavortes | Siar

jarvascript;: submitAction_winD{document wind, EX_HDR_WRK_PB_CASH_ADYY);

@ Internet g v H 100
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Step

Action

5a.10

Click the Look up Advance ID (Alt+5) (Hourglass) button.

eate - Windows Internet Explorer,

[%] [P tvesearah

6@' |E http:/ianpf up. ;700 (OVEEJERP 5/ WEBLIB_TE_NAY.WEBLIE_FUNCTION FieldFarmula.iscript_sddExpense?TE Menu.Var=AUDITEROI |3

File Edit View Favortes Tools Help

< Favorites Bcreate

[ @m v Page~ Safety~ Tools -

Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

Favortes : Main Menu > Travel and Expenses

New Window | Help | Personalize Page |3

Create Report
Apply Cash Advance(s)
David Kruger Report ID: NEXT

nce Amount Balance Total Applied

| [ 0.000 0.00 000/zaR [=]
|
T

Add Cash Advarce PO
Total Advance Applied: 0.00 ZAR
Total Employee Expenses: 10,000.00 ZAR
Total Due Employee: 10,000.00 ZAR

0K

Dane o @ memet

5a.11

Click on the relevant travel authorization.

eate - Windows Internet Explorer

G’@- &) retpriiapprsmtsot up.aczaron CVEEJERP s WEELIB_TE_NAY. WEBLIE_FLNCTICH FisldFormula, iScript_AddExpense?TE Menu.Yar=ALDITEPO! (M

File Edit View Faworkes Tooks Help

Sl Favorites Bcreate

Look Up Advance ID

Search by: advance IDbegins with

Look Up | cancel | sgvanced Lookup

Search Results

Advance ID |Advance Description

0000000003 TEST CF

0000000004 Erna Test

0000000005 TEST CF INHERITANCE
0000000008 TEST CF

0000000009 test cf inheritance
0000000010 CF INHERITANCE 10
0000000011 advance source
0000000012 account 8050 changed
0000000012 account 8050 changed template 10
0000000014 correct setup finally
0000000018 Erna 20130326 PD
0000000061 Flight ticket USA
0000000083 Cenference attendace - Vian

#100%
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Step

Action

5a.12

Click on the OK button.

6\:}* |¢ http:/ianpf up. ;700 (OVEEJERP5/WEBLIB_TE_MAY. WEBLIE_FUNCTION FieldFormula.iScript_addExpense?TE Menu.Var=AUDITEROI vl S| |53 Live Search

File Edit View Favortes Tools Help

< Favorites | Ecreste

Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

Favortes : Main Menu > Travel and Expenses

Create Expense Report

Apply Cash Advance(s)

David Kruger Report ID: NEXT

sAdvance 1 Balance Total Applied

0000000083 10000.00 0.00ZAR 100000000 10000.00) 2R [=]
A0 Cash Agvance | Update Totals |

Total Advance Applied: 10,000.00 ZAR

Total Employee Expenses: 10,000.00 ZAR

Total Due Employee: 0.00 ZAR

0K

% v Bl [0 = - Page- Safety~ Tools

Home | Workist | | AddtoFavortes | Siar

New Window | Help | Personalize Page | 3

€ mnternet

Step

Action

5a.13

Click on the Submit button or Save for Later button.

indows Internet Explorer

6;;- &) retpuiiapprsmtsot up.aczaron ONEE ERPIS{WEBLIE_TE_HAv. WEBLIE_FUNCTION FisldFormula Script_addExpense?TE Menu.var=AUDITero! 8] [$4] (6] [P Live search

File Edit View Faworkes Tooks Help

< Favorites | @creats

Favorites ¢ Main Menu > Travel and Expenses

~ General Information

*Description: |Cnnference attendace - Vian | Comment: ‘

“Business Purpose: | General travel and related exp ~|

Reference: 0000000083

Authorization1D: 0000000072

*Default Location: South Africa @

Accounting Defaults Apply Cash Advanc

a Accommodation w |2013/05/01 @ 10,000.00 |ZAR |a Credit Card v ||| INTERN: »

Copy Selected | Delete Selected | New Expense v| Add Check For Emors |

Employee Expenses: 10,000.00 ZAR Due Employee: 000 ZAR
Hon-Reimbursable Expenses: 0.00 ZAR Due Vendor: 000 ZAR
Prepaid Expenses: 0.00 ZAR
Employee Credits: 0.00 ZAR
Vendor Credits: 000 ZAR
Cash Advances Applied: 10,000.00 ZAR

Definition of Totals Update Totals

Eate o Catei ST Expense Report Project Summary

Return to Expense Report

£ v B) [ d= - Page- Safety~ Taoks -

Workist | | AddtoFavortes | Siar

Dane

@ Internet. g Em100%
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Step Action
5a.14

You can see in the totals field that there is no amount outstanding or owing.
Click on the OK button.

£ Create - Windows Internet Explorer

0o- &

vl 49|[x | P
File Edit Wiew Favortes Took Help

¢ Favorites | Ecrests

i - B) [ = v Page- Safety~ Tools -
Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

Favortes : Main Menu > Travel and Expenses

Home | Workist | | AddtoFavorites |

Sigr

Create Expense Report

Submit Confirmation
David Kruger

=
@

Report ID: NEXT

Expense Report Totals

Employee Expenses 10,000.00 ZAR

Due Employee: 0.00 ZAR
Non-Reimbursable Expenses: 0.00 ZAR Due Vendor. 0.00 ZAR
Prepaid Expenses: 0.00 ZAR Definition of Totals
Employee Credits: 0.00 ZAR
Vendor Credits: 0.00 ZAR

Cash Advances Applie: 10,000.00 ZAR

& Click O to submit or cick Cancel o refur o the expense report without submitiing

0K Cancel

Dane

isstat € L E& NG

& mnternet

B

5b. Settlement is less than the advance

An example of an advance authorisation where the expenses of the claimant are less than the advance
received.

Step Action
5b.1

Repeat steps 5a.1 to 5a.12.
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Step

Action

5b.2

The total expenses add up to R5 000 and not the R10 000 as received with the advance.
Enter the desired information into the Amount Spent field. E.g. Enter "5000".

reate - Windows Internet Explorer

6\:}* |g‘ htep:/jappf up. 700, (OVEEJERP 5/ WEBLIB_TE_MAY. WEBLIE_FUNCTION FieldFormula.iScript_sddExpense?TE Menu.Var=AUDITEROI vl S| % |53 Live Search

File Edit View Favortes Tools Help

< Favorites | Ecreste

=

) i

-

e
AT

Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

Favortes : Main Menu > Travel and Expenses

Create Expense Report
Expense Report Entry

Martha Jacobs User Defaults ReportID: NEXT

~ General Information

*Description: [FLigntticket Usa | comment: ‘

“Business Purpose: | General Ad Hoo Purchases ~|

Reference: 0000000064

Authorization|D: 0000000073

“Default Location: South Africa [@

Accounting Defaults Apply Cash Advan:

a

CopySelected | Delste Selectes | New Expense ¥ add Check For Errors

Employee Expenses: 10,000.00 ZAR Due Employee: 10,000.00 ZAR
Hon-Reimbursable Expenses: 000 ZAR Due Vendor: 000 ZAR
Prepaid Expenses: 0.00 ZAR
Employee Credits: 0.00 ZAR
Vendor Credits: 0.00 ZAR

Home | Workist

MNew Window | Help | Personalize Page |

% v Bl [0 = - Page - Safety~ Tools

Add to Favorites | Siar

& mnternet

5b.3

Click on the Payment Type list. Select the payment method by which the expense was

paid.
Credit Card

v

5b.4

Click on the Apply Cash Advance(s) link.
Lpply Cash Advance(s)

{= Create - Windows Internet Explorer,

@i@w &) hetpiiapprsmtsot up.aczaron PLOVEE [ER.j5/\WEBLIE_TE_MAY. WEBLIE_FUNCTION. FieldFormula. Script_iddExpense?TE Menu.var=aUoiTarol [ [#] 3¢ [ 2 Live search

File Edit View Favortes Tooks  Help

i Favorites | Ecreats

Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

R
AN

Favorttes ¢ Main Menu »> Travel and Expenses

Create Expense Report
Expense Report Entry

Wartha Jacobs User Defaults Report ID: NEXT

~ General Information

*Description: [FLigntticket UsA | comment: ‘

“Business Purpose: | General Ad Hac Purchases ~|

Reference: 0000000084

Authorization1D: 0000000073

*Default Location: South Africa &

Accounting Defaults Apply Cash ance(s)

*Expense Type

Air Travel | (20130501 [ 5000/[[zAR [ v
Copy Selected | Delete Selected | New Expense v| Add Check For Errors

Employee Expenses: 10,000.00 ZAR Due Employee: 10,000.00 ZAR
Non-Reimbursable Expenses: 000 ZAR Due Vendor: 000 ZAR
Prepaid Expenses: 000 ZAR
Employee Credits: 000 ZAR
‘Vendor Credits: 000 ZAR

5 v Bl [ e v Page- Safety~ Tooks -

Home | Workist

New Window | Help | Personalize Page ||

Add to Favorites | Siar

jarvascript;: submitAction_winD{document wind, EX_HDR_WRK_PB_CASH_ADYY);

@ Internet
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Step

Action

5b.5

Click on the Look up Advance ID (Alt+5) button.

eate - Windows Internet Explorer,

[%] [P tvesearah

6@' |E http:/ianpf up. ;700 (OVEEJERP 5/ WEBLIB_TE_NAY.WEBLIE_FUNCTION FieldFarmula.iscript_sddExpense?TE Menu.Var=AUDITEROI |3

File Edit View Favortes Tools Help

< Favorites Bcreate

[ @m v Page~ Safety~ Tools -

Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

Favortes : Main Menu > Travel and Expenses

New Window | Help | Personalize Page |3

Create Report
Apply Cash Advance(s)
IMartha Jacobs Report ID: NEXT

Advance Amount Balance Total Applied
0.000 0.00 000 2R [=]
ddCasnAmvance | Update Totals |
Total Advance Applied: 0.00 Z:R
Total Employee Expenses: £,00000 ZAR
Total Due Employee: 5000.00 ZAR
oK
Dane @ memet

5b.6

Select the relevant travel authorization.

eate - Windows Internet Explorer

G’@- &) retpriiapprsmtsot up.aczaron CVEEJERP s WEELIB_TE_NAY. WEBLIE_FLNCTICH FisldFormula, iScript_AddExpense?TE Menu.Yar=ALDITEPO! (M

File Edit View Faworkes Tooks Help

Sl Favorites Bcreate

Look Up Advance ID

Search by: advance IDbegins with

Look Up | cancel | sgyanced Lookup

Search Results

vance Descripti
0000000001 Advance 11-03-2013 1000
0000000002 Advance request 13-3-2013 1000
0000000007 Test chartfields
0000000018 Test journal entries - 25-03
0000000017 Cash adv journals
0000000021 Test cc on CASH advance
0000000022 Test smart security
0000000025 Test e-mail notification
0000000034 Liquidating commitment
0000000045 Test foreign subsistance wizz 957
0000000064 FLight ticket USA 10000

#100%
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Step

Action

5b.7

expense report.

reate - Windows Internet Explorer

Change the amount in the column Total Applied to R5 000 (the actual expense). The
report indicates that R5 000 is due to UP. Then, upload your proof of payment to the

g_\;rv [BY peegager up.ac.za 700 OVEE, 1B_TE_Hv. WEBLIB_FLNCTION FieldFarmula iscrint _addExpense?TE Menu.var=AuptTarcl 3] [$4) (6] [0 Live search ]

File Edit View Favortes Tools Help

< Favorites | Ecreste

i Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

Favortes : Main Menu > Travel and Expenses

Create Expense Report

Apply Cash Advance(s)

IMartha Jacobs Report ID: NEXT
*Advance ID Advance Amount Balance Total Applied
0000000054 10000.00 0.00 ZAR 1.00000000 0000, 00l SIS
A0 Cash Agvance | Update Totals |
Total Advance Applied: 10,000.00 ZAR
Total Employee Expenses: 500000 ZAR
Total Due Company: 5,000.00 ZAR

0K

£ v Bl [0 = - Page- Safety~ Tools

Home | Workist | | AddtoFavortes | Siar

MNew Window | Help | Personalize Page |

€ Internet v ®100%

5b.8

Click on the OK button.
K

5b.9

Click on the Submit button or Save for Later button.

reate - Windows Internet Explorer

6:;; Ed |g, Fitp:jappfertsil up.ac.za: 700 OVEEJERP s /WEBLIB_TE_MAY. WEBLIE_FUNCTION FieldFor

iSeript_ddExpense?TE Menu.Var=aUoiTerol [ [#][5¢] [ 2 Live search

File Edit View Faworkes Tooks Help

< Favorites | @creats

Welcome Mokoditlwa,Paulina (P4290933) to Test ( PSFSMTSA )

Favorites ¢ Main Menu > Travel and Expenses
¥ General Information

*Description: [FLigntticket UsA | comment:

“Business Purpose: | General Ad Hac Purchases ~| ‘
Reference: 0000000084

*Default Location: South Africa @

Authorization 1D: 0000000072

Accounting Defaults Apply Cash Advan:

O | st | [20130801 5 5.000.00 2AR |Q [ Creditcard  w||INTERN v ||*Detail
Copy Selected | Delete Selected | New Expense v| 2dd] Check For Emors |
Employee Expenses: £,00000 ZAR Due Employee: 000 ZAR
Hon-Reimbursable Expenses: 0.00 ZAR Due Vendor: 0.00 ZAR
Prepaid Expenses: 0.00 ZAR
Employee Credits: 0.00 ZAR
Vendor Credits: 000 ZAR
Cash Advances Applied: 5,000.00 ZAR

Definition of Totals Update Totals

Save For Later Submit

Expense Report Project Summary
Return to Expense Report

£ v B) [ d= - Page- Safety~ Taoks -

Worklist

Add to Favortes

Siar

Dane

@ Internet. g Em100%
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Step

Action

5b.10

Click on the OK button.

£ Create - Windows Internet Explorer

Go-

iér) = [

File Edit View Favortes Tools Help

< Favarites | B create ‘7

f-8

=1

@ ~ Page~ Sefety~ Tools -

Favortes : Main Menu > Travel and Expenses

Welcome Mokoditiwa,Paulina (P4290833) to Test ( PSFSMTSA }

Sigr

=
@

Home | Workist | | AddtoFavorites |
Create Expense Report
Submit Confirmation
IMartha Jacobs ReportID: NEXT
Expense Report Totals
Employee Expenses 5,000.00 ZAR Due Employee: 0.00 ZAR
Non-Reimbursable Expenses: 0.00 ZAR Due Vendor. 0.00 ZAR
Prepaid Expenses: 0.00 ZAR Definition of Totals.
Employee Credits: 0.00 ZAR
Vendor Credits: 0.00 ZAR
Cash Advances Applied: 5,000.00 ZAR
' Cicrokto submit, or click Cancel to return to the expense repart without submitting
oK Cancel
Dane @ Internet g E100%
‘istat E L E& DG

5c. Settlement which is more than the advance

An example of an advance authorisation where the expenses of the claimant are more than the advance

received.

Step

Action

5c.1

Repeat steps 5a.1 to 5a.12.
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Step

Action

5c.2

In this example the total expenses are more than the Advance. Enter the total of the
expense in the Amount Spend column. Click on the Apply Cash Advance(s) link.

Lpply Cash Advance(s)

{= Create - Windows Internet Explorer,

6@" |E htep:/iappf . f—

OVEE, 1B_TE_NAW.WEBLIE_FUNCTION. FigldFormula iScript_AddExpense?TE. Menu.var=ALDITEPO! vl X |p Live Search

File Edit View Favortes Tools Help

< Favorites | Bcreate

Favortes : Main Menu > Travel and Expenses

Create Expense Report

Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

Home | Workist

MNew Window | Help | Personalize Page |

Expense Report Entry

~ General Information

Aletta de Kock User Defaults ReportID:

Reference: 0000000085

*Description: |Flwgnt 1o spain | Comment:
“Business Purpose: | General Ad Hoo Purchases ~|
“Default Location: South Africa [@

Authorization1D: 0000000074

Accounting Defaults

D oo 5] oo

CopySelected | Delste Selectes | New Expense ¥ add Check For £

rrors |

Employee Expenses: 10,000.00 ZAR
Hon-Reimbursable Expenses: 0.00 ZAR
Prepaid Expenses: 0.00 ZAR
Employee Credits: 0.00 ZAR
Vendor Credits: 0.00 ZAR

Due Employee: 10,00
Due Vendor:

000 ZAR
000 ZAR

% v Bl [0 = - Page - Safety~ Tools

| | AddtoFavoites | Siar|

javascript:submitAction_win0{document wind,'EX_HDR_W/RK_PB_CASH_ADY);

& mneernet

v ®100%

5c.3

reate - Windows Internet Explorer

65; w [ httpifisppfsmtsit up.ac.2:700

PLOVEE/ERPjs/WEBLIB _TE_NAY.WEBLIE_FUNC TICH. FieldFor

iSeript_iddExpense?TE Menu.var=aUoiTarol [ (£ (3¢ [ 2 Live search

File Edit View Favortes Tooks  Help

i Favorites | Ecreats

Favorttes § Main Menu »> Travel and Expenses

Create Expense Report

Welcome Mokoditiwa,Paulina (P4290933) to Test ( PSFSMTSA )

Home | Workist

New Window | Help | Personalize Page ||

Apply Cash Advance(s)
Aletta de Kock

Advance ID Advance Amou Balance
[ 0000 0.00
Add Cash Advance | Update Totals |
Total Advance Applied: 0.00 ZAR
Total Employes Expenses: 15,000.00 ZAR
Total Due Employee: 15,000.00 ZAR

oK

Report ID:

NEXT

Total Applied

0.00/zaR [=]

£ v Bl [ e v Page- Safety~ Tooks -

| | AddtoFavortes | Siar|

Dane

@ Internet
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Step

Action

5c.4

Select the relevant advance.

Create - Windows Internet Explorer,

6@' |E http:/ianpf up. ;700 (OVEEJERP5/WEBLIB_TE_MAY.WEBLIE_FUNCTION FieldFormula.iScript_sddExpense?TE Menu.Var=AUDITERO! |

[%] [P e searah

File Edit View Favortes Tools Help

i Favorites | @icrasts - L - [ @= v Page~ Safety~ Tools -

Look Up Advance ID

Search by: advance IDbegins with

Look Up | Cancel |Anvanced Lookup

Search Results

0000000082 Flight ticket Spain
0000000065 Flight to spain 10000 ZAR

5c¢.5

Click on the OK button. oK An amount of R5 000 is due to the employee and will

be paid with the next pay run.

reate - Windows Internet Explorer

W@ - |a https/appf up 700 CNEE, 1B_TE_MAV.WEBLIB_FUNCTION FieldFormula. iScript_AddExpens=?TE. Menu.Var=AUDTTERO! ‘v_| |E| \Z\ | P Live search H

File Edit View Favortes Tools Help

Ty Favorites | @ create
[

Favorites : Main Menu > Travel and Expenses

Welcome Mokoditlwa,Paulina (P4290933) to Test { PSFSMTSA )

New Window | Help | Personalize Page |

Create Expense Report
Apply Cash Advance(s)

Aletta de Kock Report ID: NEXT
Exchange
A Total Applied
0000000085 10000.00 0.00 ZAR 1.00000000 10000.00/ 2AR  [=]
Add Cash Advance | Update Totals |
Total Advance Applied: 10,00000 ZAR
Total Employee Expenses: 15,000.00 ZAR
Total Due Employee: £,000.00 ZAR

0K

o @ mtene g v ®100%
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Step

Action

5c.6

The summary will show that an amount is due to the Employer. Click the Submit button
or Save button for later use.

6\:}* |g‘ htep:/jappf up. ;700 (OVEEJERP 5/ WEBLIB_TE_MAY.WEBLIE_FUNCTION FieldFar

i5eript_iddExpense?TE Menu.var=aloiTerol (] [$ (24 [ 2 Live search

File Edit View Favortes Tools Help

< Favorites | Ecreste

i - B) [0 = v Pags - Safety -

Home | Workist | | Addto Favorites
Favortes : Main Menu > Travel and Expenses
~ General Information

“Description: |Fhumlu spain | Comment:

“Business Purpose: | General Ad Hoc Purchases vl
Reference: 0000000065

“Default Location: South Africa =Y
Authorization 1D: 0000000074

Accounting Defaults Apply Cash A (s) More Options: G0

O | | &ir Travel szmatosm@” 15.000.00||ZAR | |[creditcard s [INTERN v ||2Detail | ]
Copy Selected | Delete Selected | Mew Expense | Add Che:kFurErrursl

Employee Expenses: 15,000.00 ZAR Due Employee: 5,000.00 ZAR
lon-Reimbursable Expenses: 0.00 ZAR Due Vendor: 0.00 ZAR
Prepaid Expenses: 0.00 ZAR

Employee Credits: 0.00 ZAR

Vendor Credits: 0.00 ZAR

(Cash Advances Applied: 10,000.00 ZAR

Definttion of Totals Update Totals
Szl ST | Expense Report Project Summary
Return to Expense Report

Tools =

Sigr

5c¢.7

Click on the OK button.

indows Internet Explore

Q ; 700
G‘;rv (&1 hepsspaper wp OVEE

1B_TE_HAV. WEBLIB_FUNCTION.FieldFormula Script_addExpense?TE. Menu.Var=aUbtTerol 8] [ (] [ tve search

File Edit View Favortes Tools Help

I Favortes | @create

=

&, HUH

v B [0 @ v Page- Safety- Tao

Welcome Mokoditlwa,Paulina (P4290933) to Test { PSFSMTSA )

Workist | | Add to Favorites
Favorites ¢ Main Menu > Travel and Expenses

Create Expense Report
Submit Confirmation

Aletta de Kock Report ID: NEXT
Expense Report Totals
Employee Expenses: 15,000.00 ZAR Due Employee: 5,000.00 ZAR
Non-Reimbursable Expenses: 0.00 ZAR Due Vendor: 0.00 ZAR
Prepaid Expenses: 0.00 ZAR Definition of Totals
Employee Credits: 0.00 ZAR
Vendor Credits: 0.00 ZAR
Cash Advances Applied: 10,000.00 ZAR

v Gisok submit, or click Caneel to refurn to the expense report without submitting

oK Cancel

Dane

ls -

@ Internet v E 00
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D. Travel and Expense Reports

1. How can you view your Advance or Expense Report

Step Action

[ T T T T P T

D1.1 [» Accounts Payable

[+ Asset Management
[ Banking

[ Cash Management
[ VAT and Intrastat

[ Commitment Control
[- General Ledger

2\
J \

[ LIP Reports

[

[ Set Up Financials/Supply Chain
[+ Enterprise Compaonents

[= Waorklist

[ Tree Manager

Click on UP Reports on your main menu.

D1.2 & Base Navigation Page - Windows Internet Explorer T —

m- [2] nitp://appfsmts01.up.ac:zaiT003/psp/psfsmtsa/ EIMPLOYEE/ERP/5/WEBLIE_PTPP_SC.HOMEPAGE FicldFormulalScript AppHP7pt fname=UP_REPORTSEFolderPath=POl + | &,‘ xT B Googie

File Edit View Favorites Tools Help

_x A -

< Favorites | < @2 Department of Informatio... ] Web Slice Gallery = <\ Absa Business Integrator (2) @& Absa Business Integrator (@ Afrikaans Meisies Hogr Pr... || Banner_Part2[3] 2| Contact Details &) Curr
] f~ B - @ - Pagg
Welcome de Waal Marietjie (P4132718) to Test{ PSFSMTSA |

55 - | @ PeopleSoft session xpired | € Base Navigation Page % |
-

Home | workist | | 4
Fawvrtes MalnvMEnu > UP Revavj

Main Menu >

=
m UP Reports
UP Reports
[// Acconn(s Receivable (AR] ﬁ Accounts Payable (AP) ﬁ,’ General Ledger (GL)
] AR Customerfems Accounts Payable (AP) General Ledger (GL)

= Cost Centre Description
= Cost Centre Summary/Detail
= Delete Run Contro|

4 More

[/I General(AM.AR,AP.GL) Expenses(EXP)
General(AM, AR AF GL) 5 Expenses Revoet
] UP Query Manager

€4 Local intranet | Protected Mode: Off

7 9N EEnEns BEICITRIE ™ ~ = -oo

Select Expense Report.
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Step Action

@ Expenses - Windows Intemnet Explorer
Dl 3 Expenses Report P

8] http://appfsmisDl.up.ac.za:7003/psp/psfsmtsa/EMPLOYEE/ERP/c/UP_EXP_MNU.UP_EXPREP1_CMP.GBL?PORTALPARAM_PTCNAV=UP_EXPREP1_CMP_GEL&EOPP.SCN | 4 ‘ X ﬂ

File Edit View Favorites Tools Help
x | -

¢ Favorites | <l ] Department of Informatio... 8] Web Slice Gallery v <\ Absa Business Integrator (2) & Absa Business Integrator (@ Afriksans Meisies Hogr Pr... || Banner_Part2[3] & Contact Details & Curr
| @ Eenses Report ‘ |

v B - @ - P

Favnvrtes MalnvMEnu > UP REDDFE b3 Expensves(EXP) > Expenses Report

Expense Reporting

Enter any information you have and click Search. Leave fields blank for a list of all values

User ID: [begins with ~ [P
Run Control ID:| begins with ~

[[Icase Sensitive

Sedrd | Clear |pasicSearch [B) Save Search Griteria

Ne matching values were found.

Find an Existing Value | Add a New Value

€4 Local intranet | Protected Mode: Off

Click on Add

D1.4 @ Expenses Report - Windows Intemet Explorer SURNIIS SRS S B

- ‘|E; http://appfsmtsDl,up.ac.za;7003/psp/psfsmtsa/EMPLOYEE/ERP/c/UP_EXP_MNU.UP_EXPREP1_CMP.GBL?PORTALPARAM PTCNAV=UP_EXPREP1_CMP_GBL&EOPP.SCN v | ‘7‘ X ‘ ‘m Google
File Edit View Favorites Tools Help

'« T -

g Favorites | 5 & Department of Informatio... ] Web Slice Gallery v <\ Absa Business Integrator (2) & | Absa Business Integrator (g Afrikaans Meisies Hoer Pr... (| Banner_Part2[3] | Contact Details & Curr
| @ Expenses Report ‘ |

fi - B -2 & - Pagd

Favorites © Main Menu > UP Reports > Expenses(EXP) > Expenses Report

tew Window | Hely
Expense Detail

UserID FP4308581

Run Control ID 1

Business Unit Load Data
Empl ID
Payment Date

Advance ID

ReportID

Travel Authority or Expense Al ¥

Pay Cycle ExPNS [Q

Pay Cycle Sequence Number 0|y

Enter your Employee number in the required field, and the wild chart % in the Advance ID
and Report ID field. Enter the payment from and to date.
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Step

Action

D1.5

@ Expenses Report - Windows Intemet Bxplorer LIS s i B s e

= [ ] htp://appfsmts0.up.acza:7003/ psp/ psfsmisa/EMPLOYEE/ERP/c/UP_EXP_MINU.UP_EXPREPL CMP.GEL?PORTALPARAM PTCNAV=UP_EXPREPL CMP_GBLEEOPP.SCN + | &,‘5\ Google

File Edit View Favorites Tools Help

I -

< Favorites | < @) Department of Informatio... ] Web Slice Gallery = <\ Absa Business Integrator (2) @& Absa Business Integrator (@ Afrikaans Meisies Hogr Pr... || Banner_Part2[3] 2| Contact Details &) Curr
| @ Expenses Report ] B~ B v @ v Pagd
Welcome Nieuwoudt,Gretha {(P4308581) to Test { PSFSMTSA )

Favuvrtes MalnvMEnu > UP REDDFE b3 Expensves(EXP) > Expenses Report

New Window | Hely

UserID P4308581
Run Control ID_1
Business Unit \UPOOO Load Data
Empl D 02471920 Q) 4 Last »
Name
Payment Date 201310101 | to IE]
Advance ID K [
Report ID % @
Travel Authority or Expense Al b
Pay Cycle EXPNS [ @
Pay Cycle Sequence Number 0|Q

Personalize | Find | View A

e Fist K

Sourse Payment ¢ gl in Payme

Transaction | Date it e=iata]
0.00

Done €4 Local intranet | Protected Mode: Off

7 O RIS @ o T N -

Press Load Data.
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Step Action

D1.6 For more detail on the related expenses, click on the amount (hyperlink).

Creation  [Accounting

Check 0000000034 Expense 0000078219 |PD 2013704015 |2013/04/15 |2013/04115  |Onderstepoort - Klipgat | 00038 ADGZ 04408 83.5(
Check 0000000034 Expense 0000078219 |PD 2013/04i15 | 2013/04/15 |2013/04115 |Hatfield to Onderstepoort |0003& ADJ162 05584 454 51
Check 0000000034 Expense 0000078219 |PD 2013704015 |2013/04/15 |2013/04115 | Per diem CTN 00038 ADGZ 05583 251.0
0000000034 Total 789.0
Expense Total 789.0

A list of advances and expenses issued against you Employee number will be generated.

Status abbreviation descriptions are as follows:

AD)J Adjusted

APR Approved

APY Approved for Payment
CLS Closed

DEN Denied

DNA Denied by Approver
DNU Denied by Auditor

HDA On Hold by Approver
HDU On Hold by Auditor

HLD Hold

MFS Marked For Submit

PD Paid

PND Pending

PRO In Process

RAP Approved

RCN Reconciled

STG Staged

SUB Submitted

XML Submitted, Pending Validation

The payment date, document description, Cost centre and account are reflected on the
report.
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