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Editing and Resubmitting Returned Reports

When an approver or auditor returns your report, address the concern fully and send
additional information.

1. Log into Oracle from a District computer. *User Name | |
If you are logging in outside of the district firewall N |texawle= michael-iam.smnm|
use the following link https://Disdops.dallasisd.org . ]

Login | Cancel |
Worklist

2. Review your Worklist. Select the

expense: Switch User

Full List (2)

From |Type ook Sent ~ |Due
THOMPSON, Expenfes Expense 627766 (45.77 USD) 14-Nov-2019 |21-Nov-2019
CRYSTAL
15 Warning
Action Required! Please read the Instructions below.
Expense 627766 (4 gufuimbiil
Send Additional Information | Withdraw Expense Report Reassign Request Information
From THOMPSOM: = NI rory
CRYSTAL Individual's Cost Center 729
To OMEILL, Lora Purpose forms purchase Click here to view Account Codes
Sent 14-Nov-2019 Expe R t Total 45.77 USD for Re itions, Purchase Ord
3. Read the message " Teeiss e feperTote S 2l s
. Due 21-Nov-2019
If you can clearly answer this D 12644061
request by typing the answer in —
-I-he Gd d iﬁon Ol informaﬁon bOX, IP\SeisoeTp_lr_oH\,gd:EncﬂéIrgT\n:fgrﬁt‘i?sn ;E?g::sl? tor indicated issues. Action Required! Please read the Instructions below. ATTACHMENT
type the answer and click Send ction History
Add ITIOnOl | nform(]'hon . Num Action Date Action From To Details
1 14-Nov-2019 16:06:59 Submit THOMPSON, ONEILL, Lora
CRYSTAL
If you cannot answer properly —
with text, click Return to worklist e
and continue to step 4. Response
Additional Information
Return to Worklist Send Additional Information Withdraw Expense Report ign Request Information

# U p1sp campus/Ora Inguiry and Reports

= L1 pIsp Employee Self-Service
[ L] Employee Self-Service a 4. Open iExpense.

[+ T DISD Training Self-Services
= iExpenses Self-Services

| Expenses Home C
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5. Click the report number to update your expense report.

Track Submitted Expense Reports

The following expense reports are either outstanding or have been paid in the last 30 days.

Last Report Status Current Report Total
Report Submit Date ¥ Report Status Activity (Days) Approver (USD) Purpose
14-Nov-2019 Pending Your 0|ONEILL, Lora 45.77 forms purchase

Resolution

6. Yourreport is already submitted, ;
and temporarily passed back to ‘

you.

Return | [[Printable Page

Submission Instructions

Original Receipts Instructions
= Make a photocopy of this page and the receipts for your records.

“ All receipt documentation should be attached to the expense report.
e on y chndad nge YOU can make “ Tf you fargot to attach your documentation, you may select the Attachments Add button directly below this section under 'General Information’

Additional Instructions

is attachments. Review current #ou Marager o spdtd gpovr) il s ot rusing 5ol o i e o

This expense report will be paid after it has been approved, and Accounts Payable verifies the receipts.
attachments and add new SRS
attachments to the expense eme onen, tora Reportsubm ot

MICHELLE (81505) attachmentl view [ Add__.
Expense Dates  15-NOV-2019 - 15- Lad ]

re pOFT - NOV-2010 Report Totfl 45.77 USD

Organization 729

Purpose forms purchase
Supervisor NEWSOME, CARY

Expense Lines | Expense Allocations | Weekly Summary | Approval Notes [3]

M Note Author Date
7. Cl I C k ReTU rn Approver Action: Approve MAJUMDAR, SARBANI 14-Nov-2018 16:06:32

Return Reason: Action Required! Please read the Instructions below. THOMPSON, CRYSTAL 14-Nov-2019 15:59:02
Instructions: Action Required! Please read the Instructions below. CARRILLO

Additional Instructions: ATTACHMENT IS NOT THE RECEIPT FOR THIS

PURCHASE.

Approver Action: Approve NEWSOME, CARY 14-Nov-2018 15:56:12

Notifications

8. At the bottom of the landing Worklst for

View | Open Notifications v Go

pOge is yoUr noﬁfiCOﬂOI’]S Select Notifications: | Open ‘ R ign | Close |\ Switch User
section. Click the link for the seectal | lectone

Select‘Frnm

expense repOI’T, THOMPSON, CRYSTAL

¥ TIP Vacation Rules - Redirect or auto-respon®
¥ TIP Worklist Access - Specify which users can view and act upun your notifications.

Sent ~
14-Nov-2019

9. Enter a thoughtful comment
about the request and adjustment.

Action Histary

Num Action Date Action From To Datails
14-Now-2019 16:06:59 Submit 1

10.Click Send Additional Information. mu

Adérional Information

Withdraw Expense Report | | Reassign | | Request In

11.0n the main page you will now see the current approver has changed to the person who

[ TTIE TONOWINT] EXPENEe Teports are eltner oustanamg or Nave Deen pard 1 e 5
asked you for additional information. [ reen Last Report Statu]euent

Number Report Submit Date ¥ JReport Status Activity (DaysJApprover
627766 14-Nov-2019 Pending Payables (Accounts
Payable
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