DALLAS I-Expense Procedures for Requesting Reimbursement for

S Professional Development Registration
Athletics

These procedures are for requesting professional development registration reimbursement from the
Athletics Office via I-Expense. All requests for reimbursement should have Pre-Approval from the
Department of Athletics.

All expense reimbursements for travel are detailed in the Board Policy DEE (Regulation) —
COMPENSATION AND BENEFITS EXPENSE REIMBURSEMENT
http://pol.tasb.org/Policy/Download/361?filename=DEE(REGULATION).pdf

The following checks should be followed when requesting reimbursements:

[J Reimbursement is for registration only. Membership dues/fees are not reimbursable. The
term tuition should not be used for registration and is not reimbursable.
[J Coach must enter all request in I-Expense for reimbursement only. No Advances.

O

Athletics will reimburse up to S60 per registration.

[1 All request should have attachments — Conference schedule, receipt and conference
badge.

[1 Line code for reimbursements 199-36-6412-00-902-X-91

[0 Reimbursements must be submitted within 10 days of the last day of the event.

Your Office Manager/Financial Clerk should be able to assist you as well.

|
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DALLAS‘% I-Expense Procedures for Requesting Reimbursement for

S Professional Development Registration
Athletics

The following should help navigate through most of the process but should not be considered a step-by-
step process:

Requesting Reimbursement for Registration Expense

Login to Oracle >DISD Employee Self-Service>iExpenses Self-Services>Expense Home> Create New
Expense Report

BE SURE TO CHANGE THE ORGANIZATION NUMBER TO 902 — this will ensure it is routed to our office.

Select the appropriate Expense Type: Non-Grants Reimbursement —Request travel for all non-grants
travel expense (199-General Funds, 628-Bonds, etc)

ExpeEs
Expenses Home | Payments Search | Expense Reports

General Information
Create Expense Report: General Informati
* Indicates required field

Cash and Other Expenses. Expense Allocations Review

Cancel | Step 1 of 4 | Next

Name/CORDOVA, ELISA (39436)
* ORGANIZATION (o0, | @

Athletics
Reimbursement Currerky US Dollar

DISD Expense Typ | Non-Grants Reimbursement

ZTIP Select an Expense Type:

yances - Granis:

uest advance payment for travel under grants (211 - Title 1, 224 - IDEA-B, 255 - Title 2, 240 - Food Services, etc.). Another reimbursement expense report is required
after col if

o of the trip. All advances must be reconciled within 10 business days of the trip/event end date. All unreconciled expenses will be payroll deducted.

« Advances - Non-Grants: Request advance payment for all non-grants travel and Activity Funds Petty Cash (199 - General Funds, 628 - Bonds, 865 - Student. Amw[y Fund, efc.) See travel
advance reconciliation rules above. Petty cash advances are issued to principals, office managers, and financial clerks only, and must be of funds, at
the end of the school year, and when vacating responsibility for petty cash funds.

Grants Reimbursement: Request travel reimbursement for all expenses under grants (211 - Title 1, 224 - IDEA-B, 255 - Title 2, 240 - Food Services, elc.). Can also be used for all receipt based
meals using Campus Activity and General Funds.

o Misc Reir Request reir for all other | expenses including Moving reimbursements and Campus Activity Petty Cash reconciliation.

« District Mileage: Request reimbursepfent for district travel.

Guest travel rei forall ts travel expenses (199 - General Funds, 628 - Bonds, etc.)
o Student Activity Fund: Rgduest reimbursement for all expenses involving Student Activity Funds.

«_Student Travel Reir
* Purpose {2019 THSC Conference

“TIP 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.

rsement: Request reimbursement for all expenses involving student travel. (Do not use for Student Activity Funds)

Additional Information

Note: always use the drop down button, calendar button and search icon when available.

Purpose Enter the name of the event you attended. Ex. 2019 TGCA Sports Clinic

Under Recelpt -Based Expenses [0.00] — Go directly to the Details button for line 1. Click on blue icon.

Expense Reports

semtal Intormaten Canh and Otter Expenies Experme Adocatee
Greats Expanss Rsport: Cash and Other Expsnes

Receip! Based Lxpenses.

<1 et
1P b

0.00] er iom 10.00]  Mileage |xpenses [0.00]

Select Exponse Lines: | Duplicate || flemove | | | Show Receipt Caescy |

ekt Al | ekt e
Select Liso Dale Teript Amoust Tsstitication Reimbarsable Amoust (USD) Dot

[ |
[ [
[ [
[ [
[ |
I |
[ [
[ [
I |
[ [

Akl Mo Limes | Ugpdate | Total a.00
Select Expense Unes: | Duglicale | | lbemown | | Shaw liecoipt Carrency |

SAVE periodically and as you navigate through the process.

Revised June 2019



DALLAS‘% I-Expense Procedures for Requesting Reimbursement for

Professional Development Registration

INDEPENDENT SCHOOL DISTRICT

Athletics

Click Details to verify daily expenses. When entering request details, complete all fields. Enter All Expense

Details:

Field

Fill in with Bold Info — Non bold fields will default

*Expense Type

Registration

*Date

Enter: First day of event

Daily Rate

$60.00

Number of Days

1

*Receipt Amount

$60.00

*Receipt Currently

USD — US Dollar

Exchange Rate

1

Reimbursable Amount

usb

Justification

Reimbursement for registration to attend
.......enter name of event

Expense Location

Enter City, State

Merchant Name

Enter location of event

Hit Itemize for additional details. Everything should be the same — Do not change any itemized fields.

5 AI. LAS I S D Expense Reports

i Navigator v 8 Favorites v Global Policy Home Logout Preferences

Expenses Home | Payments Search | Expense Reports.

General Information
Cash and Other Expenses: Details for Line 1
* Indicates required field

* Expense Type [Registration v Justification

>
Cash and Other Expenses

for registration for

*Date [09-3un2019 | B

(eampe: 21 May2019)

THSCA Conference on June 9, 2019. |

Daily Rate [60.00

[—

P —
Merchant Name [Texas Girls Coaching Association

* Receipt Amount [60.00
* Receipt Currency [USD - US Dollar V|

Exchange Rate 1
Reimbursable Amount 6000 USD

Privacy Statement

[Original Receipt Missing

>
Expense Allocations Review

Per Diem Rates [ Itemize | _Duplicate | [ New | [ Remove | [ Return

Per Diem Rates _Itemize | _Duplicate | [ New | | Remove Return

Expenses  Global Policy Home Logout Preferences

(Copyrght (c)2006, Orace Al ighs resorved.

@ hitps://ebsprod.dallasisd.org/OA_HTML/OA jsp?page=/oracle/apps

© Cash and Other Expenses: D... | L
Eile Edit View Favorites Tools Help
7% & Login &) Oracle

" Expenses

/ap/oie/entry/lines/webui/CashAndOtherLinesPGé ti=1072383314

rerainaN=Yaadasreaacrum ~ @ O [ searen o- ;& @

%~ < (2 e v Pagev Safetyw Toolsv @v

2
Expenses Home | Payments Search  Expense Reports
General Information Gash and Other Expenses Expense Alocations Review
Cash and Other Expenses: Details for Line 1
Indicates required field Per Diem Rates Duplicate | [ New | [Remove | [ Return
* Receipt Type [Registration v Justification | Reimbursement for registration for
* Receipt Date [09-3n-2019_| 0 THSCA Conference on July 11, 2019.
(oample: 21May2019)
Original Receipt Amount [60.00
penseLocation
* Receipt Currency |[USD - US Dollar /| ) e
Exchange Rate 1 Merchant Name [Texas Girls Coaching As]
Reimbursable Amount 60.00 USD [JOriginal Receipt Missing
Ttemized Business Expenses
TIP Ttemize 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)
© 11 09-Jun-2019 Registration Reimbursement for registration for THSCA . . . 60.00
Add Another Row
Total Business Expenses  60.00
Personal Expenses 0.00
Original Receipt Amount _ 60.00
Itemization 1-1
* Expense Type | Registration | Justfication | peimpursement for registration for
* Date [09-9un2019 | ‘THSCA Conferenceon July 11, 2019.
(@amgle: 21W72019)
Daily Rate [60.00
[ r—
* Itemized Receipt Amount [60.00
Per Diem Rates | Remove Itemization | Duplicate | | New | [ Remove | [ Retun |

Updated January 2017



DALLAS% I-Expense Procedures for Requesting Reimbursement for

OEPENDENT SCHOL DISTRICT Professional Development Registration

Athletics

Hit Return to continue.
BALLAS ISD =xenserepors

A Navgator 8 Favortes Giobal Poicy Home Logout Preferences

Expenses Home | Payments Search | Expense Reports
o > e o
General Information Cash and Other Expenses Expense Allocations Review

Create Expense Report: Cash and Other Expenses
Cancel | | Back | step20f 4 | Next

Receipt-Based Expenses [60.00] | Per Diem Expenses [0.00] Mileage Expenses [0.00]
Receipt-Based Expenses

“TIP Enter all business expenses. Enter one expense per line.
“TIP Date Example: 05-JUN-2019.

Select Expense Lines: | Duplicate || Remove | | _Show Receipt Currency |
Select All | Select None
Select Line Date Receipt Amount Expense Type Justification Reimbursable Amount (USD) Details
O 1 09-Jun-2019 60.00 Registration Reimbursement for registration for THSCA Conference on June 9, 2019. 60.00 @
o2 a [ [ V] |
=REEN] ] T [ ™ I
O | el [ [ M |
o s | = [ [ M |
o 6| [ [ | |
oz J [ [ | |
O s | el [ [ M |
o9 | = [ [ M |
=REN ] | [ | I

Add More Lines Update | Total 60.00

Select Expense Lines: | Duplicate | [ Remove | | _Show Receipt Currency

Save. Select Next to move to next screen.

Non-Grant Reimbursement line codes should be 199-36-6412-00-902-X-91 You will need to fill in the line
code.

BALLAS ISD expense reports

1 Navigator v ® Favorites v Global Policy Home Logout Preferences

Expenses Home | Payments Search | Expense Reports

> > )
General Information (Cash and Other Expenses Expense Allocations Review

Create Expense Report: Expense Allocations

Use the fields below to update expense allocations for selected expense lines. To update expense allocations for all items, select ALL and click UPDATE ALLOCATIONS.

* Indicates required field [save | [ Cancel | [ Back | step3of 4 [ Next |

Select Expense Lines: | Update Allocations | [ Revert | My Allocations [[v] | Apply
Select All | Select None | Expand Al | Collapse All

Payment Expense  Receipt Reimbursable Amount
SelectFocusLine  Method Date Type Amount (usp) Additional Information FUND FUNCTION  OBJECT SUB_OBJECT ORGANIZATION FISCAL YEAR PROGRAM
3 Al 60.00
1/1Cash Receipt ~ 09-Jun-2019 Registration  60.00USD  60.00 Reimbursement for registration for THSCA 199 ] A Be A et 00 | A o2 Y o1
(m] Conference on June 9, 2019. General Operating  Extracuricdar P Tr2Vel General Athletics Defaut Current Fiscal | Ath & Related

Adiities Year

Save | [ Cancel | [ Back | Step3of 4 [ Next

Click Next to move on.

This screen is where you will attach the Event Flyer, Receipt and badge that document event date(s),
location, general information and attendance. Once attached, Hit Submit.
AL LAS I S D Expense Reports

A roliaivs B Favoriesy Giobal Policy Home Logout Preferences

| |

> 3 ® 2
General Information Cash and Other Expenses. Expense Allocations Review

Create Expense Report: Review
Save | [ Cancel | | Back | Step4of4 |_Submit

Review the expense report below before submission.

By clicking submit, I agree to follow the expense reimbursement policy, DEE (REGULATION).
For advances, I grant Dallas ISD permission to deduct any unreconciled advance amount from my paycheck if my complete expe:
and/or unused funds has not reached Accounting Services within 10 days of the trip's end date.

feport with receipts

General Information
Name CORDOVA, ELISA (39436) Supervisor MATHIEU, TROY
Expense Dates 09-JUN-2019 - 09-JUN-2019 Attachments onel Add... |

Organization 90

2
Purpose 2019 THSC Conference BTl CMODTED

Expense Lines | Expense Allocations Weekly Summary | Approval Notes [0]

Business
Cash Expenses
Reimbursable
Date Receipt Amount Expense Type Additional Information Receipt Missing Amount (USD)
09-Jun-2019 60.00 USD Registration Reimbursement for registration for THSCA Conference on June 9, 2019. 60.00
Total 60.00

Save | | Cancel | | Back |Step4of4 | Submit |

NOTE: The next approver will be your Principal. If the line code is correct, nothing will be charged to your
campus account. Once approved, it will then route to the Athletics Office.

Revised June 2019



DALLAS I-Expense Procedures for Requesting Reimbursement for

S Professional Development Registration
Athletics

Once you hit submit, you will have a summary screen. Click File>Page Setup to select Landscape. Then
Click File>Print to PDF and send to the Assistant Athletics Director of Business. Also keep for your records
and send to Accounts Payable for final approval.

Travel Department: http://inet.dallasisd.org/depts/acctspayable.htm

Board Policy: http://pol.tasb.org/Policy/DEE(REGULATION)

I-Expense Training: Please contact Business System Training — |-Expense at 972-925-4060

Updated January 2017



