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Overview

Introduction: The QRG provides step-by-step instructions to help employees create
and submit an expense report with a new expense item.

Audience: All Employees

How To — Summary

Step 1: Sign in to Oracle Cloud.

Step 2: Navigate to the Expenses work area.

Step 3: Start with creating an expense report.

Step 4: Enter the mandatory expense report details.

Step 5: Create a new expense item to add to the report.

Step 6: Search and select a pre-approved authorization.

Step 7: Enter the POET details (if the expense is related to a project) and Save it.
Step 8: Attach an expense receipt to the expense item in the report.

Step 9: Search and select a receipt file to upload.

Step 10: Check in the declaration and Submit the report for approval.
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Initial Navigation

Step 1:  Sign in using Single Sign-On (SSO): Click Company Single Sign-On, enter
your UUID and Password, then click Login.

Login to Oracle Cloud
Company Single Sign-On Ll S AR

UuID

E.g., jsmith

Password

Step 2: On the Oracle home page, toggle to Me tab and click Expenses.

Me My Team My Client Groups Benefits / ration Sales Contract Management Supply ¢ >
QUICK ACTIONS
[¥] Personal Details
Eh Identification Info
i
(5]

=4

My Activity Center

=)
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Create Expense Report

Step 3: Under the Travel and Expenses screen, click the Create Report card.

Travel and Expenses

Expense Rep

orts

==

Create Report

1 item

Not Submitted
EXP000024414535
One Day Travel

Updated 1 day ago

Available Expense Items (1)

4+ Create Item ‘

[ | Date w  Type

Amount

300.00 usD

Merchant

See All

Not Submitted Not Submitte @
EXP000024414517 EXP000024292
University Champions League Convocation E
Expenses >
Updated 1 day ago Updated 1 d
1 item 600.00 usp 1 item

Location Description Attachments

Step 4: Enter the necessary details on the Create Expense Report screen. Then click
Create Item to create a new expense item.

ﬂ Click Add Existing to add an existing expense item to the report.

Create Expense Report @

Attachments N

Affiliation | Staff

one ==

Purpose ‘ Travel Expense

* Start Date | 07/10/2025

* End Date \ 07/11/2025

Expense Items

| Actions v ‘

= Create Item

No data to display.

Report Name ‘ Inter University Match Expense

o]

Add Existing |

Apply Project

v

Report Total

0.00usb

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

Apply Account ¥ Split Allocation
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Create Expense Item

Step 5: Enter the expense item details on the Create Expense Item screen.
0 Selecting the Type will cause additional fields to populate on the screen.

Create Expense Item | ® [ create Anotner | | save and ciose | v
: > —

Reimbursable Amount 0.00 USD

* Date ‘07/09@025 Y ‘

¥ Template ‘ Athletic Team In State v ‘ Attachments

* - Drag files here or
Type ‘ L4 ‘ # click to add
) ‘ attachment

* Amount ‘ UsD ~

Step 6: Fill in the mandatory fields marked with an asterisk (*), and validate the
Account displayed. Then click the Plus (+) icon to add a valid Authorization.

Reimbursable Amount 800.00 USD

* Date | 0710912025 Y
* Template ‘ Athletic Team In State v ‘ Atachments
* : Drag files here or
Type ‘Chaﬂer Bus V! W} clickto add
= ‘ attachment
Expense Location ‘ ‘ v ‘
* Amount ‘ usD v H 800.00 ‘
* Authorization None =
Number of Days ‘ 2 ‘
Daily Amount ‘ 400.00 ‘ usD

* Description

==
E
£

Account | 10-110002-50002-71203-200-00000-0t

P
— Project Number Q |
Task Number
Contract Number

Funding Source

Meeting Purpose

Kl

Travel Card Request
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Add Authorization

Step 7: From the list of approved authorizations, select the applicable estimated
expense. Then, click OK.

Select Estimated Expense

Authorization ~
AUTHO000024414555 - 07/11/2025 Charter Bus 800.00 usD
Inter University Match Charter Bus Fare for Team

10-110002-50002-71203-200-00000-00000-00000

AUTHO00024414543 - 07/11/2025 Charter Bus 650.00 UsD [
Inter_University Match Bus for Team Travel o Inter-university

10-110002-50002-71100-200-00000-00000-00000

AUTHO00024414522 - 07/03/2025 Lodging - Athletic Team 600.00 usD
Athletic Team Travel

10-110002-50002-71204-200-00000-00000-00000

AUTHO000024414522 - 07/03/2025 Airfare 700.00 usD A
Athletic Team Travel

10-110002-50002-71204-200-00000-00000-00000

Cancel

Step 8: After selecting the authorization, click Save and Close.

For project related expenses, search and select the Project Number. The
POET details will be automatically added.

Create EXpeIlSE Item @ ‘ Create Another l Save and Close || ¥ ‘ Cancel
Reimbursable 800.00 USD
* s Amount
Date | 07/09/2025 e ‘
* Template | Athletic Team In State v‘ Attachments
* Type | Charter Bus v‘ 2 .\  Drag files here or click to
‘ add attachment ~
Expense Location v |
* Amount | USD H 800.00
= o o
Authorization AUTH000024414555 Charter Bus 800.00 USD + b 4
Number of Days 2 ‘
Daily Amount 400.00 ‘ usbD
* PRPTY 1
Description | o2 rter Bus Expense for Team Account | 10-110002-50002-71203-200-00000-0( | EB,
)
Project Number Q |

Task Number

Contract Number

Funding Source
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Add Attachment

Step 9: The new expense item is added to the report, updating the Report Total. Click
Add Attachment to add expense receipts.

Expense Report: EXP000024414561 @ [save | | [ canca |

Report Total

Report Name ‘ Inter University Match Expense ‘ 800 00
_ : ; usD

Attachments None ==
[T]1 have read and accept the corporate travel and expense policies.
J

Status Saved

Purpose ‘ Travel Expense

Affiliation ‘Staﬁ ‘ v {
* Start Date ‘ 07/10/2025 e |
* End Date ‘ 07/11/2025 e |

Expense Items (1)

Actions v ‘ == Create item | Add Existing ‘ Apply Project W Apply Account ¥ Split Allocation ¥

[] Date v Type w Amount ¥ Merchant « Location Description « Attachments

[] 07/09/2025 charterBus ~ 800,00 usp Charter Bus Expense for Team | .a4q attachment
4

Step 10: In the Attachments window, select and upload the receipts file and click
OK.

41 Attachments

Actions w View w + X

. Type Category * File Name or URL Title Description

File VI | Receipts v | Expense Invoice.pdf ‘ Update...‘ Expense Invoice.pdf | |

Rows Selected 1

| Cancel ‘
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Submit Expense Report

Step 11: Select the disclaimer Checkbox and then click Submit to complete the
expense report creation.

Expense Report: EXP000024414561 @ [‘save [ v || suomt [ cancer |

. 5 ‘ Report Total
eport Name | Inter University Match Expense
800.00usp

Attachments None ==

have read and accept the corporate travel and expense policies
Status Saved

Purpose ‘ Travel Expense

Affiliation ‘ Staff v
* start Date ‘ 07/10/2025 fe \
* End Date ‘ 07/11/2025 fe ‘

Expense Items (1)

Actions v ‘ == Create item | Add Existing ‘ Apply Project ¥ Apply Account ¥ Split Allocation ¥
[] Date v Type = Amount + Merchant « Location Description + Attachments
[] 07/09/2025 charterBus v 800.00 usD Charter Bus Expense for Team )

7~
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