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FIRST TIME USING EXPENSE TOOL

Training for Expense (Employee) RECOMMENDED
Web-based training is located at

. Go into https://onlinelearning.rutgers.edu/canvas .

. From there, click on Canvas Login

. Sign in with your NetID and password :
. Go into Dashboard on the left #
. Click on Expense Management Course Pathway

. Click on Modules

o The section EX010 has the tutorial for Enter and Submit
Expense Reports

Adding Banking Information

Go to the Task Icon on the right side of the page.



https://onlinelearning.rutgers.edu/canvas

Adding Banking Information continued

Choose Manage Bank Accounts. Once in there, click on the + to add your banking info. Complete all of the info with a * and you also
need to add your Bank and Branch. Do not enter any spaces or dashes. For Account Type, do not choose Money Market. Only Checking
and Savings. ~

Create Bank Account x

 Country United States -
* Account Number
* Account Type B
Check Digit
Account Holder Anne Gutsick
Secondary Account Reference :&
Bank
Bank Branch
* Routing Transit Number

BIC Code

Active

Save and Close  Cancel

Once the info is entered, Click on Save and Close. The final step is to make your bank the Primary so you would
click next to Valid to highlight the row. Then click on Primary. A check box should show up to the left of your bank

name.
e ______________________________________________________________|]

Manage Bank Accounts

+

@ Magyar Bank XX3691 Checking e
Magyar Bank, United States Valid 10/7H6

Routing Transit Number (I




If you previously started a report this is the screen you will see.
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Create Expense Item Each individual expense needs to be | ' saveandcreate another | saveandciose v | cancel
entered onto one of these screens.

H *
All those with an * must be *Dato Date of expense Attachments Hotel receiptpafie | %€
completed. Make sure you

*Templatd Rutgers Business Unit Expenses F” [ Receipt missing

You will select the type of
expense from the drop down

complete the description box.

*Typd Travel - Lodging & Accommodations - Domestic B

Expense Location United States v
menu. Example shown
* Amoun{ USD B 150.00
Number of Days 2
Daily Amount 75.00 USD

Reimbursable Amount 150.00 USD

4 Details Get this information from the business office

Descriptiol

Hotel for conference Task Number

Expenditure Orgamza(l+

* Merchant Name  Holiday Inn Contract Number

* Checkout Date| 7/7117 ﬁ"e Funding Source

Account 450.5395.3019.2110.100.1G07 P

Project Number| Project Transaction Location

Project Transaction Business Line

Project Transaction Activity
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Expense Report: RBU0018876222

* Purpose Test
Attachments None ==

Status Saved

Expense ltems
Actions v ==
Travel - Lodging & Accommodat ... - United States

Holiday Inn for conference

Travel - Conference & Conven ... - AA, United
Roundtrip fee for transportation to airport. Paid cash

4 Report Total

When your report is finished and

Payment Method ACH-BOA-PPD B

ready to be submitted click the
650.00usp submit button.

SortBy Newestdate B

8137 150.00 USD
Hotel receipt pdf == 3¢
Original receipt required

10/28/16 500.00 USD
None ==

Original receipt required
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