CERTIFY
Travel & Expense Reporting System

November 2018

Presented by:
Myrna Sta Ana,

Accounts Payable
Supervisor

Channel Islands
CALIFORNIA STATE UNIVERSITY




CERTIFY

CP’s New Travel Booking and Expense Reporting
System

BASIC USER

Basic User in Certify is someone with an
Employee Role who creates and submits their own
expense reports.
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Background

» Certify has been named the new Travel & Expense
Management software provider for CSU Channel Islands.

» This new software will allow you to book travel and submit
expense reports electronically for a faster turnaround of
reimbursement.

certify®

Travel, Expense &
Invoi
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Single Sign-on

When using the link, you will be prompted to use your CSUCT credentials
to sign in.

http://qgo.csuci.edu/travel

myCl

Dolphin Name NEwTO CI?
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http://go.csuci.edu/travel

Single Sign-on

@ Channel Islands / myci

e.g., grades, email, parking, etc. Find myCl Services @

Pinned Services (what's this?)

Cl .
|5 " Financials 0 ai Webmail @

Services
Certify
a
'E;avel & CII Learn a E— Cl Docs
|‘Jense View Records i Goagle

Online -, COUrse mployes :

45N . Student . Drive @

e 0
@ system ﬂ 5 \nfgrmatlon 0 =—|| registration 0 Ec:) ind I 0 E_% Csucl: o

for and | = i e create and
book\lng . 1?;9”3 s records éectolds and ohare
travel an 5 system aa documents
expense Canvas management
reporting
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Certify Homepage

This is your Homepage in Certify.

My Certify Wallet — all receipts and expenses reside here once you have added
them into your Certify account.

My Expense Report — is where you will start your new expense report when you
have expenses in your wallet that you need to submit for approval and reimbursement.

& C' | @ Certify, Inc. [US] | https://www.certify.com/Home2.aspx?reload=1
E:' Apps Commercial Electron E Sign In - myCI - CSU E Campus Directory - D Per Diem Rates Que &g California State Univ D 140690 R FedEx | Login Page
certifyo Configuration | Myrna Sta Ana ¥ | MyAccount | Support | Logout
G I RSO Home Travel Wallet Analytics
My Certify Wallet My Expense Reports
Add Receipts Read the Certify U

My Certify Wallet
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Certify Homepage

Status of your expense report/s
Draft - expenses in progress
Pending Approval — waiting approval from your Manager
Pending Payment - waiting approval from Accounts Payable
Archived — expenses that made it through the full approval process

& C' | @ Certify, Inc. [US] | https://www.certify.com/Home2.aspx?reload=1

H Apps Commercial Electron m Sign In - myCI - CSL m Campus Directory - D Per Diem Rates Quer €3 California State Univ D 140090 R FedEx | Login Page
ce rtify ° Configuration | Myrna Sta Ana ¥ | MyAccount | Support | Logout
travel & expense made easy Home Travel Wallet Analytics

My Certify Wallet My Expense Reports

hat's New In Certif
Add Receipts - L
New Expense Report  [JSISS ad the Certify Updates Blo
o o P proval
d our Wallet. N -

My Certify Wallet

Add Receipts Schedule Expense Reports
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Certify Homepage

Add Receipts — Three ways to add receipts into Certify
Mobile - download Certify App
Email — email your receipt to receipts@certify.com
Upload — upload a picture of your receipt to your computer

& C' | @ Certify, Inc. [US] | https://www.certify.com/Home2.aspx?reload=1
H Apps Commercial Electron E Sign In - myCI - CSU E Campus Directory - ﬁ Per Diem Rates Quer €3 California State Univ B 140090 R FedEx | Login Page

ce rtify 0 Configuration | Myrna Sta Ana v | MyAccount | Support | Logour

travel & expense made easy

Home Travel Wallet Analytics

My Certify Wallet My Expense Reports

hat's New In Certif
Read the Certify Updates Blog
New Expense Report  [JSISS ey e e
r wallet is empty Pe rova
enses to your Wallet, Pe

Add Receipts

My Certify Wallet

Marriott, Anaheim, CA

Beautiful Hotel and wonderful stafflll

Ratings & Reviews

xpense Reports
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CALIFORNIA STATE UNIVERSITY




Certify Homepage

Schedule Expense Reports — auto create an expense report.

< C' | @ Certify, Inc. [US] | https://www.certify.com/Home2.aspx?reload=1

H Apps Commercial Electron m Sign In - myCI - CSU m Campus Directory - ﬁ Per Diem Rates Quer €3 California State Univ B 140090 R FedEx | Login Page
ce rtify ° Configuration | Myrna Sta Ana ¥ | MyAccount | Support | Logout
travel & expense made easy Home Travel Wallet Analytics

My Expense Reports

New Expense Report  [JSISS

Add Receipts

Pending Approva
My Certify Wallet
Pending Payment
New Expense Report frenies Marriott, Anaheim, CA
TEMS Beaurtiful Hotel and wonderful staffl!l
Drafts }
T
- Add Receipts Schedule Expense Reports
Test2
@ 1\ RepartExecuti
Pending J Ieet yaur fUlly 3UTomated Expense report.
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Method of Adding Receipts to your
Wallet

 Uploading Receipts - directly to your computer
 Emailing Receipts — emailing receipts to receipts@certify.com
e Adding Receipts Using Certify Mobile - taking photo of receipt

certify®
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Add Receipts - Upload

* Uploading Receipts

A quick and convenient method for adding receipt images to your Certify Wallet
is to upload receipt image files from your computer. Image uploads can be up to
|0 MB in size. You can choose to upload one at a time, or add multiple receipt
images at once.

Step I- On your Certify account Homepage, under Add Receipts, click

L ot
Elie Empioyes o (e e R
........ & expense made sasy Travel wWallet Analytics

MNHew Expense Roport
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Add Receipts - Upload

Step 2: On the Add Receipts and Expenses page, select Choose Files.

’ . M A A i
My Certify Wallet Ellie Ermployes ¥ | My Account Support Lagaut
certify® :

| i i
travel & E’f\f"m made easy Home  Travel  Wallet  Analytics

i
< Add Receipts and Expense

A
[J certify Mobile &4 Email oy
:.E‘E';:. Mobde allows you to easily manage your Just send the emall from Browse to select receipt images to upload to you

Certify Wallet on the go EllieEmployee0 @gmail.com and receipts w Certify Wallet
D& added 1o your wallet

' . “'ﬂ:'lﬂ'r'h""':” C
Sl your receipls to;

o R Upload Files

9 teceipt Integration E] 1% B3 cCredit Card Import

Certify has several receipt integration partners: Fax numbers are inchuded on the cover page ¥ou can link a card in My A

You Can al5a
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Add Receipts - Upload

Step 3: Select the receipt images from your computer. Click Open once you have
selected all the receipt images you want to upload.

€ Open x
ik « Desktop » Receipts w Search Receipts 2
Organize MNew folder =~ M @
gy, Support Documi *  Name Date modified Type =
B This PC | Certify Receipts 6/13/2017412PM  File fol
7 Desktop i AT&T,pdf 6/13/2017 412 PM___Foxit P
B Documents ] Catrina's Catering 6 5 2017 Receipt.pdf 6/6/2017 4:05 PM Foxit P
. %] Dinner with Client.pdf 6/13/2017 402PM  Foxit P
ownloads =
gﬂ Fun and Games 2017 Receipt.pdf 6/6/2017 10:09 AM  Foxit P
d Music ] Receipt .pdf 6/9/2017 10:13AM  Foxit P
[=] Pictures % Snaglt Receipt.pdf 6/13/20177 411 PM  Foxit P
m Videos fﬁj Trip to Miami.png 6/13/2017 4:06 PM PMGF
i 05 (C) n_-;'_'lj Uber Receipt.png 6/13/2017 4:07 PM PMNGF w
W >
File name: | "Receipt .pdf" "Catrina's Catering ' | | All Files ot

@ Channel Islands
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Add Receipts - Upload

Step 4:The number of receipt images selected is indicated next to Choose Files.
Click Upload Files to add the receipt images to your My Certify Wallet.

certify o My Certify Wallet | Ellie Employee ¥ | My Account Support Logaut

travel & expense made easy

Home Travel Wallet Analytics
Add Receipts and Expenses
D Certify Mobile < Email !, Upload
Certify Mobile allows you to easily manage your Just send the email from Browse to select receipt images to upload to your
Certify Wallet on the go. EllieEmployee0001@gmail.com and receipts will Certify Wallet.

be added to your wallet.

£ Download on the

Get it fram
¢ App Store B Microsoft

Choose Files J 4 files —

‘ Upload Files )

Email your receipts to:

P receipts@certify.com

P éoogle Play

Channel Islands
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Add Receipts - Upload

The receipts have now been added to your My Certify Wallet. Uploaded receipts display in the Upload
icon in the Source column.

The Upload feature uses Receipt Parse, which scans the receipt image and can pre-populate the Vendor,
Category/Details and Amount fields for you. If you need to make additions or edits to those fields, you can
manually change them by clicking the Source Upload icon, click Edit Item button, enter or correct the
missing item/s and save.

certify o Ellie Employee v| MyAccount | Support Logout

tiavelSlespeli=e Mide aasy) Home Travel Wallet Analytics
My Certify Wallet Merge ftems E4 L C
Receipt:
Source Receipt  Date Category/Details Vvendor Description Amount
u 5/28/2017  ~ Meals Bubble Maineia EBubble Maineia.jpg $4.78
U 6/6/2017 ~ Meals Green Elephant Brain storm lunch $17.98
u 6/9/2017 ~ Meals Aurora Aurora Provisions.jpg $11.12
L2t 6/6/2017 w Staff Entertaining Fun & Games Fun and Games 2017 Receipt.pdf $150.00
T t— 6/6/2017 ~ Staff Entertaining Catrina's Catering Catrina’s Catering 6 5 2017 Receipt.pdf $435.00
T 6/9/2017 ~ Printing Paper Patch Receipt .pdf $25.00
fiK) 6/13/2017  ~ Meals Restaurant 121 Dinner with Client.pdf £243.40
[ 6/5/2017 ~ Computer Hardware  Computer Gurus Receipt from Client $212.00
=3 6/1/2017 ~ Mileage Certify_Maplt.jpg $57.03
9 ITEMS

Channel Islands
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Add Receipts — Emailing

* Emailing Receipts
Step |: Using your Cl Email (not your personal email), in the To field, enter
receipts@certify.com. Then in the subject line, enter the receipt name.

Channel Islands
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Add Receipts - Emailing

Step 2: Attaching your receipts to the email: Any number of receipts may be attached,
however, the total size of the email (including any text and signatures) must be under 4
MB. Certify will accept all popular image file types such as jpg, gif, bmp, pdf, tiff, etc. Click

Send.

When Certify receives the email with your receipt or expense data, the data is
automatically parsed and added to your Certify Wallet.

r Expense Reports

My Certify Wallet My
G””-' 6 ABCompany £52.70 ) Mew Expense Report Drafis
Pending Approval
Pending Payment
Archived
ITEN
Add Receipts Scheduled Expense Reports

ReportExecutive™ is an.
D E L I ) Next Build Day:
- o Wednesday, Movember 9, 2016
MOEILE EMAIL UPLOAD
MORE METHODS COMFIGURE ReportExecutive™

Channel Islands
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Add Receipts — Certify Mobile

* Adding Receipts using Certify Mobile

You can use the Certify Mobile app to easily upload receipts to your My Certify Wallet
from your mobile device.The Certify Mobile app works with most devices including
Windows Phone, Android, BlackBerry and iPhone.

Step |: Open the Certify Mobile app on your mobile device.Tap Use My Company
Login.Type your Cl email address under Company Code. Tap Get Access Token

[ eemive |

Certify Login Gorenans [ ok
Company Login
Username If your Certify administrator has given
you a single sign-on Company Code,
Password enter it and lap Get Access Token
Company | -
myma.staana@csuci edu
Save No Code i

Password

} Login \

Use my Certify login (3]
Lost Password (3]
How does Certify work? ©
{Use My Company Login 2]
How Does Certify Work? [ 3]

Channel Islands
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Add Receipts — Certify Mobile

Step 2: Sign-in to your Cl login account. The next screen will bring you to your Certify
mobile home screen.

1
>

certify®

=l

Daolphin Name
My rna. staana@csuci.edu
My Certify Wallet

Dalphin Password

SSEssssRsEREES
Your wallet is empty

Fargot Password? | Help

MNEW TO CI?

My Expense Reports

Activate your account
Help
= = = https://www.certify.com/Home2.aspx
ttps://myci.csuci.edu/idp/profile/SAML..

Channel Islands
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Add Receipts —Certify Mobile

Step 2a: On your Certify Mobile home screen, tap Add Receipt.

Receipts to Sync

Expenses to Sync

Receipts in Certify 8

Expenses in Certify 5

Auto Expense Report
Draft Expense Reports 1
Inquiries o

Travel

©Q 00 0 0| 0|0

Tools & Support

Channel Islands
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Add Receipts —Certify Mobile

Step 3: Select a photo resolution to open the camera screen on your mobile device.
Photo resolution options include:

High / Medium — Recommended
Low — Use only if your device is short on storage
Gallery — Use to add a receipt image from your mobile device’s photo gallery

(] Add Receipt

Select image resolution or source

igh

Medium

Gallery

Channel Islands
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Add Receipts —Certify Mobile

Step 4: Open the camera screen. Hold your camera 6 to |12 inches away and focus the
camera screen on your receipt. Make sure the receipt fills the screen. Once the receipt
looks clear and centered, tap the Photo button to capture the receipt image.

AURORA PROVISIONS INC

19060
ORDER: g
Dine-In
OF-Jun- 2017 ¥ Z5056F
Trarsa 118086
Mo rgmelin 58.95
Futtotal 58.95
Tax s0.72
Tetad $9.67
T 51.45
CREDNT CARD AUTH 511.12
VISA B1T2

0S-Jun-200T 1257:12P

ST1.12 | Method: SWIPED

WESA XOOOOOOOOCNS 1 T2

P & TV 5000 0XF30 | Auth # D33I66A
BAIDH wesemann aEEa

Athitwhkiim: VISA

ENEMATURE VERIFIED

Dhreler TRAA Y PRUIWRT 18

Channel Islands
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Add Receipts —Certify Mobile

Step 5: On the next screen, tap Use Photo to save the receipt image.

AURORA PROVISIONS INC
54 PINE ST
PORTLAND, ME 04102
2078719060

Aurcra Provisions
ORDER: g

Dine-In
09-Jun-201 7 125056

Transaction 118086

1T Mozzarelin $8.95
Subtotal 58.95
Tax 50.72
Total 5987
Tip 51.45
CREDIT CARD AUTH £11.12
VISABITZ

09-Jun-2017 12:51:12P

£11.12 | Method: SWIFED

WISA XOCOOOOOE N T 2

Ref & 716001033930 | Auth #: D3IG6A
MO memenen e fl4

AthHEtwkNm: VISA

SIGNATURE VERIFIED

Order WAXPAKMWRT IR

Retake

Channel Islands
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Add Receipts —Certify Mobile

Step 6: On the next screen, tap AutoFill to scan the receipt image and populate the
expense detail fields.

o * | Cancel

Enter Expense

Receipt

Date Jun 8, 2017
Department General & Admin 02
Category Airfare &3
Amount uso 9
Carrier

From

To

Reason

Reimbursable
Billable No

@ Channel Islands
CALIFORNIA STATE UNIVERSITY




Add Receipts —Certify Mobile

Step 7a: If needed, make edits to the expense data by tapping the field you want to edit,
click arrow (v) by entering Category/Fund/Project etc.To finish tap Done.

9 Cancel cerﬂfyv '!' Save
Enter Expense Date Feb 7. 2018
r 2 Sulctd Department | 920101 - Fiscal S ()
i L
Receipt . Category ’sosum - Meals (In State) d
Amount 34.55 |( usp &
Date Feb 7,2018 Business Unit &
Department | 920101 - Fiscal Si PFund ; © ¢
Category 606001 - Meals (In State) Q MW |:one
Amount 34.55 | usp &
6060017 - Lodging Taxes and Fe..
Business Unit o 606001 - Lodging with Friends (...
Find 606001 - Meals {.In State)
o 6060017 - Mileage (In State)
Program 806001 - Santa Rosa Transport
Project (v] N = p

Channel Islands
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Add Receipts —Certify Mobile

Step 7b:Tap Save to finish.

Business Unit CICMP - CSU Channel Islands £

Fund GDg01 - Cl ~Ope (D
Program X a
Project (]

Vendor

Location

Attendees | Me N
Reason

F{eimhursabte

Policy [¥| Meets Policy

LT W——
3 O '

Channel Islands
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Add Receipts —Certify Mobile

Step 8: On your Certify Mobile home screen, tap Sync to upload the receipt and add it
to your My Certify Wallet.

€2 Add Receipt ¢» Add Expense

Receipts to Sync 2 >

W

Expenses to Sync

Receipts in Certify 8 ©
Expenses in Certify 3 > ]
Auto Expense Report L >
Draft Expense Reports 1 ©
Inguiries o
Travel e

>

Tools & Support

@J Channel Islands
CALIFORNIA STATE UNIVERSITY




Certify Wallet

You can add and manage your receipts and expenses using the Certify Wallet.
You can store your receipts and expenses in My Certify Wallet until you are
ready to create your expense report.To view more items on your wallet select
More Items under My Certify Wallet.

> My Certify Wallet | Meredith Employee ¥ | My Account Support Logout
certify®
LSS S s nes s Home Travel Wallet Analytics
S
My Certify Wallet My Expense Reports What's New In Certify
10/27/16  DoubleTree Hotel Draits o il F
10/27/16  DoubleTree Hotel Pending Approva 1]
10/27/16  DoubleTree Hotel Pending Payment 0] pendSmart
© There are no recent ratings to
display.
Ratings & Reviews
Add Receipts Schedule Expense Reports
D @ 1\ ReportExecutive™ is off.
—J Meet your fully automated expense report
MOBILE EMAIL JPLOALD
) THO R

@ Channel Islands
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Certify Wallet

Once the “More ltems” is selected all receipts and expenses that have been
uploaded and sync to your wallet will be shown.The wallet includes the
Source, Receipt, Date, Category,Vendor, Details and Amount.

certify®

travel & expense made easy

Meredith Employee v My Account Support Logout
Home Travel Wallet Analytics

Merge Items . EJ i" G

Vendor

& El v
= v

= :’ ) ~ Oth
= ,_. 1o/ 0 w P
= El 0/247201 v Off
& v Lod
= 1002 w d:
= v

Add to Expense Report Add to Invoice Report

Channel Islands

CALIFORNIA STATE UNIVERSITY

an Delta Air
uipmen ¢ Home Depot
S| Standard Parkin

1 Staple
DoubleTree H
DoubleTree Hotel

Delete

t avel_rec ipg

a nd dry erase marke 5
P g ort $
Overnight delivery $
Laptop webcam for con §
Hotel stay - DoubleTree $560.53
D ree Hotel $485.38
Dout e Hotel §
Dout el $635



Certify Wallet

The Source column shows how these receipts enter your wallet.To view the
receipt image, click the view icon.

~ certify®

Receipt Image =D

travel & expense made easy

My Certify Wallet
T, 3 Air Lines
“ome Depot
El dard Parking
= x
= les
X, = sleTree Hotel
(o} S5 sleTree Hotel
10/27/2016 ~ DoubleTree Hotel
10/27/2016 ~ DoubleTree Hotel

Add to Expense Report Add to Invoice Report Delete

Channel Islands
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certify®

travel & expense made easy
My Certify Wallet

Source Receipt

3 |

i

m m

m i e O O
) S (1 A (|

Add to Expense Report

Date

4/28/2016

10/21/2016

10/22/2016

10/23/2016

10/24/2016

10/27/2016

10/27/2016

10/27/2016

10/27/2016

Add to Invoice Report

Certify Wallet

To delete receipts and expenses, select the item and click delete.

Category Vendor

v Other Transportation Delta Air Lines

v Office Equipment The Home Depot

v Other Transportation Standard Parking
Confirmation

v Postage |

|

X

Office Emumme‘ Are you sure you want to delete the selected

items?
Lodging
Lodging L2
DoubleTree Hotel
DoubleTree Hotel
Delete

Channel Islands

CALIFORNIA STATE UNIVERSITY

Meredith Employee v | My Account Support Logol

Home Travel Wallet

Mergeitems () |

Details

CertifyTravel_receipt.jpg

Whiteboard and dry erase markers for ¢
Parking at airport

QOvernight delivery

Laptop webcam for conferencing

Hotel stay - DoubleTree

DoubleTree Hotel

DoubleTree Hotel

DoubleTree Hotel

Analytic
&| ¢

Amount

$34.40
$12.00
$16.60
$75.58
$560.53
$485.38
$68.80

$6.35

9 ITEM



Certify Wallet

The Merge Items is just a visual aid that categorizes receipts and expense
together and/or separately. With Merge off (shown below) receipts and
expenses are shown separately in your wallet. With Merge on receipts and
expenses are listed in date order. Note: After using a receipt or expense in an

expense report it will no longer appear in your Certify Wallet.
CertifYQ Meredith Employee v | My Account Support Logou

travel & expense made easy

Home Travel Wallet Analytics
My Certify Wallet You are now viewing unmerged data. X Plergetierns = a2 c
Receipt D Category vendor  Detai Is Am
X ] 4/28/2016 ~ Oth p Delta Air Lines Certify I_receipt.jpg

X ) 10/21/2016  ~ Office Equipment The Home Depot Whiteboard and dry erase markers for c... $34.40
& E 10/23/2016 ~ Postage Fedex Overnight delivery $16.60
L e} 10/24/2016  ~ Office Equipment Staples Laptop webcam for conferencing $75.58
2 2] 10/27/2016  ~ Lodging DoubleTree Hotel Hotel stay - DoubleTree $560.53
:::::::::::: pt  Date category vendor Details Amount
=] 10/21/2016  ~ Office Supplies The Home Depot The Home Depot $34.40
10/23/2016  ~ FedEx FedEx $16.60
= 10/24/2016 v Office EQuUipment staples staples $75.58

@ Channel Islands
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Create and Submit Expense Reports

Now that you have added receipts and expenses, you are ready to create and
submit expense report for approval.To get started, on your browser.Type in
http://go.csuci.edu/travel you will be prompted to use your CSUCI credentials
to sign in to Certify.

Under My Expense Reports, click New Expense Report

certify Q My Certify Wallet | Meredith Employee v | My Account Support Logout

travel & expense made easy Home Travel Wallet Analytics

My Certify Wallet o My Expense Reports What's New In Certify

Drafts ad the Certify Updates Blog
10/27/16  DoubleTree Hotel $560.53 T © eatihe Certfy Updates Glog
10/0¥16  Hotel stay - DoubleTree Pending Approva 0
10/24/16 Staples $75.58 Pending Payment G SPL‘HJSHZ.N(W
e
There are no recent ratings to
display.
Ratings & Reviews
Add Receipts Schedule Expense Reports

D @ 1\ ReportExecutive™ is off.
) Meet your fully automated expense report.
MOBILE EMAIL JPLOA

@ Channel Islands
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http://go.csuci.edu/travel

Create and Submit Expense Reports

Select the item that you would like to do and then click Next.
* Add all items to a new expense report

* Use a date range to add some items to a new expense report (selected
below)

* Start with a blank expense report

certify Q Drafts | Meredith Employee v | My Account Support Logout

travel & expense made easy Home Travel Wallet Analytics

R

Create a New Expense Report

What would you like to do?

Channel Islands
CALIFORNIA STATE UNIVERSITY




Create and Submit Expense Reports

* Since “Use a date range to add some items to a new expense report” was
selected, enter the details of the expense report in the fields provided. Click
next

* Expense Report Name = TEC—mm/dd/yy

* Start date and End date = 4/1/2018 and 4/5/2018

* Description — CSU Business Conference

N Certify a My Cercify Wallet  Configuration | Myrna Sta Ana v | MyAccount | Support | Logout
travel & expense made easy

Home Travel Wallet Analytics

Channel Islands
CALIFORNIA STATE UNIVERSITY




Create and Submit Expense Reports

Click finish to create the expense report

Certify o Configuration | Myma Sta Ana v | MyAccoumt | Support | Logout

travel & expense made easy Home Travel Wallet Analytics
Add Receipts Confirmation

Based on the Star and End Date of the expense repors, the wizard will include the following izems in the expense

My Certify Wallet
repors

New Expense Report
Included Receipis: 5
Drafts Included Expenses: 0

Pending If you have more receipts that are not induded in the totals above, you can easily link them from your Certify Wallet after

the expense report is gene:

Click Finish to generate the expense report using these receipts and expenses.

Back |

Channel Islands
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Create and Submit Expense Reports
All receipts and expenses in your wallet will be added to your expense report.

Configuration [MymaStaAna v | MyAccount | Support | Logout

certify®

travel & expense made easy Home Travel Wallet Analytics

Re

Wizard

Exper port

[} Report Name TEC 1/31/2018 - 2122018

Dates 1/31/2018 - 20242018

Department Category Details Amount  Reim. Reim. Amount Billable Receipt Reason
Ynnote 520101 - iscal Unknown m 000 000 No 5]
Yannoe 620101 - iscal Unknown 0] 0.00 000 No &
Yarr0is [o20101 - Fiscat se 606001 - Taxi, Tools, Parking . 3455 Yes 3455 Mo B
3 2/172018 | 920101 - Fiscal Ser Unknown m 000 Yes 000 No E
27172018 920101 - Fiscal Ser 606001 - Mileage { In State) [ 12086 19085 No B

Total N 50.00
Total Reimbursable 522541 I

allet &G

Date  Category Description Amount

B 1 El 2618 606001 - Lodgin C

Date

Department 320101 -

Category v
Resson

4
Reimbursable | paid for this, please reimburse me v
Bilable
Receipt Selecc

Cancel

Channel Islands
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Create and Submit Expense Reports

Expenses with a Red Flags are items that need attention. Click the Cleanup
Wizard to edit those expenses.

ce rtify o My Certify Waller  Configuration Myrna Sta Ana ¥ My Account Support Logout
travel & expense made easy ome Travel Wallet Analytics
Exp Cleanup

(%) Report Name TEC1/31/2018 - 2/2/2018

Submit for Appros

Dates 1/31/2018 - 2/2/2018

Expense

NP

Date
“

2/1/2018
w

2/172018
“

2/1/2018
A

27172018

2/1/2018

Department

020101 - Fiscal Servic

020101 - Fis

920101 - Fi

020101 - Fiscal Seny

020101 - Fiscal Service

Department (920101 - Fiscsl Services

Category

Reason

Reimbursable | | paid for

Billable

Receip:

Select

Cancel

Channel Islands

CALIFORNIA STATE UNIVERSITY

please reimburse me

Category
Unknown

Unknown

606001 - Taxi, Tools, Parking ...

Unknown

606001 - Mileage { In State)

Details

Total Non-Reimbursable

Total Reimbursable

Amount

190.86

£0.00
$225.41

Receipt

=]

|

m

Reim. Reim. Amount Billable
000/ No
Yes 000/ No
Yes 3455 No
Yes 000 No
Yes 19086 Mo
Category Description
606001 - Lodgi-.. Certify Testl.pdf

Reason

&I Cc

Amount




Create and Submit Expense Reports

Once the Cleanup Wizard is selected follow the instructions in Red and clear all
Red items. Click Finish when done.

ce rtify o Drafts Configuration Myrna Sta Ana v My Account Support
N travel & expense made easy Home Travel Wallet Ang
Expense Report Cleanup TEC 1/31/2018 - 2

Start Date: 1/31/20128 End Dare: 2

Receipt Image

New Exg Reg
Drafi

Date 2/1/2018 =i

Departmen t (920101 - Fiscal Services
Pending Category | v‘ 7 b ‘ o - —)gL

Amount 0.00] | United States Dollars v RS aar:

#

Vend [ | e — —

Lo [ - -

Reason

e

Reimbursable | | paid for this, pl mburse m: v —_——

Billable | RN TR

Skip Skip this expense -

Channel Islands

CALIFORNIA STATE UNIVERSITY




Create and Submit Expense Reports

To Edit an expense, click on the edit icon (pencil) next to the expense line .

i certifya Drafts | Meredith Employee v My Account Support Logout

travel & expense made easy

Home Travel Wallet Analytics
My Expense Report Print
[_J Report Name Qctober 2016
Dates 10/1/2016 - 10/31/2016
Expenses

Expense Date Department Category Details Amount Reim. Billable Receipt Reason

10/4/2016 General & Admin Other Transportation ﬂ 25.00 Yes No E
10/21/2016 General & Admin Office Equipment ? 34.40 No No
10/22/2016 General & Admin Other Transportation :ﬂ E] 12.00 No No E
10/24/2016 General & Admin Office Equipment = 7558  No No
10/27/2016 General & Admin Lodging ] 56053 No No
Total Non-Reimbursable $682.51
Total Personal $0.00
Total Reimbursable $25.00
Total Fxnenses $707.51 5
Add Expense My Certify Wallet Merge Items € (&)
Date | IR & [ o2 Whiteboard and dry -
bepartment; | [Ganeral & Adriy = m i 10/22/16 Parking at airport
Ccategor | v
= p m & 10/24/16 Laptop webcam for ...
Reasnn —_—

Channel Islands

CALIFORNIA STATE UNIVERSITY




Create and Submit Expense Reports

For Other Actions, like Splitting or Deleting an expense, click the arrow on the

Other Actions (<).

certify®

travel & expense made easy

My Expense Report

[ Report Name October 2016

Drafts | Meredith Employee ¥ | My Account Support Logout

Home Travel Wallet Analytics

Print Report

Submit for Approval

Dates 10/1/2016 - 10/31/2016
Expenses
Expense Date Department Category Details Amount Reim. Billable Receipt Reason -
@ 10/4/2016  General & Admin Other Transportation ) 2500  Yes No B
10/21/2016 General & Admin Office Equipment 2] 34.40 No No Q
10/22/2016 General & Admin Other Transportation (=8 1200 No No
10/24/2016 General & Admin Office Equipment ] 75.58 No No _i:‘]
Lodging 2] 560.53 No No
Other Actions x
Total Non-Reimbursable $682.51
Delete E se Send to Wallet
Total Personal $0.00
SPREEXpensel | Copy FXpense Total Reimbursable $25.00
Add Bank Fee Total Fxnenses $707.51 >
-
Add Expense My Certify Wallet Merge Items ol &
|
Date : B o G oro2ins Whiteboard and dry -
Department | General & Admin i m 1 10/22/16 Parking at airport
Categor v .
et I8 : [ orane Laptop webcam for -

Reason ‘

n T [F] 10027116 Hotel stay - DoubleT..

Channel Islands

CALIFORNIA STATE UNIVERSITY




Create and Submit Expense Reports

Splitting the expense will allow you to create extra expense lines with one
receipt.

* Drafts | Meredith Employee ¥ | My Account Support Logout
certify®

travel & expense made easy

Home Travel Wallet Analytics
My Expense Report Print Report
[ Report Name October 2016 Submit for Approval
Dates 10/1/2016 - 10/31/2016
Expenses
Expense Date Department Category Details Amount Reim. Billable Receipt Reason -
@ 10/4/2016  General & Admin Other Transportation ) 2500  Yes No B
10/21/2016 General & Admin Office Equipment 2] 34.40 No No Q
10/22/2016 General & Admin Other Transportation (=8 1200 No No
10/24/2016 General & Admin Office Equipment ] 75.58 No No _i:‘]
Lodging 2] 560.53 No No
Other Actions x
Total Non-Reimbursable $682.51
Delete Expense  Send to Wallet
Total Personal $0.00
SPitEgense | Copy Bxpence Total Reimbursable $25.00
Add Bank Fee Total Fxnenses $707.51 >
-
Add Expense My Certify Wallet Merge Items ol &
|
Date : B o G oro2ins Whiteboard and dry -
Department | General & Admin i m 1 10/22/16 Parking at airport
Categor v -
et I8 : [ orane Laptop webcam for -

Reason ‘

n T [F] 10027116 Hotel stay - DoubleT..

Channel Islands

CALIFORNIA STATE UNIVERSITY




Create and Submit Expense Reports

Example : Splitting Expense

rrrrr

Channel Islands
CALIFORNIA STATE UNIVERSITY




Create and Submit Expense Reports

Example : Splitting Expense

certify ®

Dates

.....

Location

Channel Islands
CALIFORNIA STATE UNIVERSITY




Create and Submit Expense Reports

To add an Expense, select Add on the receipts that you want to create an
Expense for in My Certify Wallet and a new expense will appear.

Add Expense My Certify Wallet Merge Items

~L 1174116 National Rental.pdf

=]
Q

Date
Department | General & Admin
Category

Reason

Reimbursable \ 1 paid for this, please reimburse me.

Billable

Receipt Change

@ Channel Islands
CALIFORNIA STATE UNIVERSITY




Create and Submit Expense Reports

Use the edit button (Pencil) to enter a new detail to go with the expense.

Expense Date Department Category Details Amount Reim. Billable Receipt Reason =
L 10/4/2016  General & Admin Other Transportation [ 25.00 Yes No E
® 10/21/2016 General & Admin Office Equipment ¥ 3440 No No El
L 10/22/2016 General & Admin Other Transportation ﬂ 12.00 No No EJ
I‘_/ 10/24/2016 General & Admin Office Equipment ZJ 75.58 No No Q
10/27/2016 General & Admin Lodging =) 56053  No No B
1/4/2016  General & Admin Unknown = 000 Yes No E
Total Non-Reimbursable $682.51
Total Personal $0.00
Total Reimbursable $25.00
Tatal Fvnancac €781 o
Add Expense My Certify Wallet Merge Items S|
Date
Department | General & Admin ¥
Category v
Reason
Reimbursable | 1 paid for this, please reimburse me. >
Billable
Receipt Change

Channel Islands

CALIFORNIA STATE UNIVERSITY




Create and Submit Expense Reports

Complete the fields on the Edit Expense screen, click Save.

Edit Expense Receipt Image [

Date | 117412016
Department | General & Admin b L
et (3RO
Category | Rental Car v ANational
Amount | 143.42| Renter Information Trip Information
; A Prenp Roam
| - Empleiee Thug000  Or28EM P 21 2018 1200 AN
Compan |National Car Rental 50 et oaron.
ks =0 et B L e
Location |Boston, MA Emplatee Pekliess & RN e e
it Rental C|
Ty e
. PP - ne
Pick-up 11/2/2016 — e —
e Tant P e Bty o 10 n
oo Fon 13 1200 .
Drop-off 11/4/2016 . TS ML van
R o o o S e
[ RN e wrcumne ac el "
Reason | YT '.::.,-.m $143.42
Thank you for reating with A g 5 A 1 K018 0 A Exiensa s
Nationai Car Rental, ) - -
Reimbursable I | paid for this, please reimburse me. v
Billable |
Receipt Change

Channel Islands

CALIFORNIA STATE UNIVERSITY




Create and Submit Expense Reports

When edits are completed, click submit for approval on the upper right side.

certify®

travel & expense made easy
G
My Expense Report

[ Report Name October 2016

Dates 10/1/2016 - 10/31/2016

Expenses

Expense Date Department Category

O 10/4/2016  General & Admin Other Transportation

(4] 10/21/2016 General & Admin Office Equipment

L 10/22/2016 General & Admin Other Transportation

EJ 10/24/2016 General & Admin Office Equipment
10/27/2016 General & Admin Lodging

(4] 11/4/2016  General & Admin Rental Car

Add Expense

Date

Department | General & Admin

Category |

Channel Islands

CALIFORNIA STATE UNIVERSITY

Details
@B
&)
@06
&)

“B

Total Non-Reimbursable
Total Personal
Total Reimbursable

Tatal Fvnancac

My Certify Wallet

Drafts | Meredith Employee ¥ | My Account Support Logout
Home Travel Wallet Analytics
Cleanup Wizard Print Report
Amount Reim. Billable Receipt Reason -
2500  Yes No E
3440 No No El
1200 No No B
7558  No No £
560.53  No No 8]
14342 Yes No 3
$682.51
$0.00
$168.42
<250 Q2 %

Merge Items

=3
Q



Create and Submit Expense Reports

Click Yes to confirm that the expense is true and accurate.

Certify ° Drafts | Meredith Employee * My Account Support Logout
travel & expense made easy Home Travel Wallet Analytics
Cleanup Wiz Print Repor
[* Report Name October 2016 Submit for Approval
Dates 10/1/2016 - 10/31/2016
Expenses
Expense Date Department Category Details Amount  Reim. Billable Receipt Reason
% ) 10/4/2016  General & Admin oOther Tra Confirmation X o ves No
[ [3) 10r21/2016 General & Admin Office Eqt o No No 8]
I fi
[ ) 10222016 General & Admin Eieall | Certily thisexpense.report s true and b No No 8]
accurate.
[© [3) 10/24/2016 General & Admin Office Eql B8 No No B3]
= 10/27/2016 General & Admin Lodging | Are you sure you want to submit this B No No B
?
[ 3 11/4/2016  General & Admin Rental cg SXPense report: R Yes No
]
Yes No o
2
Tntal Fvnencac &]EN a3 v
Add Expense My Certify Wallet Merge Items a0 &
Date
Department | General & Admin %

Channel Islands

CALIFORNIA STATE UNIVERSITY




Create and Submit Expense Reports

Your expenses should be routed to the person who has Signature Authority to
approve your expense report. This person may or may not be your direct
Manager. If you are seeing the wrong person in the preview email, please
contact llene Mehrez at llene.mehrez@csuci.edu, 805-437-8581 to update your
account set up prior to clicking the Submit button. In addition, you can add a
comment in the comment box and then click submit to complete the
submission process.

To Dan Manage ger@
Subject Expense Report Approval Request From Mere dith Employee (memployee@circp1.co m)
Body = Hello Dan.

M e employeed P as sent an expense report fo approva

Enter your comments:

=3
Expense Report Summary
Employee: Mer redith Employee (memployee@circp1 -com)

Expense Report Name: October 2016

Non RelmMbursable Total: $682.51
Reimbursable Total: $168.42
Total: $850.93

LOGIN tO Certify to wiew this report.
LOgIn at: htps//vwww. certify comsLogin.aspx

@ Channel Islands
CALIFORNIA STATE UNIVERSITY



mailto:Ilene.mehrez@csuci.edu

Create and Submit Expense Reports

Expense Report status update can be found under your My Account
Homepage under My Expense Reports — Pending Approval.

S Drafts | Meredith Employee v | My Accoun t Support Logout
.certify @

travel & expense made easy Home Travel Wallet Analytics

My Certify Wallet o T_My Expense Reports | What's New In Certify

Drafts
New Expense Report
Your wallet is empty -
Pending Approva
pts or expenses to your Wallet -

There are no recent ratings to

display.

Add Receipts Schedule Expense Reports

D E 1\ ReportExecutive™ is off.
J Meet your fully automated expense report.
MOBILE EMAIL UPLOAD

@ Channel Islands
CALIFORNIA STATE UNIVERSITY




Timeline

Expense Report Reimbursement Request must be submitted by the Traveler for
approval to their Manager who has Signature Authority no later than 60
days after the expenses were paid or incurred as stated on the CSU Channel
Islands Travel Procedures and Regulations, item |I-D, page 6.

Manager should be timely in approving the expense report reimbursement or
returning them to the Traveler for correction.

Approvers may only approve expenses allocated to department which includes

(fund/s) over which they have current Delegated Authority. After approval, the

manager must submit the Expense Report Reimbursement to Accounts Payable
for payment processing.

@ Channel Islands
CALIFORNIA STATE UNIVERSITY




Reference

CITRAVEL PROCEDURES AND REGULATIONS

https://www.csuci.edu/financial-services/documents/accounting/ci-travel-
procedures-regulations-jan-2018.pdf

Direct Deposit

Direct deposit is the fastest and most convenient way of getting reimbursed.
Please email ilene.mehrez@csuci.edu to enroll in direct deposit for travel
reimbursement.

Note: Travel Expense reimbursement direct deposit is not Direct Deposit for
Payroll.

@ Channel Islands
CALIFORNIA STATE UNIVERSITY



mailto:ilene.mehrez@csuci.edu

Contact Information

Booking — llene Mehrez — llene.mehrez@csuci.edu 805-437-858|

Expense Reporting/Reimbursement - CIAP@csuci.edu 805-437-3700

Channel Islands
CALIFORNIA STATE UNIVERSITY



mailto:Ilene.mehrez@csuci.edu
mailto:CIAP@csuci.edu
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