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Expense (EX) Expense Reports – Creating, Copying a Travel Authorization into,  Modifying, Printing, Viewing, Deleting, Marking for Close, Withdrawing, Locating the Report ID or Empl ID, Reviewing Payment Information, Identifying Budget Check Exceptions
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Date 
	02/17/2025 – There has not previously been a job aid with all these topics.

If you find errors or omissions or have other suggestions for this job aid, log a Kansas Service Desk ticket with Expense as the Category.

	Purpose

	This job aid discusses:

· Creating an expense report.

· Using Per Diem Deductions to set MI&E calculations including first/last day

· Copying a travel authorization into an expense report.

· Modifying an expense report.

· Printing an expense report.

· Viewing an expense report.

· Deleting an expense report.

· Marking an expense report for close.

· Withdrawing an expense report.

· Locating the expense report ID or empl ID.

· Reviewing expense report payment information.

· Identifying expense reports with budget check exceptions.

See job aid titled “EX Approvals…:” for discussion of modifying an approved expense document.

See job aid titled “EX Journal Expense Reports…:” for discussion of journal expense reports.

An expense document may be a cash advance (CA), travel authorization (TA), or an expense report (ER).
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Overview

	
An expense report is used to reimburse employees for travel-related expenses.  





	
Creating or Modifying an Expense Report

Some agencies enter ERs centrally for their employees while other agencies allow their employees to enter their ERs themselves. 

Field values may auto populate in the ER if they were set up as default values in the employee’s expense profile.  Navigation to employee’s expense profile:  Expenses >  Employee Info & Security > Update Employee Detail > Organizational Data [tab] > Default Chartfield Values.  The auto populated fields may be modified.

Fields marked with an asterisk are required fields.  Additional fields may show based on field values selected or entered.


	

	
Creating an Expense Report – Steps numbers are followed by an A.


	
1A

	
Navigate to create an ER. 

	
Navigation:  Expenses > Expense Reports > Create/Modify.



	
2A

	
Enter the Empl ID.

Click Add.



	
[image: the Expense Report-Add a New Value page with Empl ID field and the Add button called out with a box.]


	
(Optional) - Copying a Travel Authorization into an Expense Report

Skip to set 3A if not copying a travel authorization (TA) into the ER.

A TA can only be copied into an ER when the ER is created.  If the TA is not copied in at that time, the ER must be deleted and an entirely new ER created.


	
A

	
Click A Travel Authorization.

Click GO.  
	
[image: the Create Expense Report page with Quick Start - A Travel Authorization selected and GO button called out with a box.]


	
B

	
Click Select for the TA to be copied.
	
[image: a Copy from Approved Travel Authorization page with Search and Select buttons called out with a box.]

The search From Date defaults to three months prior to the current date.  The To date defaults to one month after the current date.  Adjust the dates if necessary, click Search.

The TA values that are auto populated into the ER may be modified on the ER.


	
End of “(Optional) – Copying a Travel Authorization into an Expense Report” steps.


	
3A

	
Enter the header fields.


	
[image: the Create Expense Report page with Business Purpose, Default Location, and Report Description fields called out with a box.]

If a TA was copied into the ER, the fields may already be auto populated but may be modified.

Header section fields:

· Business Purpose – Select the Business Purpose.

· Report Description – Enter a Report Description.

· Default Location (optional) – Select a Default Location to auto populate the Location field on the expense lines.  The Location field may be modified.  The Location is where the official State business occurred.


	
4A

	
Enter the expense line fields.

To add an expense line, click +.

To delete an expense line, click -.
	
[image: the ER Expenses line screenshot with Date, Expense Type, Description, Payment Type, Amount, Billing type, and Location fields, and plus and minus sign buttons called out with a box.]

If a TA was copied into the ER, the fields may already be auto populated but may be modified.

Expenses section fields:

· Date – Select the expense date.

· Expense Type – Select the Expense Type.

The Expense Type and Payment Type should both be a prepaid type or a regular type or automatically generated accouting entries will be incorrect.  A prepaid Expense Type literally starts with the word Prepaid.  A prepaid Payment Type is any Payment Type other than Cash.  A regular Expense Type literally starts with a word other than Prepaid.  The only regular Payment Type is Cash.  

· Description – Enter a description of the expense.

· Payment Type – Select the Payment Type.  

Cash is the only payment type that results in reimbursement to the employee.

The Expense Type and Payment Type should both be a prepaid type or a regular type or automatically generated accouting entries will be incorrect.  A prepaid Expense Type literally starts with the word Prepaid.  A prepaid Payment Type is any Payment Type other than Cash.  A regular Expense Type literally starts with a word other than Prepaid.  The only regular Payment Type is Cash.  

· Billing Type – (usually does not require modification)

The Billing Type field defaults to Billable and only has an effect if your agency uses Projectsand Grants-Customer Contracts and there is project chartfield information on the expense line.


	
4A
	
(cont’d)
	
· Originating Location – Select the Originating Location. 

If Meals and Incidental Expenses is selected as the Expense Type, an Originating Location field shows.  The Originating Location is where the employee is based, usually the employee’s office or home. 

KS [or other state], Standard Conus Rate should be selected only if the city or county is not listed.

· Location – Select the Location.

The Location is where the official State business occurred.

KS [or other state], Standard Conus Rate should be selected only if the city or county is not listed.

SMART calculates the Amount based on the Location however, the Amount may not be correct. See discussion under Amount below.  

· Per Diem Deductions (link) 

If Meals and Incidental Expenses is selected as the Expense Type, a Per Diem Deductions link shows.  [image: the Expenses section on the Expense Report. Per Diem Deductions is called out.]


On the first day and last day of travel, the Per Diem Deductions link should be used to reduce the per diem amount paid to 75% of a full travel day.  Per Diem Deductions should also be used to reduce the per diem amount paid on any days where meals were provided at no cost to the employee. Click the Deduction Flag box for any deductions that need to be applied. The deductions are a percentage not a dollar amount.  

[image: the Per Diem Deductions pop up box. First/Last Day Deduct and Breakfast Per Diem Deduction are checked.]

Click OK.  

For multi-city travel in the same day with different per diem amounts, separate the cities and check the deduction box on all lines.

· Amount – Manually calculate and enter the amount.  

If Meals and Incidental Expenses is selected as the Expense Type,  manually calculate the Amount as the populated amount may not be correct. The KS_EX_CONUS_RATES query should be used for the M&IE Daily Rate entered on the Worksheet. 

See job aid titled “M&IE Worksheet” for help in calculating the correct amount.  

A comment is required for any credit (shows as a negative) amount entered.  $0.00 amounts are not allowed, explanatory notes should be used instead.


	
5A

	
If the Accounting Details are not showing, click the Expand Accounting Lines icon.



Enter the expense distribution line fields.



To add an expense distribution line, click +.

To delete an expense distribution line, click -.

	
[image: the ER expenses line screenshot with an arrow pointing to the Accounting Details icon.]

The Accounting Details can be set to default as expanded on the employee’s EX employee profile-User Defaults tab. See job aid titled “EX Employee Info & Security…:” for related discussion.

[image: the ER distribution line, scrolled left to show the first half of the available fields.]


[image: the ER distribution line scrolled full right to show the remaining field options. the plus and minus sign buttons that add or remove are called out with a box.]

If a TA was copied into the ER, the fields may already be auto populated but may be modified.

Accounting Details section fields: 

· GL Unit – Auto populates.

If the correct GL Unit does not auto populate, it should not be changed and the ER should not be used.  Navigate to the employee’s expense profile:  Expenses >  Employee Info & Security > Update Employee Detail > Organizational Data [tab] and check the Default Profile box for the row with your GL Unit.  Create an entirely new ER, confirm the correct GL Unit auto populates.

The following Chartfields are required, other Chartfields are optional:

· Fund – Select the Fund.

· Bud Unit – Select the Budget Unit

· Program – Select the Program

· Account – Auto populates but may be modified.





	
6A

	
Enter Notes (optional).

Add Attachments (optional).


	
[image: the Create Expense Report page with Notes and Attachments buttons called out with a box. ]

Notes may be added to an ER in any status from the ER Summary page.  If there are any notes, the Notes icon will show lines.

For attachments, see job aid titled “EX Attachments…:” for related discussion.  Attachments may only be added to an ER in Pending status from either the ER Summary or ER Details page.


	
7A

	
To save an incomplete ER, click Save for Later.

Skip to step 9A.

See step 8A to submit a complete ER for approval.  

	
[image: the Create Expense Report page with Save for Later button called out with a box.]

[image: ]

SMART does not check for errors until an ER is submitted for approval.  This is different than for a TA which checks for errors when a TA is saved for later or when a TA is submitted for approval.


	
8A

	
To submit a complete ER for approval, click Summary and Submit.




Check the certification statement box.


Click Submit Expense Report.

If an Expense Report Submit Confirm box shows, there are no errors, click OK. 

Skip step 9A.

	
[image: the Create Expense Report with Summary and Submit button called out with a box.]

[image: ]

[image: the Create Expense Report page with certification checkbox and Submit Expense Report button called out with a box.]


[image: the Expense Report Submit Confirm, Create Expense Report - Save Confirmation page with OK button called out with a box.]

SMART does not check for errors until an ER is submitted for approval.  This is different than for a TA which checks for error when a TA is saved for later or when a TA is submitted for approval.


	
9A

	
If any red flags are showing, there are errors, click the flag.



Review the error.

Click Return.




Correct the error.

Click Summary and Submit.

Click Submit Expense Report.

Repeat step 9A for each error before proceeding.

If an Expense Report Submit Confirm box shows, there are no errors, click OK. 



	
[image: the ER expenses line screenshot with a arrow pointing to the Error Flag, an icon that indicates there is an issue.]

Errors must be corrected before the ER can be submitted for approval.

[image: the Expense Report Line Errors pop up message which opens when you click the error flag icon. Return button is called out with a box.]




[image: ]



[image: ]







[image: the Expense Report Submit Confirm, Create Expense Report - Save Confirmation page with OK button called out with a box.]






	
Modifying an Expense Report – Steps numbers are followed by a B.


	
1B

	
Navigate to modify an ER. 

	
Navigation:  Expenses > Expense Reports > Create/Modify.



	
2B

	
Click Find an Existing Value.


	
[image: the Expense Report - Add a New Value page with Find an Existing Value button called out with a box.]


	
3B

	
Enter the Report ID.

Click Search.

	
[image: the Expense Report - Find an Existing Value page with Report ID begins with field and Search button called out with a box.]

The screenshot above shows a search by Report ID, other search criteria may be used.

Only ERs in Pending status show.


	
4B

	
Modify the ER.





	
[image: the Modify Expense Report page.]


	
5B
	
To save an incomplete ER, click Save for Later.

Skip to step 7B.

See Step 6B to submit a complete ER for approval.  

	
[image: the Modify Expense Report page with Save for Later button called out with a box.]

You cannot change the Expense Type on an ER with a TA but the Account on the distribution line can be modified.

[image: ]



	
6B
	
To submit a complete ER for approval, click Summary and Submit.



Check the certification statement box.


Click Submit Travel Authorization.

If an Expense Report Submit Confirm box shows, there are no errors, click OK.


	
[image: the Modify Expense Report page with Summary and Submit button called out with a box.]

[image: ]

[image: the Modify Expense Report page with certification statement checkbox and Submit Expense Report button called out with a box.]

[image: the Expense Report Submit Confirm, Expense Report - Submit Confirmation page with OK button called out with a  box.]

SMART does not check for errors until an ER is submitted for approval.  This is different than for a TA which checks for error when a TA is saved for later or when a TA is submitted for approval.


	
7B

	
If any red flags are showing, there are errors, click the flag.



Review the error.

Click Return.




Correct the error.

Click Summary and Submit.

Click Submit Expense Report.

Repeat step 7B for each error before proceeding.


If an Expense Report Submit Confirm box shows, there are no errors, click OK.

	
[image: the ER expenses line screenshot with a arrow pointing to the Error Flag, an icon that indicates there is an issue.]

Errors must be corrected before the ER can be submitted for approval.

[image: the Expense Report Line Errors pop up message which opens when you click the error flag icon. Return button is called out with a box.]




[image: ]



[image: ]








[image: the Expense Report Submit Confirm, Expense Report - Submit Confirmation page with OK button called out with a box.]


	
Printing an Expense Report

An ER can also be printed via Expenses > Expense Reports > View Printable Version [from the ER Summary page] > Print Expense Report.  The ER opens for printing in PDF format, it does not include ChartField or approval information.


	
1

	
Navigate to print an ER. 

	
Navigation:  Expenses > Expense Reports > Print.



	
2
	
Enter the Report ID.

Click Search.

	
[image: the Expense Report - Find an Existing Value page with Report ID begins with field and Search button called out with a box.]

The screenshot above shows a search by Report ID, other search criteria may be used.


	
3


	
Click Print Expense Report.

	
[image: the Expense Report header screenshot with Print Expense Report button called out with a box.]

[image: ]

The ER opens for printing in PDF format, it does not include ChartField or approval information.






	
Viewing an Expense Report


	
1

	
Navigate to view an ER. 

	
Navigation:  Expenses > Expense Reports > View.



	
2
	
Enter the Report ID.

Click Search.

	
[image: the Expense Report - Find an Existing Value page with 'Report ID begins with' field and Search button called out with a box.]

The screenshot above shows a search by Report ID, other search criteria may be used.

ERs in any status show.






	
Deleting an Expense Report


	
1

	
Navigate to delete an ER. 

	
Navigation:  Expenses > Expense Reports > Delete an Expense Report.


	
2
	
Enter the Empl ID.

Click Search.

	
[image: the Delete Expense Report-Find an Existing Value page with Empl ID begins with field and Search button called out with a box.]

The screenshot above shows a search by Empl ID, other search criteria may be used.

Only ERs in Pending status show.


	
3


	
Check the Select box for the ER to be deleted.

Click Delete Selected Report(s).

	
[image: the Travel and Expense - Delete an Expense Report page with Select box and Delete Selected Report(s) button called out with a box.]


	
4
	
Click OK.
	
[image: the Travel and Expense - Delete Confirmation page with OK button called out with a box.]




	
Marking an Expense Report for Close

Mark an ER for close to keep it from picking up in paycycle.  Also, check the Hold Payment box on the employee’s EX employee profile-Bank Account tab until the ER has actually been closed to help ensure the ER is not picked up in paycycle.

When an ER is closed, EXCLOSE accounting entries are created, these entries reverse the EXACCRUAL accounting entries. 


	
1
	
Navigate to mark an ER for close. 

	
Navigation:  Expenses > Expense Reports > Mark Expense Report for Close.



	
2
	
Enter the Report ID.

Click Search.

	
[image: the Expense Report - Find an Existing Value page with Report ID begins with field and Search button called out with a box.]

The screenshot above shows a search by Report ID, other search criteria may be used.

Only ERs in Approved for Payment status and journal ERs in Paid status show.  Journal ERs should not be marked for close.


	
3


	
Click Close.

	
[image: the Mark Expense Report for Close page with Close button called out with a box.]

Marking an ER for close does not close the ER but flags it for OAR to effect the close.  Log a Kansas Service Desk ticket with Expense as the Category for assistance.


	
Withdrawing an Expense Report

Withdraw an ER to remove it from approval workflow and to return it to Pending status.  In Pending status, the ER may be modified and resubmitted for approval, resubmitted to route via updated approval workflow, deleted, or attachments added to or deleted from it.

The Withdraw Expense Report button is only active if the ER is in Submitted for Approval status and if you are an authorized expense user to the employee.  See job aid titled “EX Employee Info & Security…:” for related discussion.


	
1
	
Navigate to withdraw an ER. 

	
Navigation:  Expenses > Expense Reports > View



	
2
	
Enter the Report ID.

Click Search.

	
[image: the Expense Report - Find an Existing Value page with Report ID begins with field and Search button called out with a box.]

The screenshot above shows a search by Report ID, other search criteria may be used.

ERs in any status show.


	
3
	
Click Withdraw Expense Report.

	
[image: the View Expense Report page with Withdraw Expense Report button called out with a box.]


	
Locating the Report ID or Empl ID


	
1

	
Navigate to locate the Report ID or  Empl ID. 

	
Navigation:  Expenses > Expense Reports > View.



	
2

	
To locate the Report ID, enter values into any Search Criteria fields other than Report ID.  




Click Search.


	
[image: the Expense Report - Find an Existing Value page with Report Description, Empl ID, Name, Report Status, and Creation Date fields and Search button called out with a box.]

[image: the Expense Report - Find an Existing Value page with an arrow pointing to the Report ID caption.]

The screenshot above shows a search by Empl ID, other search criteria may be used.

The Search Results show the Report ID.


	
3

	
To locate the Empl ID, enter values into any Search Criteria fields other than Empl ID.  







Click Search.

Once the ER shows, click Return to Search.




	
[image: the Expense Report - Find an Existing Value page with Report Description, Empl ID, Name, Report Status, and Creation Date fields and Search button called out with a box.]


[image: ]


[image: the Search Results with an arrow pointing to the Empl ID field.]

The Search Results show the Empl ID.





	
Reviewing Expense Report Payment Information


	
1
	
Navigate to review ER payment information. 

	
Navigation:  Expenses > Process Expenses > Review Payments > 
View Expenses Payroll History. 

“Payroll” should not be in the description, payroll information does not show in the search results.


	
2
	
Enter the Empl ID.

Click Search.

	
[image: the Employee Payment History - Find an Existing Value page with Empl ID begins with field and Search button called out with a box.]

The screenshot above shows a search by Empl ID, other search criteria may be used.


	
3
	
Click the row with the payment information to review it.

 
	
[image: the Search Results screenshot with Empl ID Name, Payment Number, SetID, Bank Code, Bank Account, Payment Reference, and Create Date fields called out with a box.]

Click anywhere on the row to view the detail.

A row is created when an ER is picked up in paycycle.


	
4
	
Review the payment history.

 
	
[image: the Employee Payment History page.]

The Pay Status is Staged until nightly processing when the status changes to Paid.

The Payments detail will not show until the Pay Status is Paid.

Multiple ERs may be included in a single payment, a row will show for each ER.






	
Identifying Expense Reports with Budget Check Exceptions


	
1
	
Navigate to identify ERs with budget check exceptions.

	
Navigation:  Expenses > EX Accounting > Budget Checking > Ex Report Budget Exceptions.



	
2
	
Select Errors Exist.

Click Search.

	
[image: the Expense Report Exceptions - Find an Existing Value page with Process Status -Errors Exist selected field and Search button called out with a box.]

The screenshot above shows a search by Errors Exist, other search criteria may be used.

Only ERs with budget check exceptions show.


	
3

	
Review the error.

Correct the error.



	
[image: the Expense Report Exceptions page with expense sheet exceptions tab called out with a box.]

The Expense Sheet Exceptions tab shows the Ledger Group and a description of the exception for each distribution line on the ER.  

[image: the Expense Report Exceptions page with line exceptions tab called out with a box.]

The Line Exceptions tab shows the chartfields for each distribution lne on the ER.
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