Unanet — Expense Reimbursement
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In order to enter an expense report, you simply click on the +Expense link. Prior to doing so, you will need an
assignment to the project / cost center you plan on charging your reimbursement to — similar to charging time.

Once you click on the +Expense link an expense report will be created as follows:

Log Ou
Pi ces

Home | Project | People | Forecast | Time | Expense | Billing | Admin | Reports

List My Projects Imported

@ Expense - Create Expense Report

Management Information Systems (MIS)

Purpose
Location
Project TaskAllocation (%)
1. % 64" [ADD ACCOUNT V][] 700
1 = 100

| save H Details |

Purpose (required):
If you are filling out a request for payment (RFP), the purpose field would be a description of the items purchased.
If this is a travel reimbursement (TEV), the purpose field would describe the purpose of your trip.

Location (required):

For a RFP — the location field should contain the vendor or store where you purchased the items.
For a TEV — the location field should indicate the location and dates of travel.

Location will be extracted as part of the description of the item and will appear in the FSRs.
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Project Task Allocation (%)

1. X & [mis 57170[~] [[+] [100

- ® oo \

The expense can be charged to multiple projects / cost centers as indicated in the project / allocation area. If you are
charging your reimbursement to one cost center or project, you must find that account in the drop down list of accounts
you have been assigned. To find the list of your assigned accounts, click on the drop down arrow as indicated. If you are
unsure of the account to charge, choose “ADD ACCOUNT” - your department AP or other approver will have to choose
an account to charge. Final processing CANNOT occur with ‘ADD ACCOUNT’ as a project.

Project Task Allocation (%)
1 X b || (V] [100
== ADPSE 42023011 [ e
|1 =+ | APO 57580 100

BIO 13020200
BIO 13020801
BIO 27005266
E BIO 53010
FIN 57040
G&G 18485500
G&G 53030
MC&G 18020600
MCE&G 53020
MC&G 85701700
IS £T170 _
PO 10792705
PO 53050
PO 80206000
PO 85588100

Once you have found the correct account, highlight it and it will be brought back to the expense request.
If you are charging multiple accounts, you must indicate the correct allocation as well.

Project TaskAllocation (%)
1. X & [mis 57170 M50
|1 o 100

To add another line for additional accounts you may put the number of additional lines you need to add in the
appropriate box, and click the arrow to add that number of rows to the expense request.

/ Project askAIlocatinn [%] Project TaskAllocation (%)

- . X & [mis 57170 ~M[¥][50

1 X}{IMISSN}/ E|—i“5°| ¥ &« [aDD ACCOUNT [~][[¥][o
3 :”I { W . ¥ &« [aDDACCOUNT [¥][[¥][o

. % & [ADD AccounT [V][T¥][o

ol o

oW

As a result, 3 additional lines were added to allow you to designate how your request should be allocated.

If you added too many lines, you can always delete a line after you are finished assigning which percentage should be
charged to each account.

Project Task Allocation (%)
1. X & [Mis 57170 [V][T¥][50
2. X é&" [PROC 57040 [&][25
3 X ¢ [MCaG 85701700 [v][[¥] |25
X & [ADD ACCOUNT [~][[¥][o

100
. Save | Details |

Clicking on the X will delete the row.
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Once you have finished filling out the purpose, location and accounts, click the Save button. A voucher number is

assigned once you save the request and a status of ‘INUSE’ is set.
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2 K ér [Fisom == R
3 X b [PCaG Bara1700 [ =] 25
- [0

Save | Details

~

Once you have saved the request, you can enter additional information by clicking the Details button. The following
page appears:
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? Expense - Expense Report Details for FLAHERTY, KAREN E.

Management Information Systems (MIS) Expense Voucher: 4

Purpose: Regisiralion for AGU Conference Status: INUSE
Location: SFQ
Project # Project Task Allocation Default Project Type
Ll 1. MIS 57170 50% COSTCTR
Ll 2 PROC 57040 25% COSTCTR
da 3 MCAG B5701700 25% FRONCT
Ameunt Payment Charge To Preject
Date Expense Type (USD) Method Project Type
KRS 1 =l poo [ T[] [Aacation| v [Defaut ~]
1 J Total ElpIHlll:IIJ 00
(-) Company Paid: |0 00
(5] Mnn:u:lu o

Cash Returned: |0 00
Total ﬁillmlll!‘i.mﬂtll) 00

Wizard Summary Comments

save Submit Freview Allocate Furpose Threshold Import Attach

< >
[#azsw « o

As you can see, Purpose, Location and Account allocation have all been brought forward to the details section of your
report. You may also notice the expense voucher number (4) has also been assigned and is noted in the upper right
hand corner of the screen.

Entering detail for your reimbursement is the next step in completing your request.

First field is self-explanatory: Date — should reflect date of travel or date of purchase. This date should be within the
period of performance of your selected project. Otherwise, the system will give you an error when the request is saved.
If you are unsure of the valid dates for the account, simply click on the eyeglasses next to the account in question and a
quick view of the account will be presented.
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& v9.5.25 Projects — View for ADD ACCOUNT - Windo _ ol x|

_B Projects — View for ADD ACCOUNT

Project Code:
Project Organization:
Project Title:
Comment:

Project Manager:
Project Lead:
Project Type:

Project Information
ACCOUNT
ADD
Account for Expenses
Mo time allowed. Expenses only allowed to route from end
user to approver. MO allocation should hit this account.
FLAHERTY, KAREN E_(kflaherty)

Cost Center

Project Status: Active
Project Begin Date: 1/1/2015
Project End Date: 12/31/2015

| Close o

Once you’re done looking at the account synopsis, simply close the window by clicking the Close button.
After the date has been entered, you must choose an expense type. There is a list of valid options to choose from:

g Expense — Expense Report Details for FLAHERTY, KAREN E.
&

Management Information Systems (MIS)

Purpose: purpose
Location: location
Project # Project Task Allocation  Default Project Type
&' 1. MIS 57170 Management Infomation System 50% | COST CTR
& 2. ADD ACCOUNT 50% COST CTR i
Expense Wizard - REGISTRATION
Amount Payment Charge To
Date Expense Type (UsD) Method Project * Receiptis required
N 1.[6n512015 DOMESTIC PARKING 0.00 [Aliocation [ i ided:
X@P | | pomesTIC TRANSFORTATION A | vl = Receipt Provided: | [ |
1 = FOOD/BEVERAGES 0.00 i .
o FOODHEVER If Not Provided, why: ||
FOREIGN AIRLINE CHANGE FEE 0.00 Vendor Name: ||
FOREIGN BAGGAGE FEE
FOREIGN CAR RENTAL 0.00 Expense Amount: |u,nu
FOREIGN GAS o
FOREIGN LODGING 0. Currency Used: | [USD - (US Dollar)
FOREIGN MEALS 5,00
FOREIGN TRANSPORTATION Exchange Rate to USD: | [1.000000
MEALS-HOSTED
Wizard Summary MEDICAL USD Amount: I0.00
MEMBERSHIP FEE
MIE_ACTUALS Comments:
MIE_PER_DIEM r
MILEAGE RATE
MISCELLANEOUS
OUTSIDE CALIBRATION SERVICES
OUTSIDE SERVICES
‘ Save ‘ ‘ Submit ‘ | Preview| PUBLICATION 2fPhoid Import Attach
PUBLICATIONS
REGISTRATION —
e RELOCATION | FLARERTY (Kflaherty) save || cancel |

Choose your expense type by highlighting the appropriate line. Once you click into the Amount field, a wizard will
appear. The wizard will typically appear if a receipt is required; otherwise you can simply add the expense amount and
continue along.

As indicated in red — a receipt is required for registration. You must attach a receipt for this expense (either scanning or
uploading a picture, etc.). By checking the ‘receipt provided’ box, you are indicating that you have the receipt and will
attach it to the request. If you do not have a receipt, you must document why there is no receipt. This will then be
approved by a manager as part of the approval process. Original receipts must be retained for 1 year for audit purposes.
Vendor Name: can be filled out but is not required.

Expense Amount: is required and should be the amount you are requesting for reimbursement.

Currency Used: will default to USD. Not used at this time.

Exchange Rate to USD: not used at this time.

Comments: may be entered if you wish to provide additional information.

Click the Save button to save this line to your request.
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'eport Detalls for FLAHERTY, KAREN E. - Windows Intemet Explorer
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Home | Project | Pecple | Forecast | Time | Expense | Billing | Admin | Reports

List My Projects Imported

@ Expense - Expense Report Details for FLAHERTY, KAREN E.
T

Management Informaticn Systems [MI5) Expense Voucher: 4

Purpose: Registration for AGU Conference Status: INUSE
Location: £
Project # Project Task Allocation Dsfault Project Type
L 1. MIS 571170 50% COST CTR
& 2 PROC ST040 25% COSTCTR
& 3. MCEG 85701700 25% PROJECT
Amount Paymant Charge To
Date Expense Type (UsD) Method Project
HB2 1 [ina01s | [REGETRATION 75000 o< ahon v |
{ Comparry i
T R Total Expenses:[150 00 | Comp Carg
Empioyes
(-} Company Paid: [0 60
(-] Advances: |0 00

Cash Returned: |0 00
Total Reimburssmant: [150 00

Wizard Summary Comments

Venaor, Amencan Geophyseal
jUnion
[Receipt Froviced

[Upcoming Conference in San
Francisco

Save Submit Preview Allocate Pui Threshold Import Attach

Once you return to the request, you can see the Wizard Summary includes information regarding the data input into the
wizard. Any comment you entered will be reflected on the request.

Payment Method: Two valid choices are Corp Card and Employee. If you charged this expense to your credit card (Visa)
and you want reimbursement sent to JPMC then you would choose Corp Card. If the reimbursement should be paid
directly to you, choose employee.

_? Expense - Expense Report Details for FLAHERTY, KAREN E.

Management Information Systems (MIS)

Purpese: Registration for AGU conference
Location: SFO 6/15/15 1o 6/21/15
Project # Project Task Allocation  Default Project Type
(13 1. MIS 57170 Management Infomation System 50% COST CTR
&’ 2. FIN 57040 Procurement Office 25% COST CTR
& 3 .F'O 85988100 INDIAN OCEAN TRACERS & CARBONO 25% | PROJECT

‘ Amount  Payment Charge To
Date Expense Type (UsD) Method Project

KAS 1 [6152015 =] [REGISTRATION [Z][rs000 [Corp. Card[¥]
Ax
1 1”= Total Expenses: [750.00 57
(-) Company Paid: |0 00 =

(=) Advances: |0 00
Cash Returned: |0.00
Total Reimbursement: |750 00
Wizard Summary Comments
Vendor: American Geophysical
Receipt Provided
| Save H Submit H Preview H Allocate H Purpose H Threshold ‘ ‘ Import H Attach |

Charge to Project: Since this request has multiple accounts, you may allocate this charge according to the breakdown
provided or to one account. If this expense is to be charged to 57040 (in this example) then you would choose number 2
since it is the second account in your list. If the registration fee is to be allocated to all three accounts, you would

choose ‘Allocation’ and the expense will be allocated to all three accounts indicated (50% to 57170, 25% to 57040, 25%
to 85988100).
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Amount Payment Charge To
Date Expense Type (USD) Method Project

X 215" 1[21012015 ] [REGISTRATION v||750.00  [Employee  [w][3.
|1— 25 Total Expenses:lm
(-) Company Paid:[000
() Advances:[000
Cash Returned:[o00
Total Reimbursement:lm

To add another line onto your reimbursement request, you can enter the number of lines you’d like to add and click the
‘add rows’ button. As lines are added, the total reimbursement amount will calculate for you. Once saved, the report
will be sorted by transaction date.

Amount Payment Charge To
Date Expense Type {usD) Method Project
X 3% 1121102014 ] [REGISTRATION [v][7s000 [Employee  [v][3. ~|
K S 2121102014 7] [PARKING [V][15000 [Corp_Card [v][Allocation ]|
X[ 312102014 —{ [miLEAGE [V][es.50  [Employee  [~][allocation ]| Be sure to include any MA sales tax
K0y afuszo1s Tj[wsceLLanecus  [w][a404  [comp card  [v][z ]| . . .
X 3% s[mn o[ 2 R o = on a separate line. This will be
X & 6 [1212015 —[WE_ACTUALS [Vl[z286 [com card [v][1 | applied to cost center 90000 and is
h o8 Total Expenses:[1056 11 done during export.

Company Paid: EU 00

Cash Returned: [0.00

Total Reimbursement: E‘I{JSE 1
e— o If you have similar lines on your expense
report, you can click on the ‘copy’ feature to
copy one line to another.
Save ‘ Submit | | Preview | ‘ Allocate | ‘ Purpose || Threshoeld || Import | | Attach

\

Once your expense report is complete, you are ready to ‘submit’. Clicking on the submit button will forward your
request to the appropriate approver for review. Other options follow:

Save: Will save your expense request for editing/submission at a later date.

Submit: Completes your entry and routes expense request for approval.

Preview: Allows you to see the expense request in compact format.

Allocate: If there are multiple projects on your expense, this option will show you how much of each expense has been
allocated to each project or cost center.

Purpose: Will bring you back to the ‘purpose’ page where you entered your purpose, location/dates, and project
numbers. If you need to change the purpose, location/dates or accounting, you would need to edit those fields on the
purpose page.

Threshold: We are not limiting expense types to a certain dollar amount. If we were using this option, you would see
what the allowable amount was for each expense type.

Import: Will bring you to imported expenses from JPMC (covered in detail on page 12).

Attach: Clicking this button walks you through attaching receipts (covered in detail on page 11).
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SUBMITTING YOUR REQUEST

Once you click on the submit button the ‘stored procedure’ will check to make sure receipts (if required) are attached.

_&pense - Expense Report Detalls for FLAHERTY, KARENE

Managemart information Systems (MIS)
Purpcsa;

Expanss Voucher 110
el 1o meet wth DEA statua: BIUSE
Location: Wistonsn
Project # Project Task Allocation Default Project Type
1WA 57170 Management infomaton Sysiem 100% COSTCTR
Amount  Payment
Cats Exponis Type [USD]  Metned
KBS 1 pamis  —f[covEsTc AR v][Ez000  [Corp Cam[w]
KEAFP 2peos  f[conEsTic PARING [#l[15000 [Com cam[s]
FiBe apesns  —f[MEAcTuas [v][5r000  [Empiayes [w]
1 O ‘Total Expenses: 1370 00
1) Gompany Paid: [150
{4) Advances: [0 00
Cash I'NIIII‘OG:F 00
Tatal Reimbursemant: 1170 00
Wizard Summary Comments
save || Submit | | Preview || ANocate || Purpose | | Threshoid | | mmport | | amach

If you have forgotten to attach a receipt, you will be prompted to do so.

_? Expense — Expense Report Details for FLAHERTY, KAREN E. (kflaherty)

Your expense report CANNOT be submitted.

Receipts are required for this expense report. Please attach receipt(s).

e

You can ‘edit’ the request and go back to attach your receipts.

Once you’ve successfully ‘submitted’ your request —a summary will appear as follows:

,@ Expense — Expense Report Details for FLAHERTY, KAREN E ) 7 Print Friend
T
Management Information Systems (MI5) Expense Voucher: 118
Purpose: Travel ta Mt win DBA Status: SUBMITTE(
Location: Wiscongin Antachments are available for this vouche
Project § Project Task Allocation Default Project Type

1. MIS 57170 Management Infomation System 00% COSTCTR

Amount | Payment | Project

Date Expanse Type use) Methed Type Commants
1.| HAHS | DOMESTIC AR $650.00 | Corp. Card | COST CTR | Vendor. Delta Receist Provided Departure. BOS Arrval. WIS Departure Date: /2342015 Retumn Date: 22612015 Ticket Nurnber. 654357654
2| 325 | DOMESTIC PARKING | $150.00 | Corp. Card | COST CTR | Vendur. Logan Aurport Receipt Pronded
3.| H2015 | MIE_ACTUALS $570.00 | Employee | COST CTR. | Vendor. Multipie Receipt Not Frovded. Mot exceeding allowabée expense 10 days per diem
Total Expenses: | $1,370.00 | USD
() Gompany Paid: | $0.00 | USD
|-} Advances: $0.00 | UsD
Gash Returned: 50,00 | USD

Total Reimbursement: &1.3NW| uso

w Approval History

By [For) Role Project Status Comments
KAREN E. FLAHERTY Expense User HUSE 42015 12202 PM
KAREN E. FLAHERTY Expense User SUBMITTED &19V2015 1214 FM

w Attachments

|File Name__|Created
oF |CC Bagel JPGENX2015 12214 PM

Ednt Aliocate Copy To Report Copy To Request

Status has changed from ‘INUSE’ to ‘SUBMITTED’. The approval process has now been initiated. This does not mean
that you cannot ‘edit’ your request. You can click on the ‘edit’ button should you need to change your request in any

way. You can also edit the request from your dashboard.
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EDITING YOUR REQUEST

You can save/edit the request as much as you’d like. The request will stay on your expense dashboard until you submit
it. The status will indicate whether the request is still ‘in use’ or has been ‘submitted’.

,'g Expense — Dashboard [config]
—

My Reports [config]  Active Expense Reports 4 Expense &k Request
& How to.save Tepotts | | Voucher| Expense |Reimburse| Status |Purpose
& / T $60.00 $60.00 | SUBMITTED 1/23/2015 12:51 PM | Book purchased for VBScript

INUSE 1/21/2015 9:00 AM | Registration for AGU Conference

$1,056.11

Quick Reports

* Assignments
» Detail Report

o 7 X 4%1,05611

(1]

To edit the request, simply click on the pencil. To view without editing, click on the eyeglasses.

Once the request has been approved, it will no longer appear on your active expense report list. It will move to the

completed expense reports queue.

_? Expense — List

w Aztive Expense Repors 4 Exporze & Regquest

Voucher| Exp | Status Purpose

| | 1

d i 415105611 | $1.08511 [ INUSE 1212015 0:00 AM | Regstrabon for AGL Conterence
I |

w Completed Expense Reports
Fuirpose

1256 PM | Book punthased foe VBSKpE

FOZPM | Remb for book

Voucher| | i 5t
S 7| s $60.00 | COMPLETED 1
W S 1| $128060 | 5128060 | COMPLETED 1

You may still look at it and edit it at this point because it has not been extracted for payment. If you choose to edit the
request after it has been approved, it must go back through the approval process. Clicking on the pencil will give the

following warning:

Message from webpage il

. "\ WARNING: Voucher #7 has already been approved. Editing and
' resubmitting this voucher wil require it to flow through any approval
process again.

Are you sure you want to continue?

OK Cancel

Clicking on OK — will allow you to begin your edits. Once you click OK even if you decide not to edit the request, it will

still need to be reapproved.

After edits are made, remember to submit the request again.
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If you chose to view your expense report, and you have clicked on the eyeglasses, you will be brought into view the

expense. Viewing does not require the expense be rerouted through the approval process.

£ v9.5.25 Expense — Expense Report Details for FLAHERTY, KAREN E. (kflaherty) - Windows Internet Exploner _Iﬂlﬁj
ERT 9

[ € [ L P A——————————————— 0]/ }_m_zmm___,u

Be Edt View Favortes Took Hep % HConvet * BSded

- 3] Free Hotmal €3 Suggesied Stes ¥ | AppleSyncinfo M v B v ) om0 v Page~ Safety~ Took~

Unaret. et | v | Grame B
E Expense — Expense Report Detads for FLAHERTY, KAREN E_ (kflaherty)

Laragmmment nfcrmaton Systems [UI5] Expanas U
Purpose: Traveiss meet win DB
Location: Wiconen Afischments are avadable for this voucher

Project# Project | Task Allocasion Dedsult Project Type
1 uBSTTD 160% COSTCTR

Amount | Payment | Project

Dute | Expense Type | (USD) | Method | Type Comments
1| 322015 | AR $650.00 | Corp. Card | Defaut | Vasdor Daita Receips Prcicess DO Arival: W15 Cupariuns Catn: H233018 Aasam Guon: 2343015 Tickes Nombar 844387654
2| 320015 | ParsnG $150.00 | Corp. Card | Defaut | Vamaoe: Logan Alrpan Rassip Pro

3| 322015 | ME_ACTUALS $225.00 | Empieyee | Defaul | Ve Minipie Ranmipr bt Prres
Total Expenses: | $1.025.00 | usn
) Compaey Paick | 38,00 | USD
hAdvances: | 33,08 | UsD
Cath Returned: | 32,00 | UZD
Total Reenbarssment: | $1,075.00 | 150

v Apprioval leslory

By [For} Rode Froject Status Comments
KAREN £ FLAMERTY Exgeose User NUSE VIS8 1201 PU
FAREN E FLAMERTY Expenge User SUBMTTED 2CE2015 12:04 P
KAREN £ FLAMERTY Fapeean Uner nusE AT 1208 M
WAREN £ FLAMERTY Expense User SUDMITTED MESE015 1205 AU
MANCY PACHECD Admratiato: NUSE WDRIONE 152 P
MANCY PACHECO (MAREN £ FLAMERTY) Administrator NUSE VEBE01% 152 P
MANCY PACHECO (KAREN £ FLAHERTY) Admnislralor nusE DAIONE 152 P
MANCY PACHECO (RAREN £ FLAMERTY) Aamiistrator USE V0TS 154 P
MANCY PACHECO (KAREN £ FLAHERTY) Admninlralor SUBMITTED  MI82015 1 54 MU
NANCY PACHECO Progct Apgoover NES $7170 APFROVING  2OGZU1S 1:64 P Submiier i ASrower — sutomatically ssproved
MANCY PACHECD Usnaper APPROVING  MIGTO1S 164 PU Sutmiter i Aperever - suinmaticaly seprved
NANCY PACHECD Usrager COMPLITID 306E015 1454 P
FAREM £ FLAMERTY Expense User MUSE VNS 25T P

= Aftachments
File Hame  |Created
oF | MG_1515.00G | 462015 814 AN

Edit || Allocate | | Copy ToReport | | Copy ToReguest

From here, you are able to see the entire report including approval history and attachments. You can see when the
expense report was submitted, approved, completed, etc. You can also view attachments by clicking on the paperclip
next to the attachments you wish to view.

You can still edit the voucher from here by clicking the ‘edit’ button on the bottom of the screen. If the expense had
already been extracted, the edit button would not be present. Again, clicking on the edit button at this point will require
the expense report to be routed through the approval process.

Other actions you can perform are — creating another report from a copy of this one. This can be helpful if you submit
the same expense report over and over again. This feature will not copy ‘imported’ expenses. Once you click on ‘copy
to report’ a notification that you are editing the ‘copied’ report will appear:

Message from webpage il

!' . You are now editing the copied Expense.

Clicking OK will allow you to begin editing your copied expense report.
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EXPENSE DASHBOARD

When you click on the Expense tab at the top of your browser window, the following ‘dashboard’ appears:

Home | Project | People | Forecast | Time | Expense | Billing | Admin | Reports

List My Projects Imported

_? Expense — Dashboard [eonfig]

My Reports [config]  Active Expense Reports 4k Expense ok Request
o How I SHus sepon. | | Voucher| Expense |Reimburse | Status | Purpose
& 7 X 101 | S800.86 | S809.85 | NUSE 4112015 1:28 PM | test
sk Beposts & 7 95 | $15675 | 515675 | SUBMMTED 415/2015 911 AM | miles
5 ;::ﬁ"ﬂr: :‘: s 93| s57.00 $57.00 | INUSE 33002015 551 PW | meals
& / 92 3570.61 3870.61 | APPROVING 4/8/2015 9:18 AN | Registration for AGU Conference
&’ / X 80 5E580.00 8680.00 | INUSE 33042015 4:52PM | Travel to San Francisco
0 |&" / >< 77 | §1,025.00 51,025.00 | INUSE 3312015 2:52PM | Travel to meet with DBA
& / x 12 5150.00 §150.00 | DISAPPROVED  4/6/2015 5:15 AM | Conference
o (g / X 4| §1,24581 $1,24561 | INUSE 3/30/2015 5:20 PM | Registration for AGU Conference

Licensed for use by Woods Hole Coeanographic Institution — Logged in as KAREN E. FLAHERTY (kflaherly)

By default, you only see the ‘active’ expense reports. To see completed expenses, click on the word ‘List’. Your
dashboard will then show both active and completed expense reports.

_? Expense — List

w Active Expense Reports % Expensze ok Request
Voucher| Expense|Reimburse Status Purpose
§a 7K 101 | 230986 |  S809.85 | INUSE 412015 128 PN | test
(8 / 95 §156.75 515575 | SUBMMTED 4872015 211 AN | miles
& 7K 93| 5700 Z57.00 | INUSE 330/2015 5:51 PM | meals
I8 / 592 8570.61 257081 | APPROVING 4/8/2015 918 AM | Registration for AGU Conference
& f X 90 $5590.00 $550.00 | INUSE I30/2015 452 PM | Travel to San Francisce
0 |§e & K 77 | §1,025.00 | 51,025.00 | INUSE I/2015 2:52 PM | Travel to meet with DBA
&g / X 12 $150.00 $150.00 | DISAPPROVED  &//2015 915 AM | Conference
4| 8124581 £1,24581 | INUSE 3302015 5:20 PN | Registration for AGU Conf . .
Ulés /K ! ' saistration for Onierence Eyeglasses —allow viewing
w Completed Expense Reports of expense report.
| | Voucher| Expense|Reimburse | Status | Purpose Pencil — allows editing of
& / 9 53875 £3575 | COMPLETED 3/30/2015 10:47 AM | test Completed or in use reports.
&a" / 5 50.00 E0.00 | COMPLETED  4//2015 10:52 AM | Correcting Entry X d | t
" g2 S200.00 E500.00 | EXTRACTED 3/25/2015 9:23 AM test elete
g 15 | 52,000.00 | $2,000.00 | EXTRACTED 3/25/2015 9:23 AM | trip Paperclip - attachment
&a" 14 5245.00 $245.00 | EXTRACTED 3/25/2015 923 AM | testing multi project expense
& 1] 81285960 51,288.60 | EXTRACTED 3/25/2015 923 AN Reimb for book

Status:

INUSE — Has not been submitted for approval - still in ‘entry’ mode.

SUBMITTED — Report has been submitted for approval.

APPROVING — In the process of being approved. May have been approved by manager and waiting approval for project
use outside of your department. Once approved, you will receive an email notification. Notifications are controlled in
user preferences in your profile.

DISAPPROVED - Rejected by someone in the approval process. Should contain comments indicating reason. You will
receive an email notification that status is disapproved.

COMPLETED — All approval routing is complete and expense report is waiting to be ‘extracted’.

EXTRACTED — Expense has been exported from Unanet into OneSolution and will be paid. Any expense that has been
extracted is no longer editable.
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ATTACHMENTS — ADDING RECEIPTS

Receipts must be scanned for all reimbursements. Original receipts will be kept in the department for 1 year after image
to permit periodic validation by auditors. For this request, there are receipts that need to be attached. Prior to
attaching any receipts, you can take a picture, scan, or photocopy receipts and download them to your local drive. You
can combine receipts to attach a single document or attach multiple files. If you do not have a receipt, a reason MUST
be provided. You do not have to fill out a missing receipt affidavit. To attach receipts to your request, simply click the

‘attach’ button on the bottom of the screen:

g Expense — Expense Report Details for FLAHERTY, KAREN E.
T

Management Information Systems (MIS)

Purpose: Registration for AGU Conference
Location: SFO
Project # Project Task Allocation Default Project Type
& 1. MIS 57170 50% COST CTR
& 2. PROC 57040 25% COST CTR
& 3. MC&G 85701700 25% PROJECT
Amount Payment Charge To Project
Date Expense Type (UsD) Method Project Type
XEBF 1 [12110/2014| | [REGISTRATION [v][750.00 [Employee ™[ [~][PrROJECT
KNS 21202014 o [PARKING [v][150.00 [comp card  [s][allocation s ][ Default
X e 312102014  [miLEAGE [V][ss50  [Empioyee  [w][Aliocation[v [ Default
KBy 4afuereots  Tj[msceLLaneous  [wv][4494  [comp.card  [v][2. [v][cosT cTR
XS s[ueeos | [TAX “lze1  [Cop cad [~]|Z [v][cosTcTR
X% 6 [uz12015 | [mE_ACTUALS [v][2286  [Cop. Cara ][4 [“][cosTcTR
IT_ - Total Expenses: W
(-) Company Paid:[0.00
() Advances:[000
CashReturned:[o00
Total Reimbursement: [1056 11
Wizard Summary Comments
| save H Submit || Preview H Allocate H Purpose H Threshold H Import H Attach \ <=

The following screen will appear:

_§' !— EKEEI’ISB - Manage Expense Repon Altachments for FLAHERTY, KAREN E. (kflaherty)

Mamagement Infomaaticn Systems (MIS)
Purpase: Regstraton for AGU Conference
Location:

Expanses Vouchar: &
Status: INUSE

Attachments:

File Name
K & Waimart PG
x Browse:
..

Save | | Cancel

To find the receipt on your local drive you click the browse button, find the receipt, click open to return to the Unanet
screen and click save.

_? Expense — Manags Expense Repart Attachments for FLAHERTY. KAREN E. (kfaherty)

Management infarmation Systems (Mi5)
Purpose: Fegeirabon for AGU Conterence
Locatsan: SFO

Expense Voucher: 4
Status: INUSE

Amenments:

File Mama
K & waman 26

x F 3 Browse |
e

Save | Cancel

\ Clicking the save button will add the receipt to your request. You can repeat this process for all receipts.
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IMPORTING CREDIT CARD EXPENSES TO YOUR REIMBURSEMENT REQUEST

If your expenses have been imported, you should be able to bring them onto your reimbursement request easily. Once
you have created the report and you are in the details section, simply click on the Import button on the bottom of the
screen as follows:

§ Expense — Expense Report Details for FLAHERTY, KAREN E.

Management Information Systems (MIS)
Purpose: Test
Location: Import

Project# Project  Task Allocation Default Project Type

& 1. /MIS 57170 100% COST CTR
Amount Payment
Date Expense Type (USD) Method
XEFP 1 s || 2| IO 2|

|1— o= Total Expenses: W
() Company Paid: W

(-) Advances: W

Cash Returned: W

Total Reimbursement: W

Wizard Summary Comments

Save Submit Preview Allocate Purpese Threshold mport Attach |
dnd | | | | | | | |

for use by Woods Hol eanographic Institution — Logged in as KAREN E. FLAHERTY (kflaherty)

Any expenses that have been imported from JPMC should appear, and you simply click the expense you’d like to import
to your request and assign the expense type. All other information has been imported from JPMC.

? Expense — Import Expenses for FLAHERTY, KAREN E. (kflaherty)

Management Infermation Systems (MIS)

Purpose: Test
Location: Import
Imported Imported

Import Delete Expense Date Imported Expense Type | Source Vendor Imported Amount . .
O ] Vsi2015 visa( 6789) Northwest Airlines $35.00 Make sure the ImpOI"t bOX IS Checked, and
O 0 | 152015 Visa(.6789) Northwest Airlines $690 00 . .
OO (e | [ves. 7 | Faraniy S that the expense type is assigned. You must
[ ]| ietta ] -6758) | Wal Mart S47.75 select an expense type for any expense you
0 ] 192015 - $125.00 . . .
OO momis  [—————To] vea.6788) wamon wish to import. Click on the arrow to see
B[ oy [wess ] (Ve 57 | Mae S valid expense types. Multiple expenses can
O O |nzreots Visa(_ 6789) Tips and Tolis $17.00 i i
0 0 | 142015 . [<] Visa( 6789) Dunkin Donuts $13.00 be |mported S|multaneously.
O O | 1nsr01s Visa(...6789) Sunoco $34.50
0 ] | 11712015 Visa(...6789) Dell $1,500.00
0 ] | 1181015 Visa(...6789) Laundry $32.30
0 0 | 212015 Visa(_6789) Cape Cod Bagel $22.86
O 0 |weiz015 Visa(_6789) Meals and More $35.60
O O |we2z015 Visa(_6789) Exxon Mobile $30.00

12212015 |—H Visa(6789) JP Morgan Late Fee $36.75
‘ LISl = Once you have chosen the correct expense
! [save | [[cancel | ffemme type click the save button.

Licensed for use by Woods Hole Oceanographic Institution — Logged in as KAREN E.FLAHERTY (kflaherty)
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Once you hit the save button, your expense will be imported to your request:

g Expense - Expense Report Details for FLAHERTY, KAREN E.
—~

Management Information Systems (MIS)
Purpose: Test
Location: Import

Project # Project Task Allocation Default Project Type

[ 1. MIS 57170 100% COST CTR
Amount Payment
Date Expense Type (UsD) Method
KBy 1[uez015s | ][SUPPLIES [4775  [Corp. Card
1 2= Total Expenses: [47.75

(-} Company Paid:[0 00
{-) Advances: [0.00

Cash Returned: |0.00
Total Reimbursement: |47 75
Wizard Summary Comments
| save || Submit H Preview | | Allocate H Purpose H Threshold ‘ | import | ‘ Attach |

Once you have imported the expense, it will be removed from your list of available imports. If, for some reason you
have imported an expense to a request, and that request is subsequently deleted, that expense will be available for
import to another request.

If you have used the import utility and additional information is required on that imported expense, an error will appear
requesting additional details are input prior to submission. For example, if you are importing an ‘AIR’ expense and you
have highlighted the expense and identified the expense type, once you hit the save button and bring that expense over
to your request, the system will require additional information (departure location, arrival location, departure date, etc.)
and will require you to input those details.

= = Prnt Frienasy
? Expense — import Expenses for FLAHERTY. KAREN E_(kflaherty) » s
Mansgement Information Systems (MIS) Expense Voucher: &
Purposae: Travel to San Francisco Status: INUSE
Location: SFO
impart mported
import Delete Expense Date Imported Expense Type  Soufce Vendor Imported Amount
A M SRS R [9] Vmai 6759) Norhwest Anines 600,00

When returning to the expense report you will receive the following error (wizard details must be provided):

? E - Expense Report Details for FLAHERTY, KAREN E
Management information Systems (MI5)

Purpose: Travel 1o San Franceco

Locatian: SFO

Projoct # Project  Task ANocation Default Project Type
L 1. NS ST 100% COST CTR

The follcwing errors were detected. This expense report cannct be submitted until they have been corrected.
WAZAPD details mUSt be PrOvided for the following sxpense detals:

UBZON6 MR
Amount  Payment Project
Date Expenss Type use) Mathod Trpe
HKAZ 1 [isens  [as [¥]feo00 [com cam [¥lfcostom [+

Total Expenses: [550 00
{-) Gompany Paia:[i 70
() Advances: [T 00

Totsl

Wizard Summary Comments

Save || Submit | Preview | ABocate | Purposs | | Threshoid

Import | | Atach

To correct these errors, you can click on the wizard icon and fill in the required information. Once you click on the
‘wand’, the wizard screen will appear as follows:
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@ v9.5.25 Expense Wizard — AIR - Windows Internet Explorer

Expense Wizard - AR

e Receipt is required

Receipt Provided: &= Please make sure receipts are attached.

If Not Provided, Why: ||

Vendor Name: |N0r1hwe5t Airlines
Departed From: | [BOS Departed From: Required

Arrived At: | [sFO Arrived At: Required
Departure Date: | [1/52015 |

Return Date (if round trip): I j

Ticket Number: | |

Expense Amount: IGQU.UU

Gurrency Used: | [USD - (US Dollar)

Exchange Rate to USD: |1_000000

USD Amount: | [690.00

Departure Date: Required

Comments:

Imporied Expense Date: 2015-01-05

Imported Amount: 690.000 Vendor Name and Expense Amount
Imporied Vendor: Northwest Airlines

have been imported from JPMC.

sae | [camon |

Once you have filled in the required information you can hit the save button and move on to your next line item on the
expense report. You may also notice that on imported expenses, if there is a receipt required, that box is already
checked. It is your responsibility to attach any receipts that are required. Original receipts must be kept for 1 year for
audit purposes.

If you have sent payment to JPMC directly, you can delete the imported expense from your list of expenses. Identify the
expense by checking the delete box, and hit the save button.

_,‘g Expense - Import Expenses for FLAHERTY, KAREN E. (kflaherty)

Management Information Systems (MIS)

Purpose: test
Location: test
Imported Imported

Import Delete Expense Date Imported Expense Type | Source Vendor Imported Amount
O [] | 12015 Visa(...6789)  Norihwest Airlines $35.00
O O | V=015 Visa(_ 6789) Northwest Airlines $690.00
O [] | /6015 Visa(...6789)  Park and Fly $150.00
0 [] | 1emz01s [ [¥] visa(..6789) WalMart $47.75
O ] | 192015 Visa(_ 6789) | Avis Car Rental $12500
O O | 1102015 |—E[ Visa(...6789) Marriott $150.00
0 o | 12015 Visa( 6789) Marriott $150.00
i ] | 1122015 |—E[ Visa(...6789) Tips and Tolls $17.00
O 1/14/2015 Visa( £789) Dunkin Donuts $13.00
O [] | 115/2015 Visa(_ 6789) Sunoco $34.50
O 0 | 11712015 Visa(...6789) | Dell $1,500.00
0O ] | 118/2015 Visa(_ 6789)  Laundry $32.30
O 0o | vet201s Visa(...6780) Cape Cod Bagel $22.86
0 [ | 1212015 Visa( 6789) Meals and More $3560
O ] 1222015 Visa(...6789) Exxon Mobile $30.00
O O | 1222015 |—E[ Visa(_ 6789) JP Morgan Late Fee $36.75

‘ | save H Cancel |

You will be returned to your expense report upon hitting the save button.
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APPROVALS

If you have any expenses to approve, you should receive an email indicating that you have approvals waiting. Email
notification are controlled in your profile, and as long as these are checked, emails will be sent letting you know to take
action. When using expenses, approvals have been set up at the person level (similar to timecards) and the project
level. When approving an expense reimbursement, you should review/approve manager approvals first which will
remove any duplicate project approvals. If project approvals exist after all manager approvals are complete, then the
expense has been submitted by another department or area. If you have been set up as a primary approver, your
dashboard will indicate that you have both manager approvals and project approvals:

Approvals
Manager Approvals Project Approvals
| Time | Expense | Time | Expense
Primary Approvals 1 Primary Approvals | [ 1

Alternate Approvals

To review the expense, simply click on the ‘primary approvals’ under manager approvals. This will bring you into the
following area:

{2 v9.5.25 People — Approvals - Windows Internet Explorer

@' I;’f‘— http://mistest:8080/unanet/action/people/approvals/primary pj %1 j; v9.5.25 People — A... X |

Fle Edit View Favorites Tools Help

i 2| Free Hotmai ’e Suggested Sites ~ AppleSyncinfo

l Znanet ﬁ’.
List Approvals My People
_a People — Approvals

w Manager Approvals
w Primary Approvals

Home | Project | People | Forecast | Time | Expense | Billing | Admin | Reports

w Expense
Person Voucher | Type Expense |Purpose
0 & FLAHERTY, KAREN E. (kflaherty) 4 | Expense | $1,331.11 | Registration for AGU Conference
&ot| FLAHERTY, KAREN E. (kflaherty) 77 | Expense | $1,110.50 | Travel to meet with DBA

» ManaQer Alternate Approvals

Licedised for use by Woods Hole Oceanographic Institution - Logged in as NANCY PACHECO (npacheco)

If there are muitiple vouchers waiting your approval, they will all be listed here. To view the voucher, click on the
‘glasses’. You can also see that for voucher 4 listed above, that there is an attachment — these should be the receipts
that were attached to the request. As part of the approval, you should be verifying that receipts are attached and that
the receipts are for the correct expense.
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_ﬂ Approve Expense - Expense Report Details for FLAHERTY, KAREN E. (kflaherty) % Print Friendly

Management Information Systems (MIS) Expense Voucher: &

Purpase: Registration for AGL Conference Status: SUBMITTED
Location: SFO Attachments are avallable for this voucher
Project#  Froject Task Allocation Default Project Type
1. MIS ST170 0% COSTCTR
2 FINSTO40 25% COSTCTR
3 MCAG 85701700 25% PROJECT

Amount | Payment | Charge To | Project
pe

Date Expense Type | (USD) | Mathod | Project Commants
1] 1210:2014 | REGISTRATION | $750.00 | Employee | Project #3 | PROJECT | Vendor AGU Recept Provded

2| 12102014 | PARKING $15000 | Corp Card | Afocation | Defautt Ventor ParkNFly Recoipt Prvidod

3| 121102014 | MILEAGE $85.50 | Empioyee | Afiocabon | Defautt

4 122015 | REGISTRATION 327500 Corp Card | Alocaion | COST CTR | Vendor Registration Imporied Expenss Date: 7015-01-02 Imparted Amount: 275 000 imported Vendor Regstration
VB2015 | MISCELLANEQUS $44.04 | Corp. Card | Project #2 | COST CTR | Vendor. Walman Receipt Peovided Misc Supgiies

1B2015 | TAX §2.81 | Corp. Card | Project #2 | COST CTR | Tax on mise supplies purchass @ Walman
i 1212015 | MIE_ACTUALS 52286 | Corp. Card | Project #1 | COST CTR | Vendor. CC Bagel Receipl Prowded Lunch with polenitial employee
Total Expenses: | $1331.11 | UsD
() Company Pald: $0.00 | USD
(-} Advances: 000 UsD
Cash Returned: S0.00 | USD

Total Reimbursement:  $1331.11 USD

w Approval History

By (For) Role Project Status Comments
KAREN E FLAHERTY Expense Liser INUSE 1212015 900 AM
KAREN E. FLAHERTY Expense Liser SUBMITTED 3252015 12249 PM

P Amachments

<GQueue | | Edit || Allocate | | Threshold || Approve | | Approve> || Disapprove | Skip>

From here, you can see the whole voucher including allocations, approval history, and attachments. After review, you
can approve, disapprove, go back to the queue, skip, edit, etc. Should edits be required, the manager has that
capability. If the manager disapproves the expense, the end user will see the status on their dashboard. Disapproval
comments are required and should reflect the reason for rejecting the expense. If the manager has edited the voucher
instead of disapproving it, that status would also be reflected on the end user’s dashboard as follows:

Home | Project | People | Forecast | Time | Expense | Billing | Admin | Reports

f

Unanet — Dashboard [ config]

My Reports [config] Active Timesheets 4 Timesheet

» 0Ol hours rpt

« Person - Pilot Group

= Person - Project Assignments
+ Person - Timecard Corrections

| Time Period | Hours| Status | Controller
There are no active timesheets

» Timesheet Status Approvals
* Timesheet Status Chart Manager Approvals Project Approvals
You have no pending approvals. You have no pending approvais
Quick Links
+ Completed Expenses Active Expense Reports & Expense & Request
: gzr:g::tf;:ngsmhz:?ee“ Voucher| Expense|Reimburse Sfatus Purpose
+ Edit Last Person (8 / @ 77| $1,110.50 | $1.110.50 | COMPLETED 3/26/2015 1:54 PM | Travel to meet with DBA
: E,I‘li;;ﬁ-"‘dpg"i?“' & 7 X 60 $0.00 $0.00 | INUSE 3/6/2015 10-14 AM | test multi dept
. Nm%ge rojects & 7K 59 | $10,000.00 | $10,000.00 | INUSE 3/6/2015 046 AM | hijed
& / 57| $1.000.00 | $1.000.00 | APPROVING 3/6/2015 9:01 AM | TEST BUDGET
& / X 13 $0.00 $0.00 | INUSE 1/30/2015 2:39 PM | AGU conference in San Fran
/XK 12 50.00 $0.00 | INUSE 1/30/2015 10:32 AM | Conference
& f X fi $60.00 $60.00 | DISAPPROVED 3/26/2015 1:57 PM | Book purchased for VBScript
0 & / 4| $1.331.11| $1,331.11 | SUBMITTED 3/25/2015 12:49 PM | Registration for AGU Conference

Licensed for use by Woods Hole Oceanographic Institution — Logged in as KAREN E. FLAHERTY (kflaherty)

The green checkmark next to voucher 77 indicated that the manager has edited the voucher and is available for review
by the end user. This step is not required in order for the voucher to be extracted and paid, it is for review only. This
voucher will remain on the dashboard until it has been reviewed. Once it has been reviewed, it will move the
‘completed’ voucher section. You can also see that voucher number 7 has been disapproved and upon opening that
voucher, the end user can see the reason why it was rejected as comments are required when disapproving an expense.
Comments can be viewed under ‘approval history’.
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EXPENSE TYPE DEFINITION

Receipt

BOOKS Books/Publications 5220 ¥
CALIBRATION Calibration 5302 Y
CELL-PHONE Cellular Telephone 5360 Y
COMMUNICATION Communication - Phone, Cell Phone, Internet Fees, Sat Phone 5360 ¥
COMPUTER SOFTWARE Computer Software 5211 Y
COMPUTER SUPPLIES Computer Supplies 5212 Y
CRUISE SUPPLIES Cruise Supplies 5213 Y
DOM AIR Airfare 5170 ¥
DOM AIRLINE CHANGE FEE Airline Change Fee 5170 Y
DOM BAG FEE Baggage Fee 5170 ¥
DOM CAR RENTAL Car Rental 5170 Y
DOM GAS Vehicle Gasoline 5170 N Receipt Required over 575
DOM LODGING Lodging 5170 ¥
DOM MEALS (Number Days * 557.C Number Days * 557.00 5170 N Use for per diem total (2days x 557)
DOM PARKING Parking 5170 ¥
DOM TRANSPORTATION Bus/Train/Taxi 5170 N Receipt Required over 575
FGN AIR Airfare Foreign Trave! 5180 Y
FGN AIRLINE CHANGE FEE airfine Change Fee for Foreign Travel 5180 N
FGN BAG FEE Bagzage Fee for Foreign Travel 5180 ¥
FGN CAR RENTAL Car Rental Foreign Travel 5180 Y
FGN GAS ehicle Gasoline Foreign Travel 5180 N
FGN LODGING Foreign Lodging 5180 Y
FGN MEALS 5180 N
FGN TRANSPORTATION Bus / Train / Taxi Foreign Travel 5180 N
FOOD/BEVERAGES Food/Beverages 5280 Y
MEALS-HOSTED Meals - Hosted 5290 Y List of attendees and receipt required
MEDICAL Medical 5350 Y
MEMBERSHIP FEE Membership 5200 Y

Actual Meals / Incidentals Require a Receipt. If using for Per Diem

please indicate number of days and total amount. No receipt
MIE_ACTUALS required if dlaiming per diem. 5170 Y temized receipt required unless using for per diem
MIE_PER_DIEM Meals and incidental Expense (MIE) Per Dvem 5170 N $57.00 / day
MILEAGE RATE Nileaze 5170 N $0.57 / mile
MISCELLANEOUS Miscellaneous 5410 ¥
OUTSIDE CALIBRATION SERVICES  Outside Calibration Services 5319 Y
OUTSIDE SERVICES Outside Services 5310 Y
PUBLICATION publication Costs 5550 ¥
REGISTRATION Registration 5170 Y
RELOCATION Rrelocation 5161 Y
REPAIRS Repairs/Maintenance 5330 ¥
SAFETY WEAR safety wear 5230 ¥
SEMINAR/TRAINING Training 5171 Y
SHIPPING/POSTAGE Shipping/Postage 5370 Y
SUPPLES Supply expense 5210 Y
TAX (MA SALES TAX 90000) Tax - will be charged to 90000 2111 N
TOLLS Tolls 5170 N

NOTE: For TEV reimbursements receipts are required for anything over $75.00
For REP reimbursements receipts are required for all purchases regardiess of dollar amount.

The Missing Receipt Affidavit is no longer required when requesting reimbursement through the Unanet system.
The system contains a “wizard" function used for all items requiring receipts.

If "no receipt provided™ is checked off in the "wizard" then a detailed explanation must be entered.

When reimbursement is NOT processed using Unanet and no receipt is available, the Missing Receipt Affidavit
MUST be filled out and attached to your request.
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