






Submitting an Expense Report






	Section
	Description/Important Fields

	Information
	Name, dept, account, purpose, date of 1st expense, credit card info

	Airfare
	Travel to/from, paid via, cost

	Hotel
	Hotel Name, paid via, cost

	Mileage
	Travel to/from, purpose, miles traveled

	Gas
	Location, paid via, amount

	Meals
	Location, paid via, amount. If you received per diem meal advance do NOT complete the meal section.

	Misc
	Any misc expenses (office supplies, taxi, etc.). Brief description, vendor, amount, paid via, account.

	Due County
	Any amount due the county. Date, description, amount.

	Comments
	Any additional comments/details


















	Section
	Field
	Definition

	  Information 
	
	

	
	Today’s Date
	Auto calculates (can not be modified)

	
	Fund
	Select fund number from pull down menu

	
	Dept
	Select dept number from pull down menu

	
	Account
	Select account number from pull down menu

	
	Grant Number
	If applicable, select the grant number

	
	Travel From
	If applicable, enter the city/location of your starting location.

	
	Travel To
	If applicable, enter the city/location of your final destination.

	
	Purpose
	Reason for travel/expense

	
	Date of 1st Expense
	Date travel/expense began (used for auto-fill dates on form)

	
	PS Credit Card #
	Select the Public Safety Card Number (last 4 digits)

	
	PS Credit Card # (2)
	If an additional card was used, select it from the menu

	

	  Airfare 
	
	

	
	Date
	Auto calculates 7 days (based on date of 1st Expense)

	
	Travel From
	Travel from city

	
	Travel To
	Destination city

	
	Paid Via
	Select method of payment

	
	Amount
	Exact dollar amount

	

	  Hotel
	
	

	
	Date
	Auto calculates 7 days (based on date of 1st Expense). Can not be modified.

	
	Hotel Name
	Hotel Name or Location

	
	Paid Via
	Select method of payment

	
	Amount
	Exact dollar amount (can be lump sum, or per day)

	

	 Mileage
	
	

	
	Date
	Auto calculates 7 days (based on date of 1st Expense). Cannot be modified.

	
	Travel From
	Travel from city

	
	Travel To
	Destination city

	
	Purpose
	Reason for travel

	
	Miles Traveled
	Number of miles traveled (rounded to the nearest whole number)

	
	Amount
	Auto calculated based on the number of miles traveled 

	

	 Gas
	
	

	
	Date
	Auto calculates 7 days (based on date of 1st Expense). Can not be modified.

	
	Location
	City of purchase

	
	Paid Via
	Select method of payment

	
	Amount
	Exact dollar amount

	

	NOTE: If you received a per diem meal advance, do not complete the Meal section.

	  Meals
	
	

	
	Date
	Auto calculates 7 days (based on date of 1st Expense)

	
	Meal
	4 allocated meals per day, times listed

	
	Travel From/Loc
	City location 

	
	Travel To/Loc
	City location

	
	Paid Via
	Select method of payment

	
	Amount
	Exact dollar amount

	

	 Misc.
	
	

	
	Date
	Enter date of expense

	
	Brief Description
	Brief description of item purchased

	
	Vendor
	Vendor

	
	Amount
	Exact dollar amount

	
	Paid Via
	Select method of payment

	
	Account
	Exact dollar amount

	

	 Due County
	
	

	
	Date
	Enter date of expense

	
	Description
	Description of expense

	
	Amount
	Exact dollar amount

	
	
	

	 Comments
	Comments
	Enter text

	
	
	


On Intro Screen, Click on EXPENSE DATA ENTRY FORM





Note: Once all the forms are printed you can do a SAVE AS and save your work, or you can click on the CLEAR button to clear out all the information on the form. Warning: The CLEAR INFO button will erase all entered data. 





Print the report using the Print Report Button





Complete all pertinent sections





Expense report sent to finance


Check issued for employee








Expense report sent to finance


Check issued for employee











Note: Once form is printed you can do a SAVE AS and save your work, or you can click on the CLEAR button to clear out all the information on the form. Warning: The CLEAR INFO button will erase all entered data. 





Due and Credit Card?





Employee Due Money?





Send signed form, including all receipts to Public Safety for division approval.


Fax: 915-6400 or via interoffice.





Attach all receipts





Obtain departmental supervisors signature





Click on TRAVEL REQUEST FORM





Travel Approval





In the Estimated Costs Section, Click on “PRINT ADVANCE TRAVEL FORM”.


Advance Travel Form prints automatically.





Print Request Form using the PRINT REQUEST BUTTON





Send all forms, including a course agenda/travel itinerary to Public Safety.


Fax: 915-6400 or via interoffice.





Once approved, forms sent to Finance for processing. Requestor will be sent a signed copy.


Obtain PS Credit Card for any registration fees, hotel reservations, etc.


Prior to travel, obtain PS Credit Card for trip expenses.





Sign Form(s) and Obtain Dept. Mgr. Signature 





NO





YES





Advance Travel Needed?


(per diem meals)





Upon approval, obtain Public Safety Credit Card for Payment.





In the Estimated Costs Section, Click on the “CHECK REQUEST FOR REGISTRATION” button and complete check request.


Click on Print Check Request Button (return to Request).





NO





YES





YES





Registration Fee?





Complete Form





NO





Check Needed for Registration Fee?





No further action





Entire Expense on Credit Card?








