INFORMATION

SAN JOSE STATE TECHNOLOGY SERVICES Employee/Student Reimbursement

UNIVERSITY

Overview

Employee/Student Reimbursement Vouchers are used to reimburse employees and students for university-
related expenses. Before making a purchase, the student or employee should verify that the expense is eligible
for reimbursement. Visit Finance Employee/Student Reimbursement
(http://www.sjsu.edu/finance/financeconnect/resources/pathways/reimbursement/) to view the Checklist and
the Reimbursement Policy.

The Reimbursement Voucher information is entered in the Financial Transaction Services database. Here it
can be viewed, edited, and approved. Once approved, the Reimbursement Voucher data is transferred from
the Financial Transaction Services database into the Common Finance System (CFS). Once this occurs, the
Reimbursement Voucher information in the Financial Transaction Services database can no longer be edited.

This user guide demonstrates how to create a Student/Employee Reimbursement Voucher and how to edit an
existing Student/Employee Reimbursement Voucher in the Financial Transaction Services database.
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Section 1: Creating an Employee/Student Reimbursement Voucher

To create an
Employee/Student
Reimbursement Voucher:

1. Login to the Financial SSO LOG'N

SJSUOne Shibboleth Login

Transaction Services Flease login using your SJEUCOne account

database: :

(https://fts.sjsu.edu). — Ltadadd I |
The FTS login page = 8 '
displays. | . FASSWORD |

Using your SJSUOne account.

2. Enter Tower ID and

DGIN SET
Password. i =
3. Click LOGIN
The Main Menu displays. ‘. San José State University Financial Transaction Services
e The main menu page
Lliars Woling P Prafaend ot Sty oty Dl Exl

displays a list of all Open
Items for the Dept IDs the
user has access to. If the
user is an approver, a list
of all tems Pending
Approval, for the Dept Vees e 13 Rt
IDs, displays as well. Yius :'::; ~ \-1 Al

e The main menu page also

dsplaysother menus FurchasingPamens

ltems Pendmg .ﬁppruval

Dpen Itnms

b PU"ChaSing / For guidancs on ravel polties and For guidancs on AT wcrl.::r.-: e
Payments pratedoed, bad e Tigsl Gosds A thi E&IT Procosiiii] Chackiigg
Travel Mote: o month-end, all! open and

[ ] F; Travisl Aiithaorioates pending iransacifons over g

) Fricaidfig aid will B delefed,

e Expense Adjustments

. q Travid Fpisbuiaman
o Transfer G + B 2 R

(depending on your &
Lhrect Paryment
system access). Expense Adjustments .
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From the
Purchasing/Payments Menu:

4. Click the Add [+] icon next

to the Reimbursements
item to add a new
Reimbursement.

The Employee/Student
Reimbursement Voucher
page displays.

The Employee/Student
Reimbursement Voucher page
has five areas:

Header Information

Employee / Student
Information

Contact Information
Invoice Information
Chartfields

Note: Fields preceded by an
asterisk indicate required
fields.

Purchasing/Payments

For guidance on ATl purchases, see
About the E&IT Procurement Checklist

Note: at month-end, all open and
pending transactions over two
months old will be deleted.

m Requisition

E Direct Payment

Voucher

@ ﬂ Reimbursements

San Jose State University Financial Transaction Services

[IPEY TR

Faps

iob Frahwaia

Sagarty

Tt TR

Emt

Employee/Student Reimbursement Voucher

Headar Informadion

fnvoice information

EmplogoaSiudan Inlormation

Fiaee
Nt
dusediia

* Contact Merms

* Ievezsce Suttotal Saies Tas Fimight Geand Tistad
[T 1] 1) 800
[T * P ‘o) g . P ot

oBE=

SJSU Information Support Services
info-support@sjsu.edu, 408-924-1530

Employee/Student Reimbursement
Page 3



Header Information: Header Information

5. Use the Comments field
to enter details of the
reimbursement, and/or

* denotes a reguired field

make a comment to Status
Accounts Payable, if e NEW
needed.
Date 0&/05/2010
Comments:

Invoice Information:

6. Description: Select the  Description

item’s description from the .

Description dropdown . kmroice Mo . krvoice Cata

menu. i)
Note: If the description of the * Invoice Subtotal  Sales Tax Fraight Grard Tatal
item to be paid is not in the .00 0.00 0.00 0.00

dropdown list, you cannot use
the Employee/Student
Voucher to pay for this item.

7. Enter Invoice No.

8. Use Calendar button to
enter Invoice Date.

9. Enter Invoice Subtotal
(include tax and freight).

Note: The system will calculate
the Grand Total.
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Employee/Student
Information: Employee/Student Information

10. Name: Select the * Name
employee or student’s

name from your preference M
list on the ke
Employee/Student More...

Information dropdown Aichele-Chang,Stefanie L

menu. If the Name is not Albert Leslie J

on your Preference List, Allmen,Caittyn Bethany

search for it by following Arannn.James |

the steps below.

11. Select More from the
Employee/Student
Information dropdown
menu.

Note: The More option will
take you to the User
Preferences search page to
add more preferences.

User Preferences search User Preferences
box displays.
play Field: | Employee/Student [V] Criteria- Empl[ID OR Last First

12. Enter Employee/Student
ID, or last name in the

o Select Name If
Criteria box. —
) E Vot Dee Bilands L 0
13. Click Search. —
, Dee,J Richard 0
14. Click the v button to select —— )
the name for the Nee lnnathan Arvin N
transaction.
—Or-—
15. Click the v'+ button to
select the name for the
transaction and also add
the name to your
preference list.
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Contact Information:

16. Contact Name: Select the
Contact Name from the
names on your Preference
List in the Contact
Information dropdown
menu, or use the More
option to search.

Note: The More option will
take you to the User
Preferences search page to
add more preferences.

17. Enter contact Phone
number.

Chartfields:

Note: Use the Show/Hide
arrow button to display or hide
the dropdown menus.

18. Enter Account, Fund, and
Dept ID (required).

19. Enter Program, Class,
and Project (optional).

Note: To add distribution lines,
click the Add [+] button. To
delete a distribution line, click
the Subtract [-] button.

20. Click Save Voucher.

Contact Information

* Contact Mame

| ]

* Phone

Chartfields

Dhest @™ Accounl * Fund *Dept ID  Program Clags Propect Frmound

: e — ﬂ_ﬂ,.,@=

- —— ‘] —
2 — @a=

660003 »| | 70000 ~| (002 ~| b
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The system will automatically
assign the reimbursement
Voucher number. The status
reads Open.

21. Make a note of the
assigned number. This
number will become the
invoice number in the CFS
system, when its status
changes to Distributed.

22. Click Upload —

Attachment(s), to attach
all necessary paperwork
(required).

The Select file(s) window
opens.

23. Navigate to the file you
wish to attach, and then
click the Save (or Open)
button.

Attachment files display on
your Employee Student
Voucher page.

24. Click Submit for
Approval when the
reimbursement voucher is
ready to be submitted for
approval.

Header Information

*denotes a required field

Status Open
Voucher Mo WT053154

Date 08/05/2010

Comments:

Approve Vioucher Print Vioucher

Select file(s) to upload by 10.188.101.32

Save in | (239 Travel papemork

@AirfareEst\mate‘docx
@Conferencelnvo\ce.docx

My Recent
Documents

My Documents

g! File name: |

My Compuler | gave acype [alFiles

B wrosseso TEST REIMB NDAY COSTCO pat

Save Voucher || Submit for Approval ) | Cancel

Related Files

Apr
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The status changes to
Pending Approval.

Notes: Authorized approvers
for the Dept ID associated with
this voucher will receive an
email notification that the
Employee/Student
Reimbursement Voucher is
awaiting their approval.

The items needing approval
will also be listed on the Main
Page under the Items Pending
Approval heading.

25. The Approver (with
approval authority for the
Dept. ID) clicks Approve
Voucher.

The voucher status changes
to Approved, and shows who
approves it and when.

The attached files go to the
Imaging System.

Header Information

* denotes a required field

Status Pending Approval
Voucher MNo. WTD53154

Date 08/05/2010
Comments:

er Submit for Approval Cancel Print Wi

Header Information

*denates a required field

Status Approved (Approved by Kristina Luna on 8/5/2010)
Voucher No. WT053154

Date 08/05/2010

Comments:

Note: The requestor for this transaction will receive an email notification of the approval.

The approved transaction is loaded to CFS overnight and its status is changed to Distributed.

The requestor for this transaction may receive an email notification (from: DoNotReply) if the attachment is
incomplete. If you receive this notification, use the Upload Attachment(s) button to upload whatever is
necessary to complete the attachment.

Print Voucher:

26. Click the Print Voucher
button.

oval Cancel Approve Voucher Uploai
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Section 2: Editing an Existing Employee/Student Reimbursement Voucher
There are several ways to search for existing Reimbursement Vouchers.

Search from the Purchasing/Payments Menu

1. Click the Lookup .
(magnifying glass) icon Purchasing/Payments

next to Reimbursements. )
For guidance on AT| purchases, see

About the E&IT Procurement Checklist

Note: at month-end, all open and
pending transactions over two
months old will be deleted.

m Requisition

m Direct Payment

Voucher

@ Reimbursements
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The Voucher ID, Name, and -
Status fields become PUFChaSIHQIPaym'E“tS

available.
For guidance on ATI purchases, see
2. Enter one of the search About the E&IT Procurement Checklist
criteria.

Note: at month-end, all open and
* Voucher ID allows you pending transactions over two

to search for a single months old will be deleted.
employee / student

reimbursement

voucher, based on the ﬂ Requisition

Voucher ID number.
e CFS Voucher ID

allows you to search ﬂ Direct Payment
for a single Voucher
Employee/Student

Reimbursement .

Voucher based on the ﬂ .REImhumememﬁ

CFS Voucher ID

number. Voucher ID
¢ Name allows you to
search for all the CFS Voucher ID
Employee/Student
Reimbursement Mame
Vouchers entered, by a "
specific operator’s Status
Name. =
e Status allows you to
search for
Employee/Student

Reimbursement
Vouchers based on
their Status.

3. Click the Go button.
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Search from Open Items or Items Pending Approval

4. Click on the transaction
type beneath the
appropriate heading .
(tems Pending Items Pending Approval
ﬁpproval, or Open You have 50 REequisition(s)
ems). You have 38 Voucher(s)
Note: When searching for a You have 18 Journal(s) _
reimbursement voucher, select You have 26 HR Expense Adjustment(s)
Vouchers.
Open Items
If you are an approver, you You have 45 Requisition(s)
can search from ltems YTou have 17 Voucher(s)
Pending Approval. You have ravel Clam(s)
g App Youhave 44 T 1 Clai
You have 22 Journal(s)
A ||St Of VOUCherS in yOUf Voucher ID CF5 Voucher ID Entered By Entered Date Status  VWendor Humber Vendor Hame
. WTD42747 RO S 0242472012 Open et .

D_ept ID with the status Open S| —— === [osrearaors Topee [
displays. Wroe4191 | R Y A T | =: =
. . WTDA4193 o = Q51272012 Open ~ e e
5. CI|(_:k the link of the Wioelss | - [T i — p—— - .

Reimbursement Voucher ' ' ' ' ' '
number to be displayed.
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The Reimbursement Employee/Student Reimbursement Voucher
Voucher displays.
* Name
* denotes a required field - T ™
6. Update and/or add the J—
information as needed. status Open
H W Address
7. Click Save Voucher to Halsmiae ot = =
save Changes. Date DBS2010 e
Comments. Field veseszch supplies o »
=
Requestor. Vannu Nguyen
:
* Contact Name
* Description Vannu Mauyen
PERSOMAL REIMEURSEMENTS 1] :‘
* Invoice No. ® Inveice Date * Phone
1011-01 07/06/2010 2E] 4-4303
*Involce Subtotal Sales Tax Fresght Grand Total
3878 000 000 3878
Dist #" Accoumt " Fund “DeptiD Program  Class Project Amaunt
1 [eoooo3  |[4s160  |[1245 378 (v + —]
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Section 3: Cancelling an Existing Reimbursement Voucher

1. Complete Steps 1 through Save Voucher Submit for Approval Cancel Approve Voucher Print Voucher
3 from the Editing in
Section 2: Editing an
Existing Employee/Student
Reimbursement Voucher.

2. Click the Cancel button (at
the bottom of the page).

= =y

Note: The system will warn Windows Internet Explorer
you that if you cancel the

voucher, it will become read- \_?/ If vou cancel this woucher it will be permanently read-only, Continue?
only.

3. Click OK to confirm. ok | [ cancel

The Status will read Header Information
Cancelled.

Note: If cancelled, the Status: Cancelled
reimbursement Voucher
number will not be reused. Voucher No.: WV053051
The data will not feed into
PeopleSoft. Date: 08/04/2010
Comments: Payment for 2010-2011 membership fees to NACWAA P«lembership

required for all D-1 administrators.
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Section 4: Cloning an Existing Reimbursement Voucher

Note: Reimbursement
Voucher can be cloned only
when its status is Distributed
or Cancelled.

1.

Complete Steps 1 thru 3
from the Section 2: Editing
an Existing
Employee/Student
Reimbursement Voucher
section.

The Reimbursement
Voucher page displays.

2.

Click Clone Voucher.

A new reimbursement
voucher is created with a
new voucher number.

Update all the information
as needed.

Fields are available for
updating, adding, and
deleting.

Click the Save Voucher
button.

Invalce SUDtotal Sales lax

19.00

0.00

Freignt wrana 1otal
0.00 19.00

Dist# Account Fund
1 660003 TO000

Support Documents

Dept I Program  Class Project  Amount

1014

15.00

Print Voucher Upload File(s)

Save Voucher

Submit for Approval

Cancel

Approve Voucher Print Voucher
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Section 5: The Support Documents Link

: 11
Note: The Support Documents - 6/8/20

link displays only when the
Reimbursement Voucher Comments:
status is Distributed.

1. Click the Support knvolce nf ”
Documents link (at the HORCE FIROHITMATON)
bottom of the page). Description

GENERAL REPAIRS UNDER $1000

Your attached document’s

image displays. Invoice Mo. Invoice Date
123d 0E/0212011
Invoice Subtotal Sales Tax Freight Grand Total
19.00 0.00 0.00 19.00

Chartfields

Dist# Account Fund DeptlD Program Class Project Amount
1 660003 70000 1014 19.00

(G
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