STEP 1: CREATE AN EXPENSE REPORT

Navigate to Expense Reports

1. Logintothe NUPortal > NUFinancials > Financial > Payments

a. Alternatively, you can login from the NUFinancials Overview page.
2. Click the Expenses tile.
3. Click Create Expense Report tile.

w Employee Self Service

Approvals

{4

Requisition

Budgets Overview

4. You will be taken directly to an Expense Report.


http://www.it.northwestern.edu/admin-systems/nufinancials/index.html

STEP 2: ENTER EXPENSE REPORT GENERAL INFORMATION

The General Information Screen

< Expenses Expense Report /ﬁ\ Q p = @
Repo... NEXT
@
General Information
*Business Purpose v & Attach Receipt 5
*Description
& Accounting Defaults >

Default Location
Creation Date 05/17/2017
Updated on 05/17/2017

“Expenses Supervisor
Reference Q

Expense Details

No expenses have been entered.

‘ == Add Expense
‘ 5 Add from My Wallet (7)
\ ¥4 Quick-Fill

Proxy

1. Select Proxy, as applicable.
a. If you are a Proxy, click on the drop-down arrow next to your name in the
upper left corner.

b. Click Change Employee.

¢ Expense Report Expense Report

Repo... NEXT
Susw. o)

General Information

“Busi < Expenses Actions X
Business P & Aftach Receipt

“Des

Repo... lChange Employee

Defaulf] VTOUSNE

[ Accounting Defaults

User Defaults Creation Date 04/27/2017 Awwswsine Sivetty

Updated on 04/27/2017

*Expenses Su

General Information

*Business Purpose



c. Select the name of the employee for whom you are proxy from the Employee
Search window that appears.

Employee Search

|Bear:Eh Employee

»

d. Once selected, you will be taken back to the Expense Report General
Information screen.
e. You will now see the employee’s name you selected in the upper left corner.

General Information

1. Enter Business Purpose from the drop-down menu.
Enter the Description for the Business Purpose.

3. Select the Expenses Supervisor by clicking on the Expenses Supervisor
magnifying glass to search for the supervisor who will approve these expenses.
4. Click on the appropriate Expenses Supervisor nhame.

N

< Employee Search
Report NEXT Cancel Lookup

_'G) Search for: Expenses Supervisor
» Search Criteria
BGeneral Information w Search Results
“Business Purpose [ Athletic Team Travel | | 3] =
@ jfeam Dinner :zz:feh Business Description Supervisor Name ;.e):lizlglt_le :\BUBE:&:V;
~  Title < kel Emplid & kel g RN 7
Default Location Q Record '-Eescrlptlon - N
I RS = ‘ 4 l e
| *Expenses Supervisor |0 Q 3 i] 0 ki
Reference Q

Default Location: NOT in use.
Reference: NOT in use.




Notes:

« If the Expenses Supervisor is not displayed, you will need to print the Expense
Report, have it signed by the Supervisor, scan it, and include as an attachment to
the Expense Report for submittal.

e A number will appear in the Expenses Supervisor field. This number represents
the employee record number in Human Resources.

5. Scan and attach receipts and other supporting documentation in the Attach

Receipt field.

a. Be sure to attach your receipts in this field, and not through the Attach
Receipt function on each expense line.

b. Consult with your school or department for document retention guidelines.
6. Click Accounting Defaults.

a. Enter the chart string Fund and Dept codes.
i. Enter Fund and Dept on the GL ChartFields tab.
ii. Enter Project and Activity on the Project ChartFields tab.
iii. Use Show All tab to see all ChartFields.

Note: Entering the details in Accounting Defaults means the individual expense lines will
default to the Fund and Dept you enter here in Accounting Defaults. For expense
transactions that have specific chart strings, changes can be made in the Accounting
field in the Expense Line on the Expense Entry screen.

< Employee Search Expense Report

Report NEXT
Serena Christian ()

General Information 5

“Business Purpose = Athletic Team Travel [v] & Attach Receipt .

“Description | Team Dinner
5 Accounting Defaults >

Default Location Q

Cancel Expense Report Defaults ° | Done

I} Description Team Dinner
Accounting Details 1 row
GL ChartFields ‘ Project ChartFields Show All m

% & *GL Unit & *Fund © *Dept © Program © ChartField 1 ©
+ . 100.00 | NWUNV Q 10 Q 4011200 x Q) Q Q

7. Upon the completion of entering your chart string, click Done.




Expense Detalls

1. Click +Add Expense to add single lines to your Expense Report.
2. Click Quick-Fill to add multiple lines at a time to your Expense Report.

Expense Details

Mo expenses have been entered.

‘ <4 Add Expense ]D
[ 74 Quick-Fill ]]@

3. Once the Quick-Fill window appears, enter the Date Range for the trip.
4. Selecting Add Expense Types:

a. Click on One Day if it occurred only once during the trip.

b. Click on All Day if it occurred more than once.
5. Click Done.

Note: If you stayed at the same Hotel/Motel for the entirety of your trip, select One

Day. The Expense Report will populate a field to enter number of days. If more than
one Hotel/Motel was expensed, you will need to fill out a line for each unique

Hotel/Motel. Same process for Airfare — you only need to enter one line for roundtrip
airfare.

{Sannel-j Quick-Fill

Enter the date range you want applied to the expenses you wil be adding to the report. Then choose the expense fypes and
whether you want to add one instance of the expense type or have an entry of that expense type for each day within the date
range.

Quick-Fill Options 3

Date From | 04/06/2017 Date To |04/09/2017

Add Expense Types

54 rows

One Day All Days Expense Type

@ -

Domestic Airfare

Domestic Alcoholic Beverages

Domestic Breakfast

@ Domestic Dinner

1« o Domestic Hotzl/Motel




STEP 3: ENTER EXPENSE REPORT LINE DETAILS FOR NEW
EXPENSE

Expense Entry Screen

< My Expense Reporis Expense Report /ﬁ\ Q @ = @

EduConf‘@j ‘ Save H Review and Submit J
- ©

Last Sav... 05/17/2017 1:11PM

Total (2 Item... 275.00 USD New Expense - 05(17/2017

_0 =] ]
(+] e s = *Date | @
Add Wallet Delete Filter More —
*Expense Type Q

Description @
4

‘©
“Amount 0.00 usp Q@

“Billing Type | NU Expense ¥
[ Accoun ting 13 @

|+ Wednesday, May 17, 2017

@ 275.00
Payment Details

uso

“Payment

Additional Information

This example shows 2 expense lines for 2 expense transactions.

1. This expense line demonstrates that clicking on the +Add button, you can easily
enter a new blank Expense Report.
2. This expense line demonstrates an example of what would appear when you

click on Quick-Fill on the General Information screen to enter an expense
transaction.

Enter the Expense Date.

Select Expense Type by clicking on the magnifying glass.

Enter a Description explaining the details for this expense.

Select the Cash/Personal Credit from Payment drop-down menu

Enter the Amount and the Currency. For Currency field, please see Appendix
E — Entering Foreign Currency.
Billing Type defaults to NU Expense

Adjust chart string information in the Accounting field.

No s ®

© ©



Domestic-Group Meal (Attendees) Expense Type

e A group meal is used whenever reimbursing the employee for more than just their
own meal.

e This may include other faculty, staff, and university guests, but not family members.

« Enter the Name, Company and Title of each person who attended the group meal.

¢ My Expense Reports Expense Report
EduCont | [+ | | save ll Review and Submit
(e * LastSav... OS/T201T 4:37PM
Total :"”“--- Sl Domestic Meal - Group - 05/17/2017
- i - wen
L+_i e @ L'_J D “Date | 05/17/2017 e
Add Walket Delete Fitter Mhore
‘E Type |Domestic Meal - G
Wadnasday, May 17, 2017 Gl i A
Domaestic Airfare 550,00 p - Board of Trustess
i
Uso lescription
Domastic Private Auto Mileage 2490 Payment Details
uso
“Payment  CashFerscnal Credit Card ¥
Domaestic Hotel/Motel 1,235 00

“Amount 27500 usD Q

uso

- Additional Information

“Bllling Type NU Expense +
It Add Additional Attendess 2>
filt Accounting 1

B2 Mecsipt Split

Exceptions

Personal Expense | T Mo

Mo Receipt | = Nao |

1. Enter the Expense Date.
2. Select Expense Type by clicking on the magnifying glass.
a. Expense Type categorizes expenses as they related to the ChartField

Account.

b. The Expense Type search will default to Frequently Used expense types, or
you can click on All Types to use a search function to find the Expense Type
that you need.



%omestic Meal - Group -1

*Expense Type |Domestic Meal — Group

( | ’ “Date |(

Farmhouse '
Description J Cancel Expense Type Search
v
Frequently Used All Types
Payment Details B I

“Payment | Cash/Personal Credit Card e P
“Amount |23500 uspy| Catering

.

Foodstuffs

Audio Visual Equipment & Suppl

Domestic Hotel/Motel

Advertising & Promotion

Foreign Dinner

Domestic Airfare

Domestic Meal — Group

3. Enter a Description explaining the details for this expense.
4. Select the Cash/Personal Credit from Payment drop-down menu.

5. Enter the Amount and the Currency.

lDomestic Meal — Group -

*Date |(

*Expense Type Domestic Meal — Group Q

| Farmhouse
‘ : I Description

Payment Details

“Payment | Cash/Personal Credit Card m

@ *Amount |23500

uUsb Q




6. Billing Type is always NU Expense.

7. Click Add Additional Attendees to enter Name, Company, and Title of
additional attendees.

Additional Information

“Billing Type NU Expense v

it Add Additional Attendees

= Accounting

a. The employee being reimbursed automatically appears on the first line.
Enter their Title.

b. Click + to add a blank row.

c. Enter the other Attendee's Name (Last, First), Company (school,
employer, etc.), and Title (professional title or faculty, staff, etc.).

d. Repeat for each attendee.

ftendees
+ Edit
b
Na Company Title
Wildcat, Willie Northwestern University a I lezd Coach
|IPurpIe,Vio\et ‘ ‘Nor[hwesiem University [ 'Asssiam Coach
Madison, Billy Northwestern University Water Boy

d. To remove an unwanted line, click Edit and select those to be deleted.
e. Click the Trash Can icon.

Attendees .
Cancel Edit o @ Select...

Name Company
Wildcat, Willie Northwestern University
Purple Viclet Morthwestern University

o1 @50n,BiIIy Northwestern University

After all Attendees have been entered, click Done in the upper right corner of
Attendees Entry window to return to the Expense Entry Screen.




Hotel Expense Lines Expense Type

1. Select Domestic or Foreign Hotel/Motel as the Expense Type and enter
the Description.

2. Enter the Number of Nights stayed in the hotel for that expense line.
a. Hotel stays can be aggregated to one line or broken out for each day.
b. Each unique hotel stayed in must have at least one expense line.

Domestic Hotel/Motel - 04/27/2017

*Date | 04/27/2017

*Expense Type | Domestic Hotel/Motel Q

Tournament hotel stay O

! s

@l *Number of Nights |3

Payment Details
*Payment | Cash v

Description

*Amount | 450.00 usb Q

Note: If the Domestic or Foreign Hotel/Motel was purchased directly on a chart string,
please see Non-Reimbursable Expenses.

Domestic or Foreign Private Auto Mileage Expense
Line

Domestic or Foreign Private Auto Mileage Policy:

« Mileage reimbursement covers fuel, insurance, and vehicle wear and tear; these
expenses may not be claimed separately.

e The mileage Rate is updated in NUFinancials annually by Northwestern
administration based on the Federal Mileage Rate and corresponds to the Expense
Date.

e When attaching proof of mileage, you may use Google Maps, MapQuest, or Yahoo
Maps to calculate mileage.

o Please attach only the page that shows (in text) the names of the start and end
points as well as number of miles driven.


https://lsfs.northwestern.edu/purchasing/reimbursements.html#Non-Reimbursable

1. Select Domestic or Foreign Private Auto for the Expense Type and enter
the Description.
2. Enter the number of Miles for the trip.

a. This may be a round trip figure.
b. Mileage must be entered in whole numbers only.

3. The Amount will automatically populate.

Domestic Private Auto Mileage - 04/27/2017

N *Date | 04/27/2017 1]
@ “Expense Type |Domestic Private Auto Mileag Q
Drive to and From the airport
Description
A
Mileage
@ *Miles |52 x 0.5400
Payment Details
*Payment | Cash v

@ *Amount 28.08 uspo




STEP 4: REVIEW OR EDIT ACCOUNTING DETAILS (CHART

STRING)

You can review or edit your accounting details at the expense line level in the following

instances:

« If you didn’t enter your chart string in Accounting Defaults found on the General

Information screen.
e To update the Account Code (If you are expensing for a Grant chart string or you

entered “Other Expense” for Expense Type). See Appendix B for the list of

Expense Types with default Account codes.
« To enter the Project and Activity codes. This can be done through the Project

ChartFields tab.

1. Click Accounting.

Additional Information

“Billing Type | NU Expense r

It Add Additional Attendees

®| &k Accounting

a. Enter Account, Fund, and Dept in the GL ChartFields tab.

b. To enter Project and Activity, click on the Project ChartFields tab.

Cancel |

. ()
Accounting Detalls

° Amount ©
0
+i —f I

GL ChartFields Project ChartFields Show All

“GL Unit =

NWLUNY

NWLNY

Expense Report Distributions

Expensze Type Domestic Dinner

Amount 3250 USD

Maonetary

Currancy
Amuun; Code 2
Q 3250 usD

Q usD

o)

Exchangel
Rate <

1.00000000)

“Account ©

rasr

“Fund =

Q. ing

“Dept &

1.00000000

THTET

a 10

Program =

c. To add additional chart strings to your expense line in the event the expense

transaction needs to be split between two chart strings, click on the + button next to the

ChartFields line.

I. If you add a chart string, enter the Amounts to be allocated to each



https://lsfs.northwestern.edu/purchasing/reimbursements.html#General
https://lsfs.northwestern.edu/purchasing/reimbursements.html#General
https://lsfs.northwestern.edu/purchasing/reimbursements.html#AppendixB

chart string.
2. Click Done.

EXCEPTIONS

Personal Expense

This functionality is used for both personal expenses, as well as non-reimbursable
expenses.

i Exceptions

Personal Expense [ | No )

No Receipt I Yes _'_'|

« The Personal Expense field now functions as both a personal expense, and
as a non-reimbursable expense.

« If there is an inadvertent personal charge on a Northwestern Corporate Card,
reconcile the charge on an Expense Report and have the individual write a check
to Northwestern University. The check and the Expense Report number should
be sent to Accounts Payable.

« If a family member is included in a travel expense, split out the amounts on the
Expense Report using the Split Receipt function and only request
reimbursement for the Northwestern employee.

Non-Reimbursable

Personal expense and non-reimbursable have the same function on an Expense
Report.

o [For example, if you purchase airline tickets through Egencia they are charged
directly to a chart string, and cannot be reimbursed. Therefore, you would mark
this as a Personal Expense.


http://www.northwestern.edu/auxiliary-services/travel/agencies/egencia/

Jomestic Airfare Flight for Lacrossq
Flight for Lacrosse Toumament Description

w Friday, April 28, 2017

Domestic Per Diem
Conference in Las Vegas

Payment Details
124.50
UsD *Payment Cash/Personal Ci

Domestic Dinner 22 50 *Amount 400.00
Coach's Wife's Meal )
USD | Additional Information

Domestic Dinner

32.50 “Billing Type  NU Expense[v|
Chili's

usD
& Accounting

Exceptions

pu
Personal Expense i

It will appear as “non-reimbursable” on the summary page.

Expense Report Summary

Total (3 tems) 589.50 USD
u Non-Reimburse 400.00 UsD
Due to Employee 189.50 USD

Note: Egencia is Northwestern’s preferred online travel booking tool. Northwestern's

partnership with Egencia streamlines your travel booking process and helps to manage
travel costs and reduce transaction fees.

No Receipt

i Exceptions

o
Personal Expense [ | No |

MNo Receipt *:

If you do not have a receipt:

1. Selectthe No Receipt field.


http://www.northwestern.edu/auxiliary-services/travel/agencies/egencia/

2. Enter an explanation in the Description field.
3. Attach the Expense Policy Exception Request to the General
Information Attach Receipt field.

Receipt Split

Use this option to separate charges on the same receipt in separate expense line items.
For example, a Hotel/Motel receipt may include room charges, as well as room service
or dinner at the Hotel restaurant. This offers a quick way to expense each of those lines.

1. Complete fields for General Information: Business
Purpose, Description, Expenses Supervisor, Accounting Details.
You can attach your receipts here if you like, as well.

2. Click Add Expense.

Enter Date, Expense Type, Description, Payment, and Amount.

4. Click Receipt Split.

w

Domestic Dinner - 04/28/2017

*Date |04/28/2017
“Expense Type |Domestic Dinner Q
Chili's
Description
P
Payment Details

“"Payment | Personal Cash/Credit ¥

*Amount |65.00 usb Q

Additional Information

*Billing Type | NU Expense v

& Accounting 15

4
BE Receipt Split
5. Click the + above Date to add another line.
6. Enter the Date, Expense Type, Description and Amount in the new line.

7. Click Done. This will take you back to the Expense Entry screen. Complete each
expense line accordingly.


https://lsfs.northwestern.edu/purchasing/reimbursements.html#General
https://lsfs.northwestern.edu/purchasing/reimbursements.html#General

Receipt Split

E I b | E
W Split Amount 6500 USD
Current Total 8500 USD

E Remaining 000 UsD
]

“Date Expense Type Description “Amount Personal Expense

6 Jor E=) Domestic Dinnes Chil's w2 UsD | Ne
04282017 A Domistic Dinner =% Coach's Wile's heal 280 UN‘I | Yes . ‘

# rows

Note: Additional Personal Expense Option: Select Personal Expense on Expense
Entry sheet to add manually for each expense (ex. Pre-paid expenses through
Northwestern’s Travel Services).



STEP 6: REVIEW AND SUBMIT

1. Click Save in the upper right corner.
a. You must complete the General Information section and enter at least
one expense line to save without error.
2. Click Review and Submit in the upper right corner.

‘ Save ‘ Review and Submit ‘

Cast Sav_. D472772007 413PM

An Expense Report summary will appear.
3. To make changes to your Expense Report, click Update Details.
a. This will take you back to the Expense Entry page.
b. Once all details have been updated, click Review and Submit in upper
right corner.
4. Once back on the Expense Summary page, click Budget Validation.
a. Ensure Budget Status is Valid.
5. Click Submit.

< Expense Summary Expense Summary

chferance Eg Update Details Suhnil Budget Validation
- = Last Sav... 08/220017 10.31AM
Expense Report Summary Approval Status

gtal (1 ltem) VUsD Report ... Pending
q o Emplay "usD

Hudget Status: Prev Valid

i Approval Chaln

Additional Information

), View Analytics ¥
-

m| Notes »

i View Printable Report >

6. A certification statement appears. Click Submit. This is your electronic signature.



Submission Confirmation

CERTIFICATION: This is to certify that the
data contained in this expense report is
accurate and comply with expense policy.

Submit

Cancel

7. A Summary of all your Expense Reports will appear. Click on either Returned, Not

Submitted, Awaiting Approval, or Pending Payment, on the left side to view
your Expense Reports.

i Expense Report My Expense Reports a“ Y = @
iy Tundeeibs ()
Default Expenses Department 6 '
Returned 0 Awaiti A |
i waiting Approva e
Mot SHibitiedd < I et Create Expense Report
iting Approval 13 Actions & Description & ReportID &  Status & Approver & Role & Updated Date & Amount &
Pending Payment o ® Lacrosse Teurnament 0000383501 Submitted for Approval k- Tusim Employee Certif  04/27/2017 28.08 USD >

e Sponsored Project Expenses - F&A will not be applied to these expenses until
they have been completely approved.
e You can withdraw an expenses report after submission, but before it is approved.
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