Oracle Expense Module User Guide

1. Manage employee bank account..................oooviiiiinnn 1
2. Create CXPEIISE. . uutte ettt ettt et e eteeaereeetarrenanenans 3
3. Createcashadvance..............coeeiiiiiiiiiiiiii e, 12
4, Manage delegate............coooiiiiiiiiiiii 17

5. Approve expense report/cash advance............................ 19



1. Mange employee bank account:

All personal expense/cash advance can only be reimbursed/paid to Chinese bank

account.

Step 1: Enter the Expense module
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Information

e 0w
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Step 2: Fill in/ manage bank account information
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12ans

Create

Create Expense Report

Request Cash Advance

Manage

Manage Bank Accounts

Manage Delegates

Expenses Preferences



Create Bank Account

* Country

* Account Number
* Account Holder
* Bank

* Bank Branch

Sawve and Close

Cancel




2. Create expense

Only if the reimbursement is refunded to your personal bank account will need to
use the Expense module. Payment to suppliers or third party shall be submitted to
Finance Office with approval directly (from August 2019, payment to supplier will
go through Supply Chain module).

Step 1

— Guangdong Technion

 lsrael Institute of Technology

Travel and Expenses

Expenses Product Tour

Create

@ Expenses | Introducing the Expenses W..4 Create Expense Report
‘ Request Cash Advance
Expenses
Travel and Expenses Manage
Manage Bank Accounts
Expense Items Expense Reports Cash Advances
1 -~ 1 1 Manage Delegates
6 1 Expenses Preferences
5 ) ‘ 1 Adva 3 e

Create Expense Report

* Purpose b"

Attachments None ==

Expense Items

Actions w | wf= Add Existing

No data to display.



Guangdong Technion

Israel Institute of Technology

reate Expense e I Ik €

=

1)
2)
3)

4)

* Date 2019/07/09 Mc Attachments None ==

L Template Expenses for administrative affail v

* Type vi

* Amount Accommodation-China-Foreign staff
Accommodation-China-General staff
Accommodation-China-Management
Accommodation-China-Middle Management
Accommodation-China-Senior Management
Accommodation-Oversea

Airfair

Contract Benefits

Entertainment-Staff and Business
Entertainments-Gifts for Employee
Miscellaneous

Transportation

Travel Allowance

Reimbursable Amount

Purpose: A general description of the expense report;

Date: The date when you submit reimbursement;

Template:

GTIT Expenses-Management: It is specific for Chancellor, VC and PVC.

GTIIT Salary Advance: It is for new non-Chinese staffs who need salary advance.
Type:

Contract Benefits: Refers to expense such as relocation fee, medical insurance fee

and home leave airfare or other benefits agreed in your employment contract.

Central Research Equipment: Refers to expense such as lab consumables which will

be debited from the budget of central research equipment.

International School/Teaching Lab: Refers to expenses which will be debited from
the budget of GTIIT bilingual school and teaching lab budget.

Entertainment-Staff and Business: Refers to meal fee for farewell, welcome dinner

or other business purpose. Please add attendees through clicking the icon on the
left-hand side.



— Guangdong Technion

Israel Institute of Technology

Create Expense Item

IE * Date 2019/07/10 be

»_ * Template Expenses for administrative affail v

* Type Entertainment-Staff and Business v

Expense Location \ v

* Amount CNY - ¥

Reimbursable Amount 0.00 CNY

4 Details

* Description

_ Guangdong Technion
~ Isreel Institute of Technology

Create Expense Item m @

[eor
Ingt
‘ Amount 0.00
Employees 0.00
Nonemployees 0.00

Remaining Balance 0.00

Divide amount equally

Employees +

* Name Amount (CNY)

v

Nonemployees +

Attendee Type  * Name Employer Amount (CNY)

Add attendees.

Travel Allowance: It includes both meal and city transportation allowance. System

will automatically do the calculation through clicking the “Calculate” button on the

top right corner based on the filled-in trip date and place.



_ Guangdong Technion

Israel Institute of Technology

Create Expense Item

* Template Expenses for administrative affairs ¥

*Type Travel Allowance ¥
* Start Date  2019/07/09 g
*End Date  yyyylmm/dd g
* Destination Beijing, China v

Per Diem Total 0.00 CNY
Attachments None =

A Details

* Description

Account 01-101-999999-5101010101-00000000C E

k carefully since it will affect

5) Account: Please select the cost center, project and tas

approval workflow and budget.

Account

A Hide Segments
Company 01 v GTIT

¥  Finance Department IA4£5&E

Administrative
Budget(Finance)

B{UETESA_THE
220
_GTIIT_Administrative
Expense

v

Account 5101010101 v

Budget Account 0000000000 w  Default Null

-m Project Level Control 7551
99999 v
EIRY

Default Business

Business Purpose 000000000 ¥ | purpose

Function Account 0000000 w | Default Function Account

Spare 0000 w  Default Spare

Search  Reset | OK  Cancel




Step 2: Submit expense report for approval

Expense Report: 0002605074

Purpose Attend a conference

Attachments None ==

Status  Saved

Expense ltems

Actions w -+ Add Existing

Aiir fare - shantou, Guangdong

Apply Account ¥

Save ¥  Submit Cancel
Report Total '
999.00cnNy

SortBy Newestdate

2019/03/06 999.00 cNY X
+

Expense report can be withdrawn even it is approved or submitted.

Expense ltems

2 Cash

= -

Duplicate

Withdraw

Print Preview

Expense Reports

3 Requires Action

7 In Progress

Print Preview with Attachments

Cash Advances

1 In Progress

2 In Approval

Step 3: View approval workflow

Travel and Expenses

Expense Items

1 Cash

Actions w e

Expense Reports

3 Requires Action

6 In Progress

0002395222 - TEST UG reimbursement

<Pending manager approval®

Cash Advances

1 In Progress

2 In Approval



Approver List

+ x

& |

134

1.1.1.1

..........................

Options Apply Reset ¥

Section Stage or Participant

1 4 3z Parallel Stages

4 [EH) Expense Report Approval Stage

4 5z Parallel

..ii - W - Expense Report Approvers
Assigned May 7, 2019

......

Step 4: Receive notification

Staff will receive notification when the expense is approved/rejected/get paid/required

more information to submit.

4.1) Email notification:

Approved:

SNN RPN CuE
2019313 (W= 11501

7 -

Approved: Bxpende Report Approval 0002515961 for 0
<L
D ETaasnEENEE | FNZEELE Web MEBCEERSS,

Aroass this lask in e Workagacn Apglication

Expense Report Approval 0002515961 for
Details

Assigeeed Date POIROX13 1035

Oubcome Task Complebed - Approved

Task Hamber 200908

. <ekhg-test.fa.sender.1@workflow.mail.ap1.cloud.oracle.com=>

(1,739.00 CNY)

(1,738.00 CNY)

Rurpeat Period J0IRA0M - 20190004
Report Total 1,7389.00 CHY

Submission Date HA0ok3
Comtin Segrme

Purpose TE0190313_Jack



Get paid:

Hﬂ F0 ; FYD: Expanse Relmbursement (500,00 CNY) Was Initiated for Your Bank Account Ending In the Dlglts KXXEXKI1682
- Wz ﬁ. shhipbes fa e [t mal spl Ao ceads i == anpeaE L= ROy
Et b g e et bcan
DI, abhyg reak i, | nnciirm Al ok s

AciHer e lado i e Rcakegqui w e plad o

Expense Reimbursemeant (B00.00 CNY) b\faslln'rtiated “or Yeour Bank AccountfEnding nthe Digie XXX 1652
Details

Fmwpws BoHung Payment Nals - MEI0HT
e Nate 2IATI0AT 2 3 Fryrasnl demnnl - 200 17 CHY
lask Kusshar A0 llesk ekl Dhine

Lk Arcourd Humber 000U L2

Liank Account lve:

Expenzz Repaoris

*Note: There will be time difference between receiving get paid notification from
Oracle and actual payment.

Require more information to submit:

Staff can submit attachment directly through clicking the “Submit Info” link in the
email.

| Information Reg uestad:lﬁxpensa Report Approval 0002605764 for 5,002.00 CNY)
0 L ~ R "-.'I1-:_; test lasender. 1 @workHow. maillap cloud.oracle.com= - L £EEN v
Fit | [ha _erinaor Applcation o tim direct action wsing e linis in ths sma

Aticns: Suhmit Inlo

xpense Report Approval 0002605764 for £ (5,002.00 CNY)
Datails
ARG L ___ Rispot Paricsd ;;;::.:g\:.:';lg? )
From F o Report Tolal 500200 CHY
Asnigned Date 20190321 1580 F-UDMH-E-‘;': RO
Task Hismigr 201450 ;3"_\'.::‘

Purposd FACULTY TEST

Expensa [lams

1 00 -l AN BOUE Project and Task 500200 CHY
Srenzhen, Guangdong, China Ciosi Center 101 C
TEACHING MATERLAL

\ Comments

FAANIRT M DL o
Plass subimil mong detad

Cash
20150308



4.2) Bell notification:

_ Guangdong Technion

~ lsrael Institute of Technology Notications

Pending Notification More Detas

Travel and Expenses v
Enter search ferms '3\
Expense Items Expense Reports Cash Adve @ FYI: Oracle Fusion Applications-Automatically Yesterday

Generated Password
3 Requires Action 1 Ir

Attachment can be uploaded through opening the notification window.

Expense Report Approval 0002836271 for Bo Huang (300.00 CNY)

R Reassign..

4 Details

Withdraw
Assignee "BoHuang Report Period  2019/03/21 - 2019/03/21 Submit Information

From Bo Huang Report Total  300.00 CNY Save

Assigned Date 2019/03/29 17:11 Submission Date  2019/03/29

Task Number 201708 Context Segment
Purpose test0329

4 Expense ltems

View v Format v [ Detach

Expense Date Amount (CNY) Expense Class
Miscellaneous 2019/03/21 100 Business
Miscellaneous 2019/0321 200 Business

Columns Hidden 8

4 Comments 4 4 Attachments +

2019/06/06 13:55 4L T Max DING No data to display

222

Step 5: Print out the approved expense report

When the expense report shows as “Pending Expense Auditor Approval”, staff
shall print out the report from Oracle and bring it with all the original
receipts/invoices attached on the paper which has a paste guide form on the
Expense module homepage to Finance Office.

10



Path: Locate the expense report which shows as “Pending Expense Auditor Approval”
and click Actions-Print Preview icon.

Expense Iltems Expense Reports Cash Advances

3 Requires Action 1 In Progress

2 Cash

7 In Progress 2 In Approval

o=n

Duplicate

Withdraw

Print Preview with Attachments

0002395222 - TEST UG reimbursement

Pending manager approval

Expense Report Template:

Guangdong Technion
Isroel Institute of Technology Expense Re port

IAEUBHRTHR

N
S
Report Number 0003313984

Expense report number 0003313984 for 120.00 CNY was submitted for approval.

RECEIPT_LESS_AUDIT

To send required receipts to Accounts Payable, print this page and attach all required receipts.
«  This expense report will be paid after it has been approved, and Accounts Payable has verified the receipts.

Person  HNEEEN EEEEEEEN Submission Date 2019/07/04

Expense Dates  2019/07/04 - 2019/07/04 Report Status ~ Pending expense auditor approval
Reimbursable Total ~ 120.00 CNY

Expense Type Expense Template Description Reimbursable
Amount (CNY)
Miscellaneous Expenses for s HH NN BN BN T BN BN N BN NN B 120,00

Amount Due to You 120.00 CNY



3. Create cash advance

*Note:

1) If you submit an expense report after any paid cash advance, system will offset
the cash advance firstly.

2) Payment to supplier but without invoice shall fill in a Cash Advance form and
submit to Finance Office directly.

Step 1
Travel and Expenses

Expenses Product Tour

Create
@ Expenses | Introducing the Expenses W..4 ° fad Create Expense Report

Yﬁﬁmg 53\5’ Request Cash Advance
o [
Tatent Profie npetibo |

Expenses

Travel and Expenses Manage

Manage Bank Accounts
Expense Items Expense Reports Cash Advances
1 1 u 1 Manage Delegates
6 : 1 Expenses Preferences
5 2 1 3

Step 2: Enter cash advance details and submit

Advance Type: Choose an advance type based on your employee categories.
Please be carefully select the advance type since it will affect approval workflow.

Employee category Advance Type
Administrative staff of non-student | GTIIT-Admin

affairs related department
Administrative staff of student affairs | GTIIT-Admin-Student Affairs
related department
Faculty GTIT-Faculty

12




— Guangdong Technion

Israel Institute of Technology

Request Cash Advance

* Advance Amount CNY

* Purpose Stationery purchase

Advance Type | GTIIT-Admin v

Start Date  yyyy/mm/dd r*o

End Date yyyy/mm/dd r*o

Attachment None ==

Step 3: Print out the approved cash advance

When the cash advance shows as “Pending Expense Auditor Approval”, staff shall print

out the entire webpage and bring it to Finance Office.

— Guangdong Technion

~ Isreel Institute of Technology

Actions w

Travel and Expenses

Expense Items Expense Reports Cash Advances.

5 Requires Action 2 In Progress

3 Cash

37 InProgress 2 In Approval

v -

Policies and Guides

IT Expense User Guide  Expense Training In English ~ Expense Training In Chinese standards and trave| allowance abroad Expenseicash advance workfiow

Invoice paste guide

Actions w Request Cash Advance
ADV0003195302 | TEST REPORT \ 628.00 cny
Pending auditer approval

13



— Guangdong Technion

Israel Institute of Technology

Cash Advance: ADV0003195302

Advance Number

ADVO003195302

I Status

Pending auditor approval I

Employee
Purpose

Advance Type

Advance Amount
Trip Start Date
Trip End Date

Attachment

TEST REFPORT

GTIT-Admin

§28.00 CMNY

Mone

Mote: By "Status” changed to "Pending_Auditor Approval”, please print the entire webpage

by using keys of Ctri+P(Windows) or Cmd+P(Mac) to print this report and hand it over to

Fin, Dept,

Step 4: View approval workflow

Travel and Expenses

Expense Items

1 Cash

_ Guangdong Technion
~ Israel Institute of Technology

Pending Notifications ‘v
Enter search terms

Expense Reports Cash Adv:  FYI: Oracle Fusion Applications-Automatically

Generated Password
3 Requires Action 1 Ir

FYI: Oracle Fusion Applications-Automatically
6 In Progress 2 Generated Password

14

More Details

Yesterday

Yesterday



| Views + # -w  Adions ¥
B Title
Inbox %] ® Expense Report Approval 0002395162 for|
My Tasks (6) B Error in Expense Report Approval
| W =] Error in Expense Report Approval
Administrative Tasks E] DV0002395217
H Cash Advance Approval ADV0002395215
Views 3 Expense Report Approval 0002395210 for|
Due Soon Wi Expense Report Approval 0002395210 for
High Priority 3 Expense Report Approval 0002395210 for||
Past Day B Expense Report Approval 0002395197 for|
Pact Wesk =] Expense Report Approval 0002395197 for||
asties H Expense Report Approval 0002395197 for|
Past Month H Expense Report Approval 0002395179 for||
Past Quarter H Expense Report Approval 0002395179 for
New Tasks 5 Expense Report Approval 0002395179 for

11

Expense Report Approval 0002395167 for|

Step 5: Receive notification

Staff will receive notification when the cash advance

paid/required more information to submit:

5.1) Email notification:

Approved:
oMW RPN W
il

P
i)

NS NG SE | SRR LE Wt IR BB,

Access this 1ask in the Waorkspace Application

Cash Advance Approval

[S] Cash Advance Approval ADVO002395217 for {10,000.00 CNY) - Google Chrome

= 8 B

@ == | htips://ekhg.fa.apl.oraclecloud.com/fscml

s fadf task-flow?bpmWorklistTaskid=28a39

Cash Advance Approval ADV00023€... Actions v

4 Details
Advance ~
Assignee Number ADVD0023852
From n Trip Period -
Assigned Date 2019/05/07 15:40 Advance Total 10,000.00 CN'
Task Number 200494 Submis;ion 2019/05/07
ate
I TEST CEC ca:
Purpose
advance
| Context
Segment
4 Comments 4 4 Attachments

No data to display No data to display

4 History

Section Stage or Participant /

| 1 4 [ﬂ Cash Advance Approval Stage

ADV0002605253 for 1

] < gkhg-test.fa.sender.1 @workflow.mail.ap1.cloud.oracle.com >
Approved: Cash Advance Approval ADVOCOZE05253 far

[2.019.00 CHY)

(2,019.00 CNY)

Details
Assignes Advance Number ADVDDIZE0SIE3
Assigned Date  2019/03/1% 16:25 Trip Pericd -
I Outcama  Task mum-mm-ﬂ Advance Total  2.019.00 CNY
Task Number 201207 Subrission Date 201903119
Purpose  buy malerials
Contaxt
Sagment
Comments

s dats to dadey

15

is approved/rejected/get



Get paid:

Q=4 _ﬂ: FYI: Cash Advance ADV0002149098(6,000.00 CNY) Was Deposited into Your Bank Account Ending in J0000000{1682
w Fi% we akhg-test fasender. | @wordiow.mal.apl.cloud.oade.com T ; 2019228178 T 10037

A ferenry huang @oracle.com
[EE: kg test.fa. pender, 1 Brworkdfiow, mailap 1. cloud orack.com

Aniaan This ek in e Workspace Applicatio

Cash Advance ADV0002149098(6,000.00 CNY) Wa
Details

Assignee  Bo Huang

Assigned Date 201902107 10:37

Task Mumber 200262

Deposited into Your Bank Account

Ending in XXX 1682

Payment Date 201002197
Payment Amound & 00000 CRY
Bank  Bank of China
Banik Account Humbar 00000001682

Bank Accounl Typs

*Note: There will be time difference between receiving get paid notification from

Oracle and actual payment.

Require more information to submit:

I Information Roquostod:]Cash Advance Approval ADVO002605821 for

<ekhg-testfasendert

e

ALcars

Actions: Submit tnfo

Cash Advance Approval ADVO002605821 for

workflow.mallapi clood oracie.com>

8 LAtk I Ihe  WOOsce ASShCAton of Lake Arect SCDON usng the ks in this ema

(808.00 CNY)

Dotads
L o TR p——
Assignes Number  ADVO00200882 1
From g Penoa
Assigned Date  20100M24 2044
Advance Tote  BOS 00 CNY

Tash Number 201513 Submission
(
Purpose

Content
segment

Commants

201900321
J0 a8

Pieate afach
Wtanomery Wt

5.2) Bell notification:

_ Guangdong Technion

" lgrael Institute of Technology

Travel and Expenses

Expense [tems

Expense Reports

T

3 Requires Action

(808.00 CNY)

- n KBNN

Noffications

Pending Notifications

Enter search fems

Cash Adve @FYL: Oracle Fusion Applications-Automatically

Generated Password

16

More Details

Yesterday



4. Manage delegate

Staff can delegate other staffs to submit expense report on behalf of himself/herself.
Please note that the delegate management is not applicable to cash advance.

Step 1

_ Guangdong Technion

" Igraal Wsstitute of Technokogy

Travel and Expenses

= Wpngoh Banh Asisrs

Expense ltems Expense Reports Gash Advances
_* 5
3 Respatis Action 1 it Praoress D
1 Cash ‘
o2 - L

Delegates and Permissions

Inactivate the delegate

. |

*
MM -+ Status Active v

No data to display.

17



Step 2

Delegate staff needs to choose the delegated staff first before creating expense report.
Delegated staff will receive a notification to confirm the expense report. It will then

enter approval procedure after being submitted by delegated staff.

Travel and Expenses B 51 Zoe ZHUO v
—lp' B Huang .

Expense ltems Exp¢ iz & 7oe ZHUOQ ovals
“ Search... |

18



5. Approve expense report/cash advance

5.1) Approve by Oracle

Click the bell notification on the homepage where the details of the expense report/cash
advance can be seen as well.

— Guangdong Technion

Israel Institute of Technology

Pending Notifications =

Enter search lemms

Action Required: Expense Report Approval 3 days ag0
00025872482 for /sssmmsy (400,00 CNY)

Approve  Reject

B ¥ - 0 x
-
@ =2 | hitpsy//ekhg-test.fa.apl.oraclecloud.com/fscm Pending Notiﬁcations v More Details
Expense Report Approval 0002587282 for T 40000 CM | [EE sovrove Reiec .
Enter search terms "
. Request Information.
4 Details rEx .
Reassign Action Required: Expense Report Approval 3days ago
' R 0002587282 for W {400.00 CNY)
Assigoee Report Period 40/07%6 Adnoc Route Acion Required: Expense Report Approval 0002587282 for Bo Huang (40000 CNY) |
From ReportTotal 40000 CNY e Withdrawn: Approval of Annual Leave Absence 3 wesks ago
issi Request for g ail rom 2019-06-10
Assigned Date  2019/05/05 1540 Submission 201905105 ‘oegmg -06<25- P
Context
Task Number 202220 Segment Violation Type
Purpose TestSLA No data to display. Action Required: Cash Advance Approval 4 weeks ago
ADV0003431052 for B 58" (2,400.00 CNY)
4 Recent Returned F Rpprowe: Regect
4 Expense Items Action Requiret?: Expense Report Approval 1 month ago
Expense Report Numbe g(::)%o 49546 for i k131400
View v Format v  Expense tems Requires your approval ¥ = Detach Wrap
Requires Y 0003600352 Approve  Reject
equires Your
Expense Ap:roval Date Amount (CNY) Expense Class 000132065 Action Required: Cash Advance Approval 1 monih ago
ADV0003049529 for M W MEE(23,333,00
Transportation ¥ 2019/02/26 400 Business CNY)
Col Hidden 8 " Approve  Reject
ESMASICN 4 Unapplied Cash At
Action Required: Cash Advance Approval 1 month ago
-
4 Comments 4 4 Attachments + status ADV0003049521 for (20,001.00 CNY)
Approve  Reject
No data to display.
No data to display No data to display N &
Action Required: Expense Report Approval 1 month ago
i 0003049457 for TMMMINEI2,200.00
4 Historv CNY)
: »

19



Approvers can add comments before reassign/approve/reject the expense report:

& hittpsy//ekhg-test.fa.apl.oraclecloud.com/fscmUl/faces/adf.task-flow?tz=Asia%2FHong_Kong&df=medium&dt=both&tf=short&lg=en&wcy=&bpmWorklistTaskid=al74e.. & @
Expense Report Approval 0003195371 for Jesse LI £2%5F (20,222.00 CNY) GRS Approve  Reject
B Request Information...
4 Details
Reassign...
Assignee ' Yigal Cohen Report Period 2‘2]015%2%21 ° Adhec Route...
From Jesse LI 2FE= Report Total 20,222.00 CNY Save
Assigned Date  2019/07/03 17:17 S”hm'sts,:’e‘ 2019/07/03
Context
Task Number 201801 Segment
Purpese For testing
4 Expense Items
View w Format v Expense Items Requires your approval ¥ ' Detach Wrap
Expense
Central research equipment
Columns Hidden &
4 Comments 4+ M Att
No data to display o data
4 History
4 »
5.2) Approve by email
From: GTIIT ERP [mail fa @worl mail.apX.cloud.oracle.com]
Sent: Tuesday, 7 May 2019 15:38
To:t: T
Subject: Action Required: Cash Advance Approval ADV0002395213 fo 11772,333.00 CNY)
Access this task in the Worls; lication or take direct action using the links in this email:
Fcu' Approve | Reject | Request More Info i
Cash Advance Approval ADV0002395213 for . (2,333.00 CNY)

Details . Unapplied Cash Advances
_ Advance Number ADV0002385213
Assignee
Status Due Date ‘Advance Balance
From Trip Period -
Mo data to display
Assigned Date  2019/05/07 15:37
R Advance Total 233300 CNY Comparison with Company Policies
ask Number Submission Date  2019/05/07
Purpose  test | Company Policy
Context
Segment Total Number of Open 1 1
Advances
Comments
Ho data to display Cash Advance Amount

History

Updated By Action Performed ~ Assignee Updated Time

Assigned May 7, 2019 3:37 PM

for This Request

20

2333.00CNY 99,999,999.00 CNY



