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GOVS SUITE CORPORATE CARD EXPENSES




WELCOME!

Please jot down your questions! We will have Q&A
between sections.
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Agenda

- Goodbye Access Online!

- Expense module tour

- Viewing your transactions in Govs Suite
- Reconciling nontravel expenses

- Reconciling travel expenses

« Approving expense reports
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SR
US BANK - Access Online

« Our credit cards are still provided through US Bank

- However, the reconciliation and approval process
will now be handled in Govs Suite

- Access Online will not be used for transaction
management, but cardholders can still use their
account to check their available credit limit online.

AI’AIISIIII Peay

State University

CLARKSVILLE €D TENNESSEE



EXPENSE MODULE TOUR

Accessing the Expense Module
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Govs Suite Login

Sign In

Oracle Applications Cloud

Company Single Sign-On
ar

Sign In
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Govs Suite Home Screen

= GOVSSUITE ANy B @ w©

Good morning, Taylor Borman

QUICK ACTIONS

Personal Details

b

Connections Journeys

Identification Info

Contact Info

Family and Emergency Contacts ° I*

Time and Career and

My Organization Chart 3
Absences Performance

My Activity Center

@ ol w

My Public Info e

Personal My Activity Center Celebrate
(:ha nge PhOto lnrorrnatlon r A“ st I n P e av
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Govs

Suite Navigating to the Expense Module

[ Home

[ Y .

@ Pay

2 Personal Information
™

%" Touchpoints

Wellness

%
3 Safety Incidents

My Team

My Client Groups

Sales

Contract Management
Order Management
Supply Chain Execution
Supply Chain Planning
Product Management
Payables

General Accounting
Intercompany Accounting

Fixed Assets

@ ® & RO F

Connections

Time and Absences

My Activity Center

Benents

Personal Brand

Web Clock

Show More

Journeys
ﬁﬁ Career and Performance
Celebrate

@ Current Jobs
all

u -

@ My Expenses

LN

Connections

Supply Chain Execution

Personal
Information

Product Ma

-
Al

Pay

£

My Activity Center

S |

Current Jobs

Using the Navigator, open
the “Me” section and click
“My Expenses”
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Govs iuite Travel and Expenses Page

,OVS SUITE

B

Travel and Expenses

@ Expense Reports

Mot Submitted e
EXPO00015526233
Delegate Test

;® Create Report Updated 14 days ago

1 item 100.00 usD

Available Expense ltems (1)

[] pate w Type Amount

Cash and Credit Card Expense ltems (1)

O] 3/9/2025 Per Diem v 333.00 UsD

Pending Approval ee
EXP000015252047

Interview

Assigned to Patricia Walton 21 days ago

1 item 20.00 usp

Merchant

Pending Approval wee
EXP0O00014109762

test CRP3

Assigned to Patricia Walton 49 days ago

1 item 1.00 usD
Location Description
Knoxville, TN For Kiara Harris

See All

Attachments

Add attachment




Govs iuite Travel and Expenses Page

= GOVS SUITE A v B @ ws
et

Travel and Expenses

@ Expense Reports See All
|

Mot Submitted
EXPO00015900648

Nashville Conference

Updated 1 min age @
2 items 163.65 usD

Available Expense ltems«8)

Create Report

The “Create Report” button is used to

[ Date w Type Attachments

Cash and Credit Card Expe Sta rt d New expense report |

e oweee © This is the starting point for submitting |
e o all employee expenses, including Travel, |
S s o COrporate Card, and Reimbursements |

[] 172372025 Other Expenses Add attachmﬂ



Govs Suite Travel and Expenses Page

= GOVSSUITE A B @ ws
vyt

Travel and Expenses

@ Expense Reports See All
|?'-.J.-:']

=
Not Submitted

— EXP0O00015900648

Nashville Conference

(@Y Create Report Updated 1 min ago
% @
2 items 163.65 usp

Available Expense ltems (8)

Recent expense reports that have been |

[ Date w Type Attachments

submitted appear here. |

Cash and Credit Card Exp
qomees o © The status of the report can be seen at |
L emes  omeene @ glance on the card. |

] 1/31/2025 Other Expenses v 21.98 ;'53 AMAZON MKTPL*ZCBIGGOAT Add attachment
Lar
[] 1y23/72025 Other Expenses v 31.75 ;ISS PUBLIX #1648 Add E“EChmﬂ
;



Govs Suite Travel and Expenses Page

= GOVSSUITE A B @ ws
vyt

Travel and Expenses

Credit card transactions that have been
@ Expense Reports .
_ posted to your account will show at
the bottom of the page.

Nashville Conference

See All

= Create Report

"=® Updated 1 min ago ®
2 items 163. b

Available Expense ltems (8)

[] pate = Type Amount Merchant Location Description Attachments

Cash and Credit Card Expense ltems (8)

[ 13172025 Other Expenses v -21.98 ;'53 AMAZON MKTPLACE PMTS Add attachment
Lan

] 13172025 Other Expenses v 115.56 ;'53 DOUBLETREE HOTELS Add attachment
Lan

] 1/31/2025 Other Expenses v 21.98 USD  AjAZON MKTPL*ZC8IGEO0AT Add attachment

Card

(] 172372025 Other Expenses v 31.75 ;'52 PUBLIX #1648 Add attachm"
Lan



RECONCILIATION, NON-TRAVEL

Creating an expense report and attaching receipts
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Reconciling Transactions | Non-Travel

= GOVSSUITE A B @ ws
el

Travel and Expenses

o To begin reconciling non-travel
gl purchases, check the box next to the
transaction lines you want to address.

Nashville Conference

See All

)
e Create Report

"=® Updated 1 min ago ®
2 items 163. b

Available Expense ltems (8)

[] pate = Type Amount Merchant Location Description Attachments

Cash and Cret it Card Expense ltems (8)

[ 13172025 Other Expenses v -21.98 ;'53 AMAZON MKTPLACE PMTS Add attachment
Lan

] 13172025 Other Expenses v 115.56 ;'53 DOUBLETREE HOTELS Add attachment
Lan

] 1/31/2025 Other Expenses v 21.98 USD  AjAZON MKTPL*ZC8IGEO0AT Add attachment

Card

] 1/23/2025 Other Expenses v 31.75 ;'52 PUBLIX #1648 Add attachmﬂ
Lan



= Create Report
=® (1 item)

Availakie Expense ltems (8)

[] Dute =

See All

_ After selecting your transactions, click
EXPO00015000648 ”Create Report"

Nashville Conference

You can always add more to a report
2 items 163.1 .
before you submit

Amount Merchant Location Description Attachments

Cash and Credit Card Expense ltems (8)

[ p/31/2025
] ™y31/2025
.. 1/31/2025

[ 1/23/2025

l V| 1/20/2025

Other Expenses -21.98 C“':rz AMAZON MKTPLACE PMTS Add attachment
Other Expenses 115.56 fEI:rZ DOUBLETREE HOTELS Add attachment
Other Expenses 21.98 (;Iasrz AMAZON MKTPL*ZCBIGB0A Add attachment
Other Expenses 31.75 C“':rz PUBLIX #1648 Add attachment
Other Expenses 32.03 C“':rz AMAZON MKTPL*ZG1A05/90 Add attachmﬂ



e
Reconciling Transactions | Non-Travel

* Purpose | January Credit Card Purchases

Attachments None ==

O R Q

A MB
4 Report Total

Sawe|' Submit ¥ Cancel

Employer Pays You 0.00 USD

Payment Method

L}

L}

L}

L}

a

|

a
1}

Expense ltems (1) -

Employer Pays Card Issuer 32.03 USD
32.03usp
|}
Type =

-|-Createltem Add Existing Apply Project ¥ Apply Account ¥ Split Allocation ¥
[] Date w

D | have read and accept the corporate travel and expense policies.
Amount

Description

- Give your report a name in the
Purpose field.

Y Merchant «
a
L 32.03 usp
1/20/2025 Other Expenses . v Card
a
a
| |

Location »
AMAZON MKTPL*ZG1A05J90

Add attachment

- For example “January Credit Card
Purchases”




Reconciling Transactions | Non-Travel

7N
= Gové:s:uns O s B Qo wme

Nyt

Create Expense Report @ save | ¥ submi v | Cancel

* Purpose | January Credit Card Purchases 4 Report Total

Attachments  None 4= Payment Method | = ]

Employer Pays You 0.00 USD

Employer Pays Card Issuer 32.03 USD

32.03usp

D | have read and accept the corporate travel and expense policies.

Expense ltems (1)

Actions v -|- Create ltem Add Existing Apply Project ¥ Apply Account ¥ Split Allocation ¥

[] Date w Type » Amount v Merchant w Location Description w

[] 1/20/2025 Other Expenses v 3203UsD AMAZON MKTPL"ZG1A05.90 Add attachment

Js**

- Attach your receipt to each transaction”




Reconciling Transactions | Non-Travel

7N

= GOVSSUITE O s B o wme
Nt -
Create Expense Report @ save | ¥ submi v Cancel
* Purpose |January Credit Card Purchases 4 Report Total
Attachments  None 4= Payment Method | = ]

Employer Pays You 0.00 USD

Employer Pays Card Issuer 32.03 USD

32.03usp

D | have read and accept the corporate travel and expense policies.

Expense ltems (1) .
-|- Create ltem Add Existing Apply Project ¥ Apply Account ¥ Split Allocation ¥

[ | Date w Type = Amount w Merchant « Location w Description Attachments

[] 1/20/2025 O erExpenses " 3203USD AMAZON MKTPL'ZG1A05.90 Add attachment

... * Ifyou need to adjust the FOAP, click
"* the blue date link to open the
transaction.




Reconciling Transactions | Non-Travel

7

= GOV§U|TE 0O st B o ws
Nyt

Other Expenses 1/20/2025 @ saveandClose | ¥ Cancel

Reimbursable Amount 32.03 USD
* Date 1/20/2025

Austin Peay State
University

Fund | A110001 n gndemgnated E and

Organization | 450000

* Template |Corporate Card Mon Travel v | Attachments Account ®
* Type |Dlher Expenses - | 1 Drag files here or click to add attachment 4 Hide Segments
~
* Amount USD 32.03 .
Alias v
Personal Amount | 0.00 | uso

[=]  Mary Biggers 32.03.pdf (71.75KB) +, b4 Entity | A
Business Amount 32.03 USD

Billed Amount 32.03 USD |:| Receipt missing
gt
yust® :

Authorization None ==

Dean College of
STEM

* Merchant Name | AMAZON MKTPL*ZG1A05J90 Account | A-A110001-450000-74510-350-00 Account | 74510 Office Supplies

o . . ,’ Activity | 000000 Default Activity
- Adjust your FOAP in the Account field |~ pru Pofct [00000000 [l et P
L 2

InterFund | 000000 Default Interfund

by clicking the magnifying glass .

Future | 000000 Default Future Value

- *note* You cannot mix University and |
Foundation Furds ===~~~ | LB




Reconciling Transactions | Non-Travel

7

= GOV%EUITE 0O st B o ws
Nyt

Other Expenses 1/20/2025 @ saveandClose | ¥ Cancel

Reimbursable Amount 32.03 USD
* Date 1/20/2025

* Template |Corporate Card Non Travel - | Attachments
* Type |Dlher Expenses v | 1 Drag files here or click to add attachment
~
* Amount USD 32.03
Personal Amount | 0.00 | uso

[=]  Mary Biggers 32.03.pdf (71.75KB) +,

Business Amount 32.03 USD

Billed Amount 32.03 USD

Authorization None ==

* Merchant Name | AMAZON MKTPL*ZG1A05J90 Account | A—A11DDCI1-45I]IHD—?4510-350-000000-
N

=
==}

- We can see the receipt that was ]
attached earlier




Reconciling Transactions | Non-Travel

7N

= GOV%_S'UITE
g’
Other Expenses 1/20/2025 @

Reimbursable Amount 32.03 USD
* Date 1/20/2025

* Template |Corporate Card Mon Travel v | Attachments
L
* Type |Dlher Expenses - | Drag files here or click téhadd attachment
o N
* Amount USD 32.03 &
'y
L 4
Personal Amount | 0.00 | usD .'
i +
Business Amount 32.03 USD (=] Mary Biggers 32.03.pg] (T175KE) 2, X @
@
Billed Amount 32.03 USD |:| Receipt missing ..
? 4
Authorization None == 8
]
* Merchant Name | AMAZON MKTPL*ZG1A05J90 Account |A—M1DDCI1-45I]I)(ID—!510-350-000[!00- =)
-
Iy
?
L
?
L

- Click “Save and Close” once you are *
done with this transaction




Reconciling Transactions | Non-Travel

T
= GOVSSUITE O % B Q2 MB
T
Create Expense Report @ save | Y submi v Cancel
* Purpose | January Credit Card Purchases 4 Reporiiow

Attachments None =

ou | Check
Emplo :r Pays Card Issuer Electronic
F-EXPEMNSE CHECK

F-EXPENSE ELECTRONIC
D have read and accep

Expense ltems (1)

= .
o= Create ltem | | Add Existing | Apply Project ¥  Apply Account ¥ Split Allocation ¥ Search...

[[] Date = Type ¥ Amount v Merchant «

Location w Description e Attachments
)
[] 1/20/2025  Other Expenses . 3%23;132 AMAZON MKTPI *7G1A05.190 “ [
. o o |
If you are using University Funds, you -
)

will select “Electronic”

If you are using Foundation Funds, you
will select “F-EXPENSE ELECTRONIC”




Reconciling Transactions | Non-Travel

F
= GOVSSUITE
T
Create Expense Report @
* Purpose | January Credit Card Purchases 4 Repon Total
Attachments None = Payment Method | Electronic . . ‘|‘v ]
Employer Pays You 0.00 USD Y . .

°
Employer Pays Card Issuer 33.@ BSD

32.03us5

| have read and accept the corporate fravel and expense policies.

Expense ltems (1) k

-I- Create ltem Add Existing Apply Project ¥ Apply Account ¥ Split Allocation ¥ *

4

D Date w Type « Amount Merchant + Location v‘ ® Description + Attachments
“
[] 1/20/2025  Other Expenses . 32.03USD  AMAZON MKTPL*ZG1A05J90 3 =
Card 8746 ®
L 2
*
*
*
L 2
*
.

To finish the report, check the box
agreeing to the expense polices and
click submit




Reconciling Transactions | Non-Travel

F
= GOVSSUITE , Y B Q2 MB
Ooppet” 3 Expense report submitted for approval.  Print Report

Travel cREemdaanss

@ Expense Reports See All

Bl

= ]

Mot Submitted Pending Approval

- EXP0O00015900648 EXP000015900774

l"‘{-:“:--:: Nashville Conference January Credit Card Purchases

) Create Report Updated 4 hours ago Assigned to manager 1 min ago

2 ®
2 items 163.65 ust 1 item 32.03 usp

Available Expense. ltems (7)

[] pate w iype Amount Merchant Location Description Attachments

Cash and Credit Card Expense Items (7)
I

.. Thereportis submitted for approval and |
now appears in the recent reports with a
color label and “Pending Approval”!

[] /3172025

[] 1/31/2025

[ 1/23/2025



RECONCILIATION, TRAVEL

Creating an expense report and attaching receipts
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Reconciling Transactions | Travel

= GOVSSUITE

Z Reports that have not been submitted
Travel and Expenses can have additional expenses added to it.

Q Expense Repors Let’s add the Doubletree Hotel charge to
£} our Nashville Conference report.

Not Submitted Pending Approval
EXPO00015900648 EXPO00O015900774

Nashville Conference January Cradi Cori® Farcaases C I i C k t h e ti I e to O p e n t h e re p O rt fo r
Updated 4 hours ago Assigned to manager 1 min ago e d it i n g .

2 items 163.65 usD 1 item 32.03 usp

)]

Create Report

PIs)

- wr
Available Expense ltems (7)
[ pate w Type Amount Merchant Location Description Attachments
Cash and Credit Card Expense ltems (7)
[ 1/31/2025 Other Expenses v -21.98 ;'53 AMAZON MKTPLACE PMTS Add attachment
Lar
_ ISD _ PR
[ 173172025 Other Expenses v 115.56 UsD DOUBLETREE HOTELS
Card
] 5D AR AT R A OO AN A
| 1/31/2025 Other Expenses v 21.98 UsD AMAZON MKTPL*ZCBIGE0A
Card

. 15D N
| 1/23/2025 Other Expenses v 31.75 ;” PUBLIX #1648
Ca

a o



Reconciling Transactions | Travel

N
GOV%_S'UITE
N

Expense Report: EXP000015900648 @

* Purpose | Nashville Conference

Attachments None ==

Status  Saved

Expense ltems (2)

+ cnser

O

O

O

Date w Type =

1/31/2025  Mileage

1/30/2025  Per Diem

Add Existing pply Project Apply Account ¥

-

\d
*

“'54.65 UsD
*

*
129.03‘%
*

Amount

Merchant «

OB Q w

Save| v Submit | Cancel

4 Report Total

Payment Method | | v l

Employer Pays You 163.65 USD

163.65usD

D | have read and accept the corporate travel and expense policies.

Split Allocation ¥
Location w Description

Attachments

Nashville, TN Add description 2
Vi

Nashville, TN Add description Add attachment

4

- Here we see a travel report that was started with Per
Diem and Mileage claims.

. TJo add a credit card purchase, click “Add Existing”




Reconciling Transactions | Travel

Add Expense Items

Other Expenses 40.90 UsD
AMAZON MKTPL*ZG3JX4E20 Card

Other Expenses 18.02 usD
AMAZON MKTPL*ZG8YY2JD0 Card

Other Expenses 37.99 usD
AMAZON MKTPL*Z55ZD20Q01 Card

- Select the transaction line you
want to add and click OK et

Other Expenses 113172025 115.56 UsD
DOUBLETREE HOTELS

Other Expenses
AMAZON MKTPL*ZCE8JGB0AT



Reconciling Transactions | Travel

7N
= GOVSSUITE O s B QO we

Expense Report: EXP000015900648 @ Save| ¥ Submit | Cancel

* Purpose | Nashville Conference | 4 Report Total

Attachments None == Payment Method | v l

Status Saved Employer Pays You 163.65 USD

Employer Pays Card Issuer 115.56 USD

279.21usp

D | have read and accept the corporate fravel and expense policies.

Expense ltems (3) .
+ Create ltem Add Existing Apply Project ¥ Apply Account ¥ Split Allocation ¥
Nato are Ao nrebhand A atinn Naoe rintinn Attachmaonte

[] 1/31/2025  Other Expenses . 118.86us  pousLETREE HOTELS Add attachment

e - Now the hotel charge is on the report.

[ 13012025 ’:rDiem Add attachment

- Next we need to add a receipt and adjust the
expense type.

L
.
.
.
.
.
L

- Edit the Expense Item by clicking the date




Reconciling Transactions | Travel

N

= GOVSSUITE O s B QO we
et

Other Expenses 1/31/2025 @ Other Expenses /312025 | | Saveand Close | ¥ | Cancel

Reimbursable Amount  115.56 USD

* Template |Corpurale Card Mon Travel Attachments
* Type |0ther Expenses Drag files here or click to add
attachment  «
* Amount USD
L 4
Personal Amount | 0.00 | UsD *
* o
* [ ] Receipt missing
Business Amount 11556 USD * @
’. Authorization Mone ==
Billed Amount 115.56 USD 3
.0
* Merchant Name | DOUBLETREE HOTELS 'S Account | A-A110001-450000-74510-350-000000 E‘
*
*
*
*
*
4
4
*

- Credit card purchases will default to Non-travel

- Since this is a travel-related purchase, we need
to adjust the “Template” and “Type”




Reconciling Transactions

Other Expenses 1/31/2025 @

Date

1/31/2025

* Template |Corporate Card Non Travel w

* Type

* Amount

Personal Amount

Athletics In-State Group Travel
Athletics Out-of-State Group Travel
Corporate Card Mon Travel
Guest/Candidate In-State
Guest/Candidate Qut-of-State

In-State Travel - Group
In-State Travel - Group - Grant
In-State Travel - Individual
In-State Travel - Individual - Grant
KDTravel Template

x

Qut-of-Country Travel -Group
Cut-of-Country Travel -Individual
Out-of-Country Travel -Individual - Grant
Out-of-State Recruiting Travel
Out-of-State Travel -Group

Qut-of-State Travel -Group - Grant
Qut-of-State Travel -Individual
Qut-of-State Travel -Individual - Grant

j5tate Travel - Ind

jdual

.
L)
.
.
|

.
®

| Travel

Reimbursable Amount  115.56 USD

Attachments

Authorization Mone ==

Account ‘A—A11Dﬂﬂ1~450000—74510—350—00000l} §‘

- Select the travel template to use.

Other Expenses 1/31/2025

L

Drag files here or click to add

[ ] Receipt missing

»

Save and Close

Ll

In this scenario, “In-State Travel — Individua

Cancel

I”




Reconciling Transactions | Travel

7N

= GOVSSUITE 0O s B O ws
Npet”

Personal 1/31/2025 @ 13112025 /b saveandCiose | ¥  Cancel

Reimbursable Amount 115.56 USD
* Date  1/31/2025

Attachments

Drag files here or click to add
L ' attachment
L 4

Airfare L 2

* Template |In-State Travel - Individual hd

Person | Amount | Car Rental g *

Conference Registration Fee TS [ ] Receipt missing
Busine Incidentals "

Lodging Conf Rate 0‘

Lodging Taxes ”

Other Expenses — L 4
odging laxes

Parking/Tolls L 4

Taxi/Ride Share *

o - Next, select the expense “Type”

- In this scenario for the hotel charge,
“Lodging Taxes”




Reconciling Transactions | Travel

7

= GOVSSUITE O s B QO e
Nt

Lodging Taxes 1/31/2025 @ Looging Taxes 1312025 | ) saveandClose | ¥ cancer

Reimbursable Amount 115.56 USD
* Date  1/31/2025

* Template |In—State Travel - Individual v | Attachments
* Type |Lodging Taxes v | Drag files here or click to add
t attachment ~
Expense Location | | - l

* Amount USD 115.56

[ ] Receipt missing

Personal Amount | o_{m| usb @
Authorization None sj=
Business Amount 115.56 USD

Billed Amount 115.56 USD

Description

J Account | A-A110001-450000-73110-350-000000- 5‘
Y

Merchant Name | DOUELETREE HOTELS |

- The account automatically updates |*
depending on the expense type




Reconciling Transactions | Travel

”~~

= GOVSSUITE O v B o e
et

Lodging Taxes 1/31/2025 @ Lodging Taxes 1312025 v | b | Saveand Close | ¥ = Cancel

Reimbursable Amount 115.56 USD
* Date 1/31/2025

* Template ‘In-S'tate Travel - Individual ~ ‘
= Type ‘Lodging Taxes ~ ‘ f Drag files here or click to add attachment
'
Expense Location ‘ ‘ A4 l
* Amount USD 115.56
Personal Amount | (I.(II)| usD [El Mary Biggers 115.56.pdf (25.31KB) 4,

Business Amount 115.56 USD

Billed Amount 115.56 USD Authorization Mone
Description Account ‘A‘ﬁlm-ﬁuwwaﬁmwumum =)
L 4
4 S
L 4
Merchant Name | DOUBLETREE HOTELS | .
L 4
L 4
L 4
L 4
L 4
L 4
L 4

- Receipts and any supporting }
documentation can also be added
on this screen.




Reconciling Transactions | Travel

7N

= GOVSSUITE
S

gt
Lodging Taxes 1/31/2025 @

Reimbursable Amount 115.56 USD
* Date 1/31/2025

* Template ‘In-S'tate Travel - Individual v ‘ Attachments
* Type ‘Lcdging Taxes ~ ‘ f Drag files here or gli‘( to add attachment
R
*
Expense Location ‘ ‘ v l *
L 4
. L 4
Amount USD 115.56 <
Mary B'u@rs 11556.pdf (25.31KB) &,
Personal Amount | 0.00 | usD S X @
Business Amount 115.56 USD |:| Receiglﬁﬂssing
_ L 4
Billed Amount 11556 USD Authorization None®=j
*
inti &
Description Acmunb{ A-A110001-450000-73110-350-000000- | B,
L 2
/ R
Merchant Name | DOUBLETREE HOTELS | "
*
L 4
L 4
2 4
L 2
*

- Click Save and Close




- After selecting the payment

re . method and checking the policy
Reconciling Transactions | Travel  box the travel report s ready to

Expense Report: EXP000015900648 @ )

* Purpose | Mashville Conference ‘

5ave| ¥  Submit = Cancel

4 Report Total

enmnt et B B - Notice the dollar

Attachments None ==

Status  Saved Employer Pays You 163.65 USD <I EEEEEEEEEEER [ W] llEm ployer Pays Y
279.21 usp IS fche amount be!
| have read and accept the corporate travel and expense policies. re I m bu rsed to th ‘

Expense Iltems (3)

== Create ltem Add Existing Apply Project ¥ Apply Account ¥ Split Allocation ¥

[] Date w Type « Amount w Merchant w Location w Description « Attachments
; . 16.56UsD  poyBLETREE HOTELS Add description
[] 1/31/2025 Lodging Taxes o 8748 4 Em
4
(] 1/31/2025 Mileage v 34.65UsD Nashville, TN Add description Elo)
A
[] 1/30/2025 PerDiem v 129.00 UsD Nashville, TN Add description Add attachment



Reconciling Transactions | Travel

Travel and Expenses

Pending Approval
&= EXP0OD0015900648
l‘{'%: Nashville Conference
! Create Report Assigned to manager 1 min ago
=B g t ana 8
3 items 279.21 usD

Available Expei =& Iltems (6)

[] pate = Type Amount

Cash and Credit Card Expense Items (6)

[ /3172025 Other Expenses v -21.98 Elasrg
[] 1/31/2025 Other Expenses v 21.98 Elasri
[ 172372025 Other Expenses v 31.75 Elasrg
[] 1/20/2025 Other Expenses v 18.02 USD

Card

AMAZON MKTPL*

| nding Approval
| [PO00D15900774
. nuary Credit Card Purchases

{ signed to Karen Meisch 42 mins ago

item 32.03 usD

Merchant Location

AMAZON MKTPLACE PMTS

AMAZON MKTPL*ZCBIGE0AT

PUBLIX #1648

Y200

I~
(7]
o

Returning to the expense
page, our reportis
submitted and has
entered Pending
Approval!

Description Attachments

Add attachment



APPROVING EXPENSE REPORTS

Notifications and Approvals
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Approving Expense Reports
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= GOVSSUITE

N

KM

Notifications Show Al

® ACTION REQUIRED Jdaysa

The notification bell is a
critical point of
communication.

Various updates will feed
through the notifications.

Approval notifications also
appear here.

Mary Biggers
® ACTION REQUIRED

Mary Biggers

L,

- _ )
~= My Organization Chart Time and Career and
L1 Absences Performance

E My Activity Center

Oy w
g My Public Info a
'ersona

My Activity Center



Approving Expense Reports

Expense Report Approval EXP000015900648 for Mary Biggers (2?9.2..cmns v  Approve Reject

Expense Approval

279.21 usD
Mary Biggers

EXP000015900648 submitted on 4/3/2025

Mashville Conference

Expense ltems

1/31/2025 Lodging Taxes
DOUBLETREE HOTELS

1/31/2025 Mileage
Mashville, TN

1/30/2025 Per Diem
Mashville, TN

115.56
Card

34 65
49.5 Miles

129.00
2 Days

- This is the Expense
Report Approval
Summary

- To view more detalils,
such as receipts, click
"View Expense Report”
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Approving Expense Reports

= GOVSSUITE O s B @
=
Expense Report: EXP000015900648 Done
Purpose Mashville Conference 4 Report Total

Attachments None Payment Method Electronic

Status Pending manager approval Employer Pays You 163.65 USD

Employer Pays Card Issuer 115.56 UsD

279.21usp

Expense ltems (3)
" R Amount Merchant w Location w Description w
1/31/2025 Mile ige 34.65usp Nashville, TN
1/31/2025 Lod ing Taxes 115.56 USD  DOUBLETREE HOTELS =M
1/30/2025 Pel Diem 129.00 usp Nashville, TN Add attachment

- Receipts can be downloaded on the
. right
"« Individual expense items can be
viewed on the left




Approving Expense Reports

= GOVSSUITE N v B @ w

Approvals

Sort By | Oldest request V|

Biggers, Mary - EXPO00015900648 Mashville Conference 279.21 UsD
4 days in queue, 3 items 442025
Bigges, Mary - EXPO00015900774 January Credit Card Purchases 32.03 UsD
4 days in quiue. 1 item 442025

©)
Expense reports waiting for your .
approval can also be viewed in the

expense module.



QUESTIONS?

Pat Walton, waltonp@apsu.edu

Lois Culwell, culwelll@apsu.edu
Casey Leffel, leffelc@apsu.edu

Kristi Moore, moorekl@apsu.edu
Geraldine Garner, garnerg@apsu.edu
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State University

CLARKSVILLE € TENNESSEE
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