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Requesting an Employee Reimbursement or Advance
Reconciliation

Employees can request reimbursement for eligible fravel expenses approved by the district.

If an advance was requested, all expenses paid by the district, including money paid on
behalf of the employee, must be reconciled. An employee reimbursement expense report
should be submitted in Oracle no later than 20 District business days from the date the
conference or event ends.

NOTE: Itemized receipts are required for all allowable out-of-pocket expenses

as well as all expenses prepaid by the district.

Submitting the Employee Reimbursement/Reconciliation
Employees must submit an expense report in Oracle to obtain approval of the expenses
associated with the travel 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.
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Things to know before submitting an Expense Report for an employee
reimbursement/advance reconciliation:

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

¢ |flodging cannot be found at the GSA Per Diem rate for the destination, a Hotel Overage
Memo explaining the reason for the lodging overage, including the manager or

supervisor's signature, must be attached to the expense report in Oracle.
e [f your trip is being paid for using grant funds, you will also need a 199 (General Funds) line

code to cover any hotel overage.

Things to do before submitting an Employee Reimbursement/Reconciliation.

"1 Review District Policy DEE Regulation.

1 Download the iExpense Travel Documentation Organizer from the Accounts Payable
Travel website. This will help you organize all documents and receipts for easy upload in
Oracle.

1 Review the non-grant funded and grant funded reimbursement/reconciliation
requirements on the following pages.
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Reconciliation

Requirements for Non-Grant Funded Reimbursements or
Reconciliations

Scan and save the following documents for upload in Oracle:

0

Official event information, including the name of the conference or event, the dates,
and the address, including city and state, such as the agenda.
Conference literature listing the conference hotel and conference hotel rate, if
applicable.
If applicable, a Hotel Overage Memo signed by your manager or supervisor for hotel
overage (amount over the GSA Per Diem Rate).

Proof of attendance, such as a badge or certificate of completion.
Iltemized receipts for all reimbursable expenses, including expenses pre-paid on your
behalf when booking with ARTA or SWABIZ, as outlined in District Policy (DEE

Regulation).

Hotel — showing employee name, check-in, and check-out dates, with a zero-

dollar balance.
Airfare — showing the employee's name, the amount paid, and how airfare
was paid.
Airline Bag Fees
Ground Transportation
* Uber, Lyft, cab, etc.
* Parking
* Carrental - must be pre-approved before your trip.
* Gas - only for car rentals.
Meals - only if meal receipts are required per District Policy or by your
supervisor instead of claiming per diem.
Registration Reimbursement - if not pre-paid by the purchase order process.
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Requirements for Grant Funded Reimbursements or
Reconciliations

Scan and save the following required documents for upload into last step in Oracle.
Reimbursement

Job-Related Training & Travel Justification form, that has been completed and signed.
Approved Out-of-State Conferences list, with conference circled or marked.
Registration Overview or registration information.

Conference Schedule

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

1 If applicable, a Hotel Overage Memo signed by your manager or supervisor for hotel
overage (amount over the GSA Per Diem Rate).
1 Rental Car Justification form completed and signed, if applicable.

1 ltemized receipts for all reimbursable expenses, including expenses pre-paid on your
behalf when booking with ARTA or SWABIZ, as outlined in District Policy (DEE
Reqgulation).

o Hotel - showing employee hame, check-in and check-out dates, with a zero-
dollar balance.
Airfare — showing employee name, amount paid, and how airfare was paid.
Airline Bag Fees
Ground Transportation
* Uber, Lyft, cab, etc.
* Parking
= Car Rental - must be pre-approved before your trip.
* Gas - only for car rentals.
Meals
Registration Reimbursement - if not pre-paid by purchase order process.

0 O O I R O B O
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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.

DALLAS ¥ DALLAS ¥

RDOPTAMN! 10RO, DT '

[‘ E ] ‘ ~ — S -] |

2. Open the Oracle application.

i Applications ~

My Applications

=4 ]
Office 365 Oracle EBS - Oracle Salf
Whcrasafn Olficy iOrion (Intranet) - Service - dorion
364 ‘l.\ o Staft \
ON SITE OFF SITE
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3. Select Accounts Payable iExpense Self-Service.

Home

Navigator Worklist

Personalize

Search Results Display Preference

Fall List

Subject Sent Due

Logetnismoms @ ()

Standard v

4. Click Create New Expense Report.

ST S

Expenses
Expenses Home  Payments Search  Expene Reports
Expenses Home
Toaccess training documents, please chick here and navigate to Oracle Resources >> | Expense
Track Submitted Expense Reports
The following expense reports are efher outsianding or have been paid in the last 30 days

Report Number

No resuts found

Report Submit Date. Report Status

Last Report Status Activity (Days) Current Approver

Logged In As P

U

Create New Expense Report

Report Total {USD] Purpase Duplicate Withdraw
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General Information (Step 1 of 4/5)

On the Create Expense Report screen, enter the General Information.

Expenses
Paymenis Search  Expense Reparts
®
General Information Cash and Other Expenses. Expense Alloczbons Review
Update Expense Report: General Information S Cacal S o1 4 ]

* Indicates reured feld E
Click here for travel and reimbursement poficies and regulations as well 2s oter relevant information and forms &

Selectan Expense Type:

» Advances - Granis: Request advalice payment for wavel under grants (211-Tite 1, 224-4DEA-B, 265-Tide 2 240-Food Services, eic.). Anather refmbursement expense reportis required after compiletion of the . All atvances must be reconciled within 10 business days of the ripfevent end date. All unreconciled
expenses will be payroll degucted.

» Adva
e recor

Grants: R all nonegranis avel nds Peaty Cash (199 §28-Bonds, 865-Student Activity Fond) eic | See travel iation rules above. Petty cash 2o issued o principals, office managers, and financial clerks only, and must
requesting a replenishment o funds, at the end of the school year, and when vacating responsibilty for peny cash funds.

+ Altemative Gertfication Reimbursement incenive: For EGUCaIDIS hired for the 23724 School year on an Infem ar probatianary Ceruficats whase Cermficate s posted no earfer than 2023 an th Texas Education Agency.
@me
« Employee Reimbursement: Reimbursement for pre-approved emplopes expenses when conducting District business.

+ Swdent Activity Fund: for. Student
- Smenr Requ for il expenses ivonin (Do not s for Student Activity Funds).
for J visas and Pren
Do not change the ORGANIZATION UNLESS you have the pre.authorization to do 50. Changing il CauSe your expense report t be routed to defined for that ORGANIZATION.
Name

E‘ ORGAMIZATION 81

Reimbursement Currery

Emsn Expense Type  E-

.’ Pumose  Ron Ciark Acag

Additional Information

General Information:

a. Organization: This field will default to the user’s organization number. If another
department is funding expense, enter the corresponding organization number.
b. DISD Expense Type: From the drop down, select Employee Reimbursement.
c. Purpose: Enter the business purpose using the following format:
= Non-Grant Funded
i. Name of the event or conference, location of the event or conference, dates of
the event or conference.
» For example, Ron Clark Academy, Atlanta, GA, September 23-24, 2023
= Grant Funded
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, Aflanta, GA, September 23
— 24,2023
ii. Central
» Fund# - Workscope name - DIP# - name of the event or conference, location of the
event or conference, dates of the event or conference
> For example, Title1/211 - Professional Development — GPS 1.5.1 - Ron Clark Academy,
Atlanta, GA, September 23-24, 2023
d. Select Next.
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Cash and Other Expenses (Step 2 of 4/5)

Receipt-Based Expenses Tab
All reimbursable expenses should be entered on the Receipt-Based Expenses tab.

If your manager or supervisor has required receipts for meals, they should be entered on
the Receipt-Based Expenses tab.

Grant funded meals must be entered on the Receipt-Based Expenses tab.

NOTE: All dates entered should be the date on the receipt. I

Airfare

To enter your airfare receipt,

1. Select the Details button on the next available line.

= DALUS ¥ e

xpense Reports.
) (]
GeneralInformtion  ~~~ Cashand Other Expenses pense Allocabons Review
Update Expense Report: Cash and Other Expenses ] [t [ ggpgn”

Receipt-Based Expenses [0.00]  Per Diem Expenses [0.00]  Mieage Expenses [0.00

Receipt-Based Expenses [0.00]

Select Expense Lines: Duplicate | Remowve | Show Receipl Cumency | = «v

O Lne Dae Receipt Amount Expense Type Justification Reimbursable Amount (USD)  Details

2. On this page, enter all the information as shown below.
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= DALLAS ¥ oo

Cash and Other Expenses Expencedlocsiors  Reds

£
H
P
i1
[

a. Expense Type: From the drop down, select Airfare.

b. Date: Click on the calendar icon and select the date of purchase as shown on the
merchant receipt or the invoice provided by ARTA.

c. Receipt Amount: Enter the total amount paid for airfare, including taxes and fees.

d. Justification: Enter a detailed justification for airfare, i.e., Roundtrip Airfare from
Dallas, TX to Atlanta, GA.

e. Expense Location: Dallas, TX

f. Merchant Name: Enter the name of the airline.

g. Select Return.
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Hotel/Lodging

To enter hotel/lodging receipt,

NOTE: Hotel/lodging must be reconciled whether it was paid out of

pocket, or funds were advanced to you.

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

= AU;A.S} P s

General informstior :
Update Expense Report: Cash and Other Expenses Save Cancel Back Sweo? ov:@
Receipt-Based Exponses [372.42]) | Per Diem Expenses [000]  Misags Expenses (0.00

Receipt-Based Expenses [372.42]

Expense Type Justification Reimbursable Amount (USD)  Details

= A.LL‘..\.S} St

Review
rates[iemize | Dupiicate  New Remove Back Rewm

a. Expense Type: From the drop-down, select Lodging.

b. Date: Enter the date on the receipt provided at checkout.

c. Daily Rate: Do not enter an amount in the Daily Rate field. 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 total amount from hotel/lodging receipt.
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f. Justification: Enter a detailed business justification for Hotel/Lodging.
> For example, Conference Hotel 2 nights Atlanta, Georgia or No conference hotels
available best price deal found.

NOTE: Use the justification to field to give the auditors a detailed business

reason for the expense.

g. Expense Location: Enter the city name and press Tab. A new window will appear.
h. Select the correct county for your expenses. (County information can be found on
the Per Diem website.)

* Justification |Conference hotel for 2 nights.
Booked by ARTA.
Vi
* Expense Location  atlanta ¥
Usé =
Search and Select: Expense Location X
Merchant Name P
O Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.
Search By Locaton v  atlanta Go
Resuits
Rows 110 12
Select  Quick Select  Location & Description 2 Country 2
O F'j Atlanta Atlanta, Columbia County, Arkansas United States -
I O 't Atlanta Atlanta, Fulton County, Georgia United States I
O 3\ Atlanta Atlanta, Elmore County, Idaho United States
O 2y Atianta Atlanta, Logan County, lllinois United States
(@) =1 Atlanta Atianta, Hamilton County, Indiana United States
O = Atlanta Atlanta, Cass County, Texas United States
O =1 Atlanta Atianta, Winn Parish, Louisiana United States
O )3 Atlanta Atlanta, Montmorency County, Michigan United States
= 4
O 2 Atlanta Atlanta, Macon County, Missouri United States
Cancel Select

_

i. Merchant Name: Enter the name of the hotel/lodging accommodation.
j. Select ltemize. A new window will appear.
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Itemizing Hotel/Lodging

Hotel/lodging receipts 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.

= DALLAS ¥ exverse repors

Cash and Other Expenses.

ieceipt Amount - Recaipt smount exceeds the alowable daily kmt for the number of days reported.

Other Expenses: Details for Line 2

Per Diem Rates Remove ltemization  Duplicate New Remove Back  Retum

* Indicates requied fiekd

Itemized Business Expenses

@ TIP itemze the receipt by creating a separate row for each mdidual business expense. Any rer nal expense.

Select Expense :  Duplicate .
Expense Type Justification Htemized Receipt Amount (USD)

Select  Line Date
® 24 24-82p-2023 Lodging Canference hotel for 2 nights. Booked by 57500
Add Another Row Total Business Expenses  575.00
Personal Exponses 000
Origmnal Receipt Amount  575.00

Itemization 2-1

* Justification |Conference hotel for 2 nights
EBooked by ARTA

Daiy Rate
Number Of Days
© temized Receipt Amount 575,00

NOTE: The goal of itemizing the receipt is to ensure all District business

expenses are accounted for and personal expenses are deducted from the
employee reimbursable amount.

EDUCATIONAL TECHNOLOGY 03/01/2024 Page 12 of 30



ORACLE EBS
DALLAS‘% Employee Reimbursement/Advance

INDEPENDENT SCHOOL DISTRICT ReCO N C|||G .I.IO N

3. Enter the GSA Per Diem lodging rate as shown below.

= DALLASTY s

Cash and Other Expenses Expense Alocations

eral informaton
Cash and Other Expenses: Details for Line 2 Per Diem Rates Remove llemization Duplicate New Remove Back Retum

* Indicates required field

Itemized Business Expenst

@ TIP temize the receipt by creating a separate row for e2ch indwidual business exgense. Any remaining amount s ¥ested as a personal expense
Select Expense : Duplicate
Select Line  Date Expense Type Justification Hemized Receipt Amount (USD)
® 21 2Sep 2023 Lodging Conferencs el for 2 nights Booksd by 260
Total Business Expenses 32600
m Personal Expenses 249,00
“Orginal Recet Amount 57500

v *ustification [Conferencehotelfor2mghts. |
Booked by ARTA

a. Expense Type: This field should default to Lodging.

b. Date: If entered correctly before itemizing, this field should default to the date
on your zero-balance receipt.

c. Daily Rate: Clear the current data in this field and enter either the allowable
GSA Per Diem rate, or the daily hotel rate charged, whichever is less not
including any taxes or fees, and click Tab to go to the next field.

NOTE: If the daily rate charged is different for each night, enter

each amount on a separate itemization line.

d. Number of Days: If entered correctly before itemizing, this field should default
to the number of nights stayed 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. Taxes and Fees: Itemize the taxes and fees from the hotel receipt as shown below.

Itemized Business Expenses

@TIP Itemize the receipt by creating a separate row for each individual business expense. Any remaining amount is treated as a personal expense.

Select Expense : Duplicate Remove |
Select  Line Date Expense Type Justification Itemized Receipt Amount (USD)
(@] 2-1 24-Sep-2023 Lodging Conference hotel for 2 nights. Booked by 326.00

2-2 . 24-Sep-2023 Lodging Taxes Conference hotel for 2 nights. Booked by . . 175.00
‘Add Another Row Total Business Expenses 501.00
Personal Expenses 74.00

f -
j Original Receipt Amount 575.00

Itemization 2-2

E * Expense Type  Lodging Taxes v * Justification |Conference hotel for 2 nights
Booked by ARTA
Date 24-Sep2023 ooked by

Daily Rate  87.50 Z
INumber Of Days 2

E' Itemized Receipt Amount  175.00

a. Expense Type: Using the drop-down arrow, select Lodging Taxes.

b. Date: If entered correctly before itemizing, this field should default to the date
on your zero-balance receipt.

c. Daily Rate: Do not enter anything here. The daily rate will populate once the
amount is entered in the Itemized Receipt Amount field. (Itemized Receipt
Amount divided by Number of nights stayed)

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

e. ltemized Receipt Amount: Enter the total amount of taxes and fees paid for all
nights.

f. Select Add Another Row.

NOTE: Dallas ISD holds a tax-exempt status in the state of Texas. Per District Policy
(DEE Regulation), a Texas Occupancy Tax Exemption Form should be presented by

the employee when checking into the hotel. If there is a charge for State
Occupancy Taxes on the receipt, the amount for State Occupancy Taxes will not
be reimbursed to the employee.
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3. Lodging Overage: If the daily rate charged exceeds the allowed GSA Per Diem Rate,

enter the overage as shown below.

Itemized Business Expenses

@TIP ltemize the receipt by creating a separate row for each individual business expense. Any remaining amount is treated as a personal expense
Select Expense : Duplicate Remove | sse
Select  Line Date Expense Type Justification Itemized Receipt Amount (USD)
& 2-1 24-Sep-2023 Lodging Conference hotel for 2 nights. Booked by 326.00
$ 2-2 24-Sep-2023 Lodging Taxes Conference hotel for 2 nights. Booked by 175.00
® 23 24-Sep-2023 Conference Lodging Overage Conference hotel for 2 nights. Booked by 74.00
Total Business Expenses 575.00
Personal Expenses 0.00
Original Receipt Amount 575.00

Itemization 2-3

@* Expense Type Conference Lodging Overage v * Justification |Conference hotel for 2 nights
*Date 24-Sep-2023 Ronked by ARTA
Daily Rate  37.00 YA
Number Of Days 2
E* Itemized Receipt Amount  74.00

a. Expense Type: Using the drop-down, select Conference Lodging Overage or
Lodging Overage, whichever is correct for the hotel.

b. Date: If entered correctly before itemizing, this field should default to the date
on your zero-balance receipt.

c. Ddaily Rate: Do not enter anything here. The daily rate will populate once the
amount is entered in the Itemized Receipt Amount field. (Itemized Receipt
Amount divided by Number of nights stayed)

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

e. ltemized Receipt Amount: If all remaining funds equal the total amount
charged for hotel overage, do not make any changes to this field. If the
remaining amount shown includes other charges, enter the total amount of
the hotel overage for all nights.

f. Select Add Another Row, if you have more expenses to itemize, or select Return
to go back to the Cash and Other Expenses screen.
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4. Parking: If parking fees are included on the hotel/lodging receipt, itemize them with
the hotel/lodging expense.

temized Receipt Amount (USD)
326 00

—h

Expense Type: From the drop-down, select Ground Transportation.

Date: If entered correctly before itemizing, this field should default to the date
on your zero-balance receipt.

Daily Rate: Do not enter anything here. The daily rate will populate once the
amount is entered in the Itemized Receipt Amount field. (Itemized Receipt
Amount divided by Number of nights stayed)

Number of Days: This field will default back to 1. Enter the number of nights that
parking fees were charged.

Iltemized Receipt Amount: Enter the total amount paid for parking.
Justification: Justify the parking fee, i.e., Parking for rental car at the hotel.
Select Add Another Row, if you have more expenses to itemize, or select Return
to go back to the Cash and Other Expenses screen.
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Meal Reimbursement Guidelines

District policy only allows reimbursement for meals during overnight trips.

ltemized meal receipts are required for all
grant funded trips, or if your
supervisor/manager is requesting them for a
non-grant funded trip.

Credit card receipts are not acceptable.

If a meal is provided by the conference or
event, a reimbursement may not be requested for those meals.

District Policy allows for 75% of meal reimbursements for the date of travel to and
the date of tfravel from. To verify allowable per diem meal allowances please visit

the GSA Per Diem Website.

NOTE: Itemized receipts
must include the date,

name of the merchant and
items purchased.

[SEEY U.S. General Services Administration

Buythroughus Sell to government ~ Real estate Policy and regulations Small business Travel ~  Technology Aboutus ~

Home » Travelresources > Per Diem Hates » Hesults

O

Meals & Incidentals (M&IE) rates and breakdown®

Bil=

Use this table to find the ing information for federal employee travel:
ME&IE Total - the full daily amount received for a single calendar day of travel when that day is neither the first nor last day of travel.

Breakfast, lunch, dinner, incidentals - Separate amounts for meals and incidentals. MEIE Total = Breakfast < Lunch + Dinner + Incidentals. Sometimes meal

amounts must be deducted from trip voucher. See More Information

First & last day of travel - amount received on the first and last day of travel and equals 75% of total MEIE.

Filter Results...

Primary c o oG Continental T pi Incidental First & Last
ount: a unc inner

Destination @ ¥ Breakfast/Breakfast Expenses Day of Travel @

Atlanta Fulton / Dekalb 574 s17 518 534 55 $55.50
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Iltemizing Meals

1. Select the Details icon on the next available line. A new page will open.
2. Enter the meal receipt information as shown below.

a. Expense Type: From the drop-down, select Meals.

b. Date: Enter the date shown on the meal receipt.

c. Receipt Amount: Enter the total amount from the meal receipt, including
taxes, not to exceed the allowable GSA Per Diem amount for that meal.

d. Justification: Enter the meal type, i.e., Breakfast.

e. Expense Location: Enter the destination city name and press Tab. A new
window will appear. Select the correct county for your expense. (County
information can be found on the GSA Per Diem website.)

f. Merchant Name: Enter the restaurant name from the receipt.

g. Select Return.

NOTE: Each meal receipt should be entered on a separate line.

Repeat steps above until all meal receipts have been entered.
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Ground Transportation Uber/Lyft/Cab
Employees may request reimbursement for ground transportation in the following
scenarios:
e From the employee’s home to the airport
e From the airport to the employee’s home
e From the airport to the hotel
From the hotel to the airport
From the hotel to the conference or event location
From the conference or event location to the hotel
To purchase meals, limited to a maximum of 10 miles round trip (Grant Funded
Trips Only)

A detailed receipt is required for each expense line. The receipt must include the pick-
up and drop-off locations, date and time of the ride, and the number of miles.

To enter Ground Transportation expenses,

1. Select the Details icon on the next available line. A new page will open.
2. Enter the Ground Transportation receipts as shown below:

a. Expense Type: From the drop-down, select Ground Transportation.

b. Date: Enter the date from the receipt.

c. Daily Rate: Do not enter anything here. The daily rate will populate once the
amount is entered in the Receipt Amount field.

d. Number Of Days: Leave this as 1.

e. Receipt Amount: Enter the full amount paid, including the fip.

f. Justification: Enter a detailed business reason for the ride, i.e., Uber from the
airport to the hotel, or Lyft to get dinner.

g. Expense Location: Enter the city and state where the ride took place.

h. Merchant Name: Enter the name of the company, i.e., Uber.

i. Select Return.
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Travel Agency Fee

ARTA, the District’s tfravel agency, charges a $30.00 booking fee for each booking.
If airfare was purchased through ARTA, this fee will be included on the E-invoice you
received from ARTA. You will enter the total amount paid for airfare, including the
booking fee, on the airfare line on your expense report.

If airfare was not purchased, a separate line must be added to your expense report on
the Receipt-Based Expenses tab to account for this fee.

1. Select the Details icon on the next available line. A new page will open.
2. On this page, enter all the information as shown below.

a. Expense Type: From the drop-down, select Other.

Date: Enter the first date of travel.

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

Number of Days: This will default to 1. There is no need to change this field.
Receipt Amount: Enter 30.00.

Justification: Enter ARTA Booking Fee.

Expense Location: Enter Dallas, TX.

Merchant Name: Enfer ARTA

Select Return.

0o

Qoo
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Per Diem Expenses

The Per Diem Expenses section will be used for meals when itemized receipts are not
required per District Policy, or when a supervisor has not required meal receipfs.

*Grant funded expenses must be entered on the Receipt-Based Expenses tab and
itemized receipts must be attached to the expense report.

To enter Per Diem for meals,

1. Select the Per Diem Expenses tab.
2. On Line 1, select the Details icon. A new window will open.

Expense Type: Should default fo Per Diem.

Start Date: Enter the first date of travel.

Number of Days: Enter total number of travel days.

Justification: Enter a detailed business reason for the expense, i.e., Meals not
provided by conference.

Destination: Enter city name and press Tab. A new window will appear.
Select the correct county in which the expense occurred. (County
information can be found on the GSA Per Diem website.)

f. Select the Generate Per Diem button. New fields will appear.
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4. In the Per Diem Calculation section, select all meals that were provided by the
conference or event, as noted on the agenda.

Per Diem Calculation

Deguctions

e
p: Enter all the detalls above, then click on Generate Per Diem. Check the box for any meal that was provided by the conference, then click the Recalculate button
Lunch
Per Diem Amount (USD) Meals Deductions (USD) Reimbursable Amount (USD)

Additional Information

5. Select Recalculate. Deductions for the provided meals can be seen in the
Reimbursement Summary.
6. Select Return.

Mileage Expenses

Mileage reimbursement may be requested when a personal vehicle is driven to a
conference within the state of Texas.

To enter mileage,

1. Select the Mileage Expenses tab.

2. On Line 1, select City-To-City Mileage from the drop-down, then select the Details
icon. A new window will open.

3. On this page, enter all the information as shown below.

e r—
* Drove personal vehide 1o Ron Clark ACaoe m
& "

a. Start Date: Enter the first date of travel.
b. Start Location: Must be Dallas, TX. Type in Dallas and press the Tab key.
Oracle will auto-populate the state.
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c. End Location: Type in the city name and press the Tab key. Oracle will auto-

populate the state.
d. Round Trip: Type a “y" and press the Tab key. Oracle will auto-populate

“Yes".

e. Justification: Enter a detailed business reason for the mileage, i.e., Drove
personal vehicle to the Ron Clark Academy in Austin, TX. Do not use
abbreviations, acronyms or one-word phrases like meeting or training.

f. Select Return.

After all expenses have been added to all tabs in step 2 of 4, select Next.
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Expense Allocations (Step 3 of 4/5)

The Expense Allocations screen allows you to enter to line codes you are using to fund

your frip.

Expense Type Shicent m,"‘"‘”“”“‘“‘“ Additional Information FUND FUNCTION OBJECT SUB_OBJECT ORGANIZATION FISCAL_YEAR PROGRAM

[ am 141381
1 ComRecet  30-Au2023 Artare mauo  me
oy CashRuchpt 248092023 Ladging 0XB00USD 12600

yp CashRecsipt  24-Sep-2021 Looging Taxes @17500USD 17500

24-88p-2023 Conterencs Lodgng Overage @ T400USD 7400

eceipt  22-Sep-2023 Meals 2842usD 68
4 CashRecept  24-Sep-2023 Ground Transportation 2700USD 2700

5 PerDiem 228092023 Por Diem 19513080 15513

5 Mieage 22-56p-2023 Ciy-To-City Misage 26534UsD 25584

Obtain the correct line code from Administrative Assistant or Office Manager.

NOTE: Most grants do not allow hotel overage expenses. You must request a
199 (General Funds) line code from the Office Manager or Administrative

Assistant for the hotel overage expenses when completing a
reimbursement/reconciliation for a grant funded Trip.
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To enter the same line code for all lines, follow instructions below. Each line may also be
entered one by one by clicking in each individual field and entering the required data.

1. Tick the checkbox next to Focus. This will select all lines within the expense
report.

= DALLAS eomee e

Update Expense Report: Expense Allocations Sove Cancel | Back S ‘.

Additional Information FUND FUNCTION OBJECT SUB_OBJECT ORGANIZATION FISCAL_YEAR PROGRAM

8 8 8 8 @ 8 o alo §
8| ¢

L 4

5 ?

Austn, TX

2. Click on Update Allocations. A new window will open.

----------------

Geravailfermater
Update Account Allocations: Multiple Lines

Allocation Set

3. Only enter the required sections of the line code. The Object and Organization
fields will prepopulate based on the template chosen. If the object code is
incorrect, verify you chose the correct template on Step 1 of your expense
report.

4. Select Apply.

5. Select Next.
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Applying an Advance (Step 4 of 5)

If you have an unreconciled advance in Oracle, this step will be added automatically to
your expense report. This step will connect the unreconciled advance to your
reimbursement expense report.

If this expense report is not reconciling an advance, a note must be entered in the
Unapplied Advance Reason box and the Advance Number field should be left blank.

NOTE: If this step does not appear, and you received an advance, go

back to step 2 and add a note referencing the advance in the
justification for the airfare and hotel.

To apply an advance,

1. Enter a % sign in the Advance Number field, then press the Tab key.

Expenses
Expenses Home  Payments Seasch Expense Reports

General indormabor Cash ang Other Expenses Expense Alocatons Advances Review
Create Expense Report: Advances Save Cancel Back Step4of5 Next

Setect an sdvance 10 apply 10 your expense report
Advances Application

&ne If you do not apply an advance you must enter 3 reason
i Caution —— Advances can only be applied to Reimbursement type requests.

¥ Incicates required fisid
Advance Number % 2
Unapplied Advance Reason

Advance Balance
Advance Amount Apphed

2. The unreconciled advance information will auto-populate.

Create Expense Report: Advances Save ' Cancel Back Step4 olI Next

Select an advance to apply to your expense report.
Advances Application

TP If you do not apply an advance you must enter a reason.
Caution ---- Advances can only be applied to Reimbursement type requests.
Indicates required field

* Advance Number 1021879 5 Q
Advance Amount  579.03 USD Unapplied /ucheance Reason
Advance Balance 579.03 USD
* Advance Amount Applied 579.03

Advances Summary

Expenses Eligible For Application 723.74 USD

Advance Balance 579.03 USD
Advance Amount Applied 579.03 USD
Updated Advance Balance 0.00 USD
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When completing a reconciliation, any funds listed next to Updated Advance
Balance must be returned to the Treasury Department in the form of a money
order or a cashier’'s check. Accounts Payable will provide a receipt. The
retfurned funds should be entered on a line under the Receipt-Based Expenses
tab and the signed deposit slip provided by Accounts Payable should be
uploaded to the expense report.

3. Select Next.

Review (Step 4/4 or 5/5)

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.

= DALLAS ¥ xperse repors

Update Expense Report:

Receipt Amount Expense Type Additional

|||||
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2. Select Choose File.

= DALLAS ¥ eoemere

Logged In As I

o 0

Expenses

Expenses Home | Payments Search

Expense Reports
Expenses: Expense Reparts >
Add Attachment

Attachment Summary Information

Title
Description

Category  Agends

Define Attachment

Cancel Add Another  Apply

Type@® Fiie
O URL

][ Chiocse Fie JJio e chosen

3. Locate your file and double click or click Open to select.
= DALLAS ¥ experse repors

*x # &° e O

Logged In As e

Expenses

Expense Reports
Expenses: Expenses Home
Add Attachment

Attachment Summary Information

Title
Description

Category Agenda

Define Attachment

Cancel  Add Another Apply

<« v > OneDrive - ...

1

> Documents v

Sea n
Organize = New folder m @
Ex Name Status Da
3+ Quick access
Custom Office Templates o
@ OneDrive - Dallas Indepenc Interviews 08-2023 © 2
v ® This PC ScreenPal o 2
i |
“ 3D Objects W IZO0H - 3
05 ARTA Quote.docx © 6
I Desktop 252
@ August 2023 Mileage pdf ©)
= De it
B onnes @' Ron Clark Academy.pdf O]
¥ Downloads
b Music
&= Pictures
; Videos
=5 Windows (€ 1 K 2
File name: ~ | All Files (**) ™
e
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4. Select Add Another or Apply to upload the file.

= DALLAS ¥ sereors

it

D * & f°
Expenses

Expences Home | Payments Search

Logged In As kS

Select Apply when
finished adding

Expense Reports documents.

Expenses: Expenses Home >

Add Attachment

Attachment Summary Information

Chaase this option when
adding mulfiple
e attachments.
Description
Y
Category  Agenda v
Define Attachment
Tyee @ Fie Choose File | Ron Clark Acagemy pdi
O URL
O Shert Text

5. You will see a confirmation message that the attachment(s) were added
successfully.

= DALLAS ¥ soereriors

ertoce o, b

LoggedinAsmHoweLL (1)
Expenses
D Home | Paym
O L]
Cash and Cther Expenses t Review
_% Confirmation
Altachment Ron Clark Academy pdf has been added successiully but not comméted. it would be committed when you commit the rest of the current ransaction
Update Expense Report: Review
Review the expe below before submission
By dlicking 2 10 follow the expense reimbursement policy, DEE (REGULATION).

Save Cancel Back Seo4of4 Submit
For advances, | grant Dalias 1SD permission to deduct any unreconciled advance amount from my paycheck if my complete expense report with receipts and:or unused funds has not reached Accounting Services within 20 days of the trips end date.

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

LL “s} Expanse Reperts

Expenses

* & ‘0 Logged In As e s (U]
Expenses Home | Payments Search | Expense Reports

| Ez Confirmation

Expense report number 1056815 for 1.413 81 has been submitied

Expense Report 1056815

Submission Instructions

Oniginal Recei

Create New Expense Report _ Printable Page

ints Instructions
ge a

ents Add button directy bel

elow this section under ‘General Information”
Additional Instructions
e 3

General Information

Name
Expense Dates  30-ALIG-2023 - 25-SEP-

Report Submit Date 06-DEC-2023

Atachments 8D

Report Total 1,413.81 USD

Organization &

Purpose  Ron Clark Acagem;

y, Allanta. GA, September 23-24. 2023
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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.

= gﬁgﬁ} e

Expenses Home Create New Expense Report

To access training documents, please click here and navigate to Oracle Resources >> L Expense
Track Submitted Expense Reports

'se reports are either outstanding or have been paid in the last 30 days.

Report Total (USD) Purpose Duplicate Withdraw

Last Report Status Activity (Days)|Current Approver
1,413.81 Ron Clark Academy, A [12] (54

Report Number 4. Report Submit Date ¥ Report Status
1056815 06-Dec-2023 Pending Manager Approval

NOTE: Per District Policy, 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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