CREATE EXPENSE REPORTS FOR
THEMSELVES OR ON BEHALF OF X
OTHERS

QuIcK REFERENCE GUIDE EX-07

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step guide of how users can
Create Expense Reports for Themselves or on Behalf of Others in the North Carolina Financial
System (NCFS).

Introduction and Overview

This QRG covers the process of creating Expense Reports for oneself or on behalf of others. It also
includes splitting of Expense Allocation.

Create Expense Reports for Themselves or on Behalf of Others

To Create Expense Reports for Themselves or on Behalf of Others, in the NCFS, please follow the
steps below:

1. Login to the NCFS portal with your credentials to access the system.

2. Click the Navigator [ =] icon on the top left on the Home Page.

Good afternoon, Expense Preparer 1400!

© © .

APPS
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QRG EX-07 — Create Expense Reports for Themselves or on Behalf of Others

3. Click the Me tab to expand it. Then, click the Expenses button. The Expense Reports
Dashboard opens.

L Show More
() Home
Me A
%?1 Directory &] Personal Information E Expenses
My Team v
My Client Groups v
Benefits Administration v
4. If you are an employee delegate, you can choose the employee for whom you would like
to manage expenses from the Owner drop-down choice list.
In this example, we choose DAQUILLA LADA.
avel dana DE e DAQUILLA LADA )
DAQUILLA LADA
El DAQUILLA STEPHENSON
Expense Reports
BETTY ANN MCCRARY
=

==

Create Report

Canceled
1400ER000097378373+1

Airfare w/ Description

Canceled 175 days ago

1 item

DAQUILLA LADA
DAQUILLA STEPHENSON
DEBORA HOLT

LYNDZEE PEELE
STEFAN BELL

Il
Search...

roval Pending Approval
9950849

nent for travel in NC
WA

DAQUILLA STEPHENSON ..

10,000.00 usp

1 item

1400ER000109632060
2/4/22 Reimbursement for tra

Assigned to DAQUILLA STEPHE

10,000.
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QRG EX-07 — Create Expense Reports for Themselves or on Behalf of Others

5. A confirmation pop-up appears to confirm the employee on behalf of whom you are
managing expenses.

Canceled Pending Approval Pending Approval

= + 1400ERO00097378373+1 1400ER000109950849 1400ER000109632060

=

L) Airfare w/ Description Reimbursement for travel in NC 2/4/22 Reimbursement for tra

WA
Create Report L e Aeeim el . P - . . .

Canceled 175 days ago Assigned to DAQUILLA STEPHENSON .. Assigned to DAQUILLA STEPHE
1 item 2,000.00 uso 1 item 10,000.00 usp 1item 10,000.(

6. On the Expense Reports page, click the Create Item button.

Travel and Expenses  ower RNV

Expense Reports See A
. Pending Approval Pending Approval Pending A
+ 1400ER000107762774 1400ER000108490812 1400ERO0O
< to Copy of Entertainment for SCN-007 Feb8_Test Annie Tes 5
Assigned to DAQUILLA STEPHENSON ..
Create Report Assigned to auditor 65 days ago Assigne
1 item 1,000.00 usbD
SD 1 item 3,000.00 usp 1 item
Available Expense Items (4)
‘ Actions v ‘ + Create Item
Date Type Amount Merchant Location Description Attachments
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7. Select the required Type and Amount from the respective drop-down choice lists.

In this example, we choose Ground Transportation — In State for *Type and 200USD for

*Amount. Validate and update the Account if required.

Create Expense ltem @

Expense Location

* Amount

Description

1215122 fe
Ground Transportation - In State v
NC, United States v

usb 200.00

Travel

Merchant Name
Flight Type
Flight Class
Ticket Number
Departure City

Arrival City

Agency

Add to Report ¥ § Create Another | Save and Close ¥ m

Attachments

Passenger Name

Drag files here or click to add
1. attachment

Receipt missing

Account

1400-102000-52714000-1402451-000C =:C‘

8. To add any attachments, click the Drag files here or click to add attachment drop-down
choice list and select the required option. Next, click the Save and Close button.

Expense Location

* Amount

Description

Merchant Name
Flight Type
Flight Class
Ticket Number
Departure City
Arrival City

Agency

Create Expense ltem @

12/5/22 fe
Ground Transportation - In State
NC, United States v

ushD 200.00

Travel

Add to Report ¥ § Create Another || Save and Close ¥ | Cancel

Attachments

Passenger Name

Account

Drag files here or click to add
' attachment

Add File

Add Link

Receipt missing

1400-102000-52714000-1402451-000C | B,
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User Tip

If you experience a situation where your dashboard appears blank after creating an expense item,
even though you have numerous expense reports or items under your employee, please follow the
steps below to resolve this scenario.

Note : This may occur sporadically without a pattern.

a. When you get back to the Expense dashboard and see that the expense items list is blank,
click on Create Item and create a Zero-dollar item.

- N P y—— . . . - « m
O @ 4 sesdndlanscadeda 5 : e P L - i “u 5 a®

You are using DEVE. Copied from PROO - Data as of 01/0772024 04:39PM ES

Available Expense Items

Nothing here yet

Create expense item

Create Expense ltem @ AddtoReport ¥ [ Create Another || SaveandClose ¥ | Cancel
* pate [12113723 fo Attachments
*
Type | Car Rental h Drag files here or click to add
f attachment v
Expense Location v
’ Amount | USD
Receipt missing
Number of Days 1
Daily Amount 0.00| USD
Description Account | 5000-105320-52521000-5001200-000¢ | E3,

Merchant Name

Agency
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c. You will now be able to see the list of expense items along with the newly created zero-dollar

expense item.

- -

= ~NCF53

Travel and Exp

Expense Reports

+

Create Report

Travel Reimbursement

Available Expense ltems (4)
Actions v # Create Iter
Description

Date = Type Amount

Cash and Credit Card Expense llems (4)

- -

= ~NCF53

Travel and Exp

+

Create Report

Travel Reimbursement

Date Type Amount Description

Cash and Credit Card Expense llems (4)

W 120323
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e. Select Delete option.

Expense Reports

==

Create Report
(1 item)

Available Expense Items (1)

Actions v || =+ Create Item ‘

Add to Report e o
Amount Merchant Location Description Attachments

Edit

bense ltems (1)
Delete

Duplicate

. v 0.00 USD Add description Add attachment
Match with Another Expense Item

Dispute

End Dispute

Classify as Business

Classify as Personal

f.  You will receive a Warning message, click Yes.

/. Warning X

If you delete these expense items, you can't recover them. Do you want to continue?

]

Continue to proceed with the expense report creation.
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9.

Expense Item and then click the Create Report button.

In the Available expense Items section, click the checkbox next to the newly created

Expense Reports

==

Create Report
(1 item)

Available Expense Iltems (5)
Actions v H 4+ Create Item
Date

Type

Cash and Credit Card Exp

12/5/22 Entertainment v

v J2/5/22

Ground Transf v

al
53980

QUILLA STEPHENSON ...

1,000.00 usp

Amount

ense Items (5)

10.00 UsD

200.00 UsD

Merchant «

See All
Pending Approval Ready for Payment Processing
1400ER000097434306 1400ERQ00097378365
Entertainment for EXP-011 Hotel
>
Assigned to auditor 192 days ago Updated 1 hour ago
1item 700.00 usp 1item 500.00
Location Description Attachments
For SCN-007

NC, United States

Add description

10. On the Create Expense Report page, enter the required Purpose and click the checkbox
to confirm “l have read and accept the corporate travel and expense policies”. Now,
click the Submit button.

Note: You can update the payment method for an employee if it is incorrect at this stage. Once the
Payment Method is changed on one expense report then, that becomes the default for that employee in

the future.

Create Expense Report @

* Purpose | Travel

Attachments None ==

Expense Items (1)

4 Report Total
Payment Method | Check - Employee

Employer Pays You 200.00 USD

200.00usp

| have read and accept the corporate travel and expense policies

s~ Tswmit_ | carc

Actions v = Create Item Add Existing ~ Apply Account Split A n
Date v Type ¥ Amount ¥ Merchant w Location w Description w Attachments
12/5/22  Ground Transport: ~ 200.00 usD NC, United States Add description (1)
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11. A Confirmation pop-up appears. The Expense Report is submitted for approval and the

status shows as Pending Approval.

1y Expense report submitted for approval.

Print Report

Expense Reports

E

Create Report

Canceled
1400ERD00097378373+1

Airfare w/ Description

Canceled 175 days ago

Pending Approval
1400ER000110166878

Travel

Assigned to manager 1 min ago

Pending Approval
1400ER000109950849

Reimbursement for travel in N

Assigned to DAQUILLA STEPHE

1 item 2,000.00 usp 1 item 200.00 usp 1item 10,000.

User Tip

Occasionally, when you create an expense report, you may notice that the Payment Method is
blank, even though you didn't select it to be so. This seems to occur randomly. After creating the
expense report it may not appear on your dashboard. However, you can find it by following the
steps below.

a. Payment method defaulted to a blank selection.

@ @ %5 emmdefaushoracecoud comfeemiiifaces FndOveniew itates leteohSs SapaeFarans - naishalner odeidn 0 indormation expensesndGlobl im et b dormition expensesa aftioops 128688350464 B30 a % 0D o

You are using DEVS, Copied

Data as af

BARRY BROWN: Create Expense Report @ m m
* Purposa | BARRY BROWN ER1 4 Report Total
Atta s None o Payment Method
0.00usp
o | have read and acoep the corp ]

Expense ltems
D
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b. Click on See All link on the right side of the page on your dashboard.

‘ T B & smndetiusonadedouonsamuUimeatd

You are using DEVE. Copied from PROD - Data as of 01/07/2024 04:39PM ES

B ARRY BROWN

Travel and Expenses

e Expense Reports o]
‘“:‘
Reac g
+ 00
Test 3
Create Report i ;
2 it 140.00 us!
Available Expense Items (1)
Actions v + Create tem
Date w Type Amount Merchant Location
Cash and Credit Card Expense Items (1)
10/11/23 Lodging - In State 195.36 USD NC, United States

Description Attachments
d d " Add attachment
Original receipt required

c. The Manage Expense Report page will be displayed with the list of all Expense Reports. You
can proceed with your expense report from here.

oate Repart Status Report Towi (USD) Purpose.

Amaunt (USD) Payment Date
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QRG EX-07 — Create Expense Reports for Themselves or on Behalf of Others

d. Another way to find the missing expense report, is by accessing the Navigator 2 Expenses 2>
Auditing > Tasks 2 Manage Expense Reports and inquire for the expense report using the
search parameters.

&~ Show More
() Home

Me o
&2, Directory @ Personal Information 3 Expenses
Payables v
General Accounting v
Intercompany Accounting v
Report Total (USD) Purpose
Budgetary Control v 95.36 Barry Bro
Cash Management v
Fixed Assets v
Expenses A
Auditing
Procurement v
Tools v
NCFS Security v
Others v

= ~NCFS3 orr o @

Jauditin T

ST

funen

Business Unit Dute Ropot Total Al Ressons  Audh Type

ProcemsDaie  Biats Prosess©  Type

Manage Expense Reports & =

4 Search Basic | Saved Search | Expense Raports Panding Aporov

[[seen [rose [ | s v | orsr

4 Search Results
View w Format w ¥ Datach Audit Expense Report | Assign
Expense Report  Report Total Expense ReportFiling  Feport Days In Original Recelpt imaged Receipt
Report Number Person Business Unit  Report Status ¢ 10 (usp) Purpose Last Audited By B0 Nember Subasinsicn -~ e ror-se
AL [ 2 R
0 NG COM. 2 R
| ]
M 2 r
" "
Rows Selected 1 Columns Hiddh c Frozen 1
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Wrap-Up
NCFS users can Create Expense Reports for Themselves or on Behalf of Others using the steps above.

Additional Resources

Virtual Instructor Led Training (vILT)

e EX 100: Expense Reports & Cash Advances
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