D ALLAS% ORACLE EBS

INDEPENDENT SCHOOL DISTRICT DIST”CT Mllegge

Dallas ISD District Mileage

District Mileage is travel from one Dallas ISD department or campus to another
Dallas ISD department or campus. You must create an expense report in
Oracle to record or enter district mileage. Oracle will auto-populate the miles
after a starting location and ending location are entered.

Note: District Mileage, City to City Mileage and Other Mileage may all

be entered together in one expense report.

Before creating your expense report, you must have the following.

0 The line Code needed for reimbursement. (You can request this from the
Office Manager or the Administrative Assistant.)

0 A detailed district business justification for each District Mileage entry.

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.

# Applications v

My Applications
=

O Office 365 Oracle EBS - Oracle Self
Mucrasalt Difice iOrion (Intranet) . Service - dorion
i \\ o By add \\\

ON SITE

OFF SITE

3. Select Accounts Payable iExpense Self-Service.

D&l_‘l;ﬁ§¥ Oracle E-Business Suite

* O ‘0 gt @ ()
Enterprise Search  Confract Documents v Go Search Results Display Preference  Standard v
Home
Navigator Worklist
Personalize FullLst

R

From Type Subject Sent Due.

‘These are o nafffications in fis view

@

Click on Create New Expense Report

= I]AI.I.AS} Expense Reports { * & .0 Logetnrommmn ()
Expenses

ExpensesHome  Payments Search | Expense Reports

Expenses Home

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

Create New Expense Report

The following expense regarts are efiher oulsianding or have Deen paid in the lest 30 day
Report Number Report Submit Date: Report Status
No resuls found

Last Report Status Activity (Days) Current Approver

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

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

ALLAS J esere e

Create Expense Report: General Information S )

Additional Information

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.

. DISD Expense Type: From the drop-down, select Employee
Reimbursement.

c. Purpose: Enter the business purpose for the mileage.

For example, August 2023 Mileage

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

On the Update Expense Report: Cash and Other Expenses screen, enter
Mileage Expenses.

Mileage must be entered in sequential order by date. All mileage types
should be entered on the same report.

= DML@S} Expense Reports P I ——

General nformation Cash and Dther Expenses Expense Alocafons Review

Update Expense Report: Cash and Other Expenses Save Cance| Back Swep20fd  Next

Receipt-Gased Expenses (0.00]  Per Diem Expenses (0.00] | Mileage

Mileage Expenses [0.00]
Mileage Expenses.

+ Milssge reimbursements requirs 3 detailed justification stating the official disirict business with SuppOrting documentation. ABEREVIATIONS AND ACRONYMS ARE NOT ACCEFTED.
7+ ‘Other Miteage’

res & map [Bing maps only) with lease submit miles.

! 12:SEP-2023

Select Expense Lines: | Duplicate  Remave | o +s

Line  Start Date Justification Unit of Measus Trip Distance Distance Rate Reimbursable Amount (USD] talls

.

L[ ||| €| |1¢]||¢!f=

1. Select the Mileage Expenses Tab.

2. On the first available line, use the drop-down menu in the Expense Type
column to select District Mileage.
(If an expense type is not chosen, the information fields will not
generate on the next step.)

3. Select the Details Icon. A new window will appear.

— BALLAS lSDIh‘ﬁ 11 Expense Reports ol Logged In As tmmmrsonm, (1)

Expenses
Expenses Home | Payments Searc Expense Reports
L ]
General Information Cash and Other Expenses Expense Allocations Review

Cash and Other Expenses: Details for Line 2 Calculate Amount  Duplicate  NewLine Remove Line Back | Retum |
* ®

ndicates required field a

Expense Type District Mieage ‘ @
* Start Date  03-Aug-2023 % Justification
End Date 4
Number Of Days 1 ) Original Receipt Missing

Trip Distance 8
Distance Rate

Reimbursable Amount

Additional Information
E‘ Start Location 001-ADAMS HS LA + o

End Location 8161 CLIENT SPPRT
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4. On this page, enter all the information as shown below.

= ALLAS ISDIh‘i“»n Expense Reports .m. ‘@ Logged in As i Q)

Expenses
Expense Reports
L]

General Information Cash and Other Expenses Expense Alocations Reviow
Cash and Other Expenses: Details for Line 2 Calculate Amount  Duplicate  NewLine Remove Line Back | Retum |
L field a

Indicates requied field
Expense Type District Mileage ‘ E' Atlo ool Training Tor Fegistas
* startDate 03-Aug-2023 o Justification
End Date 4|

Number Of Days
Trip Distance 8 pyiee
Distance Rate

Reimbursable Amount

Additional Information
E‘ StartLocation 001-ADAMS HS LA m

EndLoca(mn 816.IT CLIENT SPPRT

a. Start Date: Click on the calendaricon and select date of travel.
b. Start Location: If the organization number is known, enter the 3-
digit org number and press the Tab key. Oracle will auto-
populate the location information.
*If the org number is unknown:

Search and Select: Start Location X

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 Start Location v  %ada
Results *
Select Quick Select Start Location Description
O] 001-ADAMS HS LA 2101 MILLMAR DRIVE, Dallas, TX.75228
3 =Y 002-ADAMSON HS 309 E NINTH STREET,Dallas, TX,75203
1 101-ADAMS ES 8239 LAKE JUNE ROAD,Dallas, TX.75217
1 101R-ADAMS ES 7852 UMPHRESS Dallas. TX, 75217
21 233-N ADAMS ES 12600 WELCH ROAD,Dallas, TX,75244

Cancel Select !
—
i. Select the Magnifying Glass.

i.  Use the percentsign “%" as a wild card and enter no more

than the first three letters of the campus/department name
and select Go.
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ii. — Alist of all names that fit the requested search parameters
should appear. Select the appropriate location by clicking
on Quick Select button next to the location.

c. End Location: Enter the trip end location, following the same
instructions as the start location.

d. Justification: Enter a detailed justification stating the official
district business conducted. Do not use any abbreviations,
acronyms, or one-word phrases like meeting or training.

e. Select Return.

5. After all mileage lines have been entered, select Next.

Expense Allocations (Step 3 of 4)
The line code(s) will be entered on this screen. Obtain the correct line code from
Administrative Assistant or Office Manager.

To enter the same line code for all lines, follow the instructions below.

NOTE: Each line may also be entered
one by one by clicking on each
individual field and entering the

required data.

= DALLAS K e

General Information Cash and Other Expenses Expense Allocations Revew] E
xpense Allocations o [ B >

te expense allocaions for selected expense lines. To update expense allocaions for allifems, select ALL and click UPDATE ALLOCATIONS.

item
Select Expense Revert MyAllocations v | Apply

Expand All| Collzpse A

E Focus Line P”:m Date  ExpenseType m"’“ :‘J;'l“);"‘"‘b"“""""‘ Additonal Information FUND  FUNCTION OBJECT SUB_OBJECT ORGANIZATION FISCAL_YEAR PROGRAM

48 5175
Attended PowerSchodt raning for Registrars and Deta Ay q A o [ECEE
Controlers

1 Mieage 02Aug 2023 DistictMieage  2600USD 2600

, Meage 09-4u9-2023 City-To-City Mieage 9 575USD 2575 Training 2t Pano 1SD.
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a. Tick the checkbox next to the word Focus — this will select all of

the lines within the expense report.
b. Click the Update Allocations button — a new window will appear.

L)
Casn and OnerExperces Expense Allocatcas Reveu [J]
Update Account Allocations: MultipleLines e prevem m
Allocation Set
FUNCTION SUB_OBJECT FISCAL_YEAR PROGRAM Remave
Selected Lines
us Line :‘j'":ﬂ'" Date Expense Type :ml:‘ r-'m:""-h'-w"'“ Addtional in fformation FUND FUNCTION OBJECT SUB_OBJECT ORGANZATION FISCAL_YEAR PROGRAM Remove

c. Only enter the required parts of the line code. Object and
Organization will auto-populate based on the chosen template.

d. Select Apply after line code information has been entered
correctly.

e. Select Next.

Applying an Advance

If you have an unreconciled advance, this step will be present in your
expense report.

Expenses
Ex Expense Reports
L ]
General iInformatior Cash and Other Expenses Expense OC s Aavances vie
Create Expense Report: Advances Save Cance] Back Stepdof ,
Setect an advance 12 3pply 10 your expense report
Advances Application
appl asor
Adv s
3 fheic
Advance Number %
Unapplied Advance Reason
g e Amo
e Bala
Advance Amount Apphed

To move to the next step, enter N/A in Unapplied Advance Reason box and
click Next.
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Review (Step 4 of 4)

For district mileage, Accounts Payable only requires a detailed business
purpose in the justification field for each line entry for approval.

If documentation is required by your supervisor, follow these steps to attach
files.

= DALLAS¥ crore s

General Information

Reimbursable
Recaipt Missing Amount Datails.
(U

1. Select the green plus sign next to the Attachments section. A new
screen will open.
2. Select Choose File.

Expenses Expense Reports »
Add Attachment Cance] Add Anctner  Agply

Attachment Summary Information

Define Attachment

w

Locate your file and double click or click Open to select.

Select Apply to upload the file.

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

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

expense report number.

»
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