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Expense Reimbursement Workflow

About Expense Reimbursements

The Expense Reimbursement workflow enables Kent State University employees
to submit expense reimbursement requests via the web. Any employee or student
employee may initiate a reimbursement request. Expense reimbursements may be
initiated and submitted from any internet computer, on or off campus.

Expense reimbursements can only be Reviewed, Approved, and Returned for
Edit from a computer on a Kent State campus, or a computer that is connected to Kent
through a VPN (Virtual Private Network) account. (Contact the Help Desk for a VPN
account.)

Expense reimbursement requests are subject to review by Internal Audit to
ensure that the expenses claimed are in accordance with University Policy and
Procedures.

http://www.kent.edu/controller/accountspayable/index.cfm

Additional travel and reimbursement policies and procedures may apply within
a particular academic or business unit. Ask your Business Manager if there are
additional requirements for a reimbursement request. Your manager can address
guestions regarding University and internal policies and procedures.

For additional assistance or clarification, contact:
Accounts Payable:

Phone: 22607
Email: payments@kent.edu

Travel Information in FlashLine

See the My HR tab in FlashLine for links to travel information:

|
My HR My Action Items

Alumni | Test Channels

Travel & Expense Reimbursements =X

o Expense Reimbursement Direct Deposit

o Expense Reimbursement Archive FY03-FY07
o Expense Reimbursement Workflow

o Meal Per Diems - Domestic

o Meal Per Diems - Foreign

o Policies, Manuals and Forms

o Standard Mileage Rate

o Traveline - Clighook

o Travel Policy
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Expense Reimbursement Workflow

Direct Deposit for Expense Reimbursements

Employees may elect direct deposit as the reimbursement distribution method
instead of receiving a check. The election is voluntary and is the responsibility of the
employee. This direct deposit set up is similar to the payroll direct deposit functionality
within FlashLine; however it is a separate designation and allocation.

Student employees may also elect direct deposit for expense reimbursements. This
allocation will be the same as their student refund direct deposit allocation. If the
student employee is already receiving student refunds by means of direct deposit, no
further action is required for direct deposit of expense reimbursements.

How to elect direct deposit or modify your existing allocation
Step Action

1 Log into FlashLine at www.kent.edu or
your campus home page.

2 Click on the My HR tab.

3 Locate the Travel & Expense

) Travel & Expense Reimbursements
Reimbursements channel.

4 Select Expense Reimbursement Direct * Expense Reimbursement Direct Deposit
Deposit.

5 Type your Bank Routing Number, Account Add Allocation:
Number, and select the Account Type. Bank Routing Number: # |

Account Number: # |

Account Type: |Saving vl
6 Save your changes. Sawve |

Once you have set up direct deposit for expense reimbursements, the selection of
‘Deliver To: Department or Home Address’ is still required on the ‘Payee Information’
page within the expense reimbursement workflow in order to Proceed. However, the
mailing location will be overridden and your reimbursement will automatically be
deposited into the bank account you have allocated.

If you have questions about direct deposit for expense reimbursements, contact Emily
Hermon or Joanne Otto, Accounts Payable at payments@kent.edu.
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Expense Reimbursement Workflow

15-ltem Expense Limit

A single reimbursement request accommodates 15 expense items. You may
divide expense items among several reimbursement requests. If the reimbursement
requests are submitted at the same time, they are processed together and will be

reimbursed in the same deposit or check.

Here are suggestions for organizing a large number of expense items:

1. All 2. All per 3. All other
Organize by expense type: entertainment diems travel expenses
Organ|ze by |egs of extended 1. All travel 2. All per 3. All travel 4. All per
multi-leg trip: first leg of diem/misc second leg diem/misc
trip first leg of trip second leg

Workflow Notifications

Email is sent...

When submitted for review

When requires review
When returned by the reviewer

When submitted for approval
When requires approval
When returned for edit by an approver

When approved and the transaction has
been created
When denied

Email is addressed to...

Creator, Payee

Reviewer
Creator, Payee

Creator, Payee, Reviewer (if applicable)
Approver, Approvers' Proxies (if applicable)
Creator

Creator, Payee

Creator, Payee

November 2010
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Expense Reimbursement Workflow

Open the Expense Reimbursement Workflow Menu

My Action Items

My Action Items My Cuursesl My HR IM\r Campus

—

Workflow & Utilities
Utilities

| My Banner
i Banner INB

lauthorized users, cess Bannet's adrinstrative
| services from the hedline.

Employment Details

FlashCart Tap into this

i resource for purchasing FLA & Benefite :
i Finance Self-Service Bynner power. C4 o - Deductions History ;
L awthorized users; access¥ganner's finance self- il i
i : ’ . i
| servica fram the headline. Imaging Resources i £ g 2
; s Earnings History |
i Please note: If your user accynt has not heen : » Employes Manu
{granted permission to access ain areas of ¢ Banner _Integrate;l Document Im f s Leave Balancas :
FBannerIMB, these links will not rk for you | Applications (Admissions and Pro i :
; i T B + Stand alone Document Imaging 4 } o Pay Stub |
; + Persohal Information |

) Reporting (Cognos) B ey Farme :

i

| Finance Reports
e Budget Summary Excel - PDF

& Grant Budget Surmmary - Excel - PD
e« - Labor Distribution Expel = PDF

Workflove
Electronic PAF - Part-time Faculty

= " i Travel & Expense Rfimbursements OE06
o Pasition FZDntmI Excel - POE . | Employee Name Change ) i
s Transachon Reports Employee Marital Status Change » Expense Reimbyfsement Direct Deposit
0 -Fiscal-rear-To-Date Excel - PDF ploy . g s Expense Reimbfsement Historical Motes
o Manthly Excel - PDF Employee Education Level Change » Expense Reimbursement Warkflow
Q ;\ﬂo‘nghoggd Financial Reparts PRIOR to. ]| Expense Reimbursement e Meal Per Diems - Domeshc
i i~ | Motice of Yoluntary Separation * Meal Per Diems - Foreign
o Indew/Fund-Org-Program Crosswalk :
Pasition Request Authorization » Policies, Manuals and Farms
Step Action
1 Open a web browser and go to your campus homepage, or www.kent.edu

2 Locate the FlashLine login fields, type your FlashLine ID and password.

Click the My Action Items tab. OR

(Image at left, above.)

Click the MyHR tab.
(Image at right, above.)

In the Workflow & Utilities
channel, click the link for
Expense Reimbursement.

The workflow menu opens.

Marne: Your Name

zation: Your Department Hame

Expense Reimbursement

In the Travel & Expense
Reimbursements channel, click
Expense Reimbursement Workflow.

Beqgin a Mew Expense Reimbursement. [~

_OR-

Select a Draft Expense Reimbursement:

Begin ER |

-OR -

Click here to search for Historical Expense Reimbursements
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Expense Reimbursement Workflow

Begin a

New Reimbursement Request

Mame: Your Hame Here

I NI Y

Expense Reimbursement

Ty anization. Your Department Name

Payee Information
Printable Version Payment To: & Self ¢ Someone Else
» Payeelnfo Deliver To: & Department " Home Address
Add Expenses Moutton Hall 231
Adyance IS Training Center
FEezeived KSU (PO Box 5190)
Al Kent OH 44242
[RHERFOAR
EirrirrE Important Note: Expense reimbursement direct deposit
— election will override the "Deliver To' location selected above.
LIEarr

(The following links will open in a new window. Once information has been upidated, please close the new

draft status will be

days of inactivity.

Mote: All reimbursements in

autom atically deleted after 90

window to return to this page.)
Please click here to update your address information on Banner Self Service
Please click here to update your direct deposit allocation on Banner Self Service

Save as Draft | Proceed |

Step
1

Notes

Action
On the workflow menu page, click the checkbox Begin a New Expense
Reimbursement. The Payee Information screen appears as above.

Identify the Payee — select Self if you are the payee; or Someone Else.

All employees are able to initiate a reimbursement request and enter expense
information. You may also initiate a reimbursement request on behalf of
another employee.

If the employee will receive a reimbursement check, select the delivery
address —the Payee’s Department, or Home Address.

Note: If an employee has set up direct deposit for reimbursements, the
payment will be deposited into their bank account. The Department or Home
Address still must be checked here in order to Proceed.

Click the Save as Draft button to save the reimbursement request and exit the
workflow, or click Proceed to continue. From this point on, the
reimbursement recipient’s name and Flashline User Name appears in the
Payee: header area.

An incorrect address can be updated by the Payee only.

To correct your own address, click the link “Please click here to update
address on Banner Self Service,” log in and change your address,

then restart an Expense Reimbursement request.
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Expense Reimbursement Workflow

When Someone Else is the Payee

Organization: Your Department Name

Expense Reimbursement

I Printahle \Version |

Payee Information

Payment To: © Self & Someone Else

Learch by LastManme

» Payee Info
At EXpeRses

Smith Search I

Smith, Chad C - Career Services cocsmit2d

Advance i Srnith, Alan M- Library amsmit11
Received Deliver To: 4smith, Alison R - Psychalagy arsmith2
Add Srrith, Alison 3 - Geology asmith12 =
IHdEFOAR Management & Ity ariel D - Career Services Center adsmiths
B“S'“'?SS Admin Srnith, Amold A - Residence Systems aasmit21
- ommERLS Vpa Mis Stmith, &shley D - Information Science adsmith1
A Kent, OH - 44242 =Mith, Ashley D - Information Science adsm

[l

, Brenda D - English bdsmith3
 Camille J - Management cjsmith

Hote: All reimbursements in
draft status will be
automatically deleted after

90 days of inactivity.

Important Note s
election will ov

C - 21
, Cheryl H- Offite of University Infarmation chsmith0
, Cory P - Career Information Center cpsmithi
(The following links will open in a new window. Once information has been updated, please close the new
window to return to this page.)

-

Please click here to update your address information on Banner Self Service
Please click here to update your direct deposit allocation on Banner Self Service

Save as Draft | Proceed |
Step Action
1 Select the button Someone Else to see the name search option.
2 Type the Payee’s Last Name and click Search.
3 Click on the Payee’s name in the list.
From this point on, the Payee name and Flashline User Name appears in the
Payee: header
(marked with an arrow above.)
Notes If a Payee’s business (department) address is incorrect, ask the Payee to
change the address in Banner HR Self Service.
If the Payee is unavailable to make a business address change, route the
reimbursement check to the Payee’s home address. Send a reminder to the
Payee to update his or her business address in Banner Self Service.
If the Payee does not appear in the list, contact the Accounts Payable, or
Human Resources.
If an employee has set up direct deposit for reimbursements, the payment will
be deposited into their bank account. The Department or Home Address still
must be checked here in order to Proceed.
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Expense Reimbursement Workflow

Add Expense Items

E.U i'”" ssion 82712009
Jale.

MName: Your Hame Here

Organization: Your Department Name

Expense Reimbursement

Status: Draft Add Expenses P: Payee's Name
Printable Version hax Mumber of Expense ltems: 14 Allowable Mumber of terms Remaining: 15
v Payee Info Choose expense type to add | Select Expense Type. . j

X Add Select Expense Type. ..

Expenses ;
P Mo Expense ltems Miscellangous @

Advance
Received Save as Draft I Proceed |
Add
IndexFCOAR
Comments
Subrmit

Step Action

Notes ¢ You may add up to 15 individual expense items per reimbursement request.
* Each expense item is either a Travel or a Miscellaneous expense.
* You may include both types of expenses in a single reimbursement request.
* Expense items are entered one at a time.
* Type all dollar amounts with a decimal point and two decimal places, with no
commas: 1200.00

1 Begin describing the first expense, by selecting an expense type
(Travel or Miscellaneous) from the upper menu.

2 A set of fields will appear to detail that type of expense.

Accept Expense
Fill in the expense detail and click P2 %P | to save the item.

The item is added to a table at the end of the screen for editing or deletion.

. 7:45 Ak 05M5/2009 OHIC - KEMT  Personal Car .
§16.50  §0.00 heeting - Stark Campus 100 Ph OEA BE2009 OHIO - CANTOM 30 Edlit Delete

3 To enter another expense of the same type, fill in the fields with detail of the next
expense and Accept Expense.

To enter a different kind of expense, you will return to the upper menu and select the
other expense type, either Travel or Miscellaneous.

Details follow on how to complete the reimbursement request for different expense
types.

November 2010 page 9 of 27



Expense Reimbursement Workflow

Travel Expense Item Detail

Mame: ¥our Name Here Submission Date:

] ganization: Your Department Name
Expense Reimbursement

Status: Draft
Printable Version Max Mumber of Expense ltems: 15 Allowable Mumber of ltems Remaining: 15
, Payee Info Choose expense type to add ITraveI j
Add
> Expenses
Advance "
b Travel Purpose IMeetmg - Stark Campus
Ardd Trip Start Trip End
Index/=OAP Date (mmiddiyyyy) Time Date (mmiddiyyyy) Time
Comments
Sl |DBI1 8/2003 = |?:45 j IDB.H 8/2009 = I 1:00 'l
& Al P A & P
Advance Received Departure City
$0.00 & Usa
Total Expenses IOHlO - KENT j
$0.00  Foreign
Disallowed Expenses . . )
$0.00 Destination City
Net Expenses € usa [OHIO - CANTON =
$0.00 " Fareigh
Charged to Index:FOAP
$0.00 E T i
Unalfocated Balance Xpense lype ISeIect Type. .. o
$0.00 Travel Expense Entry
Mote: All reimbursements in Amount Disallowed Amount
draft statuz will be automatically
deleted after 80 days of | | | Accept Expense
inactivity.

Mo Expense ltems

Save as Draft Proceed

Step Action
1 Select Travel from the ‘Choose expense type’ menu, and complete the Travel
Purpose, Trip Start/End, and Departure/Destination City fields.

2 Type the Date (using the format mm/dd/yyyy) or click the calendar icon to
select a date. Once it is opened, you must click a date in the calendar tool.

3 Pull down a Time menu to select the hour, and click AM or PM.

4 Select a city. You may click in a city field and press a keyboard letter instead
of scrolling the entire list (for example, press ‘o’ to jump to Ohio.)

Find your city in the list. If your city is not listed, select ‘Other’ (Ohio—Other).
A blank field will appear directly beneath, type in the city name.
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Expense Reimbursement Workflow

Travel Expense Item Detail, continued

$0.00

|

Unallocated Balance E)(pense Type ISE|ECt Type. .. L

$0.00 Travel Expense Entry %

Hote: All reimburzements in Amount Disallowed Amount

draft statuz will be automatically
deleted after 80 days of I I I Accept Expense |

inactivity.

Mo Expense tems
Save as Draft | Proceed |

5 Under Expense Type, select an expense from the menu. Complete the fields
which appear beneath the menu by typing in the expense details.

6 Click the Accept Expense button. (Do not click the Proceed button.)
The expense line item will be added to a table at the end of the page.

Notes | If you get an error message, correct the entry and click Accept Expense.
Click Save as Draft at any time to save your changes.

7 Select another Expense Type for the same trip, or overwrite the Travel
Purpose, Trip Start/End, and Departure/Destination City fields with a new
trip and add expenses for that trip. Otherwise, return to the upper menu and
select Miscellaneous to process another kind of expense.

Policy Tips

Travel policy tips appear below the Expense Entry when you select an Expense Type.

Expense Type [Farking |

Travel Expense Entry
Parking Expense Information Amount Disallowed Amount

I | | Accept Expense |

Per KSU policy, you are eligible for reimbursement of actual parking expenses incurred
while on business travel. If the parking fee is less than $25.00, no receipt is reguired.

The requirements and policies described in this document are established by Accounts
Payable. Your department may have additional requirements and policies which must
be considered when completing a reimbursement request.

Check with your department secretary or business manager regarding additional
requirements.
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Expense Reimbursement Workflow

Miscellaneous Expense Item Detail

Marme: Your Name Here Submission Date: 8/27/2009 close B3

Organization: Your Department Name

Expense Reimbursement

Status: Draft
Printable Ver sion Max Nurnber of Expense ltems: 15 Allowable Number of Iterms Remaining: 14
+ Payee Info Choose expense type to add |M|scellaneou5 j
[ Add Expenses
Atbvance L o
Recejved Amount Description Date (mm/ddiyyyy)
Add Index/FOAP | [5.50 [2 doz highlighers joso7z008 =3
Comments ] Disallowed
Subrnit Commaodity Amount
i = ies & Supplies I Accept Expense
Advance Received
e e T
Total Expenses
$24.50 $2450  $0.00 Pack of Flip Chart Pads 6072009 Mizcellaneous  Edit Delete
Disallfowed Expenses
$0.00 Save as Draft I Proceed |
Step Action
1 A non travel-related expense is entered as a Miscellaneous expense type.

Enter the dollar amount, type a description of the expense, and type or
select the expenditure date.
2 From the Commodity menu, select the best description of the item.
Note Commodity information is not related to the Banner Account and does
not appear in financial reporting. Commodity codes are used to track
and negotiate commodity pricing with suppliers.

3 Click the Accept Expense button to save the expense. The expense will
appear in a table at the end of the page for editing or deletion.
4 Do not click Proceed until all expense items are entered, or the limit of

15 expense item entries has been reached.

Note If you enter Miscellaneous expenses totaling 2500.00 or more,
you will see a warning that advises you to review the request against
University policy, but you may submit the reimbursement request.
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Expense Reimbursement Workflow

About Disallowed Amounts

RATATLL

Net Expenses Expense Type [Lodging =l

$0.00

Charged to IndexiFOAP

$0.00 Travel Expense Entry

Unalfocated Balance Lodging Information {Hotel Mame)  Amount Disallowed Amount

$0.00 [Travelodae |147.50 22.50 Accept Expense 1
Note: Al reimbursements in draft
status will be automatically deleted
after 90 days of inactivity.

The Disallowed Amount field is for the portion of an expense item which is not
reimbursable under department or University policy.

Example 1: Your receipt for meeting supplies includes a personal snack and a
newspaper. The entire receipt amount is entered in the Amount field, and the cost of

disallowed items (the snack and newspaper) are added and entered under Disallowed
Amount.

Example 2: Your hotel bill includes a Pay-Per-View sports event, room service
breakfast, and a charge for personal sundries from the hotel gift shop. The bill total is
entered in the Amount field. The total of your personal items is entered under
Disallowed Amount. (Meals are reimbursed under meal per diems.)

Edit Expense Items

' [ [ '
‘nmuunlil]isalluwed nmuunti[!escriptinn !Dale IFrum.I'T (1] ‘Expense Type

' [ .. 730 AM D6MG2007 OHIC - KENT Personal Car | _ |
.$33'95 :$EI.EIEI .Tralnlng Presentsltlon.1 45 PM OBDE2007 OHIO - ASHT ABULA, 70 lEdrt.DeIete

Save as Draft | Froceed I

Step Action

1 Accepted expense items will appear in the table at the end of the
reimbursement request.

Click Save As Draft as you work.

2 Enter up to a total of 15 expense items. You may combine travel and
miscellaneous items in a single reimbursement request. As items are
added to the table, you may Edit and Delete items by selecting these
options.
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Expense Reimbursement Workflow

About Lodging Expense Overages

Warning: Lodging exceeds 150% of the federal lodging per diem;
comments are required on the '‘Comments Page’

Di!a“qud Amount Ludging Mrage I.

F2450 000 Pack of Flip Chatt Pads OE/07 2009 Miscelansous Eclit Delete

F6.50 F0.00 2 doz highlighers BT 200G Mizcelaneous Eciit Delete

9:45 Akt 0801472009 OHID - KENT Lodoing

HEESZD G EEMEETES 3:00 PM 031 /2008 OHIO - CINCINMATI Radisson Covington

$319.20 Ediit Delete

Employees traveling on university business in accordance with University Policy
will be reimbursed at the lodging facility’s standard single room rate, including
applicable taxes. However, the maximum lodging reimbursement should not exceed
150% of the federal lodging per diem for the specific country and city of travel.

Lodging expenses in excess of 150% of the federal lodging per diem must be
approved by the appropriate executive officer. (The IRS lodging per diem tables are
built into the Expense Reimbursement workflow.)

Should you enter a lodging amount that exceeds this limit, the warning pictured
above will appear, alerting you to enter an explanation in the Comments section of the
reimbursement request. The amount of lodging overage will appear in a new column
provided for this purpose. This amount may be disallowed by a reviewer and/or an
approver.

The new Lodging Comments field Bl e o |

(right) appears in the Comments section |
when a lodging overage is entered.

Provide a comment which
explains the reason for the additional
expense incurred, which created the
Comments are required: Lodging expenses are
overage. greater than 150% of allowable per diem rate
Example comments regarding lodging:
See p. 19 for more about Comments. )
» The cost was the price of a standard room for
the conference that was attended.
= A standard room was not available for the
conference necessitating a more expensive
room.
= The location of the meeting or the traveler’s
schedule necessitated the use of a more
expensive hotel.
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Expense Reimbursement Workflow

Navigation Menu and Expense Totals

Status: Draft

Printable Version

Payee Info
Add Expenses
Advance Received

Add Index/FOAP

L T S ¥

Camments
Submit

Advance Received
$300.00

Total Expenses
$1,115.78
Disalfowed Expenses
$98.70

Net Expenses
$1,017.08

Charged to Index/FOAP
$1,017.08
Unallocated Balance
$0.00

MNote: Al reimbursements in dratt status will be
automatically deleted after 90 days of inactivity.

Click Printable Version at the top of the navigation
menu to open the document in a new window and
print. Closing the print window will not affect the
reimbursement request in progress.

Each section is flagged with a green checkmark in the
menu as information is added to that section.

A red arrowhead indicates the section in progress.

The lower section is a status bar displaying running
totals of expenses and allocations you have entered.

The Unallocated Balance figure must be $0.00 in
order to send the reimbursement request onward to
an approver.

However, you may submit an incomplete
reimbursement request to a reviewer. Check with
your department secretary or business manager for
directions.

It is important to proceed through the reimbursement request sequentially if you skip
back to change the Expense, Advance, or Index/FOAP information. A change to an
Expense or Advance will require adjustment of the Index/FOAP allocation to obtain a

zero Unallocated Balance.

If you change data, be sure to click Proceed on each page to save and update each
section, until you reach the Submit page.

Note  FOAP is an acronym for “Fund, Organization, Account, Program,” the string of
elements in the KSU chart of accounts that identifies a funding source.
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Expense Reimbursement Workflow

Travel Advance

Marme: Your Name Here

&

Organization: Your Department Name

xpense Reimbursement

Status: Draft Advanced Receved Payee: Payee Name
Printable Version Was this expense reimbursement request funded by a university Travel Advance? IE[

v Payee Info Advance Received (Please use two decimal places) : |250.00

Add
v E}{FZIEHSES g Draft P 4 |
Advance Fve as LIrg fOCee
Feceived
Step Action
1 Answer the Travel Advance question by selecting Yes or No from the menu.
2 If you select Yes, type the amount of the Travel Advance received in the
field that appears (type decimal point and two decimal places, with no
commas) and click Proceed.
Note The Travel Advance amount is included in the Unallocated total, because

funds are identified to cover the advance in the next section of the
reimbursement request.

The advance amount is deducted from the reimbursement check or
deposit.
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Expense Reimbursement Workflow

Add Index/FOAP Information

Marme: Your Hame Here

ation: Your Depantment Name

Expense Reimbursement

—
Printable Version Max Mumber of Accounts: & Allowable Mumber of Accounts Remaining: 5
Payee Info Index Account Amount
v
Add [ioo1oo Mﬂ?znw - Office Supplies =l ﬂl
7 Expenses
Advance
¥ Received
Add Search Index
[ 3
NAEXFOAR | [700100-Dean Ants & Sciences =]
Comments BTl
Suhmit 100101-Biological Sciences
100102-English
A100103-Instit for Bibliog & Editing
Advance Received 100108-Critical Languages
$0.00 100109-Pan-Aftican Studies
Total Expenses 100110-Jewish StL_ll:Iies F'_rugram
$31.00 100111-hathermnatical Science
o 100112-Institute for Computational Math
Disalfowed Expenses 100113-Chemical Physics
$0.00 100114-Chemistry hd
At Cuvnanesas
Step Action

Note Some departments have you forward the request at this point to a
designated reviewer, who completes the request for you.
To send the reimbursement request to a reviewer now, go to page 22,
“Submit the Reimbursement Request for Review or Approval.”

1 Type the department Index number.

To look up an Index number, use the Search Index menu, click the Index
which is to be charged, then click the Select button.
2 Select the account to be charged from the Account menu.

Account

[72017 - Office Supplies =
7201

72018 - Research Supplies

72019 - Sales Supplies
72020 - Misc Supplies
72021 - Mtr %eh Fuel & Sup
72022 - Aviation Fuel & Sup
72023 - Comp Hardware less than $2 500
72024 - Equip/Furniture less than $2 500
72025 - Computer Software & Licenses

72026 - Software Maint & License Renewal
73011 - Photocopy Print,Bind

3 Type the dollar amount that is being charged to the Index and Account, and
click. _#ccept |

Note Type all dollar amounts with a decimal point and two decimal places, with no
commas: 1400.00
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Expense Reimbursement Workflow

Financial Information Accepted

Cloge

o} zation: Your Department Name

KENT*SWE Mame: Your Name Here Subrission Dat

Expense Reimbursement

Printable Version Max Mumber of Accounts: & Allowable Number of Accounts Remaining: 4
Index Account Amount
v Payee Info
v Add Expenses I Search ||Se|ectAccount... jl Accept |
Advance
¥ Received
R WO Crarge  Fnd e 0 orgarie P10 AcctTie Mo
gs;nr:;tents 100100 110118 ;:I-Ke o (100080 gz;”nfg"& 4100 72017 g;g;ﬁes $31.00 Edlt[Delete
Advance Received Save as Draft Proceed
$0.00
Total Expenses
$686.20
Disallowed Expenses
$0.00
Net Expenses
$686.20
Charged to Index;’FOAP
$31.00
Unallocated Balance
$655.20
Mote: Al reimbursements in draft status
will bie automatically deleted after 90
days of inactivity.
Step Action
1 Accepted entries appear in a table at the end of the page for editing or
deletion.
You may Edit and Delete items by selecting these options in the table.
2 To allocate an expense item to another Index/Account, complete the
Index, Account, and Amount fields again, and click Accept.
4 Click Save as Draft to save data as you work.
Note You may allocate the expenses in a single reimbursement to a maximum

of five different Index/Account funding sources.
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Expense Reimbursement Workflow

About Comments

MSWE Mame: Your HName Here
UNIVERSITY  Or ation: Your Department Name
Expense Reimbursement

Status: Draft . [payee: Payee Name |
Lodging Comments (Max 250):

Printable Version

v Payee Info Suite was required for candidate interviews; cost was less than

Add that of renting regular lodging+meeting room.
¥ Expenses
Adwvance
¥ Receiver

Add
Index/F OAR

> LOATEES Comments are required: Lodging expenses are greater than 150%

Subrmit of the federal lodging per diem
Example comments regarding lodging:

Advance Received m The costwas the price of a standard room for the
$0.00 conference that was attended.

Total Expenses m A standard room was not available for the conference
$686.20 necessitating a more expensive room.

Disallowed Expenses m The location of the meeting or the travelers schedule
$0.00 necessitated the use of a more expensive hotel.

Net Expenses

$686.20 General Comments (Max 250):

Charged to Index/FOAP

$31.00

Unallocated Balance

$655.20

Mote: Al reimbursements in draft
status will be automatically deleted
after 90 daws of inactivity .

Add Comment and Proceed |

Step Action
1 Click Proceed to advance to the Comments section.
2 Type a comment in the appropriate field, and click Add Comment and
Proceed.
3 You may choose instead to click Skip Comment and Proceed, unless a

lodging overage exists.

4 When a lodging overage is detected a warning message appears in the
Expense Item section of the reimbursement request, directing you here.
Provide a comment which explains the additional expense incurred.

Note More than one comment may be added to a single reimbursement
request. Comments will appear in a table at the end of the page.
Once saved, comments cannot be edited or deleted.
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Expense Reimbursement Workflow

Complete, Print, and Submit the Reimbursement Request

Expense Reimbursement

Submit Expense Reimbursement Payee: Payee Name
Printable Version

| hereby certify that either; [

1. The expenses listed on this reimbursement weare incurred by me and are in compliance with
v Payee Info s EAReEE - :
acid University reimbursement policies and regulations.,
v Expenses | also certify that required original receipts will e retained for a minimum of four years by this
Advance department and be made available as necessary for audit purposes.
¥ Received , , ,
| understand if an overpayment is detected after the expense reimbursement has been
Add processed, itis the responsihility of the employee to reimburse the university for the
Index/FoAP overpayment,
v comments aR
> Submit 2. I'have been authorized by the employee requesting reimbursement to submit this request on his

arher hehalf. The expenses listed on this reimbursemeant were, to the best of my knowledge,
incurred by the employvee requesting reimbursement and were portrayed as such to me by said
Advance Received employee.

$0.00 | also cerify that required original receipts will be retained by this department for a minimum of
Total Expenses fouryears and he made available as necessary for audit purposes.
$6_86'20 | understand it an overpayment is detected after the expense reimbursement has been
Disalfowed Expenses processed, it is the respansibility of the employee to reimburse the university for the
$0.00 overpayment.
NetExpenses ‘Please print a copy of your reimbursement by clicking on the "Printable Version' button on the top
$686.20 left hand side of the application
Charged to ndexFOAP
B Search For Reviewer Submit For Approvsal Save as Draft
Unallocated Balance
$655.20
Mote: Al reimbursemernts in draft
status will be automatically deleted
after 90 days of inactivity.
Step Action
1 Click the checkbox at the top of the page to certify that you agree to the
specified conditions.
2 Print a copy of the reimbursement request. Click |  Printable Version |
in the upper left-hand corner to view a printable layout.
Note The Status area displays green check marks indicating sections which

contain information. You may submit a reimbursement request for
review even if some sections are blank.

The reimbursement request must be complete, with $0.00 Unallocated
Balance before it can be submitted to an approver.
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Expense Reimbursement Workflow

Printable View

Mame: Your Name Here Subrm

Organization: Your Department Hame

Expense Reimbursement
Payment Information

Payment To:
Deliver To: Bu

Expense reimbursemert direct deposit

election will owerride the 'Deliver To' location selected.
Status:

Expense Information

ge Indicator Amount Disallowed Amount Descriptic Date 0 0 (pense pe
F24.50 |%0.00 Pack of Flip Chart Pads E7 200 Mizcellaneous
F6.50 F0.00 2 oz highlighers e 000 Mizcelaneous
R T e

Index FOAP information

harge Inde nd Code [ e Org ode Org B Prog Code Acc pde Accl B arge A 0
100100 110115 Fd Bal-kKent|100050 Dean Arts & Sciences|4100 72017 Office Supplies|$31.00
Comments
Date Name Comment
03525/2003 | Your Mame Laodging Exceeded Comments: Suite reserved for candidate interviewws. |
History
Summary
Advance Received F0.00
Total Expenses FESE.20
Disallowed Expenses F0.00
MNet Expenses F626.20

Charged to indexyFOAP §31.00
Unalfocated Balance  §655.20

Step Action
1 The printable view of the Reimbursement will appear in its own window.
Select File menu — Print in your web browser.

Close the print view to return to the reimbursement request.
Note Attach original expense receipts to the printed copy of the reimbursement
request and submit these documents to your approving authority.
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Expense Reimbursement Workflow

Submit the Reimbursement Request for Review or Approval

Step Action
Note At this point you may choose to:
=earch For Beviewer | Submit For Approval | sawve as Draft |
1 Reviewers may change anything on a reimbursement request. If this is your

preference, click Search for Reviewer to select a reviewer.

2 The Search by Last Name field appears. Type the last name of your reviewer
and click Search.

=earch For Beviewer | submit For Approval | Sawve as Draft |

Search by Last Name

Dag Saarch

Betty & Doe, COLLEGE of ARTS & SCIENCES bgdoe1s ]

Submit Far Feview |

3 Click on the reviewer’s name and Flashline User Name in the list to select.
Click Submit For Review to send the reimbursement request to the person
selected.

4 The approver’s ability to edit the reimbursement request is limited.
Approvers cannot be selected by you. They are maintained within the
workflow.

Click Submit for Approval to send the reimbursement request to the
approver.

5 A message appears which confirms your choice of actions.

Mare: Your Name Here Submission Date:

Expense Reimbursement

Organization: Your Department Name

Payee: Payee Name

Your expense reimburserment has been submitted for review.

Click the close icon in the upper right-hand corner, or exit your browser.
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Expense Reimbursement Workflow

View a Submitted Reimbursement Request (Historical View) or Open
a Draft Reimbursement Request

Log in to FlashLine at www.kent.edu
or your campus web page.

Click the My Action Items tab

In the Workflow & Utilities channel, locate
the list of Workflow items.

Click Expense Reimbursement.

Click the blue link text search for Historical
Expense Reimbursements.

Type search criteria in the name field.

For example, type part of a person’s name,
using % as a wild card character or type the
refund amount using % signs.

When submitted, a reimbursement request
is assigned a name which appears in e-
mails. You can search by this workflow
name.

You may specify a range of dates to search
reimbursement requests begun within that
time period.

Click Search.

Search results appear in a list beneath the
search criteria. Click Select to open a
reimbursement request.

ﬂFIashLine Secure Login

My Action Items

Workflow & Utilities

Expense Reimbursement

Click here to search for Historical
Expense Reimbursements

Workflow Specific name: I%Gilbertn:u%|

Workflow Specific name: |%$1ES.4D%

Worldflow Specific name: |ERD293D1|

Workflow Start Date Range: b
(mm"ddj’W) 4 September, 2009 3
Workdlow End Date Range, | 54 Mo Twwe Th Fr sa
(mm;’ddi’w) 3 AN 1 2 3 4 5

E 7 8 910 1 12
13 14 15 16 17 18 18
20 22 23 24 25 B

Select | 3263943 | ERD29301: Amount-§384 41, Payee-Francine Murphy, M.Ed., Creator-dulie Kennedy | started.running

10

11

12

The reimbursement request appears.
The name of its current worklist owner is
visible.

You may print the reimbursement
request, or return to the Search Results
to look up another reimbursement
request.

Reimbursement requests submitted for
review or approval are seen in the
Historical view. Open a saved Draft by
selecting a draft from the drop-down list.

Currently On The Worklist Of: Sommers, Marcella

=« (>0 Back to Main Menu

Select a Draft Expense
Feimbursement:
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Open and Approve a Reimbursement Request

1 Log in to FlashLine at www.kent.edu BFiashLine Secure Login
or your campus web page.

2 Click the My Action Items tab

3 Locate the Worklist (usually at upper right on this tab.)

My Worklist

4 Although you see a list of pending reimbursement requests | Open Worlcflow
in the My Worklist channel, always select Open Workflow
for a full-screen view.

5  Expense Reimbursement names have the ER prefix, as seen in the example below. Click
the Workflow name (seen in blue text on your screen) to open the reimbursement

request.
Home Work| ist @vworkflow Help
» Worklist
o Workflow Status Search Organization | Warkflow Activity Priority | Created

Root ERDZ29301: Review Morrnal 02-Aug-2009 02:4
Amount-$384.41,
Payee-Francine

3 Murphy, M.Ed.,
User Profile Creator-Julie Kennedy

My Proceszas Performing

o workflow Alerts N

e User Information Show Reserved Items

® Change Password 1-10of1 First| ¢ Previous |Next o Last Go to page:|1 'l

6 | See the next page for a picture of the reimbursement request in Approval view.
As an approver, you can change information on the reimbursement request as described
below:
Payment Information — cannot be changed, return to sender for corrections
Expense Information -- may be edited
Index/FOAP Information — may add, edit, or delete information
Comments — may add additional comments
History — cannot be changed
7 | If an expense lodging amount exceeds that allowed by IRS guidelines, you will see an
alert message and a special column that highlights the amount of the overage:

Expense information:

Note: Lodging exceeds 150%, please check comments

I -

= 8:00 AM 02/01/2008 DHID - KENT Lodging
* r=rat -] Enre
bl CONErenCce: 14,00 pif 02/11/2008 GERMANY - COLOGNE hittan s e

Check the Comments section for a required explanation of the overage. (See p. 19).

Name Comment

0353172009 (Kstie M Brovwn  |Lodging Exceeded Comments: Standard room charge for conference location
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10

11

12

Click the checkbox at the bottom of the page to certify that you agree to the specified
conditions.

Approve sends the reimbursement request to the Approve |
next approver. If you are the final approver, the
transaction is fed to Banner for payment processing.
To request changes or corrections, add a Comment
to explain why, and click Return for Edit.

Feturn for Edit |

Deny |

The Deny button is used to stop the reimbursement
request.

Add a Comment to explain why.

The reimbursement request will not return to the initiator, nor will it pass to the next
person in the workflow. Notification is sent and the stopped reimbursement request may
be seen in the historical view.

Confirmation of your action appears on the screen. Tou have successfully approved this

expense reimbursement.

0 ¥ 0 010
A
g eb
Expense Reimbursement
=
Status: Pending Level 1 =
Emmrrerdl  Payment Information:
Printable Version
Advance Received Payment To: Brown, Katie (kcarl)
$0.00 Deliver To: BU
Total Expenses Expense reimbursement direct deposit election will override the "Deliver To’ location indicated above.
$800.00 Reference ER044707
Disallowed Expenses Number; o
$0.00
Net Expenses - %
R Expense Information:
Charged to Index/FOAP Note: Lodging exceeds 150% of the federal lodging per diem; please check comments
$800.00 I Disallowed Amount|Description|Date FromiTo Expense Type|Lodging Overage|
Unallocared Balance
1:15 PM 10/01/2010 OHIO - KENT Lodging ¥
$0.00 |Li309P:00.80,00 Conference ¢ a5 pi 10/05/2010 CALIFORNIA - PALM SPRINGS Holiday Inn 1200 Eon
Index FOAP information
Charge Index| Fund Code| Fund Titie (Orgn Code| Orgn Title | Prog Code] Acct Code] Acct Titie Charge Amount| .l.
337001 310004 Intercoliegiate Athletics 100016 Men-Football (9100 71016 Travel-O/S Conferences ($800.00 Add |Ealt | Delete
History
m
11/30/2010 11:07:32 AM Submitted For Approval Katie M Brown Controller
Comments
m
11/30/2010 Katie M Brown Lodging Exceeded Comments: Conference at the hotel location
Add a comment
I hereby cerlify as either.
First Level Approver:
| hereby certify that the expenditures listed on this reimbursement are reasonable and necessary to the accomplishment of university business. allowable under the constraints of all
university polices and federal and state regulations, and supported by original receipts, | also cedify that the expenditures are within the approved budget of the administrative unit or
school/college. If there is reason to believe the expenditures are inappropriate or extravagant, | understand that it is my responsibility to disallow or deny the reimbursement
OR
Second and Third Level Approver(s}:
| hereby certify that the expenditures listed on this reimbursement are reasonable and necessary to the accomplishment of university business and allowable under the constraints
of all university polices and federal and state regulations
[ Return for Edit ] [ Approve | [Deny]
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Delegate Approval Authority to a Proxy Approver

Only an approver can enable or disable his/her own proxy assignments.

Proxy changes must be made from a KSU campus or Kent VPN computer.

If the person you wish to designate does not have access to this workflow, access must
be requested — plan ahead, as access requests take time to process.

Your proxy does not receive e-mail notifications. They must check My Worklist often

to see and process workflow items.

A proxy sees only newly-submitted items, so complete any items pending in your

Worklist.

Contact the Help Desk for a VPN or Virtual Private Network account.

1 Log in to FlashLine at www.kent.edu BFiashLine Secure Login
or your campus web page.
Click the Action Items tab 1y Action Items
3 Locate the Worklist, usually at upper right on this My Worklist
tab.
4 Click Open Workflow for a full-screen view. +| Open Workflow
5 | Under the User Profile section (on the right User Profile
side of the screen) click User Information. ® My Processas
e User Information
6 | Look for the My Roles pane. My Roles
Locate the Role Name FIN_ALL_USERS. N
Root FIM_All_Users
7 | Follow the Role entry to the rightmost column, Proxy Assignment
and click Add Proxy. Add Proxy
8  From the User list, select the FlashLine User User: aabrahas j
Name of the person who will be your proxy.
9  Select Effective From and Effective To dates, [20-Mar-2009 04:03:43 PM J
By clicking the J button and selecting the
start and end dates of the proxy assignment.
11 Click the Save button. | Save
Cancel a Proxy Assignment
1 | To cancel an assignment before the designated My Proxies
. . Uszar Role
date, log in as above. Under My Proxies, check % awymer STU Catalog Update
the assignment you wish to delete. Approvers
2 Click the Delete Selected Proxies button. | Delete Selected Pmiesmrl
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How Work is Shared Between Approver and Proxy

Approvers can designate at least one individual to be a proxy. The Approver enables or disables
the proxy by following the instructions on the previous page. As soon as a proxy is enabled,
he/she will see new items which appear in the Worklist.

A proxy cannot see older items in process that already appear on the Approver’s Worklist.

Here is what approver and proxy see and do. (Examples below use Grade Change WF names.)

Situation Approver Sees Proxy Sees
The normal, everyday Worklist Worklist
working arrangement. ey [
G940 CRN-ZFOZLS Term-Fall 2008
g l.:':‘l’.l"‘.::l'.lllb.'l. Course-ANTH 20001
The proxy |S I’\Ot ena bled' SO 'J:J:‘FIrn Z0ELS Term-Fall 2008
cannot see Workflow items. o Ooh CRIv 20243 Term Pl 7008
The Approver enables a Warklist Waorklisk
person as proxy' :I-‘::”ro- ::;.::.-lrnur.-\.; Couyrse-ANTH S0001 :I-.::Hrw ::;:'I.-lrnm.-\.; Course-ANTH S0001
G940 CRN-ZFOZLS Term-Fall 2008 G990 CRN-Z0Z 1% Term-Fall 2008
g l.:':‘l’.l"‘.::l'.lllb.'l. Course-ANTH 20001 L '.-T..'I-.l-l..:;ll.lllb.'l. Caurse-ANTH 20001
BOth recelve WOI’kﬂOW ItemS 'J:J:‘FIrn E0ELS Term-Fall 2008 '.l:.l:l::-'\ Z0ELS Term-Fall 2008
. bl GLOONONGD: Courte-ANTH 0001 HerA GLOOO0NS2: Caurte-ANTH 0001
and Can take actlon' U949 CHN-F0F1S Term-Fall 2000 999 CHN-P0F1% Term-Fall 2000
The approver has opened Worklist Worklist
and Closed an item, :'_'1:""""" n:-.:;::l;rc.uf_._-\.; Course-ANTH S0001 :'_':::""'""" ::E.::I;rc.m_.:\.; Course-ANTH S0001
. | . . , t (Performing CET iH!L Z0Z1% Term-Fall 2008 U1 :H.'L Z0Z 1% Term-Fall 2008
claiming’ it. - | - aurse-ANTH 3
appears under the title.) " 540 CAN-20215 TormF ol 2008 550 CAN-30215 Term-F il 2008
’ " A r..r:'l.l.'l;'ll'llll'.'.': Courie-ANTH 0001 -
The proxy can no longer see Ty OGRS Terw £l 200
the Workflow item.
The Approver has released Worklist Worklist
the item and it is available to | 2™ coomons comemamans | %5 ot come iy s
both ] i N " TErm a o 1 » TErm: al
L] GCOONO0SS: Course-ANTH R0001 ] GCOON0055%: Caurse-ANTH R0001
(Ready appears under the '.l:‘ﬂ:l:lrhﬁa Z0ELS Term-Fall 2008 'J:‘J:I:I:'-'\ Z0ZELS Term-Fall 2008
. Re0n GLOONONGS: Courve- ANTH 0001 ] GLOOOOnG: Courve-ANTH 0001
tltle.) Y CHN- N2 LS Term-Fall 2000 P CHN-PNF LS Term-Fall 2000

Release a Workflow Item to Your Colleague

When one person opens a workflow item, it vanishes from the Worklist of the other person.
Either complete the item, or release the item to your workflow colleague.

Click the magnifying glass icon seen in the rightmost column of the (?\
Workflow item listing. The Details screen will open.
Click the Release icon. Now both individuals will see the item. @ Release
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