CREATE TRAVEL ADVANCE :and
EXPENSE REIMBURSEMENT
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CalATERS Global Sign-in Screen

.F‘“"tu L

Welcome to the CalATERS Global Application

The California Aut Al Cler =10 x|
is now being down sy,
network connectio & g7 1
ID and password tc © S

% CalATERS Global

For first time users -, e, * Please enter your logon information below and click the Lagon button to

Global. ; begin.
Mote: If the *Sign I User ID: |
assistance. Password: I
Thank you.

Mewy Luser? ew User Registration

Having trouble logging in? Click here for assistance

User ID and Password will be assigned after New User Registration is complete.

I~ Wark Offline Logan | Exit |
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CalATERS Global Work Queue

After signing in to CalATERS Global, the employee’s individual work queue screen
will display. This screen is used to create new forms. It also contains a history of
forms previously submitted.

&E Colonel Mustard -|Ol x

File Edit “iew Sort Help

QY| e W 4 9| 9

Mew | Cpen | Print | Status | Profile | Help | Sign Cut

() My Expense Reports | 2l wiark F.:.hjerl Yiews: |4l -]
Created |D | E | C| Mame | Status T | Chprer Type | Reference #
12/28/11 3 [ANovember audits Subrmitted Mustard Colonel  ER-In State Regular TEADODOOO3ISS
03/13/12 0505 FEBR TRAMEL Draft Mustard Colone ER-In State Regular TEADDOOOOSET

BW |Checking onemail ... |[Completed Mustard Colonel  [Ta-In State Advance TAFOOO000187
03/13/12  _Jl)  Need Some Maney Completed Mustard Colonel  TA-Mon Travel Advance TANODDOD031Z2

When “"New” is clicked, the pop-up box below will display to allow users to select the
creation of a Travel Advance or Expense Reimbursement.

F
E’ Please make your selections below in order to create a new form

Form Type: | << Select == —
Expense Reimburserment Form
Travel Advance Form




Create Travel Advance

&8 Colonel Mustard

=]
File Edit “iew Sort Help
Click “New” [ L) | €| » 0le| g
Mew | Open | Print | Status | Profile | Help | Sign Out
il I¥ly Expense Feports | ) work |:.;.|.jer| Y i I.-’-'-.|| ;I
Created™ |O|E|C Marne Status Cryrier Type Reference #
03/13,/12 0505 FEE TRAVEL Diraft Mustard Colonel
03/13/12 A Meed Some Morney Completed  Mustard Colonel Ta-Mon Travel ad.., TANIOOOOOZ212
o)) K
12/28/11
Select Travel C] Please make your selections below in order to create a new form
Advance Form and Form Typs: [Travel Advance £ -
then the pr— ype: | Travel Advance Form
appropriate Claim P Clairn Type: | << Select == =]
Type.

ot of State Travel

Cut of Country Travel
Mon-Travel Expenses Only

Click “OK"

pr— (o] I Cancel




Create Travel Advance

&8 Colonel Mustard [In State Advance: ]

File Edit “iew Help

QA @2 & ||l B
Back | Mext | Save | Print | Motes | Adjustments | Info Help | Save and Close

L 1. General | BE 2. Travel Advance Information | 2. Completion |

IE General Report Information:

Enter a name for the Travel Advance

@ Advances |

@ i the Advance Delivery information below

Colonel Mustard [Travel Advance Information

B Specify a report name that fullu&ruur departrment policy or department naming conwverntion.

Report MName: |EI'312 San Dieqo Audits

Click "OK" —> ok |

Cancel




Bf Colonel Mustard I'n State Advance: 0912 San Dieoo Audiks]

File Edit ‘iew Click the Travel Advance Information tab to
@ | continue...
= ==t —_— B =" =
Back | Mext | Sawe | Print | Moteg]) Adjustrments | Info Help | Save and Close

1 Gereral | BEH 2, Travel Advance Information |

IE' General Report Information:

]

Repart Info
@ advances |
G Enter the Advance Delivery information below | Select method of
How would you like to receive your Travel Ad... |Pick up ) delivery

Indicate date check is needed: | / f 3 (

Enter date check is
needed by




Create Travel Advance

BE Colonel Mustard [In State Advance: 0912 San Diego Audits] - |I:I|£|

o B iz el Click the Completion tab to continue...

ety 3
Q| O H| AN T[] W@
Back Mext | Sawe | Print | Motes | Adjustments | In Help | Save and Close

L} 1. General BEH 2. Travel Advance Information |f_[,| 3. Campletion |

Advances 5{;4; q? i Totals
Select “Advance” > |:dvarce 350,00 350,00 4
v 0,00
0,00
0.00 |
4 | 350.00
. Select: |ﬁdvance LI i n " Enter
P ey Click “Enter” > —
Enter: ¥ smount; | 350.00 Delete
> 1\ir, Start Date: [05/17/12 =
-Amount S Trip End Date: [09/21/12 =
-Start/End Dates
-Destination = Destination: |San Diego
-Purpose D Furpose: [Sept. Audits
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Create Travel Advance

&E Colonel Mustard [In State Advance: 0912 San Diego Audits] - |EI|5|
File Edit “iew Help
< H S| 4] & Q| <3
Back Fext | Sawve rint | Motes | adjustments | Info Help | Save and Close
L4 1. General | BB 2, Travel advance Information | C 3. Completion |
5l 4. Review Items | C 5. Submission | ApPprover
i,ff_] Submission ¢ The Sum of the Travel Advance Request = £ |35III.IIIEI
é’] This form will be routed to Miss Peacock Change Approver |
Add Approver |
Send Copy |
Employee
[ hereby certify that this ravel advance is necessary to defray my expense(s) while on official @ _p_ Y .
business for the State of California. [ understand that this is a loan given for the anticipated Certlflcatlon
expenses that will be incurred. Within 10 calendar days from the frip end date, T will fully repay the
entire amaount of the ravel advance in one of the following ways: statement

3

Password: | E:EJ Submit | /

1% Submit an expense reimbursement request sufficient to offset the entire amount of the
travel advance;
24 return the fravel advance chedk;

submit a personal check, money order, ar cash repayment to offset the entire amount of
the fravel advance; ar
43 submit the cambination of an expense reimbursement request, personal check, maney
arder, ar cash repayment of the unused balance of the travel advance.

If I have not fully repaid the advance within the time frame described in SaM 8116.1, 1 autharize m
department to deduct any outstanding amount from my next salary warrant,

Enter password and
click “"Submit”

On the resulting screen, the employee will have the option to print the form.
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Create Travel Advance

When the Travel Advance is submitted, the system returns the Employee to his/her
work queue screen and an email is automatically sent to the Approver.

CalATERS Global

SAMPLE

A travel advance report has been routed to you for approval. Email to Approver

Form tvpe: In State - Travel Advance
Form ID- TAFOQ0000570

Submitter name; Colonel Mustard

Travel Advance Summary Sheet

This was sent to you by : Colonel Mustard

| ADVANCE REQUEST INFORMATION | | TOTALS

Please log on to CalATERS Global to review this for Name - Colorel Msterd

Form ID TAFO00000570

Total Travel Advance Amount 350.00 USD

Approver Professor Plum

Report Name 0912 San Diego Audits

Advance Check Meihod Pick up
SAM PLE Advance Date Needed 0914412
— ADVANCE DATA SUMMARY
StartDat | End Date | Amoun Degtation Purpose Authorization Nuniher
Travel Advance Summary 09172 09212 353000 San Diego Sept. Audits

(available online to print)

TRAVEL ADVANCE EXCEPTIONS
Text Response Policy
TA forms should nothe submitted earlier than 5 calendar days prior to irip dates(advance amount 350.00). ok TA




Create Expense Reimbursement

BHiColonel Mustard

File Edit %iew Sort Help

Click “New” E ; o - -
H8 [ | @ (@] @
=AY Open Print | Status | Profile | Help | Sign Out
() My Expense Reports | (2] work Falder | View: [l i
Created™ |O|E|C Marne Status Ch e Type Reference #

02/05/12

Subrmitted  Mustard Colonel

027137 _“ . e
03713/

F
12/28; \:| Please make your selections below in order to create a new form

12425/

Select Expense P Form Type: [Exense Reimbursement Form =]
Reimbursement e Clin Type: |In State Travel -
Form and then the

appropriate p— Trip Type: | << Select => =]
CIaim/Trip Types' State Sponsored Conference,/Convention

Mon-Travel Expenses
Mon-State Sponsored Conference /Convention

Ta-Th State Adva...

> Ok I

TAFDOOO00S70

Cancel

Click “OK"
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Enter a name for

Reimbursement

Colonel Mustard [Expense Report Information]

i I Specify a report name that follows your departrment policy or department naming convention.

The Profile must be accurate before continuing with this form. Current Profile information for key fields is displayed

the EXpense ﬁ Report Mame: [San Dieqo audits Sept. 2012

below. Additional Profile fields, such as name, email, and LTA addresses may need o be updated.

;i Create Expense Reimbursement

If Profile changes are needed, click Cancel to exit this form and return o the work gueue to update the Profile.

CB Identifier: |S01 Supervisory - Admin/Finan,/Staff Svcs i__

Default spprover: [Miss Peacock <

Mailing Address:

Street: |2E|I:| Butter Wiay City s |Sacrar‘ner‘utc| 4

Stats: [Ca Zip Code: [95514-

Trip Information

Enter:

-Trip Dates
-Start/End Times
-Location

-Purpose

-Was trip > or = 50

Miles from home or HQ?

Flease enter the requested infor mation.

%ate of Trip: |08/20/12 25 %tart tire: 0600
palp ote of Trip: |02/24/1255  =epEnd time: [2200

i ocation: [San Dieqo

> Was Trip = or = S0 miles from Home/MHeadquarters? |

Verify:
-Bargaining Unit
-Default Approver
-Mailing Address

= i Furpose: [Audits

Click “OK"

Cancel

I
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| B8 Colonel Mustard [In State Reqgular: San Diego Audits Sepk. 2012] |
File Edit %“iew Help
[=E " P
Q BH || A N ) ®) “ed
Bark Mext Save Print Motes | Adjustments Info List Help Save and Close

| E2 2. expences ey CliCk the Expenses tab to enter trip expenses

LQ General Report Information:

Please click on all selection boxes that are appropriate for this report. I_\I
1

¥ Expenses require special account charge codes Report Info

@ Coding required far this claim

G Hows would you like to charge your Expenses ?

i+ Charge to account coding indicated in my employves profile
= Charge by percentage/amount of total expense report
= Charge by individual expense item

The General tab allows the user to select how the expenses will be charged (i.e.
percentage split or by individual expense).

When compiete, sefect the Expense tab.
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E- Expense Reimbursement
ﬂ ;/ Create Expe | r
H:"--'is.il"lﬂ""}
BE Colonel Mustard [In State Regular: San Diego Audits Sept. 2012] - |I:I|£|
File Edit “iew Help
QIO E || &@| & |L Q| 9
Back | Mext | Save | Print | Motes | Adjustments | Info List Help | Save and Close
[ 1. Gereral EH2. Bxpenses | cl 3. Completion | <gmmm— Click the Completion tab to
[ aTy Tue continue...
Expenses Aug 20 Aug 21 SR o e :
&irfare - Commercial 350,00 350,00 =
Lodging 24.00 24.00 24.00 24.00 236,00
Breakfast 5.00 5.00 6.00 6.00 G.00 20,00
Lunch 10.00 10.00 10.00 10.00 10.00 S0.00
Dinner 15.00 15.00 15.00 15.00 F2.00
Incidentals 6.00 6.00 6.00 G.00 24.00
= Parking, At 40,00 40,00 7
Click for the =
Expense list ™|~ 0.0
Xp ! non 7
4 | | 002.00
Expense: |Airfare - Commercial - Fayment Type: |Department Paid
Complete b
licabl _;"-— Date: |02/20/12 E Monday Confracted Provider: |Southwest Airlines
a_pp Icanie Amaunt; | 350,00 =
fields for each Ticket #: [DFG7KO o
expense Click “OK" or “Update”
Receipt Included: |‘r‘es -
UCH Object Code: [204
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Create Expense Reimbursement
Click “Next”

._J' "\_ 7}
Back | Mext | Save | Print | Motes | Adjustments | oo | et Heln | Save and Close

Receipts Tab - shows which expenses

1.0 [ 2 E ch 2. Completion ) . .
Lad 1. General | E5 2. Expenses pletr | require receipts. Informational only.

~= 4, Receipts |l{§} 5, SUmmary | &, Subimission |

fé 6 Receipts

Expense

Receipt Date A rmoLint

5 2 350.00|Ajrfare - Commercial
Yes 0e/20,/12 84.00 Lodging
Yes 0s/21/12 84.00 Lodging
es oe/22/12 84.00 Lodging
s 0g/23/12 84,00 Lodging
e 02/24/12 40,00 Parking, Auto

Receipt Item -Date : 08/20/12 Amount ; 350.00 Expense : Airfare - Cammercial

Receipt submitted: |‘r‘es -] Lipdate |




Create Expense Reimbursement
e _lal>

N -\ ==
QO S [ & ] & 2) “d

Back Mext Save Print | Motes | Adjustments Info List Help | Save and Close
[ 1. General | [EE 2. Expenses | C4 3. Completion |

= 4, Receipts Ll 5. Review Items I G55 6, SUMMMary | 7. Subrmissian |

Review Items

Comment

A F Complete 5
£y Complete 94:115 Automated Audits have not been applled o Business E}{[JEI"ISE -Other expense;.

Review Items Tab — shows which
expenses generated rule exceptions
and/or are flagged for review.

May require justification.

Item: Excessive Amount v
Exception: The amount claimed for Business Expense - Other appears excessive. FPlease explain
Explain: |alk

Erior Beview: Iterm | Mext Review Iterm 9 | Detail. .. Falicy...




Create Expense Reimbursement

Click “Next”

i

Motes

L

Adjustments

O

Back

Q5

Mext | Print

B

Info

4

Save and Close

9

List | Help

4 1. Gereral | B3 2, Bxperses | € 3. Completion |

@ sccounting

7l 4, Review Iterms ol 5. Travel achvance recavery |{{‘p f, Summary |

Travel Advance Recovery Tab — shows

'") Travel Advance R all outstanding travel advances available

T4 1D [TAFDDDODOS1O for recovery. Informational only.
T4 Amount Available 69,00
T4 Amount 1o be Scheduled 5.00
Update |
Travel Advance Availahle for Recovery
T4 Date T4 1D T4 Criginal &mount | TA Amount Available  |Amount to be Recovered

04/02/12 TACOOOOOD3ET 2000.00 850,00 0.00
16425712 TAFOODO00S10 500,00 5,00




Create Expense Reimbursement

&8 Colonel Mustard [Ligs =0 Audits Sept. 2012] 10 %

File Edit Wiew He C||Ck “NEXt”

QO Eif
Save and Close

Back Mext | Save MNotes

-
Print

Adjustments

2

Info List Help

L4 1. Gereral | B2 2, Expenses €Y 3. Completion |

= 4, Receipts | 10l 5. Review Iterms | 559 6. Summary |'E.E.l 7. Submission |

" {%‘ sSummary
Total claim expenses §

I

. di h Report total 952.00
minus direct charges ,
9 pp =iz trment Paid -350.00 Total cash and corporate card expenses 602.00
} Travel Advance Recover 0.00
minus TA recovery | —7> !
Due Employee ey G02.00
= reimbursement

amount
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Create Expense Reimbursement

&E Colonel Mustard [In State Regular: San Diego Audits Sepk. 2012] -0 =
File Edit “iew Help
o B e|@| & 9)) “d
Back Mext | Sawve Print | Motes | adjustments | Info List Help | Save and Close
L 1. General | B2 2, Expenses | €0 3. Completion |
4. Receipts | 101 5. Review 1tems ||  APPFOVeF | o pricgion |
) submission |
{‘!} This form will be routed to Miss Peacock Change approver | Employee
acd approver | certification
Sendcopy | statement

I hereby certify that this request represents a frue statement of the travel expenses incurred by me in K
accordance with the Department of Personnel Administration Rules and Regulations in the service of the
State of California. If a privately owned vehicle was used, and if mileage rates exceed the minimum rate,

I certify that the cost of operating the vehicle was equal to or greater than the rate claimed, and that I

have met the requirements as prescribed by SARM Sections 0750 through 0754 pertaining to vehicle

usage.

Enter password and
click “"Submit”

Password: i'_r,.i Submit |

On the resulting screen, the employee will need to select a receipt address and
will have the option to print the form.
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Create Expense Reimbursement

When the Expense Reimbursement is submitted, the system returns the Employee
to his/her work queue screen and an email is automatically sent to the Approver.

CalATERS Global
—

_, Email to Approver
An expense report has been routed to you for your approval.

Form tvpe: Non Travel Expenses - Non CalATERS. Global

Form ID: NTNOOODO1155 LR

Submitter name: Sunnv Dav TEA000001165
Please log on to CalATERS Global to review this fo | T T I T PTTRTTTTTTR I

Name  Colonsl Mustard
Expense Dates  02/20/12-0824/12
8CO DEPARTMENTAL ACCOUNTING Total Expenses 95200 USD
Advance Schedule Amound 000 USD
PO BOX 942850 Amount Due Employee 602,00 USD
SAMPLE SACRAMENTO CA 54250-0001 Approver Miss Peacock
Form ID TEADDOODILGS
Report Name San Diego Audits Sept. 2012
—
Expense Reimbursement
Tra nsm itta I [ DIRECTIONS FOR SUEMISSION
Mail the original receipts, and other appropriate documentation with this page.
- - - Unless your manager has directed otherwise, place this transmittal and receipts into an envelope and address exactly as shown above.
(available online to print)
[ REQUIRED RECEIPTS ]
| Reet | Daw Receipt liem I Amount If not submitied - Explain |
1) U822  Airfare - Commercial 350.00 USD
2y 08/20/12 Lodgng 54.00 USD




From the Employee’s Work Queue...

Employees can track the progress of any form in their queues. The “Status” icon will
display the progress on the selected form.

B Colonel Mustard

File Edit ‘“iew Sort Help

Click the “Status” button

Single click the form in the queue,

B | B | 9| ¥k on the tool bar. so it is highlighted blue.

Mew | Open | Print | Status | Prob— T3 T

() My Expense Renorts | 2 ok Fulder| Yiew: |f-‘«||
Created ™ | 0 | E | C | Mame | Status | Cryrier | Type I | Reference
09/06/12 3 @ 0912 San Diego Audits Submitted Mustard Colonel TA-In State Advancnw TAFDDOOO0S70
09,/06/12 _ x| State Regular TEADDIIOO1165
02/13/12 N State Regular TEADDIDOOOSEY
03713412 @ San Diego Audits Sept, 2012 lon Travel Advance  TANOOOOODO312
12/28/11 I State Advance TAFOO0000187
12/28/11 Marne: |Cc||c|nel Mustard N State Regular TEADDOOOO385

Repart: |San Diego Audits Sent, 2012
Reference #: |TEA000001165 Status: JAction

Action Taken Receive Date
Submitted

Action

Mame

09/06/12

09/06/12

Colonel  Mustard

Action Date

09/06/12




