JOSEPH EVE INTACCT GUIDE

TRAVEL ADVANCES
Intacct’s travel tracking allows for approval, adjustments, and reconciliations of travel advances for Tribal

employees. The travel advance process requires the approval of the Program Manager, the CEO, and the Travel
Monitor.

CREATING A TRAVEL REQUEST

The process for requesting a travel advance begins with the submission of a Travel Request. A Travel Request
should be submitted for each of the payees/vendors that gets money, including a check to the submitter. If for
example you are paying a conference fee directly to the vendor, an airline ticket through Egencia, and requesting
an advance for yourself for meals and a rental car, you would be submitting 3 different forms. The payment for the
conference and airline ticket would be submitted through a Travel Request-Vendor Payment, which also follow the
steps listed below.

1. Navigateto
1. Purchasing
2. Transactions
3. Travel Request (Travel Request-Vendor Payment if you are paying a vendor for items such as
an airline ticket)

4. Click onthe Add Sign ~ or once looking at the list of Travel Requests, click the grey Add button.
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5. Alternatively, you can navigate to the Overview menu and click on “Create a Purchase
Requisition” and Travel Request
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® Standard Purchase Requisition
L Justification Workflow O
Create a purch B Create a vendor
requisition Travel Request invoice
Gancel Trip
f\\ Travel Request-Vendor Payment —
u Gonfirm Vendor Amounts E
IT Purchase Requisition
Approve purchz Print/ ema
transactions ~ Gredit Memo transactions
Reports
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Standard reports My

Travel Request

Transaction date Date due Item totals Subtotals Transaction total Transaction siatus

11/21/2017 11/21/2017 0.00 000 0.00

Vendor Payto Retwmn to

Payment terms Venoor document number snip via

Expiration aate * Message Atacnments

FReterence

Trip Details

Empioyee Traviing *

Trip Description / Purchase *
Travel Start Date *

Travel Start Time *

Travel End Date *

Travel End Time *

Program Funding Source Fund Item 1D Memo Quantity Unit Price Extended price

2. If you know the request is going to have several lines going to the same funding source, click Show
Defaults to apply the same dimension values to all new line items. A new section pops up. Make your
selections and click Apply Defaults and then Hide Defaults.



Entries Show d

Program Funding Source Fund ftzm ID * Memo Quantity *  Unit Price * Extanded price

Total

Entries Hide o

afaLits

Funding Source

Customer

Apply defaults

Program

Fund

Program Funding Source Fund ftem ID * Memo Quantity *  Unit Prica Extanded price

Total

Fill out the Travel Request with all required information just as you used to on paper. The required
information has not changed at all, including attachments. If you have a conference agenda or the like,
you must attach it in the request window.

When you are filling out the item line all travel items will start with the number 5200 and then be
proceeded by a dash. Example 5200-1 Travel-Per Diem, 60100-2 Client Meals etc. For travel request all
line items should begin with the 5200 number.350

If you entered a line item that was by mistake or ended up not being needed the trash can at the end of
the line can be used to remove that line. The use of the trash can to delete lines should only be used on
the Travel Request page and not on the Travel Reconciliation.

When you are submitting a Travel Request-Vendor Payment and the vendor is not present in the system
you can click on the link at the bottom called Can’t find your vendor in the list? Request a new vendor
which when clicked on will walk you through the process to request the vendor be added to the system.
This should only be done to request to add a new outside vendor if the employee is missing from the
vendor drop down please speak with your system administrator to have them added.

Attachments @

To add a new attachment, click in the down arrow = " in the Attachments
field, and then click Add. Name the attachment if different from the name of the file, then browse for the
attachment. You can browse out for multiple attachments.



Travel Request

Date *

11152017 2]
Vendor

ADCA--Jasmine Lammers ~
Convert from an existing transaction

Pay to

Jasmine Lammers

jesmine.lammers@winnebagotribe.com

Retun to

Jasmine Lammers

jssmine.lammers@winnebagotribs.com

Payment terms Vendor document number Ship via
Net 30 ~
Expiration date * Message Attachments
12A15/2017 3 v

Reference

B A S S S S S S S S S S S S S S S S S 8 8 .

Show unattachead Add View

Select Attachments

D
New -
Name *
[

Folder *

e

Choose Files | No file chosen

Description

Attach Files

5. Once you have completed the header, line items and attachments, click Submit.
Note: The document will now be routed through the approval process of:

1. Program Director
2. CEO
3. Travel Monitor

Once fully approved, the amount of the requisition will be automatically encumbered, and then can be
converted to an Approved Travel Advance and into a Paid Travel Advance. These steps will be completed
by the Travel Department.

Finally, once the check has been printed the traveler must sign the Travel Authorization document, which
acknowledges that if they do not reconcile their travel, they will receive a payroll deduction before picking
up their check.

Note about advance payments made to vendors (i.e. airline tickets):



These types of payments will need to be submitted as a Travel Request-Vendor Payments. Once
submitted, they follow that same workflow and approval steps as regular travel advances, except for after
it is approved it must be finalized before it can be converted to an Approved Travel Advance to be paid to
the vendor. This step allows the exact price of the airline ticket, which is likely to be different from the
time the request was submitted to the time it was approved, to become the travel advance amount. To
complete this step, the Travel Request-Vendor Payments will be converted to a Confirm Vendor Amounts
step. In the background this step allows for the initial encumbrance to be released and a new
encumbrance for the exact airline ticket price to be encumbered.

SO TRAVEL REQUEST FOR TRAVEL PREAUTHORIZATION

The process for requesting preauthorization for travel begins with the submission of a Travel Request. A Travel
Request should be submitted for each of the payees/vendors that gets money, including yourself. The $0 Travel
Request will allow you to receive travel preauthorization and allow you to reconcile travel on return for
reimbursement. One Travel Request must be filled out for each person that needs to have travel preauthorization.

1. Navigateto
1. Purchasing
2. Quote
3. Travel Request

4. Click onthe Add Sign ~ or once looking at the list of Travel Requests click the blue Add button.
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5. Alternatively, you can navigate to the Overview menu and click on “Create a Purchase
Requisition” and Travel Request
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2. On the Entries line you will want to fill out all your information including your Program, Funding Source,
and Fund. Then you will want to add the item that you will be needing reimbursed for at the end of the
travel and finally put a O in the quantity and price.

Entries Show defaults

Program Funding Source Fund ltem ID * Memo Quentity *  Unit Price * Extended price

1 | 620--Finance v | | 6611-Finance—-Finance v | | 6611--IDC-Finance v | | 5200-4--Travei-Lodging v 1| |Each v ol | 0.00

2 Show Details (Ctrk+ ¥,

Total

3.  When you are filling out the item line all travel items will start with the number 5200 and then be
proceeded by a dash. Example 5200-1 Travel-Per Diem, 60100-2 Client Meals etc. For travel request all
line items should begin with the 5200 number.

If you entered a line item that was by mistake or ended up not being needed the trash can at the end of
the line can be used to remove that line. The use of the trash can to delete lines should only be used on
the Travel Request page and not on the Travel Recondition.

4. Fill out the Travel Request with all remaining required information just as you used to on paper. The
required information has not changed at all, including attachments. If you have a conference agenda or
the like, you must attach it in the request window.

(]

Attachments

- .
5. To add a new attachment, click in the down arrow in the Attachments
field, and then click Add. Name the attachment if different from the name of the file, then browse for the
attachment. You can browse out for multiple attachments.

o

Show unattached Add Vi

Select Attachments

D
New —
Name *

Folder *

Description

. /

Choose Files | No file chosen

'

6. Once you have completed the header, line items and attachments, click Submit.
Note: The document will now be routed through the approval process of:

1. Program Director
2. CEO



3. Travel Monitor

Once fully approved the amount of the can be converted to an Approved Travel Advance. This step will be
completed by the Travel Department and will allow you to reconcile the travel upon your return and
receive a reimbursement.

DECLINED TRAVEL REQUEST

If a Travel Request is declined the following steps can be taken to resubmit the request for approval.

1. Navigateto
1. Purchasing
2. Quote
3. Travel Request
4. Locate the Travel Request you submitted and was declined click Edit

Travel Requests Add || Delete || Dene mport_| |
Al Manage views v
Includs inactive Includ private Advanced filers O -
/ Type Document number Reference number Vendor name Date ~ State
Edit  View Travel Request TR-0008 Jasmine Lammers 11H82017 Converted
Ed Vie: Travel Request TR-0005 Dennis Applston

Edi Vie Travel Request TR-0004 Manager, Program 111072017 Convertad

2. Click on the History tab
3. Click Approval History
1. This will display who declined the travel advance and any comments they left
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Travel Request

History /

Created by
Extlser]josephevevaraprl bacon
Modified by
xml_gatewsy

Date

11162017

Vendor

A0CA--Jasmine Lammers
Document number
TR-0008

Approval history
Printed

Ma

Last delivered date

Last delivered by

Approval Step  Rule Type Approval Level Approver Number  Subject Subject Mansger Approver Is Delegate  Originel Approver  Approved/Declined By
Transaction Department Approval 1 1 620  Department Manager  apost ExtUserjosephevevarispril bacon
User Level 1 1 sharon frenchman ExtUserjjosephevevariepril bacon
User Level 1 1 annette bass

ExtUserjossphevevarispril bacon

4. Click on the Transaction tab and correct the issues that were identified

Event Date

11/16/2017

11/16/2017

11/16/2017

State
Approved
Approved

Approved

Comments

Approved By ExtUserljosephevevarjapril bacn, 11/16/2017

Approy

ExtUserfjosephevevarjapritbacen, 11/16/2017

Approved By ExtUserljossphevevarjapri bacon, 11/16/2017

Travel Request

Transaction
Transaction date Date due ltem totals Subtotals Transaction total Transaction status
11/21/2017 12/21/2017 1,500.00 0.00 1,500.00 Declined

5.

|| Submit |i Drat_| [ Cancs

Click Submit to resubmit the Travel Request for approval. After clicking submit the Travel Request will be

rerouted through the approval process starting at the being. To see more information about the approval
process and steps please refer the beginning section of this document labeled Creating a Travel Request.



RECONCILING TRAVEL

Once the employee has returned from travel the following steps will reconcile and book their actual travel
expenses. This is also the step that releases the encumbrance amount and books actual expense amounts to the

general ledger.

1. Navigateto
a. Purchasing
b. Order
c. Paid Travel Advance

Data
T
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A 00 00000
Vendors Warehouses Product lines
Tasks
@E
0 0
Create a purchase Create a purch
requisition order
C)I E‘
Approve purchasing Split / merge
transactions transactions
Reports
- g -
Standard reports My reports

i N

Items Price lists

-
Purchase Order
Close PO O

o " . Create a vendor
al avel Advance invoice

Travel Reconciliation
Print/ ema
transactions

2. Locate the Travel Advance you would like to reconcile

a. Click Convert
b. Travel Reconciliation

Paid Travel Advances

All ~ Manage views ~
Includs inactive Include private Advanced filters Clear all filters
Type Document number
Vier Convert TA-0007
Travel Reconciliation
Ec Vie: rorrraYeraTanes TA-0003

Reference number Vendor name Date ~
Jasmine Lammers 11/16/2017
Dennis Applston 111172017

Enter the actual expense information for the trip and upload all receipts as attachments using the

If a line item should be $0 because the employee didn’t actually spend money on that type of expense, do
not delete the line item, instead change the amount to $0 and add any additional line items to represent

3.

attachment process described before.
4.

what was actually spent.
5. Click Submit.



Entries Show defaults

Program Funding Source Fund ltem ID * Quantity *  Unit Price Extended prics

1 620Finance 6611-FinanceFinance 6611--10C-Finance 5200-3-Travel-Mileage 200 Each 0.54 108.00
2

Total 108.00

The approval for the travel reconciliation will go to

1. Travel Monitor
2. Assistant Controller in charge of travel

If additional payments are due to the employee upon the completion of their reconciliation, the additional
amounts will be routed through the following approvals before final payment.

1. Program Director
2. CEO
3. Travel Monitor

Note: This step updates the travel advance record and also creates travel expense purchasing record which
relieves the encumbrance and books the actual expense to the GL. Additionally, if the employee books more travel
than was advanced a check can be cut to the employee, but the additional expense amount must first run through
the regular approval process before the expense will be available to print as a check.

If a balance is due to the tribe, reimbursement will be through a payroll deduction. Please see Payroll Deduction
Requested But Not Yet Confirmed section at the end of this document to view what the travel advance will look
like when a payroll deduction has been requested.

DECLINED TRAVEL RECONCILIATION

If a Travel Reconciliation is declined the following steps can be taken to resubmit the reconciliation for approval.

1. Navigateto
1. Purchasing
2. Order
3. Travel Reconciliation
4. Locate the Travel Reconciliation you submitted and was declined click Edit
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transactions transactions
Reports
n T
Standard reports Mv reports

2. Click on the History tab
3. Click Approval History

1. This will display who declined the travel reconciliation and any comments they left

Items Price lists

Purchase Order
Close PO
Paid Travel Advance

Travel Reconciliation™
Print/ email
transactions

11

“ -
Create a vendor
invoice




Travel Request

History
Created by
Extlserjosephevevarapril bacon
Maodified by
wml_gatewsy
Date
111462017
Vendor

ANCA--Jasmine Lammers
Document number
TR-0008

Approval history
Printed

Ma

Last delivered date

Last delivered by

4. Click Submit to resubmit the Travel Request for approval.

5. After clicking submit the Travel Reconciliation will be rerouted through the approval process starting at
the being. To see more information about the approval process and steps please refer the beginning
section of this document labeled Reconciling Travel.

12



CHECKING THE STATUS OF YOUR TRAVEL ADVANCE

Once you’ve received your advance, Intacct will hold that advance as a Paid Travel Advance, waiting for you to
reconcile your trip. To check on the status of that advance or reconciliation follow these steps.

1. Navigate to
a. Purchasing
b. Transactions
c. Paid Travel Advance
2. Find your advance and click View.
3. Atthe bottom under the entries portion, there is a link to View Travel Advance Tracking Record.
4. This screen gives you a synopsis of your advance and what its status is.

Entries

ltem ID Quantit

7~

View Travel Advance Tracking Record

1 5200-3--Travel-Milesge
2 5200-8--Travel-Airfare

Total

Travel Advance Processed but a Check Has Not Been Printed

When the Trip Balance indicates a zero (0) balance, and the Adjusted Trip Balance indicates a positive (+) amount
this indicates that the travel request has been approved and converted to an Approved Travel Advance, but the
travel advance check has not yet been printed for the employee. To correct this the check for employee needs to
be printed which will cause the travel advance to look like the next section.

ﬂ REGUEST PAYROLL DEDUCTION || RECENE PAYMENT FROMEMPLOYEE. | TRANSFER BALANCE FROMANOTHERTRIP ] SEMD RECONCILIATION REMMDER EMAIL

Travel Advance Info Timeline Accounting Details Comments  System Info

80 1

Excludes itzms

Employes

Vendor. ine Lammerz

Status:

Travel Start Date : 11222017 31 4:00 AM

$1,500.00

Includes items requs:

Travel End Date: 1/30i2017 a1 8:00 AM

Trip Purpose  Description: China

Trip Request Trip Reconciliation Additional Payments to Employee
£ vance-TA-0041 employes

/2 not been created forthis ravel sdvance

Travel Request: s not been recancilled Addiional payments to v

Total Advancad:

Payment Status:

Total Paid :

Payments Received From Employee Employee Payroll Deductions. Balance Transfers between trips

ceurad for this travel advance

not been created for this travel advance No Balance transfers have o

ayroll deductions

o REQUEST PAYROLL DEDUCTION [l RECEIVE PAYMENT FROMEMPLOYEE [l TRANSFER BALANCE FROMANOTHERTRIP il SEMD RECONCILLATION REMINDER EMAIL
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Travel Advance Paid to Employee and Not Reconciled

When the Trip Balance and the Adjusted Trip Balance both indicate an equal positive (+) amount this indicates that
the travel advance for that employee has been paid and is waiting to be reconciled. After the reconciliation is

complete the advance will change to look like either a Travel Reconciliation Larger Than Advance or a Travel
Reconciliation Smaller Than Advance.

ﬂ REGUEST PAYROLLDEDUCTION | RECENE PAYMENT FROMEMPLOYEE. | TRANSFER BALANCE FROM ANOTHERTRIP ] SEMD RECONCILIATION REMMDER EMAL

Travel Advance Info Timeline| Accounting Details| Comments | System Info

$108.00 Trip Balance Employee
Excludes items requested but not completed Vendor: e Lammers
Status:
Travel Start Date 1182017
$108.00 Trip Balance

Travel End Date: 1/20i2017 3t 8:00 AM
Includes itzms ted

Trip Purpass ! Description:

Trip to the ity

Trip Request Trip Reconciliation Additional Payments to Employee
8.

Travel Request: s notbeen reconcilled Additional payments to

ot been created for this ravel advance
Total Advanced:

Payment Status

Total Paid $1028.00

Payments Received From Employee Employee Payroll Deductions. Balance Transfers between trips
s not paid company for 'ayroll deductions have not been created for this travel advance No Balance transfers have occured for this travel advance

h\s vance

ﬂ REGUEST PAYROLL DEDUCTION | RECENVE PAYMENT FROMEMPLOYEE. | TRANSFER BALANCE FROM ANOTHERTRIP ] SEMD RECONCILIATION REMMDER EMAIL

Travel Reconciliation Larger Than Advance

When the Trip Balance and the Adjusted Trip Balance both indicate a negative (-) amount this indicates that the
travel advance for that employee has been reconciled and the reconciled amount is larger than the initial

requested amount. To correct this, select the Pay Employee and enter the appropriate amount to reimburse the
employee. This will change the travel advance to look like an Employee Reimbursement Requested but Not Paid.

Previous | Next:

ﬂ Par cupLOYEE
Travel Advance Info Timeline Accounting Details Comments System Info

$-1 ,550.00 Trip Balance Employee: 2zmin
Excludes items requested but not completed Vendor: Jazmine Lammers
Status:

Travel Start Date - 112202017 at 4:00 AM
§-1,550.00 Agusid Trp Baence

== Travel End Date 11302017 at 3:00 AM

Trip Purpose ! Description China

Trip Request Trip Reconciliation Additional Payments to Employee

Travel Request:

Includes items req

ravel Advance T Travel Addiional payments to the emp!

ot been created for this travel advance
Total Advanced: Total Reconciled:

Payment Status: Reconciliation Due Date

Total Paid :

Days overdue:

Employee Payroll Deductions Balance Transfers between trips

Deduction Status

Payments Received From Employee

En mgany for
this

Requested Deducted Ne Balance transfers have occured for this iravel advance
1D £10768 for Lammers Jasm

000 30

$1,50000 S0

Travel Reconciliation Smaller Than Advance
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When the Trip Balance and the Adjusted Trip Balance both indicate a positive (+) amount this indicates that the
travel advance for that employee has been reconciled and the reconciled amount is smaller than the initial
requested amount. To correct this, select either the Request Payroll Deduction or Receive Payment from Employee

and enter the appropriate amount to request from the employee. This will change the travel advance to look like a
Payroll Deduction Requested but Not Yet Confirmed.

m REGUEST PAYROLLDEDUCTION ] RECENVE PAYMENT FROMEMPLOYEE. | TRANSFER BALANCE FROM AHOTHERTRIP ] SEMD RECONCILIATION REMMDER EMAIL

Travel Advance Info Timeline | Accounting Details Comments System Info

$1 08 00 Trip B: Employee:
Excludes tems requsted but not co Vendor. & Lammers
Status: =
108.00 Travel Start Date 1182017 2t 1
$ - ’ p Bala Travel End Date 11202017
Includes irems

“Trip Purpose / Description:

Trip to the City

Trip Request Trip Reconciliation Additional Payments to Employee
emp .

Travel Request 2d Travel Advance-TA-0008

not been reconcilled Additiona pzyments 1o v o1 been creatad for this wravel advance

Total Advanced:

Payment Status:

Total Paid - $108.00
Payments Received From Employee Employee Payroll Deductions. Balance Transfers between trips

t paid company for

=yroll deductions have not besn craated for this wravel advance Ne Balznce ransfers have occured for this ravel advance

m [Tl e [———— T p——

Employee Reimbursement Requested But Not Paid

When the Trip Balance indicates a negative (-) balance and the Adjusted Trip Balance indicates a zero (0) balance
this indicates that the travel advance for that employee has been reconciled and the reconciled amount is larger
than the initial requested amount, and an Additional Payment to Employee has been requested. Once the payment
has been made and confirmed the travel advance will zero out and be Ready for Close Out.

Travel Advance Info Timeline Accounting Details Comments | System Info

$-2.00 Trip Balance Employes
Excludes tems raquss: . - Vendor: .
Status: Fisacy For Ciose Out.
R Travel Start Date © 117202017 at
$0 Adju e

Includes

Trip Request

Travel Request

2d Travel Advange TA-0027
Total Advanced:

Payment Status:

Total Paid

Travel End Date:

Trip Purpose | Description:

Travel Reconciliation

/302017 at 9

tester

Trip Reconciliation Additional Payments to Employee

Total Reconciled:
Reconciliation Due Date

Days overdue:

ravel Rey

$101.00
1200712017

Employee Payroll Deductions

ayroll deductions have not been created for this travel advance

Request status

Requested  Paid

vel Reimbursemant-TRME-0005 Open 5200 50,00

Tomls  $52.00 50

Balance Transfers between trips

No Balance transfers have occured for this travel advance

Enim cLose our




Payroll Deduction Requested But Not Yet Confirmed

When the Trip Balance indicates a positive (+) balance and the Adjusted Trip Balance indicates a zero (0) balance
this indicates that the travel advance for that employee has been reconciled and the reconciled amount is smaller
than the initial requested amount, and a Request Payroll Deduction has been requested from the employee. Once
a payroll deduction has been confirmed or a payment has been received from the employee the travel advance
will zero out and be Ready for Close Out.

Ready For Close Out

When the Trip Balance and the Adjusted Trip Balance both indicate a zero (0) amount this indicates that the travel
advance for that employee has been reconciled and any payment to or from the employee have been made to
zero out the travel balance. The very last step in the process is to click on the Close Out button.

ﬂ e LT e [ p——

Travel Advance Info Timeline Accounting Details Comments System Info

Employee
Vendor.

Status:
Travel Start Date : 112202017 3t 4:00 AM
Travel End Date: 11202017 2t 8:00 AM

Trip Purpose | Description China

Trip Request Trip Reconciliation Additional Payments to Employee

ravel Advance-TA-0041 = not been recencilled Addiions] gayments o the smp & not been crested for this travel sdvancs

Travel Request:

Total Advancad:

Payment Status:

Total Paid

Payments Received From Employee Employee Payroll Deductions Balance Transfers between trips

cured for this ravel advance

ted Deducted Ne Balance wansfers have oc:
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