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pptricity

enterprise software...evolved.

UseriD

& 2008 Applricity Corporation, All rights reserved. powered by: App‘trlﬂty P

Tufts

Signing into e-Expense is easy! Use your
UTLN and your SSO password at this site:
https://tufts.apptricityondemand.com

e-Expense is an expense reimbursement
system: for travel and out-of-pocket incidental
business expenses.
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http://tufts.apptricityondemand.com/

The Tufts Corporate MasterCard

All university travelers should obtain a Tufts Corporate MasterCard
which is a university paid card. Use of this card with the e-Expense
system simplifies the expense reimbursement process. Holders of the
university Corporate MasterCard must process expenses using the
system. Even though the Tufts Corporate MasterCard is university
pay, receipts must still be collected. The IRS does not consider an
expense posting on a credit card statement to be a receipt.

It is important that the traveler or their surrogate update or add the
new card information with Tufts preferred travel agencies . The airline
tickets will then be appropriately charged (in advance) to the travel
system, and will be part of the cardholders unassigned expenses upon
return .

Egencia (formerly Expedia Corporate Travel) www.egencia.com
Egencia Corporate Travel Agents Toll Free 24 hrs. (877) 814-5057
Sign in and update your profile with the MC information.

The Travel Collaborative: 625 Mt. Auburn Street, Suite 207,
Cambridge, MA 02138 The Travel Collaborative Tufts Direct Line (617)
497-8180; The Travel Collaborative Toll Free (800) 370-7400

When arranging travel, provide card information and ask agent to
update the profile.

Travizon Domestic Travel — Dedicated Agent Team
tuftsdomestic@travizon.com (800)-314-1347 (outside US 781-979-
1216) International Travel — Dedicated Agent Team
tuftsintl@travizon.com (877)-391-0785 (outside US 781-979-1216)
Sign into Concur travel and update your profile to reflect the new Tufts
Travel MC information.



http://finance.tufts.edu/purchasing/travel-master-card-tufts/
http://finance.tufts.edu/purchasing/travel-master-card-tufts/
http://www.egencia.com/
mailto:tuftsdomestic@travizon.com
mailto:tuftsintl@travizon.com
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All about Surrogates in Apptricity

Surrogates is the term that Apptricity uses to ‘proxy’ another user of the
system. There are two types of surrogates: approval and entry. A traveler
can assign an entry surrogate to prepare their expense report. After that
surrogate completes the report, the traveler is required to approve the
report. A traveler cannot assign an approver surrogate for their own report.

There are two types of Surrogates. An entry surrogate can enter reports on
behalf of another user. An approval surrogate can approve reports on
behalf of another user.

Once an entry surrogate has been assigned, it need not be done again
unless another surrogate is being assigned . NOTE: A traveler can assign
more than one entry surrogate if he/she has more than one individual for
support staff.

Step @

After signing into Apptricity (see page 2), click on the Administration tab
of the opening screen. On the next screen, click the User Management
tab, then the tab that reads Users.

m Good Morning, Carol J Liedes Help | Tuterial | Change Password | Change Role | Log Off

Home >

| Portal || Expense Reports || inistration m

Haome = Administration >

Home > Administration > User Management =

Users

[ Uzer Management
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Step @ After clicking the User tab, you’ll navigate to the screen below. Click the
Surrogate/Role button. You will be directed to the screen below, where you can
select from Entry Surrogate or Approver Surrogate.

[__Add/Edit User - Liedes, Carol J

First Name:|;:ﬂrc| 1 Last Name:||_i§:§.3 |

Logon ID:|;;|_|§:§31 Email: cargl liedes@tufts.edu

L ECL L E— | User Type{ Manager -]
Re-enter Passwurd:|"""" | Stﬂt“93| Active "|
Manager:| Renoni, John Stephen v| Cost Ce"'t'3r1| £222100 Financial Services v|
Employee Number:|]33§§gg | CU”E“CY3| US Dollar - |
Languag&:| Englieh - American - | Milzage Typ-e:| Baze - |
Load Override: B users.sys_create_date:|3.5.-35.-23 12 |
e S T
[ Address List
Type | Address 1 | Address 2 | city | State | Zip | Country
Add New Address
[ Phone List
Type Prefix Number Ext
Add New Phone

Click the Add hyperlink under either Approval or Entry Surrogate.*

|
Approval Surrogates | Active from | Active until |
Page, Paul 5 051712012 05/18/2012
Add
)
| Active from Active unti
Terranowva, Frank 05182012 05152012
Add I
J)
User

*Please note the traveler is required to approve their own report if entered by
an entry surrogate regardless if they have an approval surrogate.
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Entry Surrogate:
Active from:

Active until:

+ O Step ® Now, click the

= magnifying glass to search for
the user you wish to make a
surrogate. Type in the last
name and then Search.

[ Save ] [ Surrogate/Role

] [User]

Find Users
First Name: Last Mame: ziegler
Logon ID: Type: -
Once names appear, click
on the one you wish to

make the surrogate.

Last Hame | First Hame |

Ziegler Ellen

fé Calendar - Windows In.... = Eg

|'. ht'tp:-'-'tuft:.apptricityondemand.com| b |

June [+] 2012

alTals0e

10) 1) 12| 13| 14| 15| 16
17) 18| 19| 20| 21| 22| 23
24| 25| 26| 27| 28| 29| 30

glntemeﬂprotec 5oy ®100% v

5/20/2014

Step @ You'll be returned to the screen
at the top of this page. Now tell the
system how long you’d like the surrogacy
to take place. Use the icon E to select
dates using the calendar. Ifitisa
permanent assignment, use 12/31/2999.

When finished be sure to click the Save

button before exiting.

Support: e-Expense@tufts.edu
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Creating A Travel Request

T Home - Finance Division -... & Mew Rules Tell Insurers - 5... @& Suggested Sites » n Free Hotmail

T Home - Finance Division -... |T Home - Finance Division -...
i~ B) v @ v Page~ Safety~ Tools~ @~

3¢ Favorites | glz

<. Apptricity

Good Afternoon, Carol J Liedes Help | Tutorial | Change Password | Change Role | Log Off

‘ Portal Expense Reports

Sign into the system as shown on page 2. When
making a travel request, click on the Expense
Reports button on the main page.

54 IT Home - Finance Division -... |T Home - Finance Division -... |T Home - Finance Division -.. & New Rules Tell Insurers - 5... @& Suggested Sites v m Free Hotmail

< Favorites
L v B - = @ v Pagev Safetyw Toolsv @~

< Apptricity

Help | Tuterial | Change Password | Change Role | Log Off

A

(B cory

Good Afternoon, Carol J Liedes

s>
Travel Request |IRaquu|5fnrApprnva\ H Unassigned Expenses H New Expense Report || My Expense Reports || Reports for Approval | Audit

=

You’re taken to this screen at which
time click the first tab that reads Travel

Request

[0] corporate links ” [] action items

powered by Apptricity (copyright 2007)

fa v H100% ~

& Internet | Protected Mode: On

Done

The system will direct you to the Travel Request header, shown on the
next page.
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i
Good Afternoon, Carol J Liedes Help | Tutorial| Change Password | Change Role | Log Off

Home > Expanse Reports >

I Requests for pproval || unessi I ew Expense Report |ty Expense Reports || Repors orapproval [ aver |

Travel

Find Travel Requests

Date From: E Date To: E

Status:

\q 2 \)
Search | | Clear Add New

Request ID From Date To Date Total Traveler | Approver | Status Purpose Create Date
312 0s/01/2012 05/08/2012 500.00 Liedes, Carol J Renoni, John Stephen Approved Task & 05M6/2012
33 1000172012 10/05/2012 200.00 Liedes, Carol J Renoni, John Stephen Denied Task 2 05182012
356 08/02/2012 06102012 3500.00 Liedes, Carol J Renoni, John Stephen Approved Visiting the inlaws 05172012
366 0s/312012 0eM02012 3000.00 Liedes, Carol J Terranova, Frank Submitted To study the volcano 05172012
373 08032012 os/07iz012 1855.00 Liedes, Carol J Terranowa, Frank Submitted JFK seminar 0sMT20M2
425 08/20/2012 06/24/2012 1200.00 Liedes, Carol J Renoni, John Stephen i Conference about compliance 06/05/2012

Presented is a list of earlier travel requests. To start a new one, click the Add
New button.

powered by Apptricity (copyright 2007)

None

D Tnternet | Pratected Made: On Fa v WI00% v

T ‘7| %~ B v 1 &% v Pagev Safetyv Tooks~ @+

Good Afternoon, Carol J Liedes Help | Tutorial | Change Password | Change Role | Log Off

Home > Expense Reports >

Travel Request | Requests for Approval | Unassipred Expenses | New Expense Report | My Expense Repors | Reports foraporoval [ awa |

Edit Travel Request

From Date: g To Date: E
Traveler: Liedes, CarolJ Approver: Renoni, John Stephen
Destination: Trip Description: -
{arz=ss)
Total: Request ID: g

Back

Now, complete all of the fields regarding the
upcoming trip. When finished click Save.

powered by Apptricity (copyright 2007)
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<., Apptricity o v 2] dm v Page~ Safety~ Tools~ @~ =~
Good Afterncon, Carol J Liedes Help | Tutorial | Change Password | Change Role | Log Off

Home > Expense Reports >

|Travel ” R ts for App | || L E

” New Expense Report || Ny Expense Reports || Reports for Approval || Audit |

|' Edit Travel Request

From Date: pgmomz012 E ToDate: ggrza2012 a
Traveler: Liedes, CarolJ Approver: Renoni, John Stephen
Destination” yiami FL Trip Description’ conference about compliance -
- |
271255)
Total: Request ID: 4oz,

[Dele‘te] [ Subm'rt] [ L‘,}:lAdd New ] [ AdHocApprove ]@ S

|
Category ‘ Description | Cost Center

| Account Amount |

Once saved, it is time to add the estimated expenses of the
trip. Click Add New. | &

powered by Apptricity (copyright 2007

5 = >
< Apptricity IR v [ = v Pagev Safetyv Tools~ @~
Good Afternoon, Carol J Liedes Help | Tutorial | Change Password | Change Role | Log Off

Home > Expense Reparts >

|Trawzlllequest|| Requests for Approval || L H New Expense Report || My Expense Reports || Reports for Approval ‘ Audit

" Travel Summary

Destination: Miami, FL Departure Date: 06/20/2012 Return Date: 06/24/2012
Traveler: Liedes, CarolJ Total Cost:

Edit Travel Request ltem

Category: - Amount:

CostCenter: |4 Bus, Rail, Fare Q&) Account: Q&>
ATW/Cash Withdrawal
Auto Mileage

Aute Rental

omer J
Event/Function

| Gas |
I Category Description Lodging | Account | Amount ‘ ‘

Description:

Lunch

EW Complete all fields. The magnifying
e glass can be used to obtain a selection

list; the eraser to erase a mistake in
the field. Click'®=* when done.

powered by Apptricity (copyright 2007)

A travel request can be made in two ways:
1. One lump sum representing total estimated travel expense (use Misc exp)

2. Indetail by providing multiple expense items, one for each expense
expecting to be incurred.

Please contact your BFO or Director of Finance about your local rules
pertaining to estimate methods and whether a travel request is required.

5/20/2014 Support: e-Expense@tufts.edu 12



< Apptricity ﬁ - * [ gé; v Page~v GSafetyv Tools~ @v ”
Good Afternoon, Carol J Liedes Help | Tuterial | Change Password | Change Role | Log Off

Home > Expenss Reparts >

|Travel || Ry ts for App | || L Expenses || New Expense Report || My Expense Reporis || Reporis for Approval H Audit |

|' Travel Summary

Destination: Miami, FL Departure Date: 06/20/2012 Return Date: 06/24/2012
Traveler: Liedes, CarolJ Total Cost: 1,200.00

|' Edit Travel Request ltem

Category: - Amount |
Cost Center: Q&) Account: Q&)
Description:

I Category | Description | Cost Center | Account | Amount |
Misc Expense Total Estimated Cost C222100 53 1200.00
Once you've saved, your input will appear in this section of the page. Now, click
the Back button to return to the header page.
powered by Apptricity (copyright 2007)
Daone E elntemeﬂprotected Mode: On - v B100% v
Back on the header screen, you will now need to click submit. If you
wish to add an ad-hoc approver in addition to the ‘final’ approver,
click that button before clicking the submit button.
|l| [Dele‘te][Suhm'ﬂ][ l{}:lAddNew ][ AdHocApprove ]@S ‘|
|' Ad Hoc Approver
Submitter: Liedes, Carol J Approver: - Q
||| Sequence: ¢
I [ Add Selected Approver ] [Clear] [Cme]
|' Ad Hoc Approvers
il Sequence Approver | Status | Approver Type
99 Renoni, John Stephen Pending F

To add an ad-hoc approver, use the magnifying glass to select an authorized

Apptricity user to be added in the approval chain. Find the name, click on it, then
when window closes click [ 4ddSelected Approver |

5/20/2014 Support: e-Expense@tufts.edu 13



< Apptricity G - - [ @ v Pagev Safetyv Tools+ @+

Good Afternoon, Carol J Liedes Help | Tutorial| Change Password | Change Role | Log OFf

Home > Expanse Reports >

| Travel Request || Requests for Approval || Unassigned Expenses || New Expense Report | My Expense Reports || Reports for Approval || Audit

Find Travel Requests

Date From: =] Date To =]

Status: -

Reguest ID From Date To Date Total Traveler Approver Status Purpose Create Date
3z 05/01/2012 05/05/2012 500.00 Liedes, Carol J Renoni, John Stephen Approved Task6 05/16/2012
313 10/01/2012 10/05/2012 200.00 Liedes, Carol J Renoni, John Stephen Denied Task 8 05/16/2012
356 06i02/2012 06i10/2012 3500.00 Liedes, Carol J Renoni, John Stephen Approved Vistting the inlaws 0511712012
366 0513112012 06i10/2012 3000.00 Liedes, Carol J Terranova, Frank Submitted To study the volcano 0511712012
373 06i03/2012 06i07/2012 1855.00 Liedes, Carol J Terranova, Frank Submitted JFK seminar 0511712012
425 06/20/2012 06i2412012 1200.00 Liedes, Carol J Renoni, John Stephen Submi Conference about compliance 06/05/2012
426 06/20/2012 06/24/2012 1000.00 Liedes, Carol J Renoni, John Stephen Open R For the seminar 06/05/2012

Once submitted, your menu on the travel request tab will show the
status.

powered by Applricity (copyright 2007)

The individual making the travel request will receive an email when the
request has been approved or denied. A sample is provided below.

Travel Request has been approved by manager.

----- Original Message-----

From: tuftsadmin@apptricityondemand.com [mailto:tuftsadmin@apptricityondemand.com]
Sent: Thursday, May 17, 2012 1:08 PM

To: Liedes, Carol J.

Subject: Travel Request has been approved by manager.

Travel Request for $1200.00 has been approved by manager.

Link:
http://tufts.apptricityondemand.com/public_html/psuite/Login.jsp?enc=%3CzthOL%5EzbOnhnL
02%2B%3C81%2B.q%2B%3C8%7DN%2B . %7DC%23N%7D%2B%23KGLGkzbffndnhh1lnhbj

5/20/2014 Support: e-Expense@tufts.edu 14
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Creating the Expense Report

An expense report can be created by the traveler or their surrogate. The
traveler can attach receipts to an expense report while on their trip by
signing into Apptricity or using the Apptricity App on their Droid or
iPhone/iPad. NOTE: A report must be created before receipts can be
attached using the App. If you have an approved Travel Request in
Apptricity the report is automatically created. Specific directions for using
the App can be found on page #48 of this manual. The following
illustration documents completing an expense report using the Apptricity
software.

Please note the steps are the same for a travel report as well as business
expense. Choose the Purpose “Business Expense” for business expenses.

Sign into the system. If you are a surrogate, a role change is necessary,
indicating that you are creating a report on behalf of a traveler. Click
Change Role in the top right of your screen.

If you are entering a report for yourself you do not need to Change Role,

skip to the next page.
e Help | Tutorial | Change Password | Change Rolg)l Log OFf
|-_', http://tufts apptricityondemand.com/public_htm|/psuite. 0 t ‘g|
s e Select the individual who traveled by
crcas s e — clicking on the name. When the

window closes there should be a new
name at the top in the Good Morning
message, sample below.

€ Internet | Protected Mode: On fa v ®10% -

h w| Tufts ‘ Good Morning, Test User 01 (as Surrogate)

| Portal | Expense Reports |




ClICk on Expense E Good Morning, Carol J Liedes

Reports .
| Portal | Expense Reports || Administration |

Next, click on My

m Good Morning, Carol J Liedes
/Expense Reports *

Home > Expenze Reports >
| Travel Request || Requests for Approval || L igned Exp || New Expense Report HMyL,_ Reports” Reports for Approval || Audit |

sword | Change Role | Log Off

Expense Report Search

From Date: E] ToDate: =
Date sent to AP: ES Report id:
Submitted To: e LGN .
invaice staus: [Open = Click on the report you are
i ready to complete

[ #AﬂdNew ” @, Search H chear ” @Reset ]

Expense Report Search List

Report Id Trip Description Date sent to AP User Submitted To Invoice Status Receipts Total Create Date
58753 Visiting the inlaws Liedes, Carol J Renoni, John Stephen Open @ 3500.00 0SMT20M2
58723 Task & Liedes, Carol J Renoni, John Stephen Open @ 500.00 0SMT20M2
£8850 To visit Bath IrenWorks Liedes, CarolJ Renoni, John Stephen Open @ 2458.92  08MT2M2
58861 Visit GE Liedes, Carol J Renoni, John Stephen Open @ osMT20M2

[+] Quick Link |:|

*If a Travel Request was completed you would click on “My Expense Reports” black
arrow.

If a traveler DID NOT make a Travel Request or Report Shell prior to departure, the
individual creating the expense report needs to create a new expense report by clicking
“New Expense Report” and would follow the same steps, except click on New Expense

Report, as shown above with the green arrow.

Home = Expense Reports = ¢ ¢

Travel Reguest || Requests for Approval || Unassigned Expenses || New Expense Report || My Expense Reports || Reports for Approval || Audit |

5/20/2014 Support: e-Expense@tufts.edu



m Good Afternoon, Carol J Liedes Help | Tutorial | Change Password | Change Role | Log Off

Home > Expense Reports >

Travel Request || Requests for Approval || Unassigned Expenses | New Expense Report |[My Expense Reports || Reports for Approval || Audit

Expense Summary

From Date: 05172012 [ ToDate: 05172012 [ Report ID: 58851
Country: | Untted States Purpose: | Pick One =] Status: Open
Travel Type: | Individual [+] Destination: Maine

Final Approver: Renoni, John Stephen
Trip Description: vigit GE Submitted By: Liedes, Carol J

Receipls Attached: @) Total
Voucher # Reimbursement:

Voucher # Corp Card: Date to

AP
It Sponsored Project funded please E If more than one sponsored project is
indicate how travel directly funding the travel piease detail the
benefits/relates to the project allocation methodology:

[ <aBack |[ 88 Dekete | [ P notes | [ [ save | [ [5p]workfiow | [ & Print | [ $import | [ AdHocApprove |

Included Expenses M Create  S2D Unassign S Delete

[ | ExpenseDate Expenss Type Category Fayment Source Source | Corp Card Merchant Cost Center Account | Amount | Currency Amt Notes | Bushess Purpose

Receipts Attached?

A travel expense header automatically appears. Please fill in attributes at the top.
NOTE: Any field name in blue is a required field. Should the expense be charged
to a grant, it is necessary that attention be made to the two boxes noted above A)
and B). The box labeled A requires an explanation of how the grant benefits by
the expense or is related to the expense. The box labeled B is required if the
expense reimbursement is being charged to more than one funding source where
a grant is involved. Please explain the allocation methodology for the expense.

5/20/2014 Support: e-Expense@tufts.edu 18



m Good Afternoon, Carol J Liedes Help | Tutorial | Change Password | Change Roke | Log Off

Home > Expense Reports >

| TravelRequest | Requests for Approval || Expenses || New Expense Report ||My Expense Reports || Reports for Approval || Audit

Expense Summary
From Date: 051772012 D To Date: 05/17/2012 D Report ID: 58861
Country: | Untted States [+] Purpose: |Fick one [+] Status: Open
Travel Type: | Individual [+] Destination: Maine Final Approver: Renoni, John Stephen
Trip Description: visit GE E Submitted By: Liedes, Carol J
Receipts Attached: @) Total
Voucher  Reimbursement:

Date to

Voucher ¥ Corp Card: s
It Sponsored Project funded please P If more than one sponsored project is
indicate how travel directly funding the travel please detail the
benefits/relates to the project allocation methodology:

[ &aBack |[ 88 petete | [ B notes | [ [ save | [ (5] workiiow ] [ @ print ] [ $import | [ AdHocapprove

Included Expenses 3% Create 3k Unassign 2 Delete

[ | Expense Date Expense Type Category Payment Source Source | Corp Card Merchant Cost Center Account | Amount | Currency Amt Notes | Busiess Purpose Receipts Attached?

Another important piece of information on the header reimbursement screen is
Purpose. The purpose field is a dropdown selection.

Purpose: | Pick One u

lestination: ] : . To ensure the correct
Adminigtrative Conference/Seminar .
Buziness Activities purpose iIs chosen,
Business Expense please use the following
Faculty Scholarship/Research L.
Fundraising definitions:
Student Travel

Administrative Conference/Seminar: costs incurred by administrative staff to attend
professional conferences and seminars. Includes travel costs and registration fees.
Business Activities: are travel related activities necessary to support the university’s
mission (excludes fundraising which is a separate category). Travel incurred by the
Admission staff is an example of this type of activity as is Treasury staff traveling to a
business meeting in New York City with the banks and bond agencies.

Business Expense: used for minor, out-of-pocket expenses, not involving overnight travel.
Examples include local mileage, parking and tolls. (Expenses previously reimbursed
through the old paper form).

Faculty Scholarship/Research: includes costs associated with travel to scholarly
conferences or seminars, to present papers or collaborate with colleagues. Also includes
activities necessary to pursue research opportunities or engage in actual scholarly
research.

Fundraising: are costs associated with raising monies for the university and includes travel
costs associated with donor cultivation and alumni relations.

Student Travel: covers all student travel related expenses that are part of the student’s
academic experience at Tufts. Examples include athletic team travel and student
group/organization travel.

5/20/2014 Support: e-Expense@tufts.edu 19



Importing Card Expenses
m Gaad Afternoon, Carol J Liedes Help | Tutorial | Change Password | Change Role | Log OfF

Home » Expanse Reports >

| Travel Reguest H Requests for Approval || L E: || New Expense Report ||My Expense ReponsH Reports for Approval | Audit
Expense Summary
From Date: 05M17/2012 E To Date: 05/17/2012 E Report ID: 58861
Country: United States E‘ P 1 | Faculty ip/R h E‘ Status: Open
Travel Type: | Individual EI Destination: Maine Final Approver: Renoni, John Stephen
Trip Description: vigit GE 7 Submitted By: Liedes, Carol J
Receipts Attached: @) Total
Voucher # Reimbursement:
Date to
Voucher # Corp Card P
If Sponsored Project funded please . If more than ene spensored project is "
indicate how travel directly funding the travel please detail the
benefits/relates to the project: allocation methodology:
[ <= Back ][ $2 Delete ][ [ Notes ][ = save ][ (B2 ] workfiow ] (&= Print I[ <+ Import ]l AdHocApprove ]
Included Expenses 3" Create 3T Unassign 3 Delete
(=) ‘ Expense Date | Expense Type ‘ Category | Payment Source | Source ‘ Corp Card Merchant | Cost Center ‘ Account | Amount | Currency Amt | Notes ‘ Business Purpose | Receipts Attached?

When the header is complete, it is time to start adding expenses. The
expenses do not have to be recorded in any particular order. This manual will
begin by importing expenses that were incurred on the trip using the Tufts
Corporate Card, or manually entered during the trip. To begin that process,
click the Import button.

‘Good Afternoon, Carol J Liedes Help | Tutorial | Change Password | Change Role | Log O1
Home > Expenss Reports »
| Travel Request H Requests for Approval ” L i E || New Expense Report ||My Expense Reports H Reports for Approval | Audit
i | y
Expenses | [bassign J<mBack
xpense Expense Currency Receipt -
B | = Type Category | Payment Source Source| Corp Card Merchant | Cost Center ‘ Account| Amount | - Notes Business Purpose P
251 = BRITISH A 522,10
|:| 6/2612012 Business Corporate Card 12570634500524 C222100 1322.70 usD
04r AIRTRANAI
(=] 16/04/2012 Business Corporate Card = 33270660506300 C222100 188.10 188.10 USD
s - AIRTRANAI
|:| 16/04/2012 Business Corporate Card 3327066050631 C222100 188.10 186.10 USD
- AIRTRAMNAI
1041 = 3 5
|:| 16/04/2012 Business Corporate Card 3170660506322 C222100 188.10 188.10 USD
oar - USAIRWAY
|:| 6/04/2012 Business Corporate Card 03724734028864 C222100 25.00 25.00 USD
051 usiness orporate Car . :
6/06/2012 B C ite Card = ::DEDN NEWS 250 ca22100 11.96 11.96 USD
05/ usiness orporate Car = X z -
6/05/2012 B C ite Card FMGK;E'OUNALDS C222100 16.55 16.55 USD
|l 16/05/2012 Business Corporate Card ) ;E’;V‘ZON'BT‘ C222100 26.45 26.45 USD ‘=
1 5 (et~

Click the boxes of the expenses relevant to the trip. If all apply you may check the
very top box in the header row. Once all appropriate boxes are checked, click the
Assign button to import into the expense report.

5/20/2014 Support: e-Expense@tufts.edu 20



Good Afternoon, Carol J Liedes Help | Tutorial | Change Password | Change Role | Log Off

Home > Expanse Reports »
Travel Request Requests for Approval

Unassigned Expenses MNew Expense Report ||My Expense Reports | Reports for Approval Audit

Expense Summary
From Date: 051772012 E To Date: 08/05/2012 E Report ID: 58861
Conntry:|unned States Iz‘ Purpose: Pick Ong Iz‘ Status: Open
Travel Type: | Individual Iz‘ Destination: Maine Final Approver: Renoni, John Stephen
Trip Description: isit GE m Submitted By: Liedes, Carol J
Receipts Attached: @) Total: 455.83
Voucher # Reimbursement:
=
X Date to
Woucher # Corp Card: P
If Sponsored Project funded please - If more than one sponsored project is -

indicate how travel directly
benefits/relates to the project

funding the travel please detail the
allocation methodology:

(S 30k | [ S oclete | [ otes | [ save | [ [ER]wortow | [ & ernt | [ Syimport | [ Adtocaporove |

Included Expenses 3% Create 33 Unassign gwm
| Expense Date Expense Type Category ‘ Payment Source | Source | Corp Card Merchant ‘ Cost Center | Account | Amount | Currency Amt | Notes | Business Purpose ‘ Receipts Attached?
06/2612012 Business Corporate Card = SIR FRANCIS DRAKE HOTE c222100 238.22 238.22 USD
06/04/2012 Business Corporate Card = AIRTRANAI 33270660506322 c222100 188.10 18810 USD B
06/05/2012 Business Corporate Card = HUDSON NEWS 280 LN c222100 11.96 11.96 USD B
06/06/2012 Business Corporate Card = MCDONALD'S F6750 c222100 16.55 16.55 USD
4]

The system will assign the selected expense to the expense report. Note that the
expenses appear in red. This is a signal that they require additional information
prior to submission: category and account. Simply click on one of the lines. When
taken to the screen with that line highlighted, complete the rest of the fields, and
click the button. Continue until all your expense items are complete

Home > Expense Reports >
Travel Request || Requests for Approval ||
[Enpenusunmry
| Report Id: 56861

C
él it!l.l\ Imyou

Good Afternoon, Carol J Liedes Help | Tutorial| Change Password | Change Role | Log

[ iow Expones Roport [y Exponse Reports [ Repommrormpprove [ oo |

Total: 455.83

C + ~rantar
LoUoL Ll

Expense Date: 08/04/2012 Payment Source: Corporate Card Expense Type: Business -
|
h ave recei pt Category: A, Bus, Ral, Fare - Account: 5301 Q,  CostCenter: C222100 R d Efa u ItS frO m
b e | n g Amount: 188.10 1 Busness Purpose “ Corp Card Merchant. ARTRANAI 3270660506322 user p rOﬁ I e
Receipt Attached? i . .
attached application
I save || 38 Delete |[ BFnotes |[ R spit || & Attendees || %D Unassign || F Booking J|__cardTransair || Hotel Detail ][ Card Trans Detail |
Included s 3" Create Unassign Delete Back
Expense Date | Expense Type ‘ Category ‘ Payment Source ‘ Snun:a| Corp Card Merchant | Cost Center | A:cnunt| Amount | Currency Amt ‘ Notes | Business Purpose Receipt Attached?
05/252012  Business Corporate Card B ;EAT(REAHNé:'IF: €222100 23922 239.22U8D
: AIRTRANAI
08/0412012  Business Corporate Card s N 2101 18840  188.10USD
06/052012  Business Corporate Card HUDSON NEWS 280 999400 1196  11.96USD
O LN
06/052012  Business Corporate Card ;‘;‘;;?“ALD‘S c222100 1655  16.55USD
Included Expenses Once corrections
Expense Date | Expense Type | Category Payment Source Source| Corp Card Merchant | Cost Center Account| Amount Currency Amt

]

are made and
saved, the

06052012 Business Corporate Card [ [UDSONNEWSZE0  prppygg 1195 11.96USD
LN
: . .
0610512012 Business Corporate Card (& L-:;ESNALD s ©222100 1655  16.55USD ex pense ||ne WI “
06/04/2012 Business Air, Bus, Rail, Fare Corporate Card = ARTRANAI C222100 5301 188.10 188.10 USD
33270660506322 urn acC
.
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If you are unsure of the Account or Cost Center, click the @, next to that field
then . Alist of valid values will show. Click on the value you want to
use. If there a Cost Center you need that is not listed, send an e-mail to e-
expense@tufts.edu

Account: 5302 @ Cost Center: C222100

Find Criteria
Code Description
| (O searen ][ 4 cear | [ @ Reset |
List Results
Code Description
1454 AP Use Only
5120 5120-Professional Services
5301 5301-Domestic Travel
5302 5302-Foreign Travel
5304 5304-Local{Auto,Bus, Taxi)
5305 5305-Non-Employee Reimb

Out of Pocket Expenses

Once your import of expenses from unassigned expenses (corporate card or ATM
withdrawals) is complete, begin recording out of pocket expenses to be
reimbursed. Click Create to add an out of pocket expense.

[ H save ] [ 32 Delete l [ ¥ Notes H [ER split l l 4 Attendees ” 25> Unassign ” Z# Baoking Information l l CardTransAlr‘H‘Hszel@ail ” Card Trans Detail l

Included Expenses /I 3" Create I 52> Unassig
)

Tufts Good Afternoon, Carol J Liedes Help | Tutorial| Change Password | Change Role | Log Off

Home > Expense Reports >

| Travel Request || Requests for Approval || L || Mew Expense Report || My Expense Reports || Reporis for Approval || Audit

| Expense summary

Expense Summary

Expense Date: 06/42012 [ Payment Source: Out of Pocket Expense Type: Business

Category: Dinner - = Account: 5301 Cost Center: C222100

g Busness Pumose

Amount: 3187 Corp Card Merchant:

Receipt Attached?:

B tenees
Included Expenses Z5NCreate  SEBpUnassign S8 Delete  {Back
[T] | ExpenseDate | ExpenseType| Category Payment Source ‘ 5nume| Corp Card Merchant | Cost Center ‘ Accnunt‘ Amount ‘ Currency Amt | Notes | Business Purpose ‘ Receipt Attached?
) SIR FRANCIS
[[] 0si252012  Businsss Lodging Corporate Card = DRAKE HOTE 222100 5301 23922 239.22USD No
ARTRANAI

[[] 0sinéz012  Business Air, Bus, Rai, Fare  Corporate Card = ao7oespseeaze  C222100 530 18310 188.10USD No

[[] o060S2012  Business Breakfast Corporate Card Eﬁ”m NEWS 280 comar00 5301 11.96 11.96 USD Yes

[[] 08052012 Businsss Lunch Corporate Card = MCDONALD'S F6750  C222100 5301 16.55 16.55 USD Yes

Complete fields above as indicated
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Splitting Charges

If you need to split the cost to additional DeptID’s and or Grants or part of a
corporate card charge was personal you need to split the transaction.

Example: If the $239.22 lodging receipt contained an inappropriate business
expense of $9 for a movie rental, the lodging expense should be broken up into
2 separate transactions: 1 lodging, type business at $230.22 and 1 lodging
type, personal at $9. The system will automatically subtract the S9 from the
total to be reimbursed. To split, enter the transaction. Once it appears in the
lower half of the screen highlight it (see below). Then click the Split button.

Please Note: Once you split a transaction it cannot be undone.

Roand Aftarmann Carnl | isdes Help | Tutorial | Change Password | Change Role | Log

= Click on the transaction you

5

xpense Reports | Reports for Approval Audit

= want to split and click the

S | b _— Total: 455.83
o .
plit button. CER spit
Ex -
Expens : = Payment Source: Corporate Card Expense Type: Business -
- Account: 5301 Q, Cost Center: 222100 Q,
B P E
fg) DUSIIESS PUTROSS Corp Card Merchant: ARTRANAI 33270860506322
Receipt Attached?:
[ save ][ 8 pekte || B no™[ Cffspit || 4 Attendees || 85 Unassion || & Booking information | cardTransAir || HotelDetail ][ Card Trans Detail |
Included Expenses S Create  EBpUnassign SR Delete  <Back
Expense Date | Expense Type | Category Payment Source Source | Corp Card Merchant | Cost Center Account| Amount Currency Amt| Notes Business Purpose Receipt Attached?
052512042 Business Corporate Card S:}RAFKRE‘“;‘;.;: c222100 23022 23022 USD
o
06062012 Business Corporate Card E:JJDSD” HEWS 280 992100 11.96 11.96 USD
06062012 Business Corporate Card ':l‘;';g’"‘“n s c222100 16.55 16.55 USD
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Expense to Split

Expense Date: 06120112
Corp Card Merchant:
Amount: 238.22

Left to Disburse: |0.00

Split Options

% Expense Type Category Account Cost Center Amount
% Business - Lodging - 5301 [ 222100 LAY 23022
n Personal - Lodging - 5301 [ 222100 LAY 9.00
0.00 Business - Lodging - 5301 CUNY c222100 QL 0.00
0.00 Business - Lodging - 5301 CUNY c222100 QL 0.00
0.00 Business - Lodging - 5301 [SUNY 222100 QL 0.00

Cancel (@ Reset || [ save

Break down the expense between expense type, or cost center or any that apply.
When finished click and the system will return to the expense page.

**Please Note: Any charge marked as personal should not be charged to a grant.

Attendees Required

If a meal exceeds a certain dollar amount upon saving the entry, the system will
ask for more information. It assumes that due to the higher price, more than one
individual may have dined. Click the Back to add requested information.

Then, click the Attendees button.

R ARG, (] -
Hsave I i Attendees I
Included Expenses S Creats B Unassign SR Delete  (mBack
[ | Expense Date | ExpenseType | categary Payment Source | Source | Corp Card Merchart | Gost Center | Account| amount | currency Ant | notes | Businsss Furpose | Receipt Attacheg?
) SR FRANCIS
] o0s282012  Busiess Lodging Corporate Card m SRiANcs £222100 sa01 2922 23922USD o
= AIRTRANAI
] 08042012 Business A, Bus, Rai, Fare  Corporate Card o euahgazn | CZ22100 5301 18810 188.10USD No
] 08052012 Business Breakfast Corporate Card HUDSONNEWS 280 o100 5301 18 11.95USD Yes
] 08082012 Busiess Lunch Corporate Card B5  MCDONALD'S F6750 (222100 sa01 1655 16.55USD ves

An Attendees box then appears.

Attendees

| Contacts | | Attendees:
Type in attendees here and -
put total number at

bottom.\ |

Add Contact Number of Attendees: 0

A
@ Return to Expense LI[ @. Reset ] [ Exit ]

Click Return to Expense to Save.
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Using the Per Diem Wizard

Good Morning, Carol J Liedes Help | Tutorial | Change Password | Change Role | Log C

Home * Expense Reports >

| Travel Request || Reguests for Approval || u d Expenses ||New Exp Report” My Expense Reporis || Reports for Approval || Audit |

[ Expense Summary

Report Id: 59396 Total:

[ Expense Summary

Expense Date: 06/07/2012 E Payment Source: Out of Pocket - Expense Type: Business -
Category: Per Diem Mealzs & Incident: + *’@b Account: Cost Center: C222100
Amount: 0.00 @ Business Purpose: “ Corp Card Merchant:
Receipt Attached?: [] -
[ Hsave ][_fs Aftendees |
| Included Expenses Create  $3bpUnassign  S3Delete <iBack |
Copense | BOSS | Guigory| PO | sourcel SOCHT | O | pccount amunt| O | o] PUSVeS| Recebt

When you are completing an expense report, and you have opted for
reimbursement via Per Diem M&IE (meals and incidental expenses), utilize the
Per Diem Wizard located adjacent to the category field. The wizard icon turns a
yellow color when Per Diem is chosen in the category field.

O Click on the yellow wizard icon to be taken here:

® Ensure the arrival and departure

Arrival Date: 08/07/2012 = .
Arrival Pet: T5% dates are correct and complete all fields.
Departure Date: 061072012 [ Use the magnifying glass to help with
Departure Pct: 75%

Perdiem Type: Government

Per Diem Category:

. Meals and Incidentals

Lecation: [=]9,
Account: Q
Cost Center: C222100 Q,
Payment: Out of Pocket
=p Next [ [ cancel ]

your search, especially with location, as
shown here. Select the location by
clicking on the appropriate line.

(@ Apptricity - LocationSearch jsp - Windows Internet Explorer provided by Financial Inform.... = Ll =
[% hitps/stufts.apptricityandemand.com/public_htmi/controller’tm=1339082162049 B

Search For Locations

City: Charleston Country: USA

State: SC Name:

[y search | [ M create | [ [Ext |[ S clear | [ @ Reset |

List Location Results

City | Country | Name ‘ State
CHARLESTON AFB Usa United States 5C
CHARLESTON COUNTY Usa United States sC

© After selecting, click Next
after screen refreshes.

Done

& Internet | Protected Mode: On

fa v ®100% -

5/20/2014 Support: e-Expense@tufts.edu
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http://finance.tufts.edu/accpay/files/travelperdiem.pdf

m Good Morning, Carol J Liedes Help | Tutorial | Change Password | Change Role | Log O1

Home = Expense Reports =

| Travel Request || Requests for Approval || Unassigned Expenses ||New Expense Report” WMy Expense Reports || Reports for Approval || Audit |

Expense Summary

Expense Date: 08/07/2012 E| Payment Source: Out of Pocket - Expense Type: Business -
Category: - il . Account: Cost Center: C222100
Busi Pi :
Amount: 0.00 @‘S) usiness Furpose “ Corp Card Merchant:

Receipt Attached?: [] &

[ = save ][_fa’n Attendees

Included Expenses £3" Create
|:| E;:;?:nee E;;E:nee Category Payment Source Source | Corp Card Merchant | Cost Center Account| Amount i?_;zf:t Notes Busine
[[] 08/07/2012 Business :chrl dfﬁglg‘eals & Out of Pocket 222100 5301 42.00 EIE?I?)

[[] 060872012 Business Eec: dfﬁglgeals & Dutof Pockst 222100 5301 56.00 Elgg
[F] 08/09/2012 Business Eecri dfﬁglg‘eals & Dutof Pockst 222100 5301 55.00 Elgg
[F] 08/10/2012 Business :;ecri d[gﬁ{zlgeals & Dutof Pockst 222100 5301 42.00 Elgg

The wizard not only retrieves the correct GSA per diem rate for the location, but
correctly prorates that per diem by 75% for the travel to and travel from days. This
is in accordance with IRS regulations pertaining to using M&IE per diem rates.

PLEASE NOTE: The corporate card can not be used to pay for Meals & Incidentals
when taking per diem allowances. However, if the card is accidentally used, the
expense type must be “personal.” The amount will be deducted from your out of
pocket reimbursement. Any charges marked as Personal should not be charged to

a grant.
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Using the Foreign Currency Converter

Tufts Good Afternoon, Carol J Liedes

Home > Expense Reports >

Help | Tutorial | Change Password | Change Role | Log Off

| TravelRequest || Requests for Approval ||

Expenses | Mew Expense Report || My Expense Reports || Reports for Approval || Audit

Expense Summary

Report Id: 59632

Expense Detail
Expense Date: 05202012 [

Category: - A

[ Amount: 0.00

Receipt Attached?: [

Included Expenses

[F] | Expense Date | Expense Type | Category Payment Source Source| Corp Card Merchant | Cost Center
[ 0312012 Business Dinner Corporate Card PICKWICK 222100
[ ose0r2012 Business Lunch Out of Pocket 222100

Payment Source: Out of Pocket

Account:

) :Tmess Purpose:

Expense Type: Business -

Q Cost Center: 222100 Q,

Corp Card Merchant:

£ Create 32 Unassign 38 Delete ¢ Back
Business Purpose

e m Recap Aachea?
3705 22 00 5ER Yes

19.87 139.00 SEK No

If the amount of receipt is in a foreign currency, use the Currency Converter to
change to USS. Click the globe icon, as shown above. You're taken to the screen
(below), where you will populate the fields. After selecting the currency type,
click . Note that the column titled Currency Amt refers to the original,

native currency.

Currency Wizard

Currency: Swedish Krona

Slovenia, Tolar
Foreign Amount: | solamon Islands Dollar
Somali Shilling
Conversion Rate: |South Africa, Rand
South Korea, Won
Amount: |Spain Peseta

Sri Lanka Rupee
q Sudanese Dinar
m S5 G sudanese First Found
Surinam Dollar
Swagziland, Lilangeni
Swedish Krona
Swiss Franc

Syrian Pound
Tanzanian Shiling
Thailand, Baht

Tonga, Paanga
Trinidad and Tobago Dollar
Tunisian Dinar

UAE Dirham

Uganda Shiling

UK Pound Sterling
Ukraine, Hryvnia

US Dollar

Vanuatu, Vatu
‘Venezuela Bolivares Fuertes
Vist Nam, Dong
‘Yemeni Rial

Zambia Kwacha
Zimbabwe Dollar

Done @ Internet | Protected Mode: On

/v ®I00% ~

You will be returned to your
expense summary, and the
converted amount will appear.
Now, complete the other fields

Expense Date: 062002012 [

Category: Lunch - WL

Amount: 19.87 )

If importing a credit card expense to the report, the expense automatically
converts to USD. The wizard is for out of pocket expenses.

5/20/2014

Support: e-Expense@tufts.edu 27



Auto Mileage

The system can calculate your auto mileage.

Create a new expense and change the Expense Date as needed then choose
Auto Mileage as the category and click the Wizard icon = The mileage rate
is based on the expense date)

| Expense Summary

| Report Id: 72858 Total:
Expengd¥ Detail
Expense Date: 04/11/2013 [ Payment Source: | Out of Pocket [=] Expense Type: | Business [~]
Category: Auto Mileage El'z-‘, Account: Q, Cost Center: C222100 Q,
4] Business Purpose: Corp Card Merchant
Receipt Attached?: [] -
Included Expenses Create  $Zh» unassign  $3Delete  {aBack

Expense Date Expense Type Category | Payment Source Source | Corp Card Merchant ‘ Cost Center | Accounll Amount | Currency Amt | Notes‘ Business Purpose | Receipt Attached?

Enter the Start and End Location and Distance. If you are unsure of the miles

click Show Map | ad a new windows will pop up showing the google map and
the mileage.

Save when done

Don’t forget to put your return mileage if necessary. Enter the
. Account, cost
ileage Wizard
Start Location: 169 Holland St, Somerville, MA Ce nte r a n d
nd Location: 200 Westbore Rd, N Grafton MA| Show Ma .
R Rate: [155% ’ Business Purpose
Mileage Code Base [v| Total [0.00 and Save

Expense Summary

Report Id: 72858 Total:

Expense Detail

Expense Date: 04/11/2013 E Payment Source: Out of Pocket Expense Type: | Business El
Category: | Auto Mileage E'ﬁ Account: Cost Center: C222100 Q
Amount: 28.25 53] Business Purpose: Corp Card Merchant

Receipt Attached?: []

H save A Attendees

Included Expenses £3" Create  35E> Unassign  $ Delete  (aBack
Expense Date Expense Type Category | Payment Source Source | Corp Card Merchant ‘ Cost Center | Accounll Amount | Currency Amt ‘ Nulas‘ Business Purpose | Recsipt Attached?
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Transmitting Receipts for Expenses

Good Afternoon, Carol J Liedes Help | Tutorial | Change Password | Change Role | Log

Home > Expense Reports >
Travel Request || Requests for Approval | Unassigned Expenses | New Expense Report || My Expense Reports || Reports for Approval || Audit
Expense Summary
From Date: 051772012 [ ToDate: D&0SZ01Z [ Report ID: 58851
Country: | United States. [=] Purpose: [Pick one [= Status: Open
Travel Type: | Individual [=] Destination: Maine Final Approver: Renoni, John Stephen
Trip Description: v/isit GE P Submitted B‘ carol |
eceipts Attached @ Total: 514,60
i oucher # Reimbursement
" Dal:Lﬂ
if Sponsored Project funded please & project is
indicate how travel directly
benefitsirelates to the project dology:
([ Back | [ & Delete | [ B Notes | [ [ save | [ 220 submt | [ [5G ]Workfiow | [ @ print | [ Simport | [ AdHocapprove
Included Expenses ST Create  $EEDUnassign 32 Delete
[F] | ExpenseDate | ExpenseType | Category Payment Source | Source | Corp Card Merchant CostCenter | Account | Amount | CurrencyAmt | Hotes | Business Purpose Receints Attached?
O osesezoiz Business Dinner Out of Pocket 222100 5301 .97 oTusD ®J Yes
[ osesrzoiz Business Lodging Corporate Card SR FRANCIS DRAKE HOTE 222100 5301 239.22 23922080 f&) No
[ osi4z012 Business Ar, Bus, Rall, Fare Corporate Card ARTRANAI 3270650506322 222100 5301 188.10 188.10UsD [ No
[ osi0sz012 Business Breakfast Corporate Card HUDSON NEWS 280 LN 222100 5301 11.95 1nesuso B Yes
[ osisz012 Business Lunch Corporate Card MCDONALD'S F5750 222100 5301 16.55 1655UsD ) Yes
[ os4z012 Business Taxi, Limo, Toll, Parking Out of Pockst 222100 5301 26.80 2680UsD [ es

Receipts are required for expenses incurred, with the exception of per diem
M&IE. There are options on how to include receipts.

Option #1: Scan & Upload — Scan receipts, save as a pdf, then upload to the
system. Once the pdf is ready, click on the receipts icon as shown above.

-

Add new: Browse. .. Upload |

Click browse to locate the file you saved. Click the file and the file
name/path will then appear in the window. Click Upead | After the file has
been uploaded, browse to add another file, or click Exit to return to the
Header Page. Once back at the Header Page, the receipt icon has changed

from (i, toEl )

5/20/2014 Support: e-Expense@tufts.edu
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m Good Afternoon, Carol J Liedes Help | Tutorial | Change Password | Change Role | Log

Home > Expense Reports >

Travel Request || Requests for Approval | Unassigned Expenses | New Expense Report || My Expense Reports || Reports for Approval || Audit
Expense Summary

From Date: 05172012 [ To Date: 08052012 [ Report I sssswé
Country: |United States [=] Purpose: [Pick one [= Status: Open
Travel Type: | Individual [=] pestination: Maine Final Approver: Renoni, John Stephen
Trip Description: vigit GE P Submited By: Liedes, Carol J
Receipts Attached: @) Total: 514.80
Voucher # Reimbursement
Date to
Voucher # Corp Card: P
If Sponsored Project funded please If more than one sponsored project is
indicate how travel directy funding the travel please detail the
benefitsirelates to the project allocation methodology:
[ &aBack | [ R Detete | [ B notes | [ [ save | [ 2 submit | [ (53] workrow [ & print [ $jimport | [ AdHocApprove
\—
Included Expenses ST Create  $EEDUnassign 32 Delete
[F] | ExpenseDate | ExpenseType | Category PaymentSource | Source | Corp Card Merchant CostCenter | Account | Amount | Currency Amt | MNotes | Business Purpose Receipts Attached?
[ oszsz012 Business Dinner Qut of Pocket £222100 5301 87 ssTusD B Yes
[ osizsz012 Business Lodging Corporate Card SIR FRANCIS DRAKE HOTE £222100 5301 23922 23922050 ®J No
[ oei42012 Business Air, Bus, Rail, Fare Corporate Card AIRTRANA| 32270650506322 £222100 5301 188.10 1es10usp &) No
[ oei0s2012 Business Breakfast Corporate Card =2 HUDSON NEWS 280 LN 222100 5301 1186 1ssusD B Yes
[ oei0s2012 Business Lunch Corporate Card MCDONALD'S F6750 €222100 5301 16.55 1655UsD B3 Yes
[ oe4z012 Business Taxi, Limo, Tols, Parking Out of Pockst €222100 5301 26.80 2s80UsD ) Yes

Option #2: Fax receipts using system generated cover page. Click the Print
button. A pop up screen will appear with a QR code and fax number (see
below). Print this page out. Fax receipts WITH the cover page to the number
noted. The fax will go directly to Apptricity and the QR code links the receipts
with the report ID of the expense report.

EXPENSE RECEIPT SUBMISSION COVER SHEET

SERVER CODE: TUFTS
EXPENSE REPORT ID: 58861

USERID: 11629

Please fax all paper receipts to 214-922-0045

Name: Carol J Liedes # of Pages:

Option #3: Attach receipts using your mobile device and the Apptricity app for
that device. See section VI for details.

5/20/2014 Support: e-Expense@tufts.edu 30



Submitting a Report

When one is finished recording all expenses and attaching receipts, it’s time
to return to the header page. To do so, click Back. Think of Back as going
back to the beginning to wrap up the process.

m Good Afternoon, Carol J Liedes Help | Tutorial | Change Password | Change Role | Log ¢

Home > Expanse Reports >

Travel Request || Requests for Approval || Unassigned Expenses || New Expense Report || My Expense Reports || Reports for Approval

r
| Report Id: 58861 Total: 514.60

Expense Summary
Expense Date: 06M42012 [ Payment Source: Out of Pocket - Expense Type: Business -
Category: Account: aQ Cost Center: 222100 Q
Amount: 0.00 ) Business Purpose: “ Corp Card Merchant

Receipt Attached?: [7]

@ Anendess

Included Expenses i Create B> Unassign  $RDeletefl {mBack
[F]| ExpenseDate | ExpenseType | Category Payment Source ‘ 5uun:e| Corp Card Merchant | Cost Center ‘ Accuum‘ Amount | Currency Amt | Notes ‘ Business Purpose Recohg
[F] o0s252012  Business Dinner Out of Pocket 222100 5301 g7 MSTUSD Yes

) ) SR FRANCIS
057252012 Business Lodging Corporate Card B o HoT 222100 5301 23922 2382200 No
) ’ ; ARTRANAI
[] 06042012 Business Alr, Bus, Ral, Fare  Corporate Card B oooeensoeize | G210 5301 18810 188.10USD No
/052012 Business Breakfast Corporate Card HUDSONNEWS 220 3100 5301 119  1186USD Yes
LN
[[] o06ms@1z  Business Lunch Corporate Card MCDONALD'S FE750  C222100 5301 1655 1655USD ves
[[] 08M#2012  Business Taxi, Limo, Tols, Out of Pocket 222100 s301 2680 28.80USD Yes

Parking

Report Summary

It is a good idea to review the report summary before submitting your
report. To do this click on the print button.

m Good Afternoon, Carol J Liedes Help | Tutorial | Change Password | Change Role | Log

Home > Expense Reports >

TravelRequest | Requests for Approval | Unassigned Expenses | New Expense Report ||My Expense Reports || Reports for Approval || Audit

Expense Summary
From Date: 051772012 [ ToDate: D80s2012 [ Report ID: 58851
Country: | United States [=] Purpose:[Pick one = Status: Open
Travel Type: | Individual [=] Destination: Maine Final Approver: Renoni, John Stephen
Trip Description: vist GE i Submited By: Liedes, Carol J
Receipts Attached: @ Total: 514.80
Voucher # Reimbursement:
Date to
Voucher # Corp Card: s
if Sponsored Project funded please & If more than one sponsored project is B
indicate how travel directly funding the travel please detail the
benefitsirelates to the project allocation methodology:
[ ¢=Back | [ 8% pekete | [ [ notes | [ [ save | [ 20 submit | [ (53] workiow || & print [ $jimport | [ AdHocapprove |
i S : i
Included Expenses 7" Create  $ZEDUnassign 33 Delete
[[] | ExpenseDate | ExpenseTyps | Category ‘ Fayment Source | Source ‘ Corp Card Merchant | Cost Center ‘ Account | Amount ‘ Currency Amt | Hotes | Business Purpose ‘ Receints Attached?
O osesezo1z Business Dinner Out of Pocket 222100 5301 .97 soTusD B Yes
[ ossezoiz Business Lodging Corporate Card SR FRANCIS DRAKE HOTE 222100 5301 239.22 23922080 No
[ osi4z012 Business Alr, Bus, Rall Fare Corporate Card ARTRANA| 3270860506322 222100 5301 188.10 18810USD [ No
[ osi0sz012 Business Breakfast Corporate Card &5 HUDSON NEWS 280 LN 222100 5301 1195 1nesusD B Yes
[ osi0sz012 Business Lunch Corporate Card &= MCDONALD'S F5750 222100 5301 16.55 1655UsD B Yes
[ os4z012 Business Taxi, Limo, Tolls, Parking Out of Pocket 222100 5301 26.80 2680UsD [ es
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EXPENSE RECEIPT SUBMISSION COVER SHEET

SERVER CODE: TUFTS

EXPENSE REPORT ID: 59380

USER ID: 10747

\Please fax all paper receipts to 214-922-0045 |

‘Name: Paul 8 Page |# of Pages: |

This window opens.
To view the report in
table format, click
Next. The report will
appear, as shown
below. When finished
reviewing, click Close.
It will take you back to
the original report

page.

| Tune 5, 2012 Report ID 50380
Page, Paul §
IEmplﬂyee Number: 1022647 Expense Report Departmeat C222100
Purpose: To visit our other campus Report Period 0227/12 To 06/05/12
Date Description Attendees | Payee I Miles | Department Foreign Amt I Total
Air, Bus, Rail, Fare
022712 AMERICAN 00187431668242 ca2100 72440UsSD T2440R
1
T24.40
|Breakfast
06/01/12 Me my seif and T C222100 26.00 USD 26.00R
1
26.00
Lunch
06/01/12 Me ca2100 30.00 USD 30.00R.
1
830.00
30.00
Company Pay to Travel Card: 72440
Company Pay to Employes: 36.00
Norn-reimbursable Expenses: 0.00
Total Expenses: 780.40
Sponsored Project funded:  Approval signifies compliance with University policies & procedures, federal cost principles and sponsored agreement guidelines and that there are no unafiowable costs (i.e. alcohol, entertainment, etc) included on this report. rr——
gnature
( )
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AdHoc Approvers

[ C:lElack ” 32 Delete ” ENIHES ” ESE‘JE ” @Suhmﬂ ” WDrkﬂuw ” EPrint ” ‘i]lmpnrt l AdHocApprove

When returned to the header page, another option is to add additional
approvers. Per the application of the traveler, the final approver has been
hard coded and can’t be changed. However, if your particular division or
school requires an approval in addition to the final approver on the
application, the AdHoc Approve button will allow this to happen.

| Ad Hoc Approver

Submitter: Liedes, CarolJ Approver: Page

Sequence: 5
Click the .
Add Selected Approver ] [Clear] [ Clnse]
| Ad Hoc Approvers
Sequence Approver | Status. | Approver Type
89 Renoni, John Stephen Pending F
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Type in a last name

g Users and click search.
First Name: Last Name: Page Then, click on the
name you wish to
insert. Once
returned to the Ad
Last Name | First Name Hoc Approver
Page Paul 5 .
screen, click
I Add Selected Approver
Ad Hoc Approver
Submitter: Liedes, Carol J Approver: Page, Paul S - Q.
Sequence: 5_
Add Selected Approver | |Clear | | Close
Ad Hoc Approvers
Sequence | Approver | Status | Approver Type
99 Renoni, John Stephen Pending F
[ Ad Hoc Approver
Submitter: Liedes, Carol J Approver: - Qb
Sequence: ﬁ

[ Ad Hoc Approvers

Seguence Approver

Status Approver Type

99 Renoni, John Stephen

Pending F

The name will be added prior to the final approver. Once finished, click Close to
return to the header screen.

5/20/2014
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l @Eﬂck ” 32 Delete ” E‘Nutes ” Es-ave ” ®5uhm'rt ” Eh’lﬂ:rkﬂuw ” EF‘rint ” <:ﬁj]lmpu:rrt ” AdHocApprove

Message from webpage -i.
I.-"-_"‘-I Sponsored Project funded:  Approval signifies compliance with Univers When ready to su bm|t’ c||ck
L = ity policies & procedures, federal cost principles and sponsored agreem . .
ent guidelines and that there are no unallowable costs (i.e. alcohol, ente the Su bm It button . YOU WI II

rtainment, etc) included on this report.

know the transmission was

| successful when the Status

i (below) changes from Open to
Submitted.

A message box will appear, asking you to affirm
that all expenditures are in accordance with
regulations and policies. If yes, click OK.

Tufts Good Morning, Carol J Liedes Help | Tutorial | Change Password | Change Role | Log C

Home > Expense Reports >

| Travel Request || Requests for Approval || Expenses || New Expense Report | My Expense Reports || Reporis for Approval || Audi |
Expense Summary
From Date: 05/17/2012 E To Date: 06/05/2012 a Report ID: 58861
Country: United States E| Purpose: Administrative Conference/Seminar E|
Travel Type: | Individual [+] Destination: Maine Final Approver: Renoni, John Stephen
Trip Description: vigit GE - Submitted By: Liedes, CarolJ
Receipts Attached: E Total 514 60

Voucher # Reimbursement:
Date to
Voucher # Corp Card: P
If Spansored Projsct funded please n If mors than ons sponsorsd project is B
indicate how travel directly funding the travel please detail the
benefits/relates to the project: allocation methodology:

[ ¢aBack | [ B otes | [ 53] workfow | [ = Print | [ AdHocapprove

The Workflow button can be used at any point. By clicking it the user can see the
routing for the expense reimbursement, and the status.

Workflow

Created Submitted to

0517112 Paul 5 Page
0 days 06/M5M2
29 days
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Section |V
Approving an Expense
Report



Approving Reports

This section is specifically for those employees who do not travel, nor incur
out-of-pocket business expenses, however take on the role as an online
approver. Approving is easy and takes little time.

If you are approving a report as an Approval Surrogate you must click
“Change Role” at the top right and choose the user you are approving for.

Step 1: You will know an expense report needs your approval because the
system will send an email. An example is provided below:

Expense Report ID 58683 has been submitted from Michelle L Rooney

tuftsadmin@apptricityondemand.com
Thu 5/17/2012 10:37 AM
Liedes, Caral J.

Expense Report from Michelle L Rooney submitted to Carol J Liedes for approval on 85/17/2812 for 2,588.88 . Link :

http://tufts.apptricityondemand.com/public html/psuite/login.jsp?UserId=CLIEDER1&enc=%3CzdeffhL¥5EzbbldrLOzX¥2BX2C8X2BsTH

2B7LGkzbffndlihbirfe

Step 2: Click on the link within the message of the email. It will bring you to
the system sign-on screen. Log in with the UTLN and SSO password, see page
2. Once the sign-in is complete, the system will go directly to the report to be
approved. The approver can review the report by scanning the list of
expenses at the bottom of the screen, or by converting to table format.

m Good Morning, Carol J Liedes Help | Tutorial | Change Password | Change Role | Log Off

Home > Expense Reports >

| Travel Request || Requests for Approval || Unassigned Expenses || New Expense Report || My Expense Reports [Reports for Approval || Audit

Expense Summary for Paul § Page

From Date: 02/27/2012 B To Date: 06/05/2012 B Report ID: 59380

Country: | United States Purpose: | Business Expense = Status: Submitted
Travel Type: | Individual Destination: Talloires. Final Approver: Devlin, Diane M.
Trip DeSCription: To visit our other campus P Subrmitted By: Page, Paul 5
Receipts Attached: 5 Total: 780.40

‘Voucher # Reimbursement.

Voucher # Corp Card: Date to

AP.
If Sponsored Project funded please If more than one Sponsored Project is
indicate how travel directly funding the travel please detail your
benefits/relates to the project: allggzii
[ &aBack | [ Fnotes | [ [52] workiow | [ @ Deny | [ 7 Agrove
included Expenses
ExpenseDate | Expense Type Category Payment Source Source | Corp Card Merchant CostCenter | Account | Amount | Fron Amt Notes | Business Purpose Receipts Aftached?
0202712012 Business i, Bus, Ra, Fare Corporate Card = AMERICAN D0187481868242 222100 5302 724.40 72040UsD [ Campus Visit Yes
0810112012 Business Lunch Out of Pocket 222100 5302 30.00 apoousp [ Lunch Yes
0610112012 Business Breakfast Out of Pocket 222100 5302 26.00 s0usp [ Breakfast Yes

To view in table format instead of list, click [&#n| . To review actual receipts,
click on the receipts attached icon, as shown above in red.
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EXPENSE RECEIPT SUBMISSION COVER SHEET

SERVER CODE: TUFTS

EXPENSE REPORT ID: 59380

USER ID: 10747

\Please fax all paper receipts to 214-922-0045 |

‘Name: Paul 8 Page |# of Pages: |

This window opens.
To view the report in
table format, click
Next. The report will
appear, as shown
below. When finished
reviewing, click Close.
It will take you back to
the original report

page.

| Tone 5, 2012 Report ID 59380
Pagz, Paul §
IEmplﬂyee Number: 1022647 Expense Report Departmeat C222100
Purpose: To visit our other campus Report Period 0227/12 To 06/05/12
Date Description Attendees | Payee I Miles | Department Foreign Amt I Total
Air, Bus, Rail, Fare
022712 AMERICAN 00187431668242 €222100 72440UsD T24.40F.
1
T24.40
|Breakfast
06/01/12 Me my self and T C222100 26.00 USD 2600R
1
26.00
Lunch
06/01/12 Me €222100 30.00USD 30.00R
1
530.00
30.00
Company Pay to Travel Card: 72440
Company Pay to Employes: 36.00
Norn-reimbursable Expenses: 0.00
Total Expenses: 780.40
Sponsored Project funded:  Approval signifies compliance with University policies & procedures, federal cost principles and sponsored agreement guidelines and that there are no unafiowable costs (i.e. alcohol, entertainment, etc) included on this report. rr——
gnature

()
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Tufts ‘Good Morning, Carol J Liedes Help | Tutorial | Change Passwore d | Change Role | Log Off

Home > Expense Reports >

| Travel Reguest | Requests for Approval || Expenses || New Expense Report || My Expense Reports [|Reports for Approval || Audit
| Expense Summary for Paul § Page
From Date: 02272012 [ ToDate: 06052012 [ Report ID: 59330
Country: | United States Purpose: |Business Expense =] Status: Submitted
Travel Type: | Individual [=] Destination: Taloires Final Approver: Devlin, Diane M.
Trip Description: To visit our other campus m Submitted By: Page, Paul 5
Receipts Attached: (5 Total: 780.40
Voucher # Reimbursement:
Date to
Voucher # Corp Card: s
If Sponsored Project funded please = If more than one Spensored Project is
indicate how trave! directly funding the travel please detai your
benefits/relates to the project: allacation :
[ &5 Back | [ [Fnotes | [ [o2] workiol | [ @ Deny | [ 7 Approve | *an [ AdHocapprove |
Included Expenses
[F] | Expense Date Expense Type Category ‘ Payment Source ‘ Source ‘ Corp Card Merchant ‘ Cost Canter ‘ Account | Amount ‘ Fron Amt | HNotes. ‘ Business Purpose Receipts Attached?
O o2e1eu2 Business Air, Bus, Rall, Fare Corporate Card AMERICAN 00187481668242 222100 5302 72440 72¢40UsD Campus Vst Yes
O osioizo1z Business Lunch Out of Pocket 222100 s302 30.00 3000usD B Lunch Yes
O osioizo1z Business Breakfast Out of Pocket 222100 s302 26.00 2600UsD Breakfast Yes

Now that you have been returned to the opening page, click Approve or Deny. If
you select Deny, a prompt box will appear which needs to be completed, explaining
the reason for the non-approval. Note that even though a report is denied, it isn’t
discarded. It’s merely returned to the user/entry surrogate for them to modify,
then resubmit. Upon resubmission, routing will return to the person who denied
the report; it will not reroute to the first approver. If approved, the approval
process is complete.

Clicking the Workflow button will graphically show the entry and approval
sequence. A sample is shown here:

| Workflow
L & de. . £
o
Created Submitted to Approved by Submitted to Paid
051712 John Stephen John Stephen AIP for 05121112
0 days Renoni Renoni. payment 2 days
051712 051812 051812
0 days 1 day 0 days
Close
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Section V
Checking the status of an
expense report/re-
submitting a denied report



Checking the status of a report/
re-submitting a denied report

Sign into the system. If you are a surrogate, a role change is necessary,
indicating that you are searching for a report on behalf of a traveler. Click
Change Role in the top right of your screen.

If you are not an entry surrogate skip to the next page.

Help | Tutorial | Change Passworfl | Change Rold | Log Off

(@& Surrogate Selection - Windows Intemet Explorer provided by Financial Informa... /= X

[ http:/tufts apptricityondemand.com/public_html/psite/RoleDizlog jsp forAnyOne=nogtm-| & |

Surrogate/Role Selection

R Select the individual who traveled by
‘ <€— & clicking on the name. When the
En) window closes there should be a new

name at the top in the Good Morning
message, sample below.

@ Internet | Protected Mode: On 3 v ®10% -

w| Tufts Good Morning, Test User 01 (as Surrogate)

| Portal || Expense Reports |
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[ Good Morning, Carol J Liede:
Click on Expense orning, Caro s

Reports >

portal | Expense Reports [ Aomnsvaton |

Next, click on My
— Expense Reports *

=
£ B I Travel Request I Requests for Approval I Unassigned Expenses I New Expense Report IMyExpenseReportsl Reports I Reports for Approval I QIF Import I Audit -

Expense Report Search

FromDate:  [E] ToDate [
Datesentto AP: [ Reportld:
Submited To: QO
Invoice status: [~ |
Toal

[ b Add New | O, search | [ © Clear || @ Reset |

Good Morming, Barbara Daddario ) o0t
e The Invoice Status defaults
4pme > Expense Repois > .
s | Travel Raguest || Roquests o Approval | Unsssigned Expenses | New Experce rsgen | Wy penseioporns | £ Open, click the down |
Expanse Report Saarch | ]
S— e arrow and change to blank
Dzt gant 1o AP B Reportid or whatever status you are
Submined To [« L .
lveie stas: [Open looking for. You can search
Total
O S H H —
[#thﬁ:rm = by any criteria on the
et e i e screen. B
Report Trip Dascription Diata sant to AP User Exparied [ — IS I R e,
78343 Daddario. Barbara Blarane_ Peter A Open | =] 000 05232013 0aM22013
Good Morning, Barbara Daddario Help | Tutorial | Change Password | C

Home > Expense Reporis >

L I Travel Request I Requests for Approval I Unassigned Expenses I New Expense Report IM‘yExpense Reportsl Reports I Reports for Approval I QIF Import I Audit .

Expense Report Search

From Date: F] ToDate: =]
Date sent to AP: ] Report Id:
Submitted To: QAW
e
Invoice status. ~ I]

a1~ Click Search
[ gk Add New || O, Search mﬂ @ Reset |
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Here are the possible reports statuses

Open User created report but it has
not been submitted

Accounts Payable Voucher has been created in
PeopleSoft

Denied Report denied

Submitted Report waiting for approval

Approved Report approved

Audit Approved Pre-Audit approved

Exported Report file created for
PeopleSoft

A listing of reports will show, hover over the report you want to look at and click to
open

E@L £, hitpa:/utts appticityondemand.compat 2 = B & % | <. Appticity ™| — TR
fle Edit View Favontes Took Help

i 81 Itenactive TIN Session @) TES Web Chient £ Procusement Logon [E Google 704 & FMPROD () Imaging - Production &) Accounts Payable & OrgSupply ., Apptricity Login & Finance Portal i
m Good Moming, Barbara Daddario Halp | Tutorial | Change Paseword | Changs Role | Log O

From Dt B ToDae B
Duate sent 1o AP Bl Reportia:
Submitted To: L+ LN
Irrvcice status: =]
Total:

Expense Repornt Search List |
Report id Trip Descrigtion Date sont to AP Liser Submitiad To Inwoica Status | Receipts | Total Create Date Last Activity
o236 e-Expanse Tralining in Boston 03252012 Daddario, Barbara Barone, Peter A Payable 2 04 002013 03252013
8343 Daddario, Barbara Barone, Patar A Open B 000 05232013 06122013
B alede B dnde “I
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Home » Expense Reports >

Good Morning, Barbara Daddario

Help | Tutorial | Change Password | Change Role | Log Off

Expense Reports | Reports | Reports for Approval || QF lmpot | Awdt ||

<<>> || Travel Request || R for Approval || Unassi es New Expense Report
Expense Summary E
From Date: 02/032013 [ To Date: 0311472013 [ Report ID: 64383
Country: United States [+] Purpose: |Business Expense [~ Status” Denied
Travel Type: ‘ Individual E" Di Appnfvilr::! Page, Paul 8
o Trip i Submitted By: Daddario, Barbara
escription Receipts .
Aaoneg @ Total: 485.36
- Voucher #
Remoursement Click on the Workflow
Voucher # Corp e)m i
o . . Card: Ap:
meoee - ClICK the Notes button to - ffmore Toan one button to see the -
please indicate . . project is | t o o t
how travel - funding th =
m;ir:;ﬁr See report aCtIVIty travgllpnlgasg approva ac IVI y
benefits/relates detail the £
to the project: allocation
methodology:

22" Submit]

I <= Back ” 8Deletei [ Notes iESave ”

] @Wnrkﬂnw II :E Print ] [ S Import ] AdHocApprove

05/20713 12:32 Barbara
Daddario

03/14/13 12:00 Barbara
Daddario

workflow Report denied - re-submit
user workflow  05/20/13 12:31 Submitted to Paul S Page

user workflow  03/14/13 12:00 Created

Included Expenses @U’m @mn 3 Delete
Expense Create Expense Payment Corp Card Cost Currency Business Receipts
A Date | Date ‘ Type | iz ‘ Source SoinE Merchant Center BERINL| A Amt potas Purpose Aftached?
[ 02032013  03/26;2013 Business  Misc Expense Corporate gy BOLFCOURSE  copamen 5301 8268  82.68 USD test Yes
[l 02032013 032672013 Personal  Misc Expense Corporate SOLFCOURSE  cozaton 5301 8268 8268USD [ test Yes
Notes Workflow
Date Entered By Note Type Comment
05/22/13 11:23 Paul S Page  manager 05/22/13 11:22 Denied by Paul S Page. Reason: This is the deny message.

Yin

Denied by Paul 5
Page. Reason:
This is the deny

Created
0314/13
0 days

Submitted to
Paul S Page
05/20113

67 days message. Report
denied - re-
submit

05/2213

If you need to correct and re-submit a denied report make necessary changes
and click Submit

< Back ” $2 Delete ” [®) Notes ” = save ]

2" Submit |

[ 5 | Workflow ” (== Print ” < Import “ AdHocApprove ] |
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Section VI
Using an App with an Apple
or Android product



Using an Android or Apple Device
(iPhone, iPad)

The Apptricity app allows you to add receipts to your expense report while you
are on your trip. You first need to create an expense report using the web
application (http://tufts.apptricityondemand.com) . If you use pre-trip approvals
an expense report is automatically created once the pre-trip is approved.

Please keep in mind the app does not have the full functionality of the web-site.
You will not be able to create a new report or submit an existing one, only add
images and expenses to an existing report.

O Start by downloading the Apptricity app from Apptricity Mobile

the app store. .
Apptricity

® Click on Configuration to add the URL Expense

\L © 2011 Appricity Corporation. All rights reserved.

Welcome, please sign in

345 P

Apptricity Mobile

Login
Password
Sarver LF L

UHL
hiips:fultsappiricityondemand.com

Save

e —

The configuration defaults to http:// be sure to add
the S after http or you will not be able to log in

Enter the URL and click Save

https://tufts.apptricityondemand.com
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togort - Apptricity Mobile sy

Welcome, Carol J Liedes

-"-' 6 ©® You should always tap “Sync” before
you start. This will sync the app up with
PR B e the database. Tap Expense Reports to
Expenses view your reports. Reports that have not

been sent to Accounts Payable will be

. listed.

Expense Approve
Reports Reports

s Apptricity Mobile

Expense Reports

look at fijords §5435.00 9
2012-05-17 > 2012-05-17 Approved

® Tap on the Expense Report you

would like to add receipts to. To visit Bath IronWorks ~ §2493.9

2012-05-17 > 2012-05-17 Open
38 Expense(s)

iPad App $0.00 §
2012-06-15 > 2012-06-15 Open j
0 Expense(s)

sack  Apptricity Mobile

View Report

From Date

2012-06-15

To Date
2012-06-15

Purpose

iPad App © Tap “Add a Receipt” to take a picture of

Report Status .
Open your receipt.

'?;j' Expenses (0) $0.00

ﬁ Receipts (0)

Add a Receipt
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@ Tap the picture of the camera to take a picture. E g 2

An image sample is shown. Tap the box
and drag/move the image as needed to
make sure the entire receipt is legible. If
the receipt is not legible, tap Retake to
take another picture. If the receipt is ok
click “Use” to add the receipt to your
report. Make sure the image is between

the shaded areas.
The receipt will upload to your report. The

app will convert your photo to black and
white to save storage space. /))

Uploading Receipt...

@ The number of receipts will be listed.
Click “Add a Receipt” as needed to add
additional receipts. If finished, exit app.

ek Apptricity Mobile
View Report

From Date

2012-06-15

To Date
2012-06-15

Purpose
iPad App

Report Status
Open

'@ Expenses (0) $0.00

u Receipts (2)

Add a Receipt
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Using a Mobile Device to Approve
Reports of Others

Mobile Device users (Android & Apple) have the ability to approve reports.
What you see on the report is limited, you need to use the web-site to see

the full report in an easy to read format.

Log Off Apptr!(:ity MObile Sync

Welcome, Carol J Liedes

+ ©

Add Expense Unassigned

O Always tap “Sync” before you
start. This will sync the app up with
HPoRRgE the database. Tap Approve Reports

to view reports you need to

Expense Approve
Reports ~eports

Back Apptricity Mobile

Approve Reports

Daddario, Barbara 68.00 $
@ Tap on the report you want to 012-03.080 2 . $ »
2 Expense(s)

approve.
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sack  Apptricity Mobile

Daddario, Barbara

© Tap Expenses to see the expenses on the
report.

From Date
2012-03-08

O Tap the expense you want to view. To Date
¢ 2012-06-19

Expenses

Purpose

6 Expenses (2) $68.00

Misc Expense $34.00 9

2012-03-08 )
= EQ Receipts (0)

Misc Expense $34.00 3

2012-03-08
Approve

Deny

© Tap back to view additional expenses. Tap
back again to go back to approve the report.

>
sack /Apptricity Mobile
Expense

Category
Misc Expense

s ® Tap Approve or Deny, and Back
e when done.

Vendor

Date

2012-03-08

Approve

Payment Method

Corporate Card
Deny

Description

AGNT FEE 89005725399216

Reimbursable

Attendees
No Attendees
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Section VII
Frequently Asked Questions



e-Expense Frequently Asked Questions

Can this system be used for Tufts business expenses?

Yes, select the category “business expense” when creating the expense report.

Can | do an on-line expense report for a student our outside vendor?

At this time the system is for employees only, we will add non-employees in the future.

Can | use my Corporate MasterCard to arrange travel for a student?

Yes but if the student has out of pocket expenses a paper report must be filed.

Do | need to obtain receipts when | use the Tufts Corporate MasterCard?

Yes, the IRS does not accept card transactions as definitive proof of the travel expense.
Scanned/imaged copies of original receipts must be obtained and filed with your expense
report as.

| travel on behalf of multiple departments; can | split the charge between different cost
centers?

Yes but the traveler would need access to the additional cost centers. If you do not have access
to the cost center you can add a user that does have access as an ad-hoc approver and they can
change the cost center. (See page 31 of the user guide for how to add an ad-hoc approver)
How do | get access to additional Cost Centers?

E-mail e-Expense@tufts.edu

How do | split a transaction?

Click on the split icon on the expense detail page. See page 23 of the user guide.

Can | convert amounts from foreign currency to US dollars?

Yes, there is a currency converter available to convert to US dollars based on the date of the
transaction. See page 27 of the user guide.

What happens if | accidentally make a personal charge on my Corporate Card?

Mark that transaction as personal when filling out your report and the amount will be deducted
from your out of pocket reimbursement. Any charges marked as personal should not be charged
to a grant.

How do | enter an expense report on someone other than myself?

The user needs to add you as an entry surrogate for them. If unfamiliar, see page 6 of the user
guide.

| am going on vacation, how do | assign someone else to approve reports?

Assign that person as an approval surrogate for you. See page 6 of the user guide.

Is there a way to view a summary of my report?

Yes, there is a report view that shows a summary. Click the Print button, you will see the QR
code, click next and the report will display (see page 31 of the user guide).

How do | view reports already processed?

Go to “Expense Reports”, “My Expense Reports” and change the Invoice Status dropdown from
Open to blank or whatever status you are searching for then click “Search”.

I charged my airfare and conference fee on my Corporate Card but | am not traveling for
several months. Should | complete a report or wait until | return?

You can do either. We recommend waiting until you return so all expenses are on a single
report.



http://finance.tufts.edu/accpay/files/eExpenseGuide.pdf#Split
http://finance.tufts.edu/accpay/files/eExpenseGuide.pdf#CurrencyConversion
http://finance.tufts.edu/accpay/files/eExpenseGuide.pdf#Surrogates

What to do when you owe Tufts

All e-Expense reports are sent to Accounts Payable and vouchers are electronically
created.

If you owe money on a report, a credit voucher will be created.

If you owe money you have two options:

1. If you expect to receive a reimbursement within 60 days you can
leave the credit as is and the amount owed will be deducted from
the next reimbursement you receive.

2. If you will not be getting a reimbursement or wish to pay Tufts
back now you need to send a check to Accounts Payable/TAB
Medford Campus along with a copy of your travel report. Accounts
Payable will deposit the money into the DeptlID or Project/Grant and
remove the credit from the system. Make checks payable to Trustees
of Tufts College.

You should review your report before submitting so you know what you are owed or
what you owe Tufts.

Here are the instructions:
Click the Print button, you will see the QR code, click next and the report will display
(see page 9 of the user guide).

Out of Pocket 58.00
CC Personal -113.39
CC ATM 0.00

i A credit amount

Total Due Traveler represents money

1244.51

Total Corporate Car owed Tufts
Total Prepaid 0.00
Trip Total 1189.12
Pre-Trip Estimate 0.00
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What to do when an outside organization is paying for all or part of
your business trip

You can continue use the corporate card to pay for your expenses. The report should
be completed as normal and charged to the proper account and your department
DeptID. Any charges that tufts will be reimbursed from an outside agency should not
be charged to a grant. Make a note on the transactions which will be reimbursed by the
organization.

The organization should make the check payable to Trustees of Tufts College and be
sent to the department. The department is responsible for depositing the check with
the proper DeptID. All deposits are credited to account 5999 and the PeopleSoft
journal starts with CN.....

Attach copy of the deposit slip to the report. Enter TR followed by the report id in the
description. This will make it easier to match up with the original charge on the

transaction detail repor

TUFTS UNIVERSITY
Cash Deposit

[x] CHECK

[ ] MC

[ | DISCOVER

ORIGINATOR (prban, Widdagy  EXT.

DATE |()]3|9\‘0|a?|0| /|3!

amount [ [T [ 1 [ [el2la)ek |

ACCOUNT urqunsn

perrd ([ 2][3] 3] /] o g e

oo [T ] Jome cuns ]

RECEIPT NO.

T
TR 12[3]y S| [Sald[Alal |
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