DALLAS% ORACLE EBS

INDEPENDENT SCHOOL DISTRICT Grant Funded Employee Travel Advances

Requesting a Grant Funded Travel Advance

Employees can request tfravel advances for lodging and transportation for fravel
approved by the district. Advances will be paid out no more than 45 days and no
less than 10 days before the start of the event.

Submitting the Advance
Employees must submit an expense report in Oracle to obtain approval of the
estimated expenses associated with the fravel from their supervisor.

Review
The supervisor will review the documentation submitted and approve the
requests accordingly.

Approval

Upon approval, if the supervisor is not the final budget holder, the request will
automatically route to the appropriate budget holder. If special revenue funds
are being used, the approved request will then route to a Special Revenue
Funds Management analyst.

Processing

All approved requests are then forwarded to the Accounts Payable
Department for processing. Requests must reach the Accounts Payable
Department timely to ensure advance payment is issued prior to the beginning
of travel.

EDUCATIONAL TECHNOLOGY 10/30/2023 Page 1 of 16



DALLAS% ORACLE EBS

INDEPENDENT SCHOOL DISTRICT Grant Funded Employee Travel Advances

Things to know before submitting an Expense Report for an Advance:

e You are required to provide a detailed justification for the official District
business conducted during the conference or event.

e Requests must be submitted to the Accounts Payable Department as
soon as possible to ensure advance payment is issued prior to the
beginning of the trip.

e All expenses paid by the District in advance, including money paid on
behalf of the employee, should be accounted forin Oracle no later than
20 District business days from the date the conference or event ends.

e Iflodging cannot be found at the GSA Per Diem rate for the destination,
a memo explaining the reason for the lodging overage, including the
manager or supervisor's signature, must be attached to the iExpense
Advance request.

e Failure to reconcile an advance within the 20 District business days will
result in a payroll deduction and make the employee ineligible for future
advances.

Things to do before submitting an Expense Report for an Advance:

1 Review District Policy DEE Regulation.

1 Review the Grant Funded Requirements on the following pages.

1 Obtain a quote for airfare, hotel and/or car rental — can use ARTA, the
district tfravel agency, or get quotes directly from merchant.

1 Obtain a pre-approval memo from your manager or supervisor for hotel

overage (amount over the GSA Per Diem Rate). If lodging cannot be
reserved at the GSA rate for the destination, a written statement explaining
the reason for the overage, including the manager’s/supervisor’s signature,
must be provided.
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Requirements for Grant-Funded Advances

The following list details the requirements for grant funded advances.

Scan and save the following required documents to your OneDrive or Google
Drive. These documents must be uploaded into Oracle on the last step when
submitting your expense report.

1 Official event information, including the name of the conference or
event, the dates, and the address, including city and state, such as the
agenda.

1 Registration Overview or registration information.

1 Conference literature listing the conference hotel and conference hotel
rate, if applicable.

[ Expense Report Reservation and Reimbursement Form

1 Quotes for airfare, hotel, and car rental, as needed.

1 Approved Out-of-State Conferences list, with conference circled or
marked.

1 Job-Related Training & Travel Justification form, that has been
completed and signed.

1 Conference Schedule/Travel ltinerary.

1 Hotel Overage Approval Memo from your manager or supervisor for
hotel overage (amount over the GSA Per Diem Rate).

1 If applicable, Rental Car Justification form, completed and signed.

[ If applicable, a pre-approval memo signed by the Executive Director, or
above, if airfare was purchased 21 days or less from the travel date.

1 Any additional documentation required by your manager or supervisor
for approval.

*Accounts Payable prefers to have all documents scanned and attached as
one document.
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https://www.dallasisd.org/cms/lib/TX01001475/Centricity/Domain/106/Expense%20Report%20Reservation%20and%20Reimbursement%20Form%202020-21.pdf
https://www.dallasisd.org/cms/lib/TX01001475/Centricity/Domain/106/2023-2024%20Out%20of%20State%20Travel_10.2.23.pdf
https://www.dallasisd.org/site/handlers/filedownload.ashx?moduleinstanceid=143829&dataid=210454&FileName=Training%20and%20Travel%20%20Justifcation-Job%20Related_Revised%20October%202021.pdf
https://www.dallasisd.org/cms/lib/TX01001475/Centricity/Domain/64/Hotel_Lodging%20Overage%20Approval%20Memo.pdf
https://www.dallasisd.org/site/handlers/filedownload.ashx?moduleinstanceid=143829&dataid=233719&FileName=Rental%20Car%20Justification_Final.pdf
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Creating an Expense Report

Complete the following steps to create an expense report.

1. Go to portal.dallasisd.org and sign in with your EAD username and
password.
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2. Open the Oracle application.

i Applications

My Applications

=H
Office 365 Oracle EBS - Cracle Self
Micrasalt Dlfice iOrion (Intranet) » Service - dorion
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3. Select Accounts Payable iExpense Self-Service.

DALLAS ¥ orsce £ ausiness suie

[PT— T U]
Home

Navigator

Type Subject
s v

Expenses Home | Fayments Sea

W Expense Report

Expenses Home

To access raining documents, please click here and navigate to Oracle Resources >

Track Submitted Expense Reports

The following expanse reports are either outstanding or have been paid i the last 30 days.

Raport Number Report Submit Dato Report Status
Na resuls founa

Last Raport Status Activity (Days) Current Approver

Report Total (USD) Purposs Duplicate Withdraw
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General Information (Step 1 of 4)

This is the first step of the expense report in Oracle.

Expenses

sestome | PaymensSearch | Expense Reports

General Information Cash and Cther Expenses Expense Allocations Review

Create Expense Report: General Information Save Cancel S‘e:

Click here for travel and reimbursement policies and regulations as well as other relevant information and forms &

Select an Expense Type:

+ Advances - Grants: Request advance payment for trave] under grants (211 - Title 1, 224 - IDEA-B, 255 - Title 2, 240 - Food Services, etc.). Another reimbursement expense report is required after completion of the trip. All advances must be reconciled within 10 business days of
the trg date. Al enses will be payroil deducted.

« Advances - Non-Grants: Request advance payment for all non-grants travel and Activity Funds Petty Cash (199 - General Funds, 628 - Bonds, 865 - Student Activity Fund, etc.) See travel advance reconciliation rules above. Petty cash advances are issued to principals, office
managers, and l cle ly, and must be reconciled when requesting a repienishment of funds, at the end of the school year, and when vacating responsibility for petty cash funds.

e+ Alfemative Incentive (AC o) e for Educators hired for the 22/23 school year on an inter or probationary certficate whose certficate is posted no earfier than 2022 on the Texas Education Agency
“ 7 website.

« Employee for pre-ap, yee exper g District business.
« Student Activity Fund: Request reimbursement for all expenses involving Student Activity Funds.

« Student Travel Request for all expenses involving student travel. (Do not use for Student Activity Funds)

Do not change the ORGANIZATION UNLESS you have the pre-authorization to do so. Changing the ORGANIZATION, will cause your expense report to be routed to the approver(s) defined for that ORGANIZATION.

Name

E * ORGANIZATION 816

Reimbursement Currenci

[ re
Additional Information
E' Expected Travel/Event End (the advance can be applied AFTER the date entered) 24-Sp2023 *FUND 211

1. General Information:

a. Organization: This field will default to the Oracle user’s organization
number. If another department is funding the expense, enter the
corresponding organization number.

b. DISD Expense Type: From the drop-down, select Advances - Grants.

c. Purpose: Enter the business purpose using the following format:

i. Campus - CIP# - name of the event or conference, location
of the event or conference, dates of the event or conference
For example, Title 1/211 GPS 2.1.1 - Ron Clark Academy, Atlanta,
GA, September 23-24, 2023

i. Central - Fund# - Workscope name — DIP# - name of the
event or conference

d. Additional Information: Enter the date the conference or event will
end and enter the appropriate Fund code.

e. Select Next.
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Cash and Other Expenses (Step 2 of 4)

Receipt-Based Expenses

Only Airfare, Hotel/Lodging, and Car Rental* should be entered on the
Receipt-Based Expenses page.

*Car rental should be entered on a separate expense report.

Note: Meals are not eligible for advances and

will be reimbursed, based on DEE guidelines.

Airfare

To enter your airfare quote,

1. Select the Details button on the first available line. A new page will open.

ments Search | Expense Reponts

Cash and Other Expenses Expense Aliccaions Review

e mation
Create Expense Report: Cash and Other Expenses Save Cancel Back SwpZofd  Next

Receipt-Based Expenses

Reimbursable Amour nt (USD)  Details

Expense Type: From the drop-down, select Prepayment - Airfare.
Date: Always use today’s date for advances.

Receipt Amount: Enter the amount quoted for airfare.
Justification: Enter a detailed justification for airfare, i.e., Roundtrip
Airfare from Dallas, TX to Atlanta, GA.

o 0 U0
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e. Expense Location: Dallas, TX
f. Merchant Name: Enter the name of the airline.
g. Select Return.

Hotel/Lodging

To enter the hotel/lodging information,

1. Select the Details button on the next available line. A new page will open.

Update Expense Report: Cash and Other Expenses Save Cancel Back Siep2ord Next

Receipt-Based Expenses

a. Expense Type: From the drop-down, select Prepayment - Advance
Hotel/Lodging.

b. Date: Always enter today’s date for advances.

c. Daily Rate: Do not enter an amount in Daily Rate. This information will
populate once the Receipt Amount is entered.

d. Number of Days: Enter the number of nights for your hotel/lodging
stay.

e. Receipt Amount: Enter the amount quoted for the hotel.

f. Justification: Enter a detailed business justification for Hotel/Lodging,
i.e., Conference Hotel 2 nights Atlanta, GA, or Hotel 2 nights Atlanta,
GA.

EDUCATIONAL TECHNOLOGY 10/30/2023 Page 8 of 16



DALLASYE ORACLE EBS

INDEPENDENT SCHOOL DISTRICT Grant Funded Employee Travel Advances

g. Expense Location: Enter the city name and press Tab. A new window
will appear.

Select the correct county for your expenses. (County information
can be found on the Per Diem website.)

Expenses
Expenses Home | PaymensSeath  Expense Reporis
Search and Select: Expense Location x
‘Geneal Information llocations Review
_ . Search
Cash and Other Expenses: Details for Line 2 T e T T T e T Die Rates Itemize Duplicate | New Remove Back Retum
* Inacates requren el
o
* Expanse Type  Frepaymen - Advance HOIBILOOGNG v Results
N
2 FEE LY Rows 11012
Dally Rate 575,00 =
Norsbar O ays |1 4 Select QuickSelect Location4  Description - Country
* Recelpt Amount 575.00 ] Alanla Allanta, Columhia County, Arkansas rited Stetes
* Receipt Currency D - US Dol v & D Atttz
Exchangs Rate 1 . =
Reimbursable Amount £7500 LSD ‘ 2 Aania
lanta
A
s
Atlanta Affanta E
Cancel Select

h. Merchant Name: Enter the name of the hotel/lodging
accommodation.

Select ltemize: A new window will appear.

Expenses Home | Payments Ssach | Expensa Raports

Cashand Other Expenses

@ Emor
Hemzed Fecais caats he aliwatie daly imi e e rmter of days eperied.
Cash and Other Expen: Details for Line 2

cstes reQuied Tl

T ales] Remove Nemastion  Duplicate New  Remove  Back  Retum

Select  Line Expense Type Justiication emized Recelpt Amount (USD)
9 20 2023 Bregayment - Avance HolaiLodging Hotel 2 rights Alants, 64 750
A Another Row
Itemization 2-1

"
EO' emi
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Itemizing Hotel/Lodging

Hotel/lodging advances must be itemized to account for taxes and any GSA
Per Diem Rate overages. After selecting the Itemize button, an error message,
highlighted in yellow will appear. Itemizing the receipt will correct the error.

Other Exper
emove ltemization Duplicste New Remove Back Return
Lodang v
Expense Type Justification Itemized Receipt Amount (USD)
Propaymart - Advance HotslLodgng Hotel 2 mights Arania, GA 57500
Tot 1500
57500
Itemization 2-1
v
o'
Expenses
pensesHome | Payments Search | Expense Reports
General Information (Cash and Other Expenses Expense Allocations Review
Cash and Other Expenses: Details for Line 2 Per Diem Rates Remove lemizztion Duplicste New Remove Back  Retum
* Indicates recuired field
* Receipt Type P! Advance HatelLodging v Justification [Hote 2 nignts Abantz, GA
* Receipt D
Original Receipt Amount 57 |
* Receipt Currency  USD - US Dalr v * Expense Location  Atlent
Exchange Rat
Reimbarsable Amount 326,00 USD Merchant Name:
0 oo
[temized Business Expenses
@ TIP iemaze the receipt by crealing & separate fow Tor each Indivdual busness sense. ANy remaining amount s ested 33 & personal expense.
SelectExpense :  Duplicate
Select Line  Date Expense Type Justification Itemized Receipt Amount (USD)
O Fxl H-Ang-2023 Prepayment - Advance Hetell odging Hotel 2 nights Aianta, GA 2600
Add Another Row Jotal Business Expenses 326.00
Personal Emenses 24000 [
Original Receipt Amount  575.00
Itemization 2-1
E*;x;—zrsﬂm Fregayment - Advance HotelLadging v Justification |Fotel 2 nghts Afantz, GA
* Date 214 3 B
Daily Rate = y
Number Of Days 2
E"nemmn Receipt Amount 326,00
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a. Expense Type: Select Prepayment - Advance Hotel/Lodging from the
drop-down menu.

b. Date: This field should default to foday’s date.

c. Daily Rate: Enter the allowable GSA Per Diem rate and click Tab to go
to the next field.

d. Number of Days: If entered correctly before itemizing, this field should
default fo the number of nights you will be staying at the hotel. Adjust
the field if it does not populate correctly.

e. ltemized Receipt Amount: This field should auto-calculate if all previous
fields are entered correctly. (Daily rate x Number of nights stayed).

NOTE: Verify that the daily rate and the itemized receipt amount

calculated correctly.

f. Select Add Another Row.
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2. To itemize the hotel overage, change the value in the Number Of Days
field to the correct number of nights you will be staying at the hotel.

Faymens Ssarch | Expense Reports

Beneral Informatien (Cash and Other Expenses cations eview
Cash and Other Expenses: Details for Line 2 Per Diem Rates Remove Memization Ouplicate New Remove  Back
* indicates required field

Itemized Business Expenses

jemze the recept by creating

eiect Expense : Duplicate | Remove | -v-

Select Line  Dame Expense Type Justfication Itemized Receipt Amount (UISD)
21 mant - Ay e A 32600

2%-hug-2023 Frepayment - Hotel Ovsrage Hatel 2 nights Atiants, G4

a. Expense Type: Using the drop-down arrow, select Prepayment — Hotel
Overage.

b.Date: This field should default to today’s date.
c. Daily Rate: Do not enter anything here. The Daily rate (lfemized

Receipt Amount divided by the number of nights stayed.)
will populate once the amount is entered in the Itemized Receipt
Amount field.

d.Number of Days: This field will default back to 1. Enter the number of

nights you are staying at the hotel.
e. ltemized Receipt Amount: This field will auto-populate the remaining

balance.

f. Select Return.

g.Select Next to go to the next step. NOTE: This line accounts
for taxes and any

amount over the GSA Per
Diem rate.
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Expense Allocations (Step 3 of 4)

Do not make any changes to the line code for an advance. This will be
added when you complete the reconciliation upon returning from your trip.

1. On the Update Expense Report: Expense Allocations screen, select Next.

Expenses

Expenses Home | Payments Search | Expense Reports

0 o) L]
(General Informaticn (Gash and Omer Expenses Expense Allocations: Review
Update Expense Report: Expense Allocations Save Cancel  Back ste:zmu
Use the fields below io update expense allocafions for selected expense lines. To update expense allocafions for allitems, select AL L and cick UPDATE ALLOCATIONS.
Select Expense Lines: Update Allocations | Revert My Allocations | Apply
Expand All| Golagse Al
[ Focusline  PaymentMethod Date ExpenseType Recelpt Amourt Rei Amount (USD) Addis i FUND FUNCTION OBJECT  SUB_OBJECT ORGANZATION FISCAL YEAR  PROGRAM
D 4 H 87500
D 1 CathRecept 30000 Roundtip aifare from Dalias, T o Aianta, ”
D 211 Cash Receipt 2600
D 22 Cash Recent 480

Review (Step 4 of 4)

On this step, review all information and add attachments. All required
documentation should be scanned as one PDF file and uploaded.

1. Select the green plus sign to add all required documentation.

Teport with feceipts andlor unused funds has nat reached Accounting Services within 20 Gays of the Iip's end date.

Expected TraveUEvent End (the advance can be appiied AFTER the ate e

Business Expenses

Gash Expenses

Date Receipt Amount Expense Type

Reimbursable

Additional Information Receipt Missing Amount
(USD)

Reundr X 1o Allantz, GA 300.00
Hotel 2 nigt 75.00
Total 5.00
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2. Select Choose File.

Searth | Expense Reports

B >
Add Attachment

Cancel Add Another  Apply
Attachment Summary Information
Titie:
Description
4
Category  Agenda

Define Attachment

n | Expense Reports
E 8 Rogort « v » OneDrive - . > Documents v B
Add Attachment Cancel  Add Another  Apply
Attachment Summary Information CmrEme RS E- o @
e A Name Stat
Dascripiion *
1 ScreenPal
Category  Agands v Zoom [a]
Define Attachment - ARTA Quote.doct =
€ Ron Clark Academy.pdf 12472 M
T Fie [Cemreroned o
L
a
L}
) [ |
v £ >
File name: |Ron Clark Academy.pdf ~| Al Files (* ) v
Concel

4. Select Add Another or Apply to upload the file.

Expenses

nfts Search | Expense Reports

enses B

Select Apply when
Add Attachment

finished adding
altachments.

Attachment Summary Information

Cheose This ephon

Title  Ron ClarkAcademy Documents v;hen;dd\ng

y Vo——— nuffiple

Description Al required documentation aachments.

Category Agends

Define Attachment

Toe@ Fie Choose File | Ron Clark Academy pdi
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5. You will see a confirmation that the attachment(s) were added

successfully.

Expenses
Expenses Home | Fayments Expense Reports
L}
Review
£y Confirmation
Attzchment Ron Clark Academy Documents has been added suer ;1 woul be commitid when you eommi he restof he carent rznsacon
Update Expense Report: Review Save Cancel Back Seodo
Rz e 2:pense 12001 e prisson
By clicking submit. | agree to & {REGULATION).
For agvances, | grant Dailas 15D permission to deduct any unreconciled advance amount irom my paycheck if my complete expense feport with receipts and/or uatised funds has not reached s Within 20 d2ys of the ip's end date.
General Information
Name HOWELL MICHELLE NICOK stocments S +
Expense Dates
J— Travel/Event End (the advance can be appiied AFTER the date entered)
Purpose \cademy, Allantz, GA, e 2
Report Tota
Expense Lines  Expense Alo
Business Expenses
Cash Expenses
Date Receipt Amount Expense Type Additional Information Receipt Missing
Total

6. Select Submit. You will see a confirmation message, including the expense
report number.

Expenses

Expense Reports

 Confirmation

Expense report number

53834 for

Expense Report 1053834

00 s been submited

Submission Instructions

General Informatio

Name
Expense Dates
Organization
Purpose

ZAUG-2023- 2

3

e
St

Report Submit Date 21

Expense Lines

Business Expenses

Cash Expenses

R

Retum  Create New Expensé Report  Printabie Page
Add buton drecty belou 1 unces Gl nformator
ova ot espen:
uns Payabe vei
angenmers S
ot Total
o 0
Relmbursable
ceipt Amount Expense Type Additional Informaticn Receipt Missing Amount
Us0)
Roundr arare fom Dalas, TXfo At 200
el 2 nghts Ataria, GA
Total
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Reviewing Expense Report Status

Users may review the status of their expense reports in Oracle under the
Accounts Payable iExpense Self-Service responsibility.

Expenses
Expenses Home Payments Search ~ Expense Reports
Expenses Home Create New Expense Report

‘To access training documents, please click here and navigate to Oracle Resources >> | Expense.

Track Submitted Expense Reports

The following expense reports are eiher culsiznding or have been paid min last 30 days.

Report Number -~ Report Submit Date ¥ Report Status Last Report Status Activity (Days) Current Approver Report Total (USD) Purpose Duplicate Withdraw
1053334 21-AUg-2023 Pending Manager Approval 0 75,00 Tie 1211 GPS 2.1 B P

9 rtne status s Pending Your Resolution, you were st a nosicaton explaining the required acion

Update Expense Reports
(Click an Updats jcan to make changss fo & saved reiecied o retumed enpense repot
Report Number Report Date Status Report Total (USD] Purpose Update Duplicate. Delete
o resulls found.
Notifications

View Open Notiicatons  ~ | Go.
From Subject Sent Due
There are no notifications in this view.

@TIP Vacation Ruiss - Redrert or auln-resgond to noticatons,

Note: Per District Policy DEE, the Accounts Payable Department has 10
District business days to audit submitted expense reports beginning the

date it arrives in Accounts Payable’s queue. After the expense report is
approved by Accounts Payable, payment will be rendered within five
district business days.
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