How to Enter Travel Expense Reports (ER)
(see index on last page)

LOG IN TO THE DELTEK TIME & EXPENSE SYSTEM:

If this url works: https tce/Detek TCawekome mey skip instructions on this
page and go to page 2 of these instructions.

Otherwise to access the Deltek system from an external computer, use
this uri:

hitps /ceweb ameslab gov

You will be prompted for your Ames Lab central account user name and password. (This is

different than your Deltek Logon 10). If you do not know your Ames Lab central acCoum user
name or password, contact Ames Laboratory Information Systems (4-8348 or emadl

heip@ameslab gov)
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After you are logged in to the Ames Lab system,
the Deltek Time and Expense screen will be displayed.
Continue with instructions on page 2.
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Go 10 websihe ntip Nce

| . { Logn 1D 15 your 5-cdgt Ames Lab employee number

o4 | Bl Password (Cap-sansitive)

C: Domain s AMESTE (not cap-sensitive)

)‘,10'46 T 8 [opetvnse - Laghy  Micrmsll v oe! Daplorer

‘l“'.' Rl 1t

P Logw a4 Neawd e Tt Pt g C

Password note: If ths is your frst bime loggng in 1o Delek Time & Expense, your password s
your S-digit University D% VWhen you log n the frst tme, you will be prompied 1o change your
password. The password you select 1S cap-senstive. minimum 8 character length and must
include a1 least ane upper Case latler, one number, and one special character such as ¥ *)

If you have problems loggng in, please call Sue 4.1907, Elen 4.6320. o Konnme 4-4488

1o resetl your passwoed  If none of these three are available you may also contact 1S 4-8348
Each ime your password must be reset. & = restored 10 your 9-digin Unversity 10# agan

or entoring instructons Soc Page 200 27



START A NEW EXPENSE REPORT,

Chck on "Expense Report” and then Click on "New”

If yOu are enlerng your own expanses. sup 10 "Create New Expense Report” on botiom of page 4
if you are enlerng on bahalf of ancther traveler, contnue with the instructons here

Cick "Ancther User” button,
Choose your functional role from Drop-down box (usuaily ER Enterer”)
Seloct the Group from drop-down box. and then Cick on Binooulars
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Type last name of the raveler in the Filler Text box and click "Execute” You may type just a few
jetters of the name. For instance, if you want %o find Zdorman, \-ou can type 20 and click Execute
All names that begin wieth the letters 20 v*lbcoaplayed |
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Cick on the arcle for the selechon you want from the results and click “OK”

Cick on “Create New Expense Repont™ and then Chick on “Next”
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Select appropnate EA number from the Authorization drop-down box and hat tab.
Once you select the EA and hit tab, the other blocks will be populated from the SuUthorzaton
nformaton already in the system. Then dick “Neat™
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Once you select the EA and it 1ab,
the other blocks will be liled n
| Then cick next

If the peoject to be charged 1s correct, chck “Save”  If incorrect contact Travel Office before
proceeding.
3 L

(vmsdonm»onuwroc! cick Save. Mt
I8 001 Comrect, Cick Cancel and Contact e
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Begin adding your expenses by category to the Expense Report you just created.
If at any tme you wanl to reveew, Change, o delle an expense you have enlered, Cick on the

dollar amount you wam 10 386 or change
Some screans have Hields for "Parsonal” amounts Ames Laboratory does nol use these faigs

SNoe 1O personal expenses should be ndiuded. Enter only Ames Lab business expenses

TRANSPORTATION to Destination: (Not local surface transportation)
If you traveled 10 your destinaton by plane. bus, or iran and purchased your own transporiabon
tickel, Cick on “Add Transponation™ and foliow instructions by completing blocks as shown in the
screen prnts balow
Note. Do not use $is categary for local iranspoatation by Bght ral, cab, local bus, eic. Loca
surface transportaton a8 your destnation should be entered n the “Other” category rather than in
thes transportation field
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Seloct Expense Type from the drop-down box. Do not use "Airfare-Direct Biled™ - that is only for
uSe on travel authonzabons prepared by the Travel OfMce
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The dates below dedault from the EA. You may change the dates f necessary using the
calendars, and enter Comments f ap nate. Cick “Next”
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Enter the expense amount 10 be reimbursed and Cick “Next”
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Select appropnate Charge Type from the drop-down box and Chick "Save”

-

Vehicle an r -

Select the approprate expense type from the drop-down menu and enter comments on next
screan as appeopriate. Do not use I1SU Carpool - that is used only by the travel office for traved
suthorazathons
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Select dates from calendars where required. enter Comments # appropriate. and cick Next,

On the following screen Enter amount 10 be reimbursad and click "Next”
Payment method s usually set to default 1o "Employee Pail”™ 50 you no longer hawe 10 select that
¥ you find one that i not, please advise Elen Prce n Accounting
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If payment method is not “Employee Pard”, pleass salect that for your expense as shown below
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MILEAGE for Privately-owned Vehicle if you drove your car;

Complete this category for mileage 0 airport o mieage if you drove your privately owned vehicie
%0 your destnation. Cick on "Add Mieage”™
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Choose the appropnate type of mileage 50 ™he corect reimbursement rate is calculsted
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Cick on the calendar 10 select the correct date of the expense
Emter the number of mides drven,

Complete the "From/To" held. and

Chck on “Next”
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Select the proper Charge Type and Clck "Save”
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Add Lodging
Select either “Lodging” or if a rale overage was approved for conference hotel select
“Lodging-Conference Site™. ("Lodging Tax™ i usad only by the travel office for Authorizations)

I Locason is not comect. cick “Clear” and reselect the correct Location for each drop-down box
This may be necessary for instance ifypu have more than one destination on your tip, or if your
lodging city & different than your busmessc\c_ty.
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If the rate was the same for the entre stay, cne lodgng total entered for each hotel
Choose the ndusive dates for the room expense using the calendals,. Enter comments if
approprate. i you changed hotels or the lodging rate changed dunng your sty you must enter
separate date ranges for the totals for each rate, For instance you may need to enter 3 nights as
one amount and a fourth night at a different amount  This may also be necessary if shared room
cost spit between two Iravelers causes 8 penny dfference, $0 you have 10 enter one gt
separately 10 force the total rembursement 10 equal total lodgng cost pad by the Iraveler
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Enter the lodgng plus tax otal amount for the date range in the "Expense Incured”™ held. Enter
the Danly Room rate and Daily Tax (surn of all daily taxes) = the appropriate helds. VWhen
finished. the "Expense Incurred” should match the "Rembursable Expense™ I it does not match
you will be prompled for correction before you can 9o 10 the next sCreen

If the nightly lodging rate Is over the cedling, the amounts will be hwghighted in color and you will
be pramped for a justification before you can go 10 the next screen. Usually the lodging rate
gverage would have been pre-approved S0 you may entér the explanation “conference hotel™ ¢
that apphes, or “approval in fle”™ if that s the case
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Add Meal expenses:

Select ether "Meals® or “Meals for non-overmight travel™ £ that apples. “Meals Per Diem”™ is
usually not used unless it is foresgn travel AND you Ciasm the full maxmum allowable per dem
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The way meals are entered changed in Apnl 2010, Pnor 1o that meals were entered in uses-
defined Hekls shown below

These fields are stil displayed on the screens because histoncal meal information is located in
them, but do not enter meals in these fiakds after April 2010
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The new meal fiolds are on 1 néat sCregen
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Emer each day's meals indrmdually
Chck on the calendars and select the approprate start date and end dale for each day
Clear and correct the locaticn £ # s not correct for each day
Use the comments box for explanations as necessary.

REQUIRED COMMENTS FOR FIRST AND LAST DAY OF TRAVEL
On frst day please type what time Travel started in the commems Dox
On the fast traved day type in the comments box what tme traved ended

e U8 e ey Belnate Jes e

o.,. C X 4 ] W A b T i e v ; c !

Enter any appropnate noles about provided meals in the comments box, Chck Next
10 QO 10 the next screen where you must enter femzed meal amounts

Notes for the above scroen: 7
« Clear & comect Iocaton ¢ 1 1s not comect
- Change Dot Start Date and End Dale using Calendars each bme you enter a
‘wom
! Do not use the medd Doxes 0N this screen 10 enter your mea!l amounts
= Lial any provded =adls N B COmaents Dox
« When enlenng frst day's meals. n He comments box enter itareed siat me
| SRS DO A0 Mals were (rovded” i that b the case. That wary

Wil know 2er0-Golar meals were st slupped and not provded
Erter vavel end tme in the comments Dox o0 e D3l Gay's meals

L
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Enter the meal amounts in the boxes shown below. All meals should have a check mark every
day UNLESS a meal was provided by the government or provded in a registration fee,

BemndaMsmm:mwmlmehaemmemww

Compimentary meals included in lodging do not have 10 be counted uniess the prowded meal
was justification for excess room rate o the lodgng is 8 room and board package Type notes
about any provided meals n the comments Dox On the previous screen

In the sample below, lunch has no chack mark because lunch was provided as noled n
comments on the previous screen  You can only enter amounts in boxes that are checked

Med! boxes should be unchecked Only £ a meal was prowvided

by e govermmaent of in a regstration fee  Use Comments fiekd
| on the previcus 4Cr8an 10 NOME mciuded Mmedls G

The total of meal costs you entered is shown on the screen below. You can see the adjusied
ceiling (with lunch provided) was $53. Since actual meals totaled $60 00. $7 is Over Ceilng and
Non-rembursabile.

When you chck “Next” you may be prompbed for an over celkng explanation

You may enter NA because the travelar wil not be remmbursed for the over cedlng amount.

Cick "Next”
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Select the appropriale ChangelType from the drop-down list above and click Save

After you save the record. you will see the meals column 1088l mciudes the 10tal daimed, iIndudng
over ceibng amount
Over.ceilng amounts are highlighted in color

However, the unalowable meal amount over ceding 15 recorded as “non-reimbursable™ and the
amount due the traveler 1s the appropriate resmbursement amount

Note, “Amount Over Ceding”™ (upper nght cormer) would also include kdgng or other ilems
flagged as beng over cading amounts sel in the syslem. Only the meals over caling are non-
reimbursable, 80 the Amount Over Cading may be more than the Non-Resmbursable amount In
the sample above both happen 10 be the same
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Continue entenng meal costs for each day. On the last day type in comments box what time of
day the Yavel ended

Select ether "Regstraton fee - Employee pd”® or “Training Fee - Employee pad™ if that apphes
The other two are used only by the Travel Office for traved expense authonzabons
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Enter the amount of the regestration fee and Chck "Next”
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Add Other Miscellancous Expensos:

Select appropnate expense type. Choices have been populated for typical misc. expenses

if no category fits, choose "Other Misc™ and enter note in the comments falkd

Do not select “Vacation® - that is cnly for traved authonzabons, bul 8 8 reminder you should have
also submetted an absance request f you combined vacabion with your Ames Lab busingss traved
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Once you select the expense type, some calegones have addibional selechons » the deop down
box  Select and enter comments f approprate as shown in axampies below and cick “Neat™
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Some expenses have another requred hield. An example 15 Cab which will require you 10 enter
where it was From 8 To (e.g akpon 10 hotel)  If you do not enter something in the required fiald,
the system prompt & "Code # 5 required”  If the requred field 15 100 shorl, complete your notes
in the Comments box

Some fields have ceiings. If you énter an amount over the cading amount, a box will open and
require an explanation. Fill in the éxplanation and chick "Next”

l 0 gene byt
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r | xpense Report:

When finished enlering expenses, chick the signature box and follow INStruchions 8s shown Delow
By signing £ you are Certifying That 1He expenies 29 A Yue statenent of the expenses you incurred for
ofMcal Laboratory business and that you are not DENG (mDUC Dy ANothe! Crganzaton

Ve done. cick hare 10 0% S onCally

Check the box next 10 each regured recept submitied 10 Accounting, and cick “Next™
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If you 8re Messing a recept you must complete the explanabon and then and chick "Next™. An
example may be foreign per diem. Meal receipts are not required uniess 8 single meal amount 15
$75.00 or more. but in certain cases the sysiem may think one is requred.  Your gxpianabion may
be “recept not required for per diem” or whalever s appropnate foe your Case

Type your Deliek logon password i the box and ht return or click “Sign™ 10 complete your
sgnature

Type yout Delok 15920 passwind 10 COMPDNeE “SOralure”

e tereed

L=l =)
lor:
You wil De asked f you wart 10 pert the recest riveltr. Ploase do so. attach the receipts 1o £ and send
2o Sue Touneliot Accounting, 224 TASF . Thes wentifes the recept packet she recenves SO she can i
match £ 10 the ekctronic Expense Report for review and payment L ———
To log off, cick on the “closing door” icon n the upper nght coener of the screen ——

Search for an ER:
You may log on and ssarch for your ER at any time %0 see &5 progress  To search for an ER. go 1o page 3
of nstruchions on How 1o Start 2 New ER bt cick on “Search”™ nstead of "New™ Alter you sign i, the
LS $ “Submtted” then "Under Review” and “Approved” a8 required approvals are completed Once
has been sent for payment the status wil show FProcessed” You can see the payment informanon by
chcking 00 suppcmng schedules of by chcking on the "Payment Receved™ amout
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