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Approving an Expense Report

When an expense report is Submitted for Approval, the approver receives an email alerting them
that an expense report is awaiting their approval.

To approve the expense report using Certify online, click on Approval Requests on your homepage.
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Approving an Expense Report

On the next page, there will be a list of all the expense reports awaiting your approval. To open a
report click on Pending.
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My Approval Requests

The following expense reports have been sent to you for approval.

View  Policy Status Employee

Submit Date Start Date End Date Expense Report Total

@1 (! Pending Meredith Employee 11/30/2016 10/1/2016

10/15/2016 ReportExecutive - 10/1/2016 - 10/15/2016 $413.48

Total $413.48




Approving an Expense Report

On the following page you will see the expense lines with corresponding receipts images.

c e rtify Q My Approval Requests | Dan Manager v | My Account Support Logout

travel & expense made easy

Home Travel Wallet Analytics
Approve Expense Report
Status Pending Approval Approval History _
Receipt Image = X

Current Approver Dan Manager 11/30/2016 Submitted h Employee
Department General & Admin (01) Pending Dan Manager
Summary Meredith Employee [3] Send Email te

ReportExecutive - 10/1/2016 - History "ol way Distange; 106 i1 Recig

i PSS LY
10/15/2016 v

10/1/2016 - 10/15/2016

Print Report

Submit for R bursement

Disapprove Report

Manp clata €U 4 Googe

Expenses [CEEEETD

Actions Status Date Category Details Amount Reim Reim Amt Billable Receipt Reason
10/1/2016 Mileage 119.84 Yes 119.84 No
= 10/3/2016  Lodging

191.96 Yes 191.96 No
B 10/3/2016 Coffee. Tea. Snacks ~ 3 582  Yes 582 No
m 10/4/2016 Meals - Large Group =l (3] 93.11  Yes 93.11 No
= 10/9/2016  Other Transportation ] 2.75 Yes 275 No (1]
Total Non-Reimbursable $0.00
Total Personal $0.00




Approving an Expense Report

A Red Exclamation Mark (!) in the Receipt column means the expense is missing a receipt.

c e ',.tify o My Approval Requests | Dan Manager v | My Account Support Logout

Erivel SCRXpLe o aney Home Travel Wallet Analytics
RPDI"OVG Expense Repor't
Status Pending Approval Approval History R
Receipt Image @ X

Current Approver Dan Manager 11/30/2016 Submitted
Department General & Admin (01) Pending
summary Meredith Employee

ReportExecutive - 10/1/2016 - ry el way Distange; 106 WiT"" Becsgm

10/15/2016 e-u-uun ey
10/1/2016 - 10/15/2016

Print

rt

Submit for Reimbursement

Disapprove Report

np data @UU14 Googe

Expenses

N <
Actions Status Date Category Details Amount Reim Reim Amt Billable] Receipt JReason

10/1/2016  Mileage 119.84  Yes 119.84 No
B 10/3/2016 Lodging 1] 191.96  Yes 191.96 No
> 10/3/2016  Coffee, Tea, Snacks F® 582  VYes 582 No
10/4/2016 Meals - Large Group =B 93.11  Yes 9311 No

(B3] 10/9/2016 Other Transportation ~ 3] 275 Yes 275 No 1]

Total Non-Reimbursable $0.00

Total Personal 50.00




Approving an Expense Report

A Red exclamation mark (!) in the Details column means the expense is outside CI Travel
Procedures and Regulations.

certify o My Approval Requests | Dan Manager ¥ | My Account Support Logout

travel & expense made easy Home Travel Wallet Analytics

Approve Expense Report

Status Pending Approval Approval History
Receipt Image © X

Current Approver Dan Manager 11/30/2016 Submitted

Department General & Admin (01) Pending

Summary Meredith Employee

-ér-* ay Distanges 106 ™ Rocatind

ReportExecutive - 10/1/2016 -
Brurmench & Ba,

10/15/2016
10/1/2016 - 10/15/2016

Print R t

Submit for Reimbursement

Disapprove Report

o e
o P Mg dats €2014 Googhe

aane

Expenses

] -
Actions Status Date Category Details Amount Reim Reim Amt Billable Receipt Reason

10/1/2016  Mileage 119,84 Yes 119.84  No

10/3/2016  Lodging 19196 Yes 19196 No
10/3/2016  Coffee, Tea, Snacks =l 582 Yes 582 No B
10/4/2016  Meals - Large Group =8| 9311 Yes 9311 Mo =
B} 10/9/2016  Other Transportation ~0B) 275 Yes 275 No

Total Non-Reimbursable $0.00

Total Personal $0.00




To view the details on the expense line, click the details arrow (<).

Approving an Expense Report

certify®

travel & expense made easy

Approve Expense Report

Statu@

Current Approver Dan Manager

Pending Approval

Department General & Admin (01)

Summary

Approval History
11/30/2016

Pending Dan

Meredith Employee @

ReportExecutive - 10/1/2016 -

10/15/2016

10/1/2016 - 10/15/2016

Print

Submit for Reimbursement

Disapprove Report

Expenses [

Actions Status Date

10/1/2016
[ noprove [EY 10/3/2016
[ noprove [EX 10/3/2016
10/4/2016
10/9/2016

Category

Mileage

Lodging

Coffee, Tea, Snacks
Meals - Large Group

Other Transportation

Submitted Meredith

Send Ema

Full Approval H

Details

B
¥ 3]
¥ ]

Total Non-Reimbursable

Total Personal

My Approval Requests

Home

Amount Reim Reim Amt

119.84 Yes 119.84

Details ’ &

Location: TAMPA Westshore Alrport
Hotel Name: Courtyard by Marriott
Check-in:

2016 -

VRV

Dan Manager

Receipt Image

Billable Receipt

g way Distange; 106 i
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¥ | My Account Support Logout
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Approving an Expense Report

There may be times when you need to use the other items in the Other Actions menu on an expense line.
These items include: Add Note, Inquire, Split Expense, Disapprove, Edit Expense, Edit Reimbursement

Am 0 u nt O r Ad d Ban k Fee . travel & expense made easy Home Travel Wallet Analytics

Approve Expense Report

Status Pending Approval Approval History -
Receipt Image i X
Current Approver Dan Manager 11/30/2016 Submitted Meredith Employee
Department General & Admin (01) Pending
Summary Meredith Employee
RepartExecutive - 10/1/2016 - ) m;["—"wav Distange; 106 il Mo
s 10/15/2016 B -
ntana L Wesibrook L8 oitland
10/1/2016 - 10/15/2016 Moy -~ D
@ R hir
Print Report b ot
.y 2 ll-ndﬂlci‘f'
Submit for Reimbursement Mashus
s Magsachus ety
ampion o Mewtons SR ton
Disapprove Report ety O Worcasiny  Safoey
e o
o] Pretignes e s G214 G
Expenses
Actions Status Date Category Details Amount Reim Reim Amt Billable Receipt Reason
10/1/2016  Mileage >3 119.84  Yes 11984 No BJ
10/3/2016  Lodging 13 19196 Yes 19196  No B
m 10/3/2016 Coffee, Tea, Snacks v| 5.82 Yes 5.82 No E]
W@ VI3 9311 Yes 9311  No
Dther Actions X = =
[ approve [E1 73 275 Yes 275 No M B
Add Note Edit Expense
Total Non-Reimbursable $0.00
ire
Total Personal $0.00
E Add Bank
Total Reimbursable $413.48

Total Disapproved $0.00




Approving an Expense Report

If you have a question about an expense, you can create an Inquiry that will send an email to the
submitter/employee.

Approve Expense Report

Status Pending Appraval Approval History i
y Receipt Image & X
Current Approver Dan Manager 11/30/2016 Submitted Meredith Employee
Department General & Admin (01) Pending Dan Manager
[ymmary Meredith Employee Send Email to A
ReportExecutive - 10/1/2016 - Full Appro i~ way Distange; 106 il e
10/15/2016 e
G T | wesmeot gponiand
10/1/2016 - 10/15/2016 Ne¥ Buoaeton
le
@ ampshire
Print j 4 rismeuth
[ - Manchester
Submit for Reimbursement Hashua
w- Massachusety
wpton , Mewicns GBoston
Disapprove Report Fiohudy - Dot ey
e - O
o et Map dota G214 ioouim

Qe B¢

Actions

Status Date

Category Details Amount Reim Reim Amt Billable Receipt Reason
10/1/2016  Mileage =8| 119.84  Yes 119.84 No B
10/3/2016 | Lodging [ 19196 Yes 19196 No ]
10/3/2016 Coffee, Tea, Snacks 5.82 Yes 5.82 No
93.11  Yes 9311 No
Other Actions x N

275 Yes 275 No m

Total Non-Reimbursable $0.00

Total Personal $0.00

Total Reimbursable $413.48

FREENE Total Disapproved $0.00

ﬁ?' l -




Approving an Expense Report

Enter your question about an expense, once saved your question will be sent to the
submitter/employee’s email. To allow the submitter/employee to make changes to the expense,
check on Allow Expense Edit box. Then, click the Save button.

certify o My Approval Requests | Dan Manager v | My Account Support Logout
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Ask a Question About an Expense

Your question will be sent to Meredith Employee. The question and answer will be saved with this expense.

Enter Question Please change expense category - this should /

be Meals.

Allow Expense Edit » o




Approving an Expense Report

Once the submitter/employee has responded, the approver will receive an email. All inquiries and
responses will be saved on the report.

Approve Expense Report

Status Pending Approval Approval History

Receipt Image @ X
Current Approver Dan Manager 11/30/2016 Submitted Me th Employee
Department General & Admin (01) Pending Dan Manager
Summary Meredith Employee [3] Send Email to All
ReportExecutive - 10/1/2016 - Full Approval History “’;T‘ww Distange; 106 W Rockiand
10/15/2016 B - " garn
Westhrook 8P arrisnd
10/1/2016 - 10/15/2016
Print Report
Submit for Reimbursement
wrpton ! °rmnnm, -
Disapprove Report gfaidy @ Worcester  Ouiney
. O
o (Do M ctn G204 Google

QDG

Expenses

Actions Status Date Category Details Amount Reim Reim Amt Billable Receipt Reason
B 10/1/2016 | Mileage = 11984 Yes 11984 No
10/3/2016  Lodging 1) 191.96  Yes 19196  No
B 10/3/2016  Coffee, Tea, Snacks = 582 Yes 582 No
] 10/4/2016 Meals [~] 93.11 Yes 93.11 No
Edit 11/30/2016, Dan Manager asks: Please change expense category - this should be Mealj’
11/30/2016, Meredith Employee answers: Updated. Sorry
3] 10/9/2016 | Other Transportation < 275 Yes 275  No |

Total Non-Reimbursable $0.00




Approving an Expense Report

To approve a single expense, click the Blue Approve button under Actions column.

3 Approve Expense Report
Status Pending Approval Approval History
. Receipt Image & X
Current Approver Dan Manager 11/30/2016 Submitted M: th Emple
Department General & Admin (01) Pending Dan Manager
Summary Meredith Employee (3] send Email to All
ReportExecutive - 10/1/2016 - Full Approval History 1 way Distange;, 106 il S
10/15/2016 ' e
Wesiroon L8P ortland
10/1/2016 - 10/15/2016
Print Report
Disapprove Report
o cuda €214 Googie

QD
Expenses

Status Date Category Details Amount Reim Reim Amt Billable Receipt Reason
10/1/2016 Mileage =] 119.84  Yes 11984  No
) 10/3/2016 | Lodging M 19196  Yes 19196 No
B 10/3/2016 | Coffee, Tea, Snacks | 582 Yes 582 No
B 10/4/2016  Meals = 9311 Yes 9311 No

Edit 11/30/2016, Dan Manager asks: Please change expense category - this should be Meals
11/30/2016, Meredith Employee answers: Updated. Sorry!

10/9/2016 Other Transportation [~ 275 Yes 275 No M

Total Non-Reimbursable $0.00




Approving an Expense Report

To approve all expenses at once, click Approve All. A confirmation box will appear on the screen.
Click Yes to confirm.

Status Pending Approval Approval History -
. ‘ Receipt Image & X
Current Approver Dan Manager 11/30/2016 Submitted Meredith Employee
Department General & Admin (01) Pending Dan Manage
Summary Meredith Employee lz]

oval History mgl"finav Distange;, 106 ifil™" e

Beorwmch « i Barh

ReportExecutive - 10/1/2016 -

10/15/2016

Nﬂfﬂﬂ Westhrook
10/1/2016 - 10/15/2016
. Y
. i)
1attietcen ¢
Submit for Reimbursement
W Mags:
ampton | o tewony GE
Disapprove Report sighaidl O porpesie Dunfv S
o T Map ceta @014 Goorgle
Confirmation b 4
Are you sure you want to approve all O\ Q 5S¢
expenses in this expense report? > o
Expenses
No
Actions Status Date Category leim Amt Billable Receipt Reason
B3] [ 101/2016 Mileage 73 119.84  Yes 119.34 No 3]
B 10/3/2016 | Lodging 0 19196 Yes 19196 No B
[ Avorove (B3] 10/3/2016  Coffee, Tea, Snacks 7 3 582 Yes 582 No B
10/4/2016 | Meals v [3) 93.11  Yes 9311  No
11/30/2016, Dan Manager asks: Please chang this shouid be Meals.
11/30/2016, Meredith Employee answers: Update
2] 10/9/2016 = Other Transportation v 3] 275 Yes 275 No [ )
Total Non-Reimbursable $0.00




Approving an Expense Report

To disapprove the entire expense report, click the gray Disapprove Report button. When the expense report is
disapproved, the submitter/employee will receive an email and the expense report will go back to the
submitter/employee Expense Draft folder.

lpprove Expense Report

Status Pending Approval Approval History

Receipt Image 2
Current Approver Dan Manager 11/30/2016 Submitted Meredith Employee P - L' X
Department General & Admin (01) Pending
Summary Meredith Employee @

ReportExecutive - 10/1/2016 -
10/15/2016

"’%ifﬂway Distange;: 106 il Rockme

Bromewsch - " Bach

o r
10/1/2016 - 10/15/2016
L ™
Print Report b
rattienoro &
Submit for Reimbursement
- Mags:
wrrpton 4 4 o s
Disapprove Report Wnghede & worcester  Duincy,
e
o PRrEmes a0 cata €2014 Googe
Expenses
Actions Status Date Category Details Amount Reim Reim Amt Billable Receipt Reason
| Approve B3| 10/1/2016  Mileage = 119.84 Yes 11984 No
3] 10/3/2016  Lodging 0] 191.96  Yes 19196 No
Approve 10/3/2016 Coffee, Tea, Snacks v 3] 582  Yes 582 No
| Approve 10/4/2016  Meals [+ 93.11  Yes 9311  No
Edit 11/30/2016, Dan Manager asks: Please change expense category - this shouid be Meals.
11/30/2016, Meredith Employee answers: Updated. Sorry!
@i \‘gj B 10/9/2016  Other Transportation +] 275 VYes 2.75 No 1] >l

Total Non-Reimbursable $0.00




Approving an Expense Report

To approve and submit the expense click Submit for Reimbursement.

WApprove Expense Report

Status Pending Approval Approval History

Q
X

; Receipt Image
Current Approver Dan Manager 11/30/2016  Submitted Meredith Employee

Department General & Admin (01) Pending Dan Manager

Summary Meredith Employee Send Email to All
ReportExecutive - 10/1/2016 - Full Approval Histary "%'i'f"way Distange;, 106 Hii™ e
10/15/2016 / L N

10/1/2016 - 10/15/2016

Print Repart

Submit for Reimbursement

Disapprove Report

C IS Wil oo

Expenses

Actions Status Date Category Details Amount Reim Reim Amt Billable Receipt Reason
[ Approve | 10/1/2016  Mileage v 119.84  Yes 119.84 No B
10/3/2016  Lodging DB 19196  Yes 191.96  No
10/3/2016 | Coffee, Tea, Snacks v 582 Yes 582 No
10/4/2016 Meals v 93.11  Yes 9311  No
Edit 11/30/2016, Dan Manager asks: Please change expense category - this should be Meals,
11/30/2016, Meredith Employee answers: Updated. Sorry!
[ Approve | 10/9/2016 | Other Transportation ~ B 275 Yes 275 No m

Tatal Nan-Raimhiireahla <nnn




Approving an Expense Report

The preview of the message for the next approver will appear. The next approver is Accounts
Payable. If you need to, you can enter a comment, then click Submit to complete the approval
process.

This is a preview of the message that will be used to submit the expense report. You may add your own comments if you

like

To Annie Accountant (aaccountant@circpl.com)

Subject Expense Report Reimbursement Request From Dan Manager (dmanager@circpl.com)
Body Hello Annie,

Dan Manager (dmanager@circpi.com) has sent an expense report for reimbursement.

Enter your comments: /
|Parking meter line is missing a receipt. but | approved because it was under $20.00.

Expense Report Summary

Employee: Meredith Employee (memployee@circp1.com)
Expense Report Name: ReportExecutive - 10/1/2016 - 10/15/2016
Dates: 10/1/2016 - 10/15/2016

Non Reimbursable Total: $0.00
Reimbursable Total: $413.48
Disapproved Total: $0.00
Total: $413.48

Login to Certify to view this report.
Login at: https://www.certify.com/Login.aspx




Approving an Expense Report

A fully approved expense report will be removed from your Approval Request queue.
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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 |1-D, page 6.

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

Approver 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.



Reference

Cl TRAVEL PROCEDURES AND REGULATIONS

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

DIRECT DEPOSIT

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

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



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

Contact Information

Booking — Karina Cruz — karina.cruz@csuci.edu 805-437-8581

Expense Reimbursement — CIAP@csuci.edu 805-437-3700

Channel Islands
CALIFORNIA STATE UNIVER SITY


mailto:karina.cruz@csuci.edu
mailto:CIAP@csuci.edu
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