Expense Document Payment Types

Purpose: Use this document as a reference to review Expense Report and Travel
Authorization document payment types in ctcLink.

Audience: Finance or Business Office Staff.

A NOTE: Regardless of the payment type used in Travel Authorizations, all expense lines
entered will create an encumbrance.

Travel Authorization (TA) Payment Types

Create Travel Authorization [ Save for Later | [E Summary and Submt

Actioms |_._Choose an Action - GO
‘Business Purpose | Conferenca b Defaun| T@coma Q
*Description Fall confrerence Location
*Date From [psz22022 i *Date To[oazaz022 |# Roforsace X
#, Atachments
Projected Expenses ¢
Expand &1 | Collapse Al Add §¥ Quick-Fil Totals (1 Line) 000 UsSD
*Diafe *Expense Type *Description *Payment Type *Amount Currency
097222022 |[ij [Regstration - *[conference regstration ﬁl‘ A - 000 yep ¥ =]
*Billing Type | Bilable *|
Humber of Days 1 Employes
*Daily Amount 50 PCard
Pre-Paid
Accounting Details |7 Taxable Fringe Benefit AP
Chartfields | [ Taxabe Fringe Benefit Py
Amaurnt “GL Unit Fumnd Appropriation Index Dept Class Stale Furpose PCBus Unif  Project AG!
wadoo Q841 &, 3, (88380 Q |28 « W[ Q 2, 3,
€ >
Totals (1 Line) 000 USD

Expand &1 | Colapse Al
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Expense Report (ER) Payment Types

Create Expense Report [ Save for Later | [E- Summary and Submt
Actions | Choose an Action hod ?‘
*Business Purpose | Conference v Default Location  Tacoma a
"Report Description jest ¥, AHachmenis
Reference a
Expenses 7
Expand Al | Colapss All Add: | [ My Wallet (8} | 4§ Quick-Fil Total 1000 UsD
*“Dats ‘Expense Type *Descriplion *Paymeni Type “arourt *Currency
131022 | [Miscclancous w]  *[Paper faraffice 7 | [Taxable Fringe Benet P « 1woo [usn_|q =
238 characfers remaining
Efl Racaiot Spit 8 Detgd Empioyes gdRote | 1.00000000, % [
I Honiy FCard ufrency 10.00  USD
o i Pre-Faid Aount
+ Accounting Details 7 Taxable Fringe Beneft AP
Taxable Fringe Beneft Py
Charifields | [TT¥
Amount “GL Unit Manetary Amount SUTENSY  Sxehangs gy Apprap Dept Class State Purpose
10.00] |Wagon  |oy 10.00 USD 100000000 841 [+ @ (98389 @ 285 @ N &
€ 3
Expand A1 | Colapss &l Total 10000  USD

Employee

€ Used to identify items that need to be paid out to the Expense user/Traveler. If a
traveler has received a Cash Advance, you would select ‘Employee’ as the expense line
payment type. The Expense Report needs to generate an Amount Due to Employee, in
order for the system to subtract the Cash Advance from the Amount Due and reconcile
the Cash Advance.
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Expenses 7
Expand &1 | Collapse Al Add: | [ My Wallet (3) | £ Quick-Fil Total 10.00  USD

*Daie "Expense Type “Description "Payment Type "Amaunt *Cumency
- 0812022 [ [WMiscel v|  *[Paper for office P m 1000 usp o M E

2338 characiers remaining

[ Recsipt Spit [ Default Rate *Exchange Rate | 1.00000000| % [B
[ Mon-Reimbursable Base Currency 10.00 USD
I No Receipt Ameunt

* Accounting Details ¢

| Chartfields | [F=¥
Amount *GL Unit Monetary Amount SUMTERCK  Exchange o, Apgrop Dept Class Stale Purpose
Code Rate
10.00] [wason oy 10,00 USD 100000000 [841 |y, o [se3se a[25 o [n a

<

W

P-Card

€ Used to identify items that were paid with a company credit card. These items should
be marked as Non-Reimbursable on the Expense Report.

A Non-reimbursable expense items do not flow to the General Ledger.

Expenses 7
Expand Al | Colapse Al add | [ My Walet (0) | $F Quick-Fil Total 10.00  USD
"Date "Expense Type "Description "Paymeni Type “Amount “Currency
v 091172022 |y [Miscellaneous ¥]  *[Paper for office e > [ 1000 [uso g FEE
238 characters remaining
[H Recent Spit 8 Detault Rate *Exchange Rate | 100000000 @ B3
4 llon-Reimbursable Base Currency 10,00 USD
Amount
"I No Receipt o
* Accounting Detaile (¢
Chartfields | [F=¥
Amount GL Unit Monetary Amount SUTENSY  Exchange g4 [ S— Dept Class State Purpose
10.00] [waooo  |a 10.00 USD 1.00000000 [841 o o [g8389 oy [285 o N a
< >

Pre-Paid

€ Used to identify items that were pre-paid by Accounts Payable (AP) or other means.
These items should be marked as Non-Reimbursable on the Expense Report.
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A Non-reimbursable expense items do not flow to the General Ledger.

a BEE

Expenses (7
Expand All | Collapse 20 Add: | [3 My Wabet (0) | §F Quick-Fill Total 16479 USD
*Date *Expense Type *Description *Paymeni Type *Amount *Cumency
v [owosz02s |5 [Supples ~] ’|5ummnl|on to Soundly F.i“ LLBr=-Faid M | 16479 USD
231 characters remaining #
*Billing Type [Billable ~] B Receipt Spit Default Rats *Exchange Rats | 100000000 % [E8,
Mon-Reimbursable | Base Currency Amount 184.78 USD
[INo Receipt
w Accounting Details 7
[ charmieiss | =
Amount *GL Unit Monetary Amount g:"d':"‘? R;;E"""V‘ Acoount OperUnit  Fund Approp Dept Clas:
16479 w230 oy 164.79 USD 1.00000000 (5030010 @y (7230 o [149 Q |, 22000 e [044
1 >

Taxable Fringe Benefit AP

€ Used to identify items that are considered a taxable fringe benefit and should be paid
out through an AP pay cycle like a regular T&E reimbursement: these items should be

marked as reimbursable on the Expense Report.
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Expenses (7
Expand Al | Colapse Al Add: | [ My Wallet (0) | 4F Quick-Fill Total 1000 UsD
*Date “Expense Type “Descripbion “Payment Type *Amount *Currency
v 0912022 |5) (Wiscellaneous v]  *[paper for office A4 M 1000 s o EE
238 characters remaining
B Recoipt Spit [ Default Rate *Exchange Rate | 1.00000000) © [
inon-Reimbursable Base Currency 1000 USD
Amount
[l Ho Receipt meu
 Accounting Details (¢
Chartfields
Amount *GL Unit Monstary Amaount g‘:‘r:m, ::;h-“g- Fund Apprag Dept Class State Purposs
[ 10.00] [waooo @ 10.00 USD 1.00000000 [841 Q |y, o83z @ [288 Q [n Q
< >
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Taxable Fringe Benefit PY

€ Used to identify items that are considered a taxable fringe benefit and should be paid
out through the standard Payroll process and not through T&E: these items should be
marked as non-reimbursable on the Expense Report.

Expenses ¢

Expand Al | Collapse Al Add: | (B My Walet (0) | £F Quick-Fil Total 10.00  USD
“Date: “Expense Type *Description *Payment Type *Amount *Currency
d 091172022 [ [Miscelaneous v ’|p“=mr office ﬁi.’" I Taxable Fringe Benefit Pt « I 10.00/ ‘USD q HE
238 characters remaining
08 Receipt Spit [ Default Rate *Exchange Rate |  1.00000000 & [
4 llon-Reimbursable Base Currency 10.00 USD
Amount
[ Mo Receipt u
¥ Accounting Details 7
Chartfields | [F0
Amaunt *GL Unit Monetary Amount g;’:"“’ E:::‘“" Fund Approp Dept Class State Purpose
10.00| WaADDD Q 10.00 USD 1.00000000 B41 Q, ), 98389 & 285 Q[N («}

-

<
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