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Find Expenses – Expense data from e-Reimbursement[image: ]
1. Two view options
a. Expenses Breakdown
b. Find a Report
2. Pin the search to your Dashboard


Expenses Breakdown[image: ]
Enter criteria for search – the more criteria supplied, the narrower the search results. 
There are sample entries populating search fields to assist with knowing what to enter. 
1. Begin typing last name – selectable possible match list populates
2. Enter Project number 
3. Date – enter start and end range or use Date range selector (#6)
4. Toggle between Search & Results screens
5. Display Department picker or enter Department number in field
a. Picker allows you to find a department in the tree to select (helpful if you don’t know number)
6. Date range selector
a. Last 30 days
b. Last Month
c. This Fiscal Year
d. Last Fiscal Year
e. Clear
7. Begin Search with criteria entered














Search Results for Expenses Breakdown:
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1. Toggle back to search screen
2. Search results summary
3. Breakdown by type
a. Hyperlinks to additional details
b. Headers can be used to sort
4. Report listing
a. Hyperlinks to individual reports
5. Export to Excel and Pin to Dashboard (create tile) options
6. Graph depiction of each breakdown

Find a Report
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1. Enter Report ID – example populated
2. Additional entry hint pop-up when cursor is in field
a. Leading zeros are optional/Start with G to indicate GET ID
3. Begin search with ID entered



















Search results for Find Expense Report
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1. Expense report details
2. Breakdown of Expense Lines
3. Attachment list – hyperlinks to document
4. Accounting Summary
5. Pin to Dashboard (create tile)
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Expenses Breakdown search Results
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11, s Q. oepartment Total Reports Total Amount

400900 - Shared Figapcial System 3 $765.02

Department Total Reports Total Amount. %

400900 Shared Financial System 3 $765.02 100% @

Breakdown
.3, r
= Expense Types
Expense Type Amount %
Day Trip Meal Allowance $15.00 1.96%
Meal and Incidental Per Diem $130.00 16.99%
Mileage $620.02 81.05%
Total $765.02
(WMilesge
[[5]Meal and Incidental Per Diem
W Day Trip Meal Allowance
Business Purposes
Business Purpose Amount %
Business $653.08 8537%
Conference $111.94 14.63%
Total $765.02
(M Business
[ Conference
Payment Types
Payment Type Amount %
Personal Funds $765.02 100%
Total $765.02
[ Personal Funds
Billing Types
Billing Type Amount %
In-State $765.02 100%
Total $765.02
[Min-State
Reports s found.
ReportiD  Employee ID Employee Title Travel Dates Business Purpose  Total Amount
0000738803 | 00798767 © . ExpenseModuleTraining  10/08/2019 6:00 AM - 10/08/2019 6:00 PM Business, $143.76
$ “ 0000747890 00905864 - Controllers Meeting 10/16/2019 6:00 AM - 10/16/2019 6:00 PM Conference $111.94
0000764013 | 00922583 —— - UW-Superior ARBI training  11/18/2019 6:00 AM - 11/20/2019 6:00 PM Business, $509.32
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Find Expense Report Identify a single expense report and see its detail
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‘Conductinperson expense module training for the new police oficers at UW Parkside. Jane Nikolai will watch how | do the

0972472019 938 AM

troubleshooting and items to be monitoring since their Travel Manager left afew months ago.
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Accounting Summary

Account

2830: Mileage - I State.

IS

2863: Day Trip Meals (Tax)-In State

Funding Strings
Department

400900

Amount  Billing Type
$1500  Instate
512876 InsState
514375
514376
Name
Department
400900
400900
Program
1

Payment Method

Personal Funds

Personal Funds

135

13

Description

training so she can begin to conduct them going forward. Also spent time with ane to show her how t0 do expense module

Round trip from 780 regent to UW Parkside in Kenosha

Program

Project

Description
Project class Amount
- 512875
. . $15.00
Class Amount

$14376
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WISER  =wmainvenu~  sEHome
Find Expenses Discover expenses data from e-Reimbursement.

Choose a search below.
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Expenses Breakdown Find a Report

Explore e-Reimbursement data by department, Find a single expense report by its Sheet ID or GET

person, and/or project to get totals by department. ID. View detail on the report such as comments,

and expense type analysis. travel dates, traveler, expense lines, and
accounting.
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