Common Expense Report Errors

Common Error #1

The Cost Center Hierarchy CCH402P College of Agricultural, Human, and Natural Resource
Sciences |............... ) require "Alt Reporting Worktags” to be noted. To Resolve Error: Please
include required Alt Reporting worktags onto this request in Additional Worktags field.

What this means: Expense is missing a program, gift or grant worktag (budget #). Please be
sure to enter a worktag for each expense item

Program =
Gift =
Grant ==
*Cost Center w% (CC0325 CAHNRS | Mount =
Vernon Northwestern
Washington Research and
Extension Center
*Fund w FDO043 Grants and Contracts ... =
- Federal
*Function » FNO17 Sponsored Research =
& Programs
*Region * RG10 Pullman - =
Additional Worktags =

Upon entering a program, gift or grant worktag, the remaining necessary fields should autofill.



Common Error #2
CCH402P College of Agricultural, Human, and Natural Resource Sciences | Pullman requires
Extension Reporting worktag when Alt Reporting is AFooo3

What this means: Most worktags within CAHNRS have a default Alt Reporting worktag
(AFooo1 — Academic, AFoooz — Research, or AFooo3 — Extension). For worktags that default to
AFo0003, an Extension Reporting (location) worktag is also required and will need to be added.

Additional Worktags w Alt Reporting: AF0003 N =
Extension

» Extension Reporting:
EF0045 Mt Vernon

Common Error #3

Expense Report Lodging Expense Item Line Date is not equal to Expense Item, Item Details
Arrival Date. To Resolve Error: Ensure dates match in fields of Item Details Arrival Date and
Expense Item Line Date.

What this means: The date of the expense line (lodging or meals) does not match the trip start
date (Example: If checking into a hotel on 10/1, the date of the expense line should also be
10/1). The system may default to the date in which you are completing your expense report,
but this should be changed manually.

Expense Line

Instructions

Sebact frien item Detalls

Artreal Date

Eaperms liam ¥ | 3 m4ilaie Par e | adgng Itemization




Common Error #4

Hotel Items (prefixed with 'z-') not allowed on main expense lines. To Resolve Error: Please
select one of the following Expense Items that apply; Capital Outlays Per Diem Lodging,
Foreign Per Diem Lodging, In-State Per Diem Lodging, Out-of-State Per Diem Lodging, or
Lump Sum Lodging for external committee member requests.

What this means: Hotel Item (prefixed with ‘z’) cannot be used as the main expense type.
These can only be used under the Daily Expenses section of the associated expense.

Item Details

Jeparnee Dun * | 9207082

Tatal Amaurtt + | 2 ltemization

Other Tips

e Please be sure to complete Itemization section for each expense line

e Never select “"Capital Outlays....." as an expense item

e WSU employees cannot use “Lump sum” expense types. This can only be used for
External Committee Members (Affiliates, Visiting Lectures, Interviewees, etc.)

¢ Include details in memo if explanation needed, for instance why a meal is not being
claimed (provided) i.e. “conference served lunch”.

e Ifyou are only claiming reimbursement for meals, mode of transportation is required to
be noted in the memo.
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