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FILE LINE OPTIONS PROCESS HELP

MAGELLAN FEDERAL (MAGELLANHEALTHCONFIG) ) Deltek Costpoint ) -

GEGEEM0O B3 OacCcMCRaEAa
@& K [Z Browse Applications > Time & Expense > Expense > Expense Reports > Manage Expense Report n L o
- Manage Expense Report New Expense Report || Delete | | |[10r1 New| I || Table || query [ v || m || —|[x |
Report ID Description Revision 0 Total To Me 0.00
Date Correction 0 Payment Received 0.00
Status Draft Currency usD

Submit

Purpose Locations Default Charges Overall Attachments

Date * 10/25/2019) =]
Type * (Al Expenses (Travel/Non Trvl) v
Description *
From * =) «) First Day of Trip
iTo) 10/25/2019 %y @ LastDay of Trip
Purpose *
Expenses Add Claimed Expense ‘ H H | ¢lof 0 Existing H H ‘ Table —
Report ID Description Report Start Report End
Expense ID Expense Type Expense Date Expense Am,

Expense Details Expense Amount

To find previous expense reports, click 'query’
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FILE LINE OPTIONS PROCESS HELP MAGELLAN FEDERAL (MAGELLANHEALTHCONFIG) » Deltek Costpoint » -

Browse Applications > Time & Expen

Manage Expense Report

-» Manage Expense Report l'I Query Saved Queries 1071 New

Report ID Condition Total To Me

Date Status v Payment Received 0.00
Correction
Status Draft Date Currency usD

Expense Report ID

Submit | y 8
First Day of Trip

Purpose Locations Default Charges Overall Attz From

Return all recor|Last Day of Trip ich case of values
Purpose

Date *

2

Type *

Description *

From *
To* 10/26/2019

Purpose *

Count Save Query Reset
Expenses 0 of 0 Existing
Report ID Description REPOTT ST Report End
Fynense IN Fxnense Tune Fxnense Nate Fxnense Amount

1) click the Query tab at the top left 2)select Status from the drop
down menu
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Manage Expense Report

Browse Applications > Time & Expen
Find Query Sort Saved Queries
Manage Expense Report

Query Condition

Report ID ER00055750 Descl fand (Status v
Date 10/25/2019 [begins with (like%) v
Status Draft 3 +
Submit Void |
Return all records where: () Match case of values
Purpose Locations Default Charges Overall Attz
Date * 10/25/2019
Type * All Expenses
Description * TEST
From* 10/21/2019
To* 10/25/2019
Purpose * TEST
Message(s) Count Save Query Reset
.
System Message(s)
Take advantage of the NEW Wizard Interface for entering 4 o
administrator to get access. Make the Wizard Interface your de
Other enhancements you will notice on this screen include:

oL O
1 of 5 Existing || »]|| Table || Query | ¥ || B
Total To Me 275.20
Payment Received 0.00
Currency usD

B

| X

toolbar, contact your
M your administrator.

pectively, 2. Buttons

bottom right

3) type 'draft' in the third box 4) click the 'Query' button at

You will then see the list of your reports. You will be able to select the report
you want and click on the form button in the upper right to view.
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Manage Expense Report

Report ID

Purpose

Locations

A to Favorites |

B

ERQOOE5T 50

Defaull C \an, es

Drescripticn

TEST

Revishon

Comection

¥ ot 1 Exisan - >
Total To Me 562,00
Payment Recebved 0.00

Currency

o Charge Typ-s * Do scripisen Dt ARcc ation
| 1| PROJECT GAND BOFIN |GaA - Bus Operations
Expenses PETP——— — | [T Y| P—— Tabie ||
Report 10 ERDDOSSTS0 Description TE Report Start 1212019 Repon End VNEEZ01D
Expense 1D 2 Expense Type Par Duhg Moals Expense Date 100262018 Expense Amount 262.00
Exponse Detalla  Meal Detail | Expense Amount
Click "submitted" beside the Status under Manage Expense Report
Manage Expense Report 1 Eamtng - >
o EROOOSSTS0 Description  TEST Revision 1 To Me 575.20
AOrZE2019 Comection [} Payment Recened Q.00
. T O — o C
Wk Mow =
= Frimary FBole Tank mem | status Assignes | trpenseCharge Aot Currency Tequence I
| Business Cmce v - Expense Receipt|s) (Regquined) Pending Beal, Rachael D. (ADD14TS), Ciehen, Samant -
|EMPLOYEE Creats - Experse Report (Requinsd) Croated Beal, Rachas! D, (ADOT4TS) - Fri, 25 Oct 2011 o
s CEr e R " = Bea Bachact D AGCIATEL Bl 2 S 200 2
EMPLOYEE |Azmach - Exparss Recoiptis) (Recg Beal, Rachael D, (ADO14TS) Bead, Faachasl €| 2 I - I
| PRI®AEY EFVISOR Approve - Expense Report (Requined) 3 !
| Busiress Cede Approve - Expense Report {Reguired) 4 -
Attach || missing | wiew |

= T

Click the line that says ‘Employee-Attach’ with the status of ‘Pending’
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~— - e - — g — —_ — =
Ropodt 1D S50 Cescription TEST Ravision 1 Total To Me 575.20
Date 1O/Z5/2019 Comection o Payment Receved 0.00
= I s — I — amoumt | cumsmcy | sequence |
| Business Cece Recced - Expense Receipt(s) (Requined) Pending Beal, Rachacl D, (ADO1478) Diehen, Samnant -
|empLovEs Create - Expense Report (Requined) Beal, Rachael D, (ADC1478) - Fri, 25 Oct 2014 o
|FVHF"LL’3\'EE Subenit - Experas FRepont (Reguined) Beal, Rachael D, (ADO1478) - Fri, 25 Ot 2011 1
[EmPLoYEE [amach - Exparses Fecek ) Boal, Rachao O, (ADOT4TS), Bea, Rachael [| 2 1"
[eEmPLovee Atmach - Mieage Log (R Beal, Rachae O k Beal, Rachael [| Transportasonleage 2
| PRosARY SUPERVESOR Approve - Expense Report {Reguired) 2 |
| Business Cece Approve - Expense Report {Requined) 4 -
Attach || s ] vew |
T = v VT woTT DT O e e
Once you have completed the previous step, the Fie Upioad
‘ ’ . .
Attach’ button will become clickable o :
File Name’ Choose File | No file chosen
. . . Description |
A pop-up window will appear, which
will allow you to browse your files
and Upload your receipt/form.
Upload Close
- Primary Role Task Item Status Assigned harge Amount Currency
Business Office Record - Expense Receipt(s) (Required) Pending Beal, Rachael D. (A001478); Diehm, Samant A
EMPLOYEE Create - Expense Report (Required) Created Beal, Rachael D. (A001478) - Fri, 25 Oct 201¢ 0
§ . . = (
EMPLOYEE Attach - Expense Receipt(s) (Required) Attached |Z| Beal, Rachael D. (A001478) - Fri, 25 Oct 201¢ 2 H
EMPLOYEE Attach - Mileage Log (Required) Attached Beal, Rachael D. (A001478) - Fri, 25 Oct 201¢ Transportation/Mileage 23.20000 USD 2
LG A o ) s v el s S v e ) cineune) BRI TOrD oY DAL o
Business Office Approve - Expense Report (Reauired) 4 -

Be sure to complete all lines that require an attachment. If the attachment is not required, re-upload other
attachments for the expense report.
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Status will change to ‘attached’ after the attachment is

uploaded
- Primary Role Task Item Status Assigned

Expense/Charge Amount Currency

Business Office Record - Expense Receipt(s) (Reqd(ed) Pending Beal, Rachael D. (A001478); Diehm, Samant

EMPLOYEE Create - Expense Report (Required) Created Beal, Rachael D. (A001478) - Fri, 25 Oct 201¢

EMPLOYEE Submit - Expense Report (Required) Submitted Beal, Rachael D. (A001478) - Fri, 25 Oct 201¢

EMPLOYEE Attach - Expense Receipt(s) (Required) | '1Auached |2|Bea|, Rachael D. (A001478) - Fri, 25 Oct 201

EMPLOYEE Attach - Mileage Log (Required) Attached Beal, Rachael D. (A001478) - Fri, 25 Oct 201¢ Transportation/Mileage 23.20000 USD
PRIMARY SUPERVISOR Approve - Expense Report (Required) Pending BAKER, TODD (A999658); DAILY, SCOTT

Business Office Approve - Expense Report (Reauired)

Friendly reminder: Check that receipts/documentation are attached to every line which says ‘Employee-Attach’. If any
‘Employee Attach’ line shows as ‘Pending’ under the Status column, then the expense report cannot be approved by the

supervisor and progress through the approval process.

O
Y@; mm,%ﬁ%p
& [‘% 2
&7
%g N The information contained in this document is confidential and proprietary. © 2019 Magellan Federal/AFSC

2
Sellan Fece




2800 S. Shirlington Rd. Suite 350, Arlington, VA 22206 * 703.379.9311 X AFSC.com

The information contained in this document is confidential and proprietary. © 2019 AFSC/Magellan Federal



