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DATABASICS - Non-Employee Step-by-Step Expense Report Guide

Overview

This document is a means to guide a user on submitting DATABASICS non-employee expense reimbursement
requests.

User Guide

1. Navigate to https://sitel10.data-basics.net/aamva00534/saml sso easyconnect.ext
2. Click on this hyperlink to access profile.

Announcements

Welcome to DATABASICS Time and Expense

You can now send receipts directly to your expense report from any
device (including your iPhone or Smart Phone) by e-mailing it to
site10@emailexpense.com. In the subject, enter R#### where #### is
the expense report number.

When finished entering time or expenses click at the top of the page on:

ALV T/ AN /P~ A/ PN AT A~ eyl ' . 1 (RN R -

3. Click "My Preferences".

4401 WILSON BLVD, SUITE 700, ARLINGTON, VA 22203 | 703.522.4200 | aamva.org


https://site10.data-basics.net/aamva00534/saml_sso_easyconnect.ext

Announcements

$1,273.88 USD
Welcome to DATABASICS Time and E:

You can now send receipts directly to»
device (including your iPhone or Smar

site10@emailexpense.com. In the subj
the expense report number.
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Laura Hornick
(GMT-D5:00) Eastern Time (US & Canada)
MM/DD/YYYY

My Preferences
Help

Sign Out

When finished entering time or expenses click at the top of the page on:
1) [SAVE AS DRAFT & EXIT] to place your work on hold for future

modifications or,

2) [Submit] to release your work for approval.

4. Click "ACH Setup" to add banking information for ACH payment.

DN

American Association of @ v
Motor Vehicle Administrators Expense
AAMVA

My Preferences

User Preferences  Change Password  AGH Setup My Profile  Email Accounts  Favorite Addresses

General Options

Date Preference: mm/dd/yyyy v
Number Format: ## #2200 v
Time Zone: (GMT-05:00) Eastern Time (US&Canada) Vv
Country: USA v
WBS/OBS display name: O Yes @ No

5. Click "ADD" to add a new account.



September 30, 2024
Page 3 of 28

\:::.-.:‘.., A Epensev

My Preferences

User Preferences  Change Password  ACHSetup My Profile  Email Accounts  Favorite Addresses

After saving, Forinstance,if . after 2339299.
Vs \\
=
\ J
EfféctiveDa..  AccountN.. RoutingN..  Bank Name AccountT..  LastModifie.. EnteredBy  Notes Active
06/12/2024 78.. 2017 Bankof America  Checking 06/12/2024 0007290011 Yes
06/13/2024 78.. 0089 Citl Bank Checking 06/12/2024 0007290011 Yes
Powered by DATABASICS  (8.1(011924)) Copy I ¥ y | Support
6. Populate the needed information and select "Save"
‘ mme A EpeseV o
My Preferences
User Preferences  Change Password  ACHSetup My Profile  Email Accounts  Favorite Addresses.
After saving, For instance, if , after 2339299.
EffectiveDa..  AccountN..  RoutingN... Baﬂime Account T... Last Modifie..  Entered By Notes Active
0612204 [ Requredfed  Sorsouistas Reqursdfeld ° Checkih, Vv =]
06/12/2024 678... 0017 Bankof Arna{li e V2024 0007290011 Yes
06/13/2024 678... 30089 CitiBank '\ Checki 06/12/2024 0007290011 Yes
~—
Copy I yPolicy | Support

Powered by DATABASICS (8.1(011924))

7. Click the "Expense" hyperlink to be taken to the Expense Reports section.

=

ACHSetup My Profile  Email Accounts

User Preferences  Change Password Favorite Addresses

After saving, For instance, if . after 339299.
EffectiveDa.. AccountN.. RoutingN..  BankName AccountT..  LastModifie.. EnteredBy  Notes Active
06/12/2024 678... 0017  BankofAmerica Checking 06/12/2024 0007290011 Yes
06/13/2024 78... 0089  CitiBank Checking 06/12/2024 0007290011 Yes
06/14/2024 678... 4710 Truist Checking 06/12/2024 0007290011 Yes

Powered by DATABASICS (8.1(011924))
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8. Alist of any submitted, open, and rejected expense reports will be listed below.

To created a new expense report, select the type of expense report by clicking "Create A New Report" to view
a drop down menu.

For this example, Expense report was selected.

D | e "

AAMVA)|

My Expenses

CREATE ANEWREPORT REDIT CARD CHARGES(0) w

—  Agency Report
Expense Rbport Id Dates Purpose Status
Z 1002 S 09/23/2023-09/29/2024 Name of Event [ reteaseo |
9. Inthe "Purpose" section, enter in the name or project ID of the event.
Click the dropdown menu for the "City" to view a search box.
AAMVAi =
Create New Report: [XP] Expense Report
Report Cover Page
*Purpose Notes.
Name of Ever{
“City
v Q
Choose Your Member Jurisdiction
=
Praject Class % Allocation Notes

100.00

Powered by DATABASICS (8.1 (011924)) Copyright £2024 DATABASICS, Inc. All ights reserved

10. Find the appropriate location and select it.

Note: There may be multiple pages to scroll through to find your city.



Lreate New Keport: |AF] EXpense Keport

Report Cover Page
*Purpose
Name of Event
*City
new orleans v Q
Cities Matching Search
NEW ORLEANS [ORLEANS PARISH]-LA - Louisiana - United States
NOSC NEW ORLEANS [ORLEANS PARISH}-LA - Louisiana - United States
NAS JRB NEW ORLEANS [PLAQUEMINES PARISH}-LA - Louisiana - United States
Page 1 of1 1%
[- ADD ] [ COPY &ADD ] IMPORT
Project Class
11. Select the dropdown menu to choose your "Member Jurisdiction"
LG TYLYY NG G A | LA EIC IV U L
Report Cover Page
*Purpose
Name of Event
*City
v Q

Choose Your Member Jurisdiction

Select an option.

[ ADD ] [ COPY &ADD ] IMPORT

Project Class

12. A search can be performed by typing the name of the jurisdiction.
Select the applicable Member Jurisdiction.

Notes

Notes

September 30, 2024
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Report Cover Page

*Purpose

Name of Event

*City

NEW ORLEANS [ORLEANS PARISH]-LA

Choose Your Member Jurisdiction

virginia

Virginia
West Virginia

Page 1 0of1
[- ADU J l COPY &ADD

J

Project

13. To add the project code, click in this field to bring up a search menu.

*City

NEW ORLEANS [ORLEANS PARISH]-LA

Choose Your Member Jurisdiction

Virginia

[ ADD ] [ COPY &ADD

Project

CREATE REPORT CANCEL

Powered by DATABASICS (8.1(011924))

@)

IMPORT

Class

Notes

September 30, 2024
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14. Search for the project by typing in the project ID, project name or enter % to view a complete list of available

projects.



Virginia
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[ ADD ] [ COPY &ADD ] DISTRIBUTE EVENLY IMPORT
Project Class
—— REGION Q
P00292 - Region 1and 2 Administration
P0O0299 - Region 3 &4 Administration
PO0323 - FY2024 Region 1 Chief Admin Meeting
PO0342 - FY2024 Region 2 Chief Admin Meeting
PO0353 - FY2024 Region 3 Conference (AAMVA)
PO0367 - FY2024 Region 4 Chief Adminstrator Meeting (AAMVA)
POO749 - FY2024 Region 1 Conference
POO756 - FY2024 Region 1 Fall Board Meeting
POD774 - FY2024 Region 2 Fall Board Meeting
———|POD814 - FY2025Region3 Conference .
= X aliedondliady) = 8
Pge  1of2 | DB O
Powered by DATABASICS (8.1(011924))
15. Please note there may be more than one page of results.
Virginia v
[ ADD ] [ COPY &ADD ] STRIBUTE EVENLY IMPORT
Project Class
~— REGION Q
‘ PO0&31 - FY2024 Region 3 Conference
P0O0847 - FY2024 Region 3 Conference Travel Assistance
PO0862 - FY2024 Region 4 Chief Adminstrator Meeting

FY2024 Region 4 Conference Travel Assistance

Page 2 of2 C

Previous Page

CREATE REPORT CANCEL (@

Powered by DATABASICS (8.1(011924))

16. Select the correct project code.



Virginia v
[ ADD ] [ COPY &ADD ] IMPORT
Project Class

REGION Q

PO0292 - Region1and 2 Administration

PO0299 - Region 3 &4 Administration

PO0323 - FY2024 Region 1 Chief Admin Meeting

PO0342 - FY2024 Region 2 Chief Admin Meeting

PO0353 - FY2024 Region 3 Conference (AAMVA)

PO0367 - FY2024 Region4 Chief Adminstrator Meeting (AAMVA)

POO749 - FY2024 Region 1 Conference

PO0756 - FY2024 Region 1 Fall Board Meeting

POO774 - FY2024 Region 2 Fall Board Meeting

PD0314 - FY2025 Region 3 Conference

| Page 1 0of2 > » <

Powered by DATABASICS (8.1(011924))

17. The "Class" must be entered next. Select this field to enter in the class ID.

IMPORT

Class

WCEL D

18. Enter the class ID or class description to search for the value.

September 30, 2024
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IMPORT

Class

O 906 Q

906 - Meetings

O

Page 1 of1

19. Click "CREATE REPORT" to enter in the items to request for reimbursement.

Virginia v

[ ADD ] [ COPY &ADD ] IMPORT

Project Class

P00749 906

CREATE REPORT CANCEL ®

Powered by DATABASICS (8.1(011924))
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% Allocatior

100.

100.

20. To add an expense type, select the "ADD AN EXPENSE" hyperlink to view a list of items.
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I American Assoclation of
1 Motor Vehicle Administrators

AAMVA
< 1004 - Name of Event
[ Type at least two ¢ x 9

] Receipt EXPRESS (0)
ﬁh Air/Rail Transportation
#=_ AutoRental

Gas, Tolls, Parking

Local Transportation

E m

Lodging

Meals & Incidentals

S I

Mileage
° Phone/Internet

21. Select the correct expense type to enter in the details. This example will show the LODGING expense since
this will be similar to most expense types.

< 1004 - Name of Event

o
@
4
I

Notice Amount Due

(f) Meais & incidentals

B *™

© Phone/intemet

#= Travel Assistance - Auto Rental

=

Travel Assistance - Gas, Tolls, Parking

Travel Assistance - Lodging.

-

@ Travel Assistance - Meals & Incidentals
Travel Assistance - Mileage

Travel Asistance - Phone/Internet

Travel Assistance - Alr/Rall Transportation

Travel Assistance - Local Transportation

= 0D R O %

Travel Assistance - Registration Fee

$0.00 $0.00
UsD uso.

liey | Support

Y DATABASICS (8.1 (011924)) ‘Copyright ©2024 DATABASICS, Inc. All rights reserved. Priv

22. Once the expense type has been selected, the details section will display on the right-hand side. To save time
with data entry, some expense types have a "Recurring Charge" option that will duplicate the entry. Please
note if there are changes, those will need to be made for that specific day. This example demonstrates what
the recurring entry will look like. This is not required, only optional.
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3 "] Expense V' W
< 1004 - Name of Event ® Gy = [ svesommsnr | [Csewr )
o Type at least two characters Travel Assistance - Lodging Details )
[j O oatesa Expense Type Notice Amount Due “Date *Amount
Moy B s000 uwsov fil
0 @ Travel Assistance - Lodging
oo 0. (G
Travel Assistance - Lodging 0 0 B e
QS Outof Pocket -Reimbursable M
Description
5 Travel Assistance - Lodging. v
‘ »
A S ——
Project Class Amount %Alloca...  Notes
— P00749 906
= rv2026Region... Meetings 00
100.00 Total Charged:
$0.00 $0.00 SAVE
2 e [ o ]
Powered by DATABASICS  (8.1(011924)) C Inc. li | Support

23. Enter in the start day by typing in the date or selecting the calendar to pick a date.

P Ev = [ SAVE AS DRAFT & EXIT ] [

at least two characters  List View v ¥ l Travel Assistance - Lodging
Amount Due *Start *End *Room Rate:
mm/dd mmddyyyy B $000 UsSDwV [
$0.00 $000 — Recurring Charge
uUsD HsSpi) ==

*Payment Type
Out of Pocket - Reimbursable v

Description

Travel Assistance - Lodging

-

[ ADD ] [ COPY &ADD ] (7] DISTRIBUTEEVENLY IMPORT Yt

24. Select the date of the transaction.
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Page 12 of 28
1YPE dl IEadt IWU Uidiauierd LDt view w; \/' ﬁ 11avel ADSIDLAIILE - Louyiny
Amount Due *Start *End *Room Rate:
8 mm/ddiyyy B $0.00  USI
$0.00 $0.00 — May 2024
usD usb
{5 M T W T F 5
28 29 30 1 2 3 4
5 6 7 8 9 101 -4
13 14 15 16 17 18
{ 21 22 23 24 25
6 27 29 30 31 1
< s s 7 o [
I v
Today >
ﬂ ADD I |  DISTRIBUTEEVENLY  IMPO
Project Class Amount % Alloca... Note
—. P0O0749 906
= ] ; 100.00
FY2024 Region ... Meetings
100.00 Total

25. Enter in an End date by typing or searching for the correct date. End dates will only display if the recurring

charge button was selected.

B @y =

LH

[ SAVE AS DRAFT & EXIT ] [ SUBMIT ]

ist View o > @ Travel Assistance - Lodging

Due *Start

*End
05/27/2024 B mm/
$0.00 —

Details ()

$000 USDV [l

Recurring Charge
USBR=
*Payment Type

Out of Pocket - Reimbursable v

Description
Travel Assistance - Lodging

[ ADD J [ COPY &ADD ] (] DisT

IBUTEEVENLY  IMPORT Yip

26. Click the "*Room Rate:" field to enter in the expense amount.
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B v = [ SAVE AS DRAFT & EXIT ] [ SUBMIT ]

ist View v @ Travel Assistance - Lodging Details
s
Due *Start *End *Room Rate:
05/27/2024 B 05/31/2024 B e UsD v
$000 Recurring Charge
usD

*Payment Type
Out of Pocket - Reimbursable v

Description
Travel Assistance - Lodging %

4 4
[ ADD ] [ COPY &ADD ] DIS . IMPORT

27. Click "SAVE" button located at the bottom of the report to save the line item just entered.

Zvent B Qv = [ SAVE AS DRAFT &EXIT ] [ susMIT J
ev | & Type atfeast List view v e pﬁ Travel Assistance - Lodging Details
I
St N
Expense Type Notice Amount Due Travel Assistance - Lodging
= " Note
i Travel Assistance - Lodging
$0.00 $0.00
Travel Assistance - Lodging UsD usb
Line ID
# @

IMPORT

Project Class Amount % Alloca... Notes

P00749 906

FY2024Region...  Meetings

$189.00USD 100.00

$189.00USD 100.00 Total Charged: $189.00

$0.00 $0.00 S
usb usD

924)) Copyri DATABASICS, Inc. Al i . PrivacyPolicy | Support

28. Per AAMVA's policy, all expenses of $25 and over require a receipt. To add one, Click the "Receipts" tab that
populates after the line has been saved.
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B v = [ SAVE AS DRAFT & EXIT ] [ SUBMIT ]
ist View v & @ Travel Assistance - Lodging Receipts Details
s
Due *Date *Amount:
05/27/2024 & $18900 USDwv [
A
$1650 *Payment Type
usb .
Out of Pocket - Reimbursable v Due to Employee
Description $18900 usbD
$ 16.75 Travel Assistance - Lodging
usD
Note %
4 4
$189.00
USsD ADD COPY &ADD IMPORT

29. Click the "UPLOAD" drop down menu and select "Browse from local computer".

B v

Type at least two characters  List View v O @ Travel Assistance - Lodging
- Browse from local computer

$16.50 $16.50

usb usb Browse from attachment repository
$16.75 $16.75
usD UsD
$189.00 $189.00
usD usD

30. From here a file can be added by using the search feature or by dragging and dropping the file.

Select "UPLOAD" once the file has been attached.
PLEASE NOTE: PDF and JPEG file are preferred.

| SAVE AS DRAFT & EXI

Page 14 of 28
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ADD AN EXPENSE \v/ W] at List View VAREY I%[l Travel Assistance
110} MON (@ Travel Assistance - Meals & Incidentals =
O os/27/2024 $16.50 $16.50
usp UsD

o Travel Assistance - Meals & Incidentd’

@ Travel Assistance - Mileage

Travel Assistance - Mileage

o §# Travel Assistance - Lodging
5

Receipt Attachment

Drag and drop files here. Maximum 5 files are allowed.

File: Description: 1015 Non-Employee Expense Test Recelptdk (7]
Travel Assistance - Lodging
File: El Description:
(@ Travel Assistance - Meals & Incide
Travel Assistance - Meals & Incidenta
TUE §l Travel Assistance - Lodging
[ 0s/28/2024 o $189.00 $189.00
° Travel Assistance - Lodging D e
WED @@ Travel Assistance - Meals & Incidentals
[ o0s/29/2024 $22.00 $22.00 .
(§Na) (§iNat
$923.75 $923.75
usD usb

Powered by DATABASICS  (8.1(011924))

31. Select "ADD AN EXPENSE" to enter in another expense. For this example, we will go over adding mileage.

Locate and click "Mileage".

i Asocinton et
e i st

(AAMVA|

< 1004 - Name of Event ////

( Type at least two characters to search x 2

7] Receipt EXPRESS (0)
4

%, [g@h Air/Rail Transportation
%, AutoRental
[i' Gas, Tolls, Parking
B Local Transportation
[, Lodging
@ Meals & Incidentals

Mileage

-
.

@  Phone/internet
#_ Travel Assistance - Auto Rental

+ Travel Assistance - Gas, Tolls, Parking

Travel Assistance - | adeine

Powered by DATABASICS  (8.1(011924))

B @v = SAVE ASDRAFT &E

Type at least two characle

Notice Amount
= $189.uosg
& $1s9.lgg
& 5189£?>
. 5189.&2
$756.00

usD

Copyright ©2024 DATABASICS, Inc. All rights 1

32. As before, once the expense type is selected the detailed section will populate on the right-hand side.

Type in the date or select the calendar to view and choose the date.
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Notice Amount Due e / /
05/27/2024 5

$0.00 $0.00 fd Description
usD usb I
g Note
- $189.00 $189.00 —
usD usD
« I
= $189.00 $189.00
@ USD viD — [ ADD ] [ COPY &ADD ]
g Project Class 4
$189.00 $189.00 —
- usb uso — P00749 906
= FYZ2024 Region ... Meetings
8
$189.00 $189.00 —
® UsD usD —

33. One way to add mileage is to enter in the miles traveled and the system will
automatically calculate the rate.

LH
B GO« = [ SAVE AS DRAFT & EXIT ] [ SuBMIT ]
ist View v o &.i Mileage Details )
Due *Date *Miles
05/27/2024 & 2
$0.00 — Description xRate
HSD, Mileage 50000000 USD
Note
$189.00 — Net Total
usb $0 usD
W
X >
$189.00 — _
uis — ADD COPY &ADD 7] DISTRIBUTEEVENLY IMPORT Wit

34. Click "SAVE" to add the expense to the report.
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(] Expense 1
“vent B Qv = [ SAVE AS DRAFT &EXIT ] [ susmIT ]
ev | @ Type at least two characters  List View v o “‘" Mileage Details

-
Expense Type Notice Amount Due “Date *Miles
8 2500 2
o Mileage
]
$0.00 $0.00 — Description xRate
Mileage usD usD Mileage 0670000 USD
i Note
i Travel Assistance - Lodging
& $189.00 $189.00 — NetTotal
Travel Assistance - Lodging A0 usp. $1675 USD

v

« I
§ Travel Assistance - Lodging -

$189.00 $189.00 — - "
Travel Assistance - Lodging = Lo uso = SRTHUTERVRIY RRGH

i Travel Assistance - Lodging Project Class Amount %Alloca..  Notes
@ $189.00 $189.00 —
Travel Assistance - Lodging usb o = PO0749 206 $1675USD  100.00
FY2024 Region... Meetings
8 Travel Assistance - Lodging
=3 $189.00 $189.00 — $1675USD  100.00 Total Charged: $16.75
Travel Assistance - Lodging L UsD,
$756.00 $756.00 ‘
usD usp —
924)) Ce Inc.

yPolicy | Support

35. Another way to add mileage is to Click the "Google Maps" to search and address to calculate the mileage.

i\ Expense Approval v Admin AK

B @ = [ SAVE AS DRAFT & EXIT ] [ SUBMIT ]

st View Vel < ‘?' Mileage Details (3
Bitia *Date *Miles
06/24/2024 B o.
$0.00 — Description xRate
uso )
Mileage $0.000000 USD
Note
1,000.00 — Net Total
’ o —_—
usb $0 usD
$150.00 — LineID
usp #0 (@

36. In the "Address" field, enter the starting location address.
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37. To search for an address, select the magnifying glass to bring up a search box.

Mileage Distance Search

powered by Google

38. In this example, the Search Type is an airport.
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Search Window

Search Type: Airport v

Country: US v

By Name/Code/City: | ‘ CLOSE

SearchResults |Pagel 10f1 | > D ‘

Q

Name Code  state city.

39. Enter the airport code or full name and Click "SEARCH".

Search Window

Search Type: Airport v

Country: US v

By Name/Code/City: 1AD x I] CLOSE

40. Click here to select the applicable location.

Page 19 of 28
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& Country: US v
O T —— :

Search Results Page 1o0of1 C
dress:
¥ Name Code State City
1Code: . £

Piedmont Triad Intl. Arpt. GSO NC Greensboro ©
ddstop | Washington Dulles Intl. Arpt. 1AD VA Dulles ( @>
"DISTANC d Trip

41. Once all information has been added, select "Get Distance".

(o4
ZipCode: 20148 *Country:  USA v
Air;
Q
Lod Address: 1 Saarinen Cir v 9
Lod @ City: Dulles State: VA g
Zip Code: 20166 *Country:  United States Vv
Me.
Med Add Stop
Lod
Lod
Me
Mez .
Lod L .
- - -
Lodging UsD usb — PO0681 401

42. Turn by turn directions will display. Click the "Round Trip" field to make this a round trip.
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S §m satelite MO £ T
[: al atellite . Dulles T4
Address: v 9 P @0 /) Cenlf_: 4 50.001
Q| city: Ashburn State: VA g el i % ‘ L
\\ »
ZipCode: 20148 *Country:  USA v g\
Bmmble(fm ) } @@ »
Q . “l v\f—‘!\< +
i Address: 1 Saarinen Cir v 9 . Arcolal h ,\' "
(708) | —
! Q City: Dulles State: VA 2 NS § (D cym—
Googl& BB Mapdata 92024 Google 2kmi— 1 Terms
ZipCode: 20166 *Country:  United States VvV e — -
i [ [
io , Ashburn, VA 20148, USA }
- Add Stop
123 mi Abou} 22 mins
1. Head southwest on Knob Hill Pl 0.1 mi
i toward Redgate Way )
r 2. Turnright onto Bristow Manor Dr 0.1 mi —
f 4 3. Turnleft cntc Beaverdam Dr 1.8mi FENL
« 4 Tumleftonto State Rte 772/RyanRd 26 mi
| 5 Turnleft nnio VA-6N7 15mi Y
PC..
q One Way: 12.34 miles. Round Trip: 24.68 miles ..
i '\v,/'
toins i = s — PO0681 401 S
43. Click "COPY DISTANCE" to add miles to the expense report.
>
S 20148 *Country: USA . 2 >
3 Brambleton ] & w
b 659, " or
Q ~ .\\\‘ il [.‘f_?:\ +
1 Saarinen Cir 9 Lenah = Arcola . 4 -
% ~Stone Ridge -
Dulles State: vA & Neo SRR @)\ (00—
Goog!e = MEpdata@ZOZAGooﬁe 2kmL— 1 Terms
u 20166 *Country:  United States VvV =
\
[ , Ashburn, VA 20148, USA ‘
[
op — - e c
12.3 mi. About 22 mins
1. Head southwest on Knob Hill PI 0.1 mi
1oward Redgate Way
r 2. Turn right onto Bristow Manor Dr 0.1 mi -
« 3 Turn left onto Beaverdam Dr 1.8 mi t
+ 4 Tum left onto State Rie 772/RyanRd 2.6 mi
& 5 Turnleft onin VA-6N7 15mi B4
=
One Way: 12.34 miles, Round Trip: 24.68 miles H |
ANCE I COPY DISTANCE Round Tip  CLOSE
U] —
usp usb — PO0681 401
— ; 50.00

44, Click "SAVE" to finalize the expense.



$3.75

usD

$150.00

usD

$61.00

usD

$150.00

usD

& an

$1,678.50

UsD

$3.75

UsD

$150.00

UsD

$61.00

usD

$150.00

usD

& nn

$1,678.50

UsD

Original Distance

2468

Trip
Round Trip

=3

[ COPY &ADD ]

Project

P00674

Accounting Ope...

P00681

Accounting - Fin...

SAVE

Class

906

Mestings

401

Sage Intacct

DISTRIBUTE EVENLY IV

Amount

$8.27 USD

$8.27 USD

das carIOD

September 30, 2024

APC

% Alloca... Not
50.00
50.00
ERaTaWatal e

Copyright ©2024 DATABASICS, Inc. All rights res

Page 22 of 28

45, Select "ADD AN EXPENSE" to enter in another expense. For this example, we will go over adding per diems.

Located and click “Meals & Incidentals".

< 1004 - Name of Event

ADDANEXPENSE v/ )

X e m I.JH

= O p 0%

Phone/Internet

Travel Assistance - Auto Rental

Travel Assistance - Gas, Tolls, Parking

Aravel Assistance - Lodging

Travel Assistance - Meals & Incidentals

Travel Assistance - Mileage

Travel Assistance - Phone/Internet

Travel Assistance - Air/Rail Transportation

Travel Assistance - Local Transportation

Travel Assistance - Registration Fee

Powered by DATABASICS  (8.1(011924))

Notice

Amount

$16.75
UsD

$189.00
usb

$189.00
UsD

$189.00
usD

$189.00
usp

$772.75
usD

$189.00
uso

$189.00
uUsD

$189.00
usD

$189.00

usD

$772.75
uso

*Date
05/27/2024

Description
Travel Assistance

Note

Project

P00749

FY2024 Reglon ...

B @ =

8

~Mileage

éi Travel Assistance - Mileage

xRate

Class

906

Meetings

SAVE &ADDV

Amount

$16.75USD

$16.75USD

UPLOADV

$0.670000

$1675

% Alloca...

100.00

100.00

u

T

Copyright ©2024 DATABASICS, Inc. All rights 1

46. Using the "Recurring Charges" feature again, enter the "Start" and "End" dates by either typing in the dates or

selecting the calendar and searching for the correct date.
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B @ Epemmev &
< 1004 - Name of Event ® Gy = [ svesommsnr | [Csewr )
0} Type atleast two charactors. st View v o ® Travel Assistance - Meals & Incidentals Details )
E] [0 Dotesa  ExpenseType Notice Amount Due *Start *End Partial Day Deduction =
os2r224 B 05312024 B $1850 UsD I
0 (@ Travel Assistance - Meals & Incidentals “
] $0.00 $0.00 = 8 Recurring Charge Net Total
Travel Assistance - Meals & Incidentals 30 wo T T $5550 UsD
\ MON & Travel Assistance - Mileage BN Wi Bnowy;
O osamaes ® $16.75 $1675 — = e
usD uso —
85 e T s Mkoes NEWORLEANS[ORLEANSPARISHELA v QU $55.50 UsD -
‘ »
MON @ Travel Assistance - Lodging %
Ao mms o wyp sep- § w) e sece
soakid Travel Assistance - Lodging uso uso m - . *
TUE @ Travel Assistance - Lodging Project Class Amount %Alloca..  Notes
0O osez024 @ $189.00 $189.00 —
® Travel Assistance - Lodging i) Y= — P00749 906
1002 = Roe I $5550USD  100.00
WED @ Travel Assistance - Lodging
O oz & $189.00 $189.00 — $5550USD 10000 Total Charged: $55.50
IR Travel Assistance - Lodging usd uso
THU @ Travel Assistance - Lodging
O osmooas - $18900  $18900 —
fres e
$772.75 $772.75 SAVE
75 B R
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47. Select all meals that were provided.

I

Type at least two characters

otice

Amount

List View Sl 5

Due

$0.00
usD

$16.75

usD

$189.00

usD

$0.00
UsD

$16.75

usD

$189.00
uUsD

48. Click "SAVE" to add to the expense report.

® Travel Assistance - Meals & Incidentals

~Meals Provided
[0) Breakfast

Lunch

inner

L= ]

[ COPY&ADD ]

Drnaiart

Clace

-

m

Avaniint

-

DISTRIBUTE EVENLY

oL AllAra

Page 23 of 28
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$16.75 $16.75
usD uUsD

« |

-

$189.00 $189.00

Il

ADD ] [ COPY &ADD ] 7] DISTRIBUTEEVENLY  IMPOR

usb usD
Project Class Amount % Alloca... Note:
$189.00 $189.00 —
usb usb . P00749 906
- FY2024 Region ... Meetings $16.50USD  100.00

$189.00 $189.00
usD usD

$16.50USD  100.00 Total

Il

$189.00 $189.00

(§INnl LISn .

$772.U7'5 g $772.U7s g ‘w

[
<
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49. To makes changes to an item, select that item to display the detail.

|:=:..-::... QA | Eomm

4 1004 - Name of Event B Ry = SAVE ASDRAFT&E

- T 1 u—
Ij O Datesa Expense Type Notice Amount Due “Date Partial Day Deduction
O osreez04 EFvav Y} e — o (=] 51850 U
é’“ TESA Travel Assistance - Meals & Incidentals D50 uso PP 3
b Offica PrpesseDediction
WED § Travel Assistance - Lodgi Refsm. ¥ ey
= ing
(g osmemos i 3189.80 5189% i
SD U o=
1004-3 Travel Assistance - Lodging NEWO! o PARSHMA v Q Net Total
51650 y
B WED @ Travel Assistance - Meals & Incidentals Meal Per Diem Rate.
O oswo <
1004-9 Travel Assistance - Meals & Incidentals
-m -_cowuoo o ™
THU il Travel Assistance - Lodging
[] :Pemakoz 5189;% Project Class Amount %Alloca.. N
10044 Travel Assistance - Lodging
. P00749 906
THU @ Travel Assistance - Meals & Incidentals el A . O $1650USD 100,00
O osro202 $22.00 $2200 —
ooaise Travel Assistance - Meals & Jncidentals usp s, SIEEBUSD) 400000 o
FRI (@ Travel Assistance - Me Is
05/31/2024 $16.50 $1650 —
1004-11 Travel Assistance - MealS'Glncidéntals Uso uso
-
$871.75 $871.75 =
i it SAVE SAVEGADDY =
B Powered by DATABASICS (8.1(011924)) i Copyright ©2024 DATABASICS, Inc. All rights 1

50. Make any changes to the meals provided as necessary.
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B v = SAVE AS DRAFT &l
Type atleast two characters  List View v @ Travel Assistance - Meals & Incidentals
2 Dinner
$22.00 $22.00 —
usD usD —
Note
$189.00 $189.00 — ’
usD uso — P
=

[ ADD ] [ COPY &ADD ] [ DISTRBUTEEVENLY It

$22.00 $22.00
usD

usD

e e —~ e v v B

51. [[Click "SAVE" after all corrections are complete.]]

52. Once the expense report has been completed, click "SUBMIT" to submit the report for approval.



September 30, 2024
Page 26 of 28

B Qv

[ SAVE ASDRAFT & EXIT ] SUBMIT ]

Type at least two characters  List View v O @ Travel Assistance - Lodging Receipts Details (%]
Notice Amount Due “Date *Amount:
052772024 B $18900 USDwv [
$16.75 $16.75 *Payment Type
@ usD usD 2
Out of Pocket - Reimbursable v Due to Employee
Description $189.00 usD
$189.00 $189.00 — Travel Assistance - Lodging
@ usD usD
Note be
4 »
$16.50 $16.50 ‘
UsD USD [ ADD ] [ COPY &ADD ] IMPORT
Project Class Amount % Alloca... Notes
@ $189.00 $189.00
usb usb P00749 906
FY2024Region...  Meetings SEER0SLISD; 200,00
$22.00 $22.00 $189.00USD  100.00 Total Charged: $189.00
usD usD

53. Should there be any validation errors, they will display here. Please correct any hard stop error and resubmit

the report for approval.

5 validation error{(s) before proceeding

P S

Il

Status Message
o Receipts are Required for All Expenses over $25
o Receipts are Required for All Expenses over $25
o Receipts are Required for All E Validation Result
o Receipts are Required for All E;
o Please correct the 5 validation error(s) before proceeding.
o Receipts are Required for

e

54. Once all validation errors have been cleared, click "SUBMIT" once again.



B v = [ SAVE AS DRAFT & EXIT ] [ suBMIT ]
ist View v @ Travel Assistance - Meals & Incidentals Details
Due ‘Date Expense Deduction
e 05/30/2024 (=) -$52.00 usD
-~
*Out Of Office
Net Total
$22.00 Full Day v ol
UsD $2200 usD
*City
NEW ORLEANS [ORLEANS PARISHI-LA v Q
Due to Employee
$ 189.00 Meal Per DiemRate . __ __
usD 4
[ ADD ] [ COPY &ADD ] DIS | IMPORT
$22.00
usb

55. Read the statement and Click "CONFIRM" to finalize the expense report.

v pasTus vanaaL .

September 30, 2024
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Jer Status Message .
Confirmation

| have reviewed the report and all required notes and documentation are provided for

report.

(7] Print Fax Cover Sheet (Barcode) to fax your receipts.

56. To see the expense report status, click "RELEASED".



Actions id

Z 1004

Z 1002

Powered by DATABASICS (8.1 (011924))

Dates

R 05/27/2024 -05/31/2024

R 09/23/2023-09/29/2024

Purpose \ Status.

Amount

7

Name of Event $871.75
Relazsad

uso

Displaying1-20f2 20 v

oo

v

Due

$772.75
UsD.

$127388
usp

September 30, 2024
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LH
«
Lt View v
Total
$871.75
usD
$1.273.88
uso
10f1 c
A
| Supoort

57. A report will display showing the status, approval flow, and much more information about the expense

report.

Once completed, select the X to close the report.

DR 4
Da
® 054
® 094

Report Approval History

[Z

X

i n m

CLOSE

umount

687175
usD

.273.88
usD

Disnlaving1-2nf2 20 et



