Entering expenses as an Alternate

If an Expense user has designated you as someone who can enter expenses on their behalf, to access their reports:

After logging into Unanet WITH YOUR OWN USERNAME AND PASSWORD, click on the Expense Dashboard link
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Click List link. If you are an assigned as an alternate a List for: link will display on the upper right side of your screen.
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Ist for: FLAHERTY, KAREN E. (kflaherty)
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Click the Drop down arrow to display the list of users you can enter expenses for — click on the name of the user you are

entering expenses for. You will then see the expense view for the person you selected:
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There will be a watermark on the screen that says Alternate to differentiate it from your own expense view.
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From here, the process is the same as entering expenses on your own dashboard. To return to your own dashboard you
simply click on the Expense link at the top of the screen. To enter expenses as another alternate, click on List to get back
to the list of people you have access to.
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1 Voucher| Expense|Reimburse | status Purpose
/s @ 241 $1.07350 | $1.07350 | SUBMITTED 562015 2.53 PM | Travel 10 WHOI for smpilementation
~ Compieted Expense Reports
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NOTE: The audit logs will capture the fact that you entered time for someone else. (In the example below Karen
Flaherty entered an expense report for Joseph Messina)
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Management information Systems (MI5) Expense Voucher: 241
Status: SUBMTTED

Purpose; Trave 1o WHO! for mplementation
Locaton: BOS

Project# Project Task Allecation Default Project Trpe
1. WIS 57470 Management infomaton System 100% COSTCTR
nt | Payment | Project
Date  Expense Type | (USD) | Methoo Type Comments
1| 416208 | CARRENTAL | $166.00 | Corp Card | COST CTR | Vendor fus Receit Prouded

2| 482015 | LOOGIHG $565.50 | Corp. Card | COST CTR | Veodor Sous o ocabion: F harged: & Rate: 8500 Tax 926
3| 462015 MIE_ACTUALS $342 00 | Employee | COST CTR | Receqt Nt Prowded Par Diam & days @ 55700 = M7 00
Total Expenses: | $107350 | USD
() Compary Faic: $000  USD
|-} Amvances: $0.00 | USD
Cash Returned:  $0.00 WSO

- FHiory
By [For| Role Praject status s
KAREN E FLAHERTY [JOSEPH C MESSINA, I} Expense User musE 562015 250 PM
KAREN E FLAHERTY (JOSEPH G MESSNA, W) Expense User HUSE eR0tE 25 PM
KAREN E FLAHERTY {JOSEPH C MESSINA, N} Expense User MUsE 5015 753 PM
KAREN £ FLAMERTY (JOSEFW C MESSINA, 1) Expense User SUBMITTED {Pendng Review] SH2015 253 PM
Eait Copy To Report | | Copy To Regquest
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