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*  When your Pre-
=N - | Approval is approved,
you can import it into

Expenses For Devontae Harrison
your expense report. If

Import fiom Pre-Approva || weoRTPREAPPROA. | (— not - follow the steps
Report Name DH Test below:

| * Create “Report Name”
Business Purpose Test . Enter
T Type InSiate v “Departure/Return”
N — . (Start/End) and “Business

Purpose”

Vendor Rahim N Skinner 3056 Marmion St Winston-Sale_ ° select “Travel T.y.pe 3
Destination City Wilmington a.nd. “.A.ffi].iation” y “CitY” 3

“State”, and “Country”
(Note:You will have to type in
Destination Country United States the CitY name)

* Check “Agenda
Attached” or “Student
rewmee oozt (3 Roster Attached” (whe

If this report is for a conference, please attach the agenda and ensure the box below is checked. applicable)

Click “Save”

Destination State North Caralina (NC)

Departure Date oros02e %)

Agenda Attached

Student Roster Attached 1

WINSTON-SALEM STATE UNIVERSITY
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(__ Expenses For Add
Devontae Harrison Ex penses

DH Test A
Create New

Al
Trips
Credit Card
® Offline
Personal Account

Recycle Bin

You have not added any expenses

Add Expense ® Receipt Gallery

Expense Report Total Pay Me Amount —
Submit
010068383687 0.00 vsp ol B

WINSTON-SALEM STATE UNIVERSITY

Devontae Harrison w
Winston-5alem State University

Your report name will
appear on the left
and your tiles,
receipts, and T-Card
information will be
on the right.
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Winston-Salem State University

(_ Expenses For Add -
Expenses 3 - =  Note the sub-tiles

Devontae Harrison

DH Test . .
e related to Air
Travel. The same
) being for “Ground
Trips .
_ Transportation”,
Credit Card
o Offfine “Mea‘]'s”’
Personal Account ¢ ‘RegiStra.tiOI'l. FeeS » ]
Recyck i and “Other”.
You have not added any expenses
» Receipt Gallery
Expense Report Total Pay Me Amount
010068383687 0.00 usp

WINSTON-SALEM STATE UNIVERSITY
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-’ .
~% Airfare
Spent 500.00 [

I

usD

P &

Devontae Harrison w
Winston-3alem State University

Caq:el m

If an employee traveling on official state business combin
the cost would have been without the personal travel. (T

Descriplien

Alr Class Coach-Economy

Merchant

Direct Payment to Vendor D

Allocation

SRD - Suriname Dollars

SSP - South Sudanese pound
STN - S&o Tomé and Principe Dobra
SVC - El Salvador Colones

SYP - Syria Pounds

SZL - Swaziland Emalangeni

[THB - Thailand Baht

[TJS - Tajikistan Somoni

[TMM - Turkmenistan Manats

[TMT - Turkmenistan Manats

{TND - Tunisia Dinars

[TOP - Tonga Pa'anga

[TRY - Turkey New Lira

[TTD - Trinidad and Tobago Dollars
[TVD - Tuvalu Dollars

[TWD - Taiwan New Dollars

[TZS - Tanzania Shillings

UAH - Ukraine Hryvnia

UGX - Uiganda Shillings

USD - US Dollars

must not exceed what
travel included.)

‘ 117006 Accounting  Finance =

e Add Allocation

Attachments (0)

WINSTON-SALEM STATE UNIVERSITY

) upload Add Attachments

Enter the date of the
transaction and the actual
amount spent.

Select Air Class

Select allocation/fund
(multiple allocations can be
selected by clicking the
“add allocation” button)
Note: For international
travel, the currency can be
changed by clicking on the
currency type beside the
amount




To add your receipt, click add attachments as shown below; you can choose to upload from your
computer or from your receipt gallery. If loading from receipt gallery, be sure to check the
associated box and then click attach in the lower left.

Alr Class Coach-Economy -

Merchant

Direct Payment to Vendor

Allocation

117006 Accoun ting Finance ***

Attachments (0) =

WINSTON-SALEM STATE UNIVERSITY
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B
Devontae Harrison

P &

When all your information is entered click save

Devontae Harrison w
Winston-Salem State University

DH Test
Merchant
Direct Payment to Vendor
Allocation
117006 Accounting Finance ***
Downloaded Details
You have not added any expenses. Receipt
Add Expense Date
Attachments (1)
Expense Report Total Pay Me Amount
010068383687 0.00 usp

WINSTON-SALEM STATE UNIVERSITY

07/16/2024

Cm——
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Winston-Salem State University

* You will receive a
€ DovontaeHarisan warning if this request
% Afare was not placed on the T-
Card.
s ame A Fopere cariFole “ + Inthe event you do not
have your T-Card yet,
ot ve -t e indicate that in the
provided section.

* Once the warnings have
been satisfied, the
expense will receive a
green check mark.

DH Test

Mon p
mramze ot AR

Airfare Class Compliance #207
‘You have specified an airfare class other than economy. Please provide an explanation why a different class ficket was purchased

Coach-Economy is the only option

Date 07/08/2024
Spent 500.00 USD
Description
Air Class Coach-Economy
Expense Report Total Pay Me Amount
010066383687 500.00 usp 1oft

WINSTON-SALEM STATE UNIVERSITY




eml

= & chromeriver

urse

@ 233 Devontae Harrison v

Winston-Salem State University

(_ Expenses For mages ..
Devontae Harrison
DH Test | .
<t Airfare
" S0 Corporate Card Policy 213
e T4 Aifare - 50000 § v
Per company policy, you need to use your corporate card for Aifare, Car Rental and Hotel. Please provide explanation why you did not use your corporate card.
RESPONSE
| do not have a T-Card yet
Airfare Class Compliance #207
You have specified an airfare class other than economy. Please provide an explanation why a different class ficket was purchased
RESPONSE
Coach-Economy is the only option
Date 07/08/2024
Spent 500.00 USD
Description
Air Class Coach-Economy
Merchant
Expense Report Total Pay Me Amount . AP
010068383687 500.00 usp 10f1

WINSTON-SALEM STATE UNIVERSITY

Once the warnings
have been satisfied, the
expense will receive a
green check mark.

To add more expenses,
click the “add” button.
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Winston-Salem State University

&y Mileage

Date orosi2024 %)

Spent 0.00 | USD

5.1.26 Mileage is measured from the closer of duty station or point of departure to destination (and return)

Description

Rate 0.67

Miles 0.00 | @ Calculate Mieage @ _

Deduction None

Allocation

‘ 117006 Accounting  Finance **=

0 Add Allocation

Attachments (0)

WINSTON-SALEM STATE UNIVERSITY

For mileage, enter
the date of
transaction

Use the “Calculate
Mileage” button to
enter your
mileage.
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Winston-Salem State University

« The map route will
populate once you
0= Winston-Salem Siate University, South Martin Luther King Junior Drive, Winston-Salem, NC, USA ° en ter 'Your
= . Wimington, NC, USA e destinations_
= Winston-Salem State University, South Martin Luther King Junior Drive, Winston-Salem, NC, USA a ® You Ca-n add a-

destination by

Add Destination :> Return to Saﬂ SeleCting ‘ ‘Add

Destination” (red
462.74 wites

arrow)
= o oyirgniaseacn : 3 ® C].iCk “Ieturl'l. tO
i | mne B i _ 2 start” to conclude
rJohnsonCity T
W Jiee 7 B i
5 A g Winston-Salem ensboro A Rock)?doum K.“-"._!-'!.p_'.'w‘._ Your trlp
~ 1 N : ° g Nogs Hesd
w_ Ashgv-ll! Fickory: € P 2 C:‘SORJ‘I:‘A Greegwlll .
Ch::ur;swlle Goldsboro U You Can remove a-
arlotte . .
ATl Faptele et destination by
reenville Sy ; 1 1
o3 . ksonll clicking the “red
i rancis Marion gg @ LA,
P e g 5 - delete button”
A ’;":[rlg:lil Flwgnce Wilriifgton |
LR Columbia®  SQUTH Carolna Beach. ] . .
A CAROLINA yrioes N ‘ é}, ’ * Click “Save Tt
Adgusta o (black arrow)
s D

Summerville

@ Chlrlnest_pn

WINSTON-SALEM STATE UNIVERSITY



* Click save to add this mileage to your report

Cance (_ Expenses For
Devontae Harmson
. DH Test
&y Mileage :
Date
m yavlunnezm i Arare
Spent 310.04 | USD o ) Mileage

07/0872024 4
5.1.26 Mileage is measured from the closer of duty station or point of departure to destination (and return)
Description From:: Winsten-Salem State University, South Martin Luther King Junior Drive, Winston-Salem, NC, USA

To:: Wilmington, NC, USA
To:: Winston-Salem State University, South Martin Luther King Junior Drive, Winston-Salem, NC, USA

Rate 0.67

Miles 462.74 o
Deduction None

Allocation

117006 Accounting  Finance *==

Attachments (0) =
Expense Report
010068383687

WINSTON-SALEM STATE UNIVERSITY

 The map route will be added as an attachment

Total Pay Me Amount

810.04 usp

500.00
usD

310.04
uso

Miles
g 4
Deduction
50000 @ V]
0M ¢ Vr Allocation
117006

Comments (0)

Attachments (1)

¢ Previous

45274

Accounting Finance

202




You will be asked to fully itemize — click Itemize

= E E’r\ﬁ;gemeriver (ﬁ 533 Devontae Harrison

Winston-Salem State University

e Expenses For mages
Devontae Harrison

DH Test =
Hotel 250.00 250.00
A Amount of expense needs to be fully itemized. #HC01
T’Dag 2024 T+ Airfare SG%SU[D) 50000 & v
Amount of expense needs to be fully itemized
Mon es & Milsage s 31004 @ v
Mon . 250.00
e E= Hotel - 0.00 A
07/08/2024 uso Date 07/08/2024
Spent 250.00 USD
Description
Merchant
Check-in Date 07/08/2024
Check-out Date 07/10/2024
Direct Payment to Vendor
Allocation
117006 Accounting Finance
Expense Report Total Pay Me Amount Eommentyil)
010068383687 810.04 usp < Previous 30f3

WINSTON-SALEM STATE UNIVERSITY




6 Expenses For

Devontae Harmson
DH Test
Mz;u b Airfare 500‘92
’Mzcu & Mieage mwgg
Mon s 25000
v Hotel usn

Expense Report
010068383687

Total Pay Me Amount

810.04 uso

50000 ¢

M §

0.00

B Hotel

o

.)))

2000 25000

WINSTON-SALEM STATE UNIVERSITY

e only room charges and no parking or other charges, then click * You will receive a warning if this request was
-Lodging” and enter the entire amount of your stay.
d your receipt.
Click save.

not placed on the T-Card.
* In the event you do not have your T-Card yet,
indicate that in the provided section.

(_ ExpensesFor - @
Devontae Harison =
DH Test I: 5000
(. .
; - S  Hotel- Lodging
A I 500 §
o e & Meae ne nu g Corporate Card Poliey an
v glunﬂsz*n = Hotel muEg 2000 § v Per company poiicy, you need to use your corporate card for Arfare, Car Rental and Hotel. Please provide explanation why you did not use your corporate card.
Non - 25000
wezze P Hotel-Lodging = 25000 v RESPONSE
| donothave & T-Card yel
Date (7/06/2024
Spent 250.00USD
Description
Check-in Date 0710812024
Check-out Date 07102024
Allocation
17006 Accounting Finance
Expense Report Total Pay Me Amount
010068383687 1'06004 USD

Note: there is no need to separat
days or the taxes. Only detail
internet; tips.



er diem meals — click meals and then click
er diem wizard

Expenses For Add
Devontae Harrison Ex penses lr’l
] e
DH Test

Create New

r:l\'iD:-[; 2024 v Airfare 50?_\:?_2 50000 & A
R Trips

[:lojr; 2024 &y Mileage & ?_\g_i 2l o

Credit Card
- e nze  ES Hotel 23000 250.00 & s
o e Offline

Mon e 250.00

ommaacze B Hotel - Lodging e 250.00 Personal Account
Recycle Bin

Receipt Gallery

Expense Report Total Pay Me Amount
010068383687 1,06004 usD

WINSTON-SALEM STATE UNIVERSITY




Enter your start date and time; end date and time
NOTE: The time is in a 24-hour format

Type in your destination

Click “Add To Preview”

i
Start Date | 0710812024 m | | 0500 - | Per Diem Rates Preview @
End Date | 07/10/2024 m | 16:30 - |
Days 3
Location § wilmington-New Hanover County, North Carolina (NC), United States

The IRS considers meal reimbursement outside of overnight travel status as taxable compensation payments

5.1.13 Travel must involve a travel destination located at least 35 miles from the employee's regularly assigned duty station or home, which ever is
less.

Be sure to attach the conference, meeting or training agenda.

Allocation

117006 Accounting  Finance *** |

!

Cancel Clear Al

WINSTON-SALEM STATE UNIVERSITY




r allowable per diem rates will appear in the right. Click on the day in which meals were provided to you
(as they are not an allowable expense) and put a check in the box by the meal that you need to deduct — this
auto calculates your rate.

Once completed - click “Apply” in the bottom right.

i)
Per Diem Rates Preview @
Start Date 07/10/2024 (2 | 1820 -
s wilmington, _
« Mon 07/08/2024 North Carofina (NC) CELE
End Date (] | 2350 - United States
(i)
Days 0 Breakfast Lunch Dinner
e wilmington, _
y  Tue 07/09/2024 North Carolina (NC) 46.50 [] Vs
Location @ Wilmington-New Hanover County, North Carolina (NC), United States United States
e Wilmington
y Wed 07/10/2024 North (%arol'\na (NC), 240 w Py
The IRS considers meal reimbursement outside of ovemight travel status as taxable compensation payments United States

5.1.13 Travel must involve a travel destination located at least 35 miles from the employee's regularly assigned duty station or home, which ever is
less

Be sure to attach the conference, meeting or training agenda.

Allocation

117006 Accounting Finance ***

Cancel Clear All

WINSTON-SALEM STATE UNIVERSITY




(_ Expen
Devontae Harrison

DATE

Mon
070872024

Mon
el

Mon

i Oriogi2024

Mon
071082024

Tue
07082024

Wed
07102024

Expense Repart
010068383657

EXPENSE SPENT
Nt Arfare mugg
& Mieage mugé
5 Hotel 250U2g
£ Veds- Per Diem Wizg
o Megls - Per Dem !wufg

B4

£ Meals - Por Dism i)

Total Pay Me Amount
1143.24 150

WINSTON-SALEM STATE UNIVERSITY

PAYME § B A
W00 g v
wu g v
BN v
X v
55 v
24 &

Add
Expenses

Create New

Al

Trips

Credt Card
Offine

Personal Account

Recycle Bin

Receipt Gallery

oP

ce you have completed making your request, click “submit”
Verify everything and press “submit” again.
NOTE: All overnight travel MUST have a Pre-Approval attached

Submit Confirmation

| hiereby certfy that all expenses listed here are true and comect to the best of my knowledge and are for legitimate business purposes

m Came‘

DH Test
— Devontae Harson

Accounting Tech
Expense Report 1D 010068383667
Financial Summary
Total Expense Reported 114324 0.00
Amount Due Employee 114324 0.00
Expense Summary
Airfare 500.00 0.00
Hotel - Lodging 25000 0.00
Meals - Per Diem 8320 0.00
Mileage 31004 0.00
Total 118024 0.00



Dashboard

Expense Report

All reports
submitted can be
ot viewed under the
“recently
submitted tab”

Pre-Approval

eReceipts

Draft

Retumned

Recently Submitted

Draft

Returned

Recently Submitted

[ S8 Inquiry
-

Emburse Analytics

* WINSTON-SALEM STATE UNIVERSITY




E Submitted = e You can track the
workflow to see

DH Expense Report Training Test 08/01/2024 1,143.24 DH Expense Repori Training Test
where your reports
DH international 07/30/2024 2,126.20 - ii:gn:azz :?;r;s::n are in the approval
process but clicking
DH Test 0713012024 1,506.40 Suorrit Bate oaoT2tes .
o on “Tracking”
Expense Report 1D 010068383687 . You ma a.].SO recall
DH split bank 0713012024 807.30 _ Y .
L2 R the report if there
OH Tect - f— Pending Approval 1,143.24 USD was an error, or
. something needs to
inancial Summary
DH Test 07/09/2024 1653.05 be edlted.
Total Expense Reported 114324 114324
Test 061052024 956.15
Amount Due Employee 1,143.24 1,143.24
Total Expenses For Approval 1,143.24 1,143.24

Expense Summary

Airfare 500.00
Hote! - Lodging 250.00
Mels - Per Diem 83.20

WINSTON-SALEM STATE UNIVERSITY
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