Create Expense Reimbursement

Instructions for creating Expense Reimbursement (with Specialized Account Coding)

From the CalATERS web site at Step 1

http://www.sco.ca.gov/calaters global.html
Under Global Sign In, click CalATERS Global.

e — =)

CalATERS Global

© CalATERS Global

Please enter your logon information below and dick the Logon button to begin.

User ID: |

Password:
New user? Mews User Registration

Hawing trouble logging in? Click here for assictance

[] work offine

Enter the User ID and Password, and then

clickl_tosen |

Step 2
File | Edit View Sort Help
g4 = Y -
B| 8| s | <
Mew | Open | Print | Status | iProfilei| Help | Sign Out

Click the ﬂl icon to begin the Expense

Reimbursement form.

‘ D Please make your selections below in order to create a new form

Farm Type: | << Select == |

eimbursement Form

Travel Advance Form

Select “Expense Reimbursement Form”.

Step 3

Click =l and select the appropriate Claim Type.

Claim Type: | =< Select ==

In State Travel

Cut of State Travel

Ot of Country Trawvel
Mon-Travel Expenses Only

Click =l and select the appropriate Trip Type.

Trip Type: | << Select ==

Fegular Travel

Mon-Travel Expenses

State Sponsored Canference/Carwvention

Mon-State Sponsored Conference/Convention

cick_ o |

Step 4

Key the Report Name (based on department policy),

and then click Ok

@ Specify a repart name that fallows your department palicy or department naming convention,

Report Name: |

Complete trip information as requested. | St€P S

This example is based on Claim Type-In State
Travel and Trip Type-Regular Travel.

Enter the First Date of Trip, Last Date of Trip (or

click = to select date from the calendar), start/end
time, Trip Location and Trip Purpose.

Trip Information
&, Plezse enter the requested infr mation.
Was Trip > or = 50 miles from Hame/Headguarters? =

FrtDatecfTrip: [ // o Starttmer[
Last Date of Trip: m End fime: l_
Trip Location: l—
Trip Purpose; |

Click ™! to answer question:
Wiz Trip = or = 50 miles from Home MHeadquarters?

B Edward Cullen [In State Regular: Traini

)

Print

File Edit View Help

Qe I

Mext | Save

)

Info

List

4

Save and Close

9

Help

Back

[ 1. General | B2, Expenses | 9 Corppietin |

‘ Q General Report Information:

Please dlick on all selection boxes that are appropriate for this report.

W Eypenses require special account charge codes

@ Coding required for this claim

" e Please select department
How would you like to charge your Expenses ?

Report Info

x|

fram the list

" Charge to account coding indicated in my employes profile
A oLt of tnts| expense report

Agency Code: [ << Select >>

@ Charge by individual expense item

Sefect the account code from the list beiow.

Fund [ SubFund [ crganization [ Fiscal vear | Reference [ chapter | Frogram | category [ Fed catalog [ Eleme

Select “Charge by individual expense item”.

Click OK.



http://www.sco.ca.gov/calaters_global.html

Create Expense Reimbursement

Instructions for creating Expense Reimbursement (with Specialized Account Coding)

Step 7 Step 8 Step 9
C|ICk 0 select an expense. Lo .
Select from the Agency Code dropdown list. 915 era. Ez Exp | 5, campletion |p Enter required information (based on the expense
- i { Expenses Jl\ggnz J;ﬂea Jv:r?a hd selected) .
0520 BTH - Accounting = v \
0530 CHHS - Dept of Social Services Revolving Fund #170 \\ Example 1. Breakfast
0531 Office of Systems Integration-Admin \\ Expense ot T Fament Type: [ <<Soet o>
0540 Secretary for Resources-CalFire Dept Accing o «D Corprate Card
il A\ maunt: 0.00
Select the high level account code that applies to Euense: [T EoE s \AJ
your Expen§e Relmburs_ement. (Consultl your iéi;’,’;ﬁ;’i;‘i.i”j;”m X Example 2: Lodging
Department’s Travel Unit for the appropriate = B . T s | SR H
account Codes &, Incidentals & Am:;: W—DDD@ = Moncay
Select the account code from the list befow. &2 Lodging =
Fund[Sub Funlergamzat\Dr‘Flsta\VEErlREfErEnEElChapteriF’deCatEgur\dFEdlE\EmentlCDmpITaskIPr\mEISuhISDurEEI ) Lﬂdg'”‘l Mor-comm, partial Room Amount: oo0E
0001 0840 2009 001 0000 = v » ) Breakfast 2 AT
o001 0240 2000 oot 1 10 oooo ) Mlleage » &) Business, Breakfast
Egsi E::E 2212 Egi ;E 312 EEEE & Misc, Expenses » &) Business, Dinner
o1 i o1t 01 - P 1000 & Parking » (%) Business, Lunch Receipt Include
oot 0=40 2011 oot 3 10 o000 =l [ % Phone/Communications 3 £) Dinner
—————————— % Transportation > %) Lunch
@ ‘ ‘ &) Meals/Incidtls,Non-cormm, full
. 2. E}{ EHSES m €] Meals Incidtls, Non-cormm, partis|
Click nec | or B2 e to proceed.
Step 10 Step 11 Step 12
Click . .
Enter detail account coding. (Consult your Click __Enter
Accaunt: | =l Department’s Travel Unit for the appropriate
account codes.) o
“ ” < = File Edit Yiew Help
Enter a “Charge to” name. = :
9 IRICIEYEIE <
\ Back | Mext | Save | Print | MNotes | Info List | Help | Save and Close
) . —
Id 1: |zo11 . Gereral |2, Bxperses | <3, carpletion |
[Charge tm ] Fie St S— L L. Gereral p armp
Agency: 0540 IE Field 2: |1234 Experses et T T T T —
Fund: 0001 Delet= Field 3: |12345 v 000 4
Sub Fund: Eied4: I 0.00
organization: |0240 . . _— 0.0a
Fiscal vear: [2011 F!EId s e b |
Reference #: |001 Field &: EEE
Chapter: [33 Field 7: —|
Frogram: Fiede: I d 5 | 2 20
o Expense: |Personal Auto Milsage Hter
] = k] — ST s T
. i . maunt: detail B
Element: Field 10: — M\\e:dr\\/art: —liinlg
Cormponent: Field 11: i
Task: Field 12: License Plate Mot m -
Prime Account: [0000 Des“gﬁ:; ls;g‘:am—
Sub Account
Source: Done I Cancel Charge To: FremontFvzot =] @
Detail Accounting:
Detail Accounting | ] ‘UCM Gz G

i Dane .
Then click _Detail Accounting | Click twice.
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Instructions for creating Expense Reimbursement (with Specialized Account Coding)

Step 13

After all expenses have been entered,
-0l 3, Completion | to proceed.

. C)|
Click mext | or

I8 Edward Callen (n State D =
File Edit ¥ Help

QIO|H|= 9

Back Mext | Save | Print | Motes Iri List Help | Save and Close

(3 1. General | EB 2. Epenses [$03, Crmpiction |

= 4, Recsipts | () 5, Review Itsms | (21 6. Travel advance recovery | 434 7. Summary |

@Q Travel Advance Recovery
a1 [TaFooonODZ7E
Ta amount svailable [ 32000
TAAmounttwbe Scheduled [ 22000
Uptlate

Travel Advance Available for Recovery

TA Date TAID

Ta Original Amount Ta Amount Available | Amount to be Recovered

Review the Receipts, Review Items and Travel
Advance Recovery tabs (if applicable). Review
Summary, then click Submission tab.

Step 14

The Submission tab displays your approver. If
necessary use Change Approver to select a
different approver for this form, Add Approver to
add an additional approver, or Send Copy (based
on department policy).

B Edward Cullen [In State Regular: Training - 5an Diego]

File Edit View Help

=loix|

@

Help

]
Print

Back | Mext | Save Notes | Info | List Save and Close

(9 1. General | E32. Bxpenses | <8 3, Completion |
4. Receppts | (51 5. Review Items | (] 6. Travel advance recovery | &5 7. Summary | ¢ 8. Submission |

¢l submission

@ This form will be rowted m Professor Pl

Change Approver
Add Approver
Send Copy

1 hereby certify hat this request represents a true statement of the ravel expenses incurred by me in
accordance with the Department of Personnel Adminityation Rues and Regulations in e servica of e
State or Calfetia, 172 privatsy ouned veficl s used) and ff mileags rais excesd the mpmu rats,
Teertfy that the cost of operating the vehicle was equal to or greater tian the rate clalmed, and it [
PSS THEt he e emens 5 Prect bad by SAM otoons 0750 avoud 0754 Pertaining & vEhice

age.

| T_D Subrmit

F) submit

Enter password and click

Step 15

Select print options and ' 4 Print Preview
Transmittal page will display.

CalATERS-Global
Transmittal Page
TEAODDODODDDS12

[ SUBMIT RECETPTS TO

SUMMARY INFORMATION

N Etwod Culln
ExpenseDats 010120104712
Toial Expmses 608,33 USD)
20,00 UST)

5CO DEPARTMENTAL ACCOUNTING
Advanee Scheduled Amoun

POBOX 042850 Payroll dedudion 265 47
SACRAMENTO CA 94250-0001 FomID  TEADOOOD0S1
Approvar  Droficcor Dhom

DIRECTIONS FOR SUBMISSION

il the original receipts, and other appropriate documentation with this page.
Tnless yronr manager has directed otherise, place this transmittal and receipts into an envelope and addess exartly as shovw ahove

REQUIRED RECEIPTS |
BTN Receipt Ban. e H not submitted - Explain |
Ty OL2IZ  Lodging SISI 3D
2) 0022 dutolar Rental 7500USD
3) 00312 Lodging 9051 USD
4) 0L04/12  Lodging 2051 05D

Step 16

=
and then clic Dore |,

Attach receipts to Transmittal Sheet and forward to
approver (based on Department policy).

Click




