VISION

American Association of
Motor Vehicle Administrators

AAMVA

DATABASICS - Non Employee Step-by-Step
Expense Report Guide

1 Navigate to
https://site10.data-basics.net/aamva00534/saml| sso easyconnect.ext

2  Click on this hyperlink to access profile.

(LH

Announcements

Welcome to DATABASICS Time and Expense

You can now send receipts directly to your expense report from any
device (including your iPhone or Smart Phone) by e-mailing it to
sitel0@emailexpense.com. In the subject, enter R#### where #### is
the expense report number.

When finished entering time or expenses click at the top of the page on:

AL T as rr— A Farm & e o~ sl o 1 r r i

4250 FAIRFAX DRIVE, SUITE 1000, ARLINGTON, VA 22203 | 703.522.4200 | aamva.org



3 Click "My Preferences".

$1,273.88

Announcements

Welcome to DATABASICS Time and E:

You can now send receipts directly to»
device (including your iPhone or Smar

site10@emailexpense.com. In the subj
the expense report number.

Laura Hornick
(GMT-05:00) Eastern Time (US & Canada)

Sign Cut

When finished entering time or expenses click at the top of the page on:

1) [SAVE AS DRAFT & EXIT] to place your work on hold for future
modifications or,
2) [Submit] to release your work for approval.

4  Click "ACH Setup" to add banking information for ACH payment.

D \[FE—
Mater Vehicle Administrators.

AAMVA

My Preferences

User Preferences  Change Password

General Options
Date Preference:
Number Format:
Time Zone:

Country:

WBS/OBS display name:

A

mm/dd Ay

#3800

{GMT-05:00) Eastern Time (US & Canada)

USA

O Yes

Expense v

@® No

My Profile

Email Accounts

~

Favorite Addresses



5 Click "ADD" to add a new account.

i gl Y A Expense™™! =

My Preferences

User Preferences  Change Password ~ ACH Setup My Profile  Email Accounts  Favorite Addresses

please note that we don't display leading zeros in the routing number. For instance, if you entered the routing number as 002339299, after saving it will be shown as 2339299.

Account N... Routing N... Bank Name Account T... Last Modifie... Entered By Notes Active
06/12/2024 78... 2017 Bankof America  Checking 06/12/2024 0007290011 Yes
06/13/2024 \78... 0089 Citi Bank Checking 06/12/2024 0007290011 Yes
Powered by DATABASICS  (8.1(011924)) Copyright ©2024 DATABASICS, Inc. All rights reserved. Privacy Policy | Support
6 Populate the needed information and select "Save".
o aamingars )] Expense V' H

My Preferences

User Preferences  Change Password ~ ACH Setup My Profile  Email Accounts  Favorite Addresses

After saving, please note that we don't display leading zeros in the routing number. For instance, if you entered the routing number as 002339299, after saving it will be shown as 2339299.

P Wal® e Y

EffectiveDa...  AccountN.. RoutingN..  BankName AccountT..  LastModifie.. EnteredBy  Notes Active

e B8
/2024 0007290011 Yes

06122024 [ Reauredfeld  Sorgdgisifaler Required feld Checking

06/12/2024 678... 0017 Bankof Ar
ancel

06/12/2024 0007290011 Yes

Save

06/13/2024 678... 10089 Citi Bank Checking

Powered by DATABASICS  (8.1(011924)) Copyright ©2024 DATABASICS, Inc. All rights reserved. Privacy Policy |  Support



7 Click the "Expense" hyperlink to be taken to the Expense Reports section.

R Expense

[AMVA] | "
My Preferences

User Preferences  Change Password ~ ACHSetup My Profile  Email Accounts  Favorite Addresses

After saving, please note that we don't display leading zeros in the routing number. For instance, if you entered the routing number as 002339299, after saving it will be shown as 2339299.

EffectiveDa...  AccountN.. RoutingN..  BankName AccountT..  LastModifie.. EnteredBy  Notes
06/12/2024 678 0017 Bankof America  Checking 06/12/2024 0007290011
06/13/2024 578... 0089 Citi Bank Checking 06/12/2024 0007290011
06/14/2024 678 4710 Truist Checking 06/12/2024 000729001

Powered by DATABASICS  (8.1(011924))

Copyright ©2024 DATABASICS, Inc. All rights reserved. Privacy Policy |  Support

8  Alist of any submitted, open, and rejected expense reports will be listed below.

To created a new expense report, select the type of expense report by clicking
"Create A New Report" to view a drop down menu.

For this example, Expense report was selected.

M sy kel (] Expense
My Expenses

CREATE ANEWREPORT v/ CREDIT CARD CHARGES(0) w

=7 AssamcReport
=1 Expense Repirt Id Dates

& 1002 ®  09/23/2023-09/29/2024

Purpose

Name of Event

Status



9

In the "Purpose" section, enter in the name or project ID of the event.

Click the dropdown menu for the "City" to view a search box.

Create New Report: [XP] Expense Report

Report Cover Page

“Purpose

Notes
Name of Event]

*City
Filter by any part of the name or name™
Choose Your Member Jurisdiction

Select an option.

.
Project Class % Allocation Notes
100.00
100.00

CREATE REPORT CANCEL @

Powered by DATABASICS (8.1 (011924))

Copyright ©2024 DATABASICS, Inc. Al rights reserved

10 Find the appropriate location and select it.

Note: There may be multiple pages to scroll through to find your city.

wredie New ReporL |AF | EXpense Keport

Report Cover Page

*Purpose

Notes
Name of Event

*City
new orleans

4 Cities Matching Search
NEW ORLEANS [ORLEANS PARISH|-LA - Lou'siana - United States
NOSC NEW ORLEANS [ORLEANS PARISHI-LA - Louisiana - United States
NAS JRB NEW ORLEANS [PLAQUEMINES PARISH]-LA - Louisiana - United States

Paze 1 of1 0

[- ADD ] [ COPY &ADD IMPORT

Project Class



11  Select the dropdown menu to choose your "Member Jurisdiction".

el AR DNV IV RO e [P | ARG e VA T b

Report Cover Page

*Purpose Notes
Mame of Event

*City
INEW ORLEANS [ORL EANS PARISH]-LA

Choose Your Member Jurisdiction

Select an option.

[ ADD ] [ COPY &ADD IMPORT

Project Class

12  Asearch can be performed by typing the name of the jurisdiction.

Select the applicable Member Jurisdiction.

Report Cover Page

*Purpose Notes
Mame of Event

*City
MEW ORLEANS [ORLEANS PARISH]-LA v Q

Choose Your Member Jurisdiction

virginia f"”“\ N

Virginia
West Virgini

Paze 1 of1
[- ADD J l CUPY & ADD J IMPORT

Q

Project Class



13  To add the project code, click in this field to bring up a search menu.

*City
NEW ORLEANS [ORLEANS PARISH]-LA v Q
Choose Your Member Jurisdiction

Virginia v

[ ADD ] [ COPY &ADD 8 E IMPORT

Project

-~ e, Y

CREATE REPORT CANCEL @

Powered by DATABASICS (8.1(011924))

4 Search for the project by typing in the project ID, project name or enter % to view
a complete list of available projects.

Virginia ~
[ ADD ] [ COPY &ADD IMPORT
Project Class
REGION Q
POD292 - Region1and 2 Administration
POD2%% - Region 3 &4 Administration
POD323 - FY2024 Region 1 Chief Admin Meeting
POD342 - FY2024 Region 2 Chief Admin Meeting

POD333 - FY2024 Region 3 Conference (AAMWVA)

POD367 - FY2024 Region 4 Chief Adminstrator Meeting (AAMVA)
POD74% - FY2024 Region 1 Conference

POD736 - FY2024 Region 1 Fall Board Meeting

POD774 - FY2024 Region 2 Fall Board Meeting

POD&14 - FY2025 Region 3 Conferenle Ea

Q

[ Page 1 of2

Powered by DATABASICS (8.1(011924))



15  Please note there may be more than one page of results.

Virginia ~
[ ADD ] [ COPY &ADD I IMPORT
Project Class
REGICON Q
PODE31 - FY2024 Region 3 Canference
POD&47 - FY2024 Region 3 Conference Travel Assistance
PODE&2 - FY2024 Region 4 Chief Adminstrator Meeting

FY¥2024 Region 4 Conference Travel Assistance

PODGA6,

Page 2 of2 O

Previous Page

CREATE REPORT CANCEL ®

Powered by DATABASICS (8.1(011924))

16  Select the correct project code.

Virginia ~
[ ADD ] [ COPY &ADD I IMPORT
Project Class
REGION Q
POD292 - Region1and 2 Administration
POD2%% - Region 3 &4 Administration
POD323 - FY2024 Region 1 Chief Admin Meeting
POD342 - FY2024 Region 2 Chief Admin Meeting

POD333 - FY2024 Region 3 Confer EAMVA)
PDO367 - FY2024 Region4 Chie it
POD74% - FY2024 Region 1 Con E
POD756 - FY2024 Region 1 Fall Bhard Mestjng
POD774 - FY2024 Region 2 Fall Boartdue
POD&14 - FY2025 Region 3 Conference

[ Page 1 of2 » B C

Powered by DATABASICS (8.1(011924))



17 The "Class" must be entered next. Select this field to enter in the class ID.

ADD IMPORT

Class

NCEL ®

18 Enter the class ID or class description to search for the value.

IMPORT
Class % Allocatior
W 906 V. Q 100.
206 - Meetings |
Page 1of1 3

100.



19  Click "CREATE REPORT" to enter in the items to request for reimbursement.

Virginia s
[ ADD ] [ COPY &ADD DISTRIBUTEE IMPORT
Project Class
r
P0O0749 906

£
[ CRE{TEREPOR) ] CANCEL (@
L

Powered by DATABASICS (8.1(011924))

20 To add an expense type, select the "ADD AN EXPENSE" hyperlink to view a list of

items.
|
< 1004 - Name of Event

[ ADD AN EXPENSE S ]

[ Type at least two characters to search x

7] Receipt EXPRESS (0)

@ Air/Rail Transportation

== Auto Rental

Gas, Tolls, Parking

Local Transportation

Lodging

Meals & Incidentals

@ = W

Mileage

K

Phone/Internet

(1]



21 Select the correct expense type to enter in the details. This example will show the
LODGING expense since this will be similar to most expense types.

€ | 1004-Nameof Event B gy = [ swvesomsor | [ svar )

ADD ANEXPENSE \/ Type atleast two characters  List View v o
search

Typeatle:

Notice Amount Due

o
é &y Mileage
’ -
@  Phone/Intemet _~
#_ Travel Assistance - Auto Rental _~
[+ Travel Assistance - Gas, Tolls, Parking

ffi Travel Assistance- Lodging

(@ Travel Assistance - Meals & Incidentals
Travel Assistance - Mileage

Travel Assistance - Phone/Internet

3
gy Travel Assistance - Air/Rail Transportation
@ Travel Assistance - Local Transportation

Travel Assistance - Registration Fee

$0.00 $0.00
usb usb

Powered by DATABASICS  (8.1(011924)) Copyright ©2024 DATABASICS, Inc. All rights reserved. Privacy Policy | Support

22 Once the expense type has been selected, the details section will display on the
right-hand side. To save time with data entry, some expense types have a
"Recurring Charge" option that will duplicate the entry. Please note if there are
changes, those will need to be made for that specific day. This example
demonstrates what the recurring entry will look like. This is not required, only
optional.

 —

< | 1004-Nameof Event - B Gy = [ s ([ somr ]
o Type atleast wo characters  List View | Travel Assistance - Lodging Details
[0 Datesa Expense Type Notice Amount Due £y *Amount
. $000  USD v
] @ Travel Assistance - Lodging
= $0.00 $0.00
Travel Assistance - Lodging usn usb
v
»
IMPORT
Project Class Amount 9% Alloca... Notes
PO0749 %06 —
Fra02eRegion.c:  Meetings
10000 Total Charged:
$0.00 $0.00
usD usb
Powered by DATABASICS  (8.1(011924)) Copyright ©2024 DATABASICS, Inc. All rights reserved. Privacy Policy | Support

11



23  Enter in the start day by typing in the date or selecting the calendar to pick a date.

B Y = [ SAVE AS DRAFT & EXIT ]

at least two characters  List View e A I@ Travel Assistance - Lodging
Amount Due *Start ’ *End *Room Rate:
mmy/dd/ Ayl mm/ddAyyyy B $0.00 UsD wv
$000 $000 Recurring Charge
ush usb

*Payment Type
Out of Pocket - Reimbursable ~

Description

Travel Assistance - Lodging

[ ADD ] [ COPY & ADD ] DISTRIBUTE EVENL IMPORT

24  Select the date of the transaction.

1Y PT OL IGAGIL LY LG OGS LISt VIGW ¥ ke !’Eﬂ 1IavVTI AIDISLAILT  LUUying
Amount Due *Start *End *Room Rate:
B8 mm/ddiyyy B $0.00
o =
$0.00 $0.00 < May 2024 S
usD UsD

10 11
17 18
24 25
31

Project Class Amount % Alloca...

P0O0749 906

4 i 100.00
F¥2024 Region ... Meetings

100.00

st

IMPCO

Mote

Total

12



25 Enter in an End date by typing or searching for the correct date. End dates will
only display if the recurring charge button was selected.

B vy = [ SAVE AS DRAFT & EXIT ] [ SUBMIT ]
ist View L E@ Travel Assistance - Lodging Details
il
Due *Start *End *Room Rate:
05/27/2024 B mm/dd/Ayyyg %0.00 UsD wv
$0.0’0 Recurring Charge
usb
*Payment Type
Out of Pocket - Reimbursable ~
Description
Travel Assistance - Lodging o
4 4
[ ADD ] [ COPY & ADD JISTRIBUTE EVENL IMPORT
26 Click the "*Room Rate:" field to enter in the expense amount.
B g« = [ SAVE AS DRAFT & EXIT ] [ SUBMIT ]
ist View Ve @ Travel Assistance - Lodging Details
s
Due *Start *End *Room Rat
05/27/2024 B 05/31/2024 B UsD v
$000 Recurring Charge
usb
*Payment Type
Out of Pocket - Reimbursable ~
Description
Travel Assistance - Lodging b
4 4
[ ADD ] [ COPY & ADD TRIE I IMPORT

13



27 Click "SAVE" button located at the bottom of the report to save the line item just

Zvent B @ = [ SAVE ASDRAFT & EXIT ] [ suBMIT ]
Ev | Type atleast two characters  List View v o ’@ Travel Assistance - Lodging Details
i S —— —
Expense Type Notice Amount Due Travel Assistance - Lodging
N
i Travel Assistance - Lodging -
$0.00 $0.00
Travel Assistance - Lodging U0 L0
Line ID
#0 @
4 »
Project Class Amount %Alloca..  Notes
i 208 $189.00USD  100.00
FYa028Region..  Mestings
$189.00USD 100.00 Total Charged: $189.00
$0.00
usD
924))

Copyright ©2024 DATABASICS, Inc. Allrights reserved. Privacy Policy | Support

28 Per AAMVA's policy, all expenses of $25 and over require a receipt. To add one,
Click the "Receipts" tab that populates after the line has been saved.

B g« = [ SAVE AS DRAFT & EXIT | | SUBMIT I

ist View v o IE@ Travel Assistance - Lodging Details
s
Due *Date “Amount:
05/27/2024 B $189.00 USD w
-~
$1650 *Payment Type
usD i
Out of Pocket - Reimbursable ~ Due to Employee
Description $189.00 UsD
$1675 Travel Assistance - Lodging
usD
Note i
4 »
$189.00 — _
UsD ADD COPY & ADD E IMPORT

14



29  Click the "UPLOAD" drop down menu and select "Browse from local computer".

B @y = [ SAVE AS DRAFT & EXI

Type at least two characters  List View W @ Travel Assistance - Lodging F

Amount Due

Brdgwse from local computer

$16.50 $16.50

ush usb Browse from attachment repository

$16.75 $16.75
UsD UsD

$189.00 $189.00
UsD UsD

30 From here a file can be added by using the search feature or by dragging and
dropping the file.
Select "UPLOAD" once the file has been attached.

PLEASE NOTE: PDF and JPEG file are preferred.

ADDAN EXPENSE v o Type atledsttiwo characters  Listview S ;1%5{ Travel Assistance
[:I Dates & Expense Type Notice Amount Due UPLOAD W

X MON (f) Travel Assistance - Meals & Incidentals
=| (O oo $16.50 $16.50
1004-7 Travel Assistance - Meals & Incidents* UsD) LSD
Receipt Attachment
MON @ Travel Assistance - Mileage
Travel Assistance - Mileage Dragand drop files here. Maximum 5 files are allowed.
MON §i Travel Assistance - Lodging
05/27/2024 File: C:\fakepath\1015 NonE ee Expe Description: 1015 Non-Employes Expense Test Receipt.dc [}
1004-1 a Travel Assistance - Lodging
File: :| Description:
TUE (f) Travel Assistance - Meals & Incidey
D 05/28/2024
10048 Travel Assistance - Meals & Incidentg D
UPLOAD CANCEL
TUE 55;1! Travel Assistance - Lodging
[ osresm02 $189.00 $189.00
: : @ usD usD
Travel Assistance - Lodging
WED (@) Travel Assistance - Meals & Incidentals
O os/29/2024 $22.00 $22.00 =
LISh LISH
$923.75 $923.75
UsD usp

Powered by DATABASICS  (81(011924))

15



31 Select "ADD AN EXPENSE" to enter in another expense. For this example, we will
go over adding mileage. Locate and click "Mileage".

® ‘V ‘

AAMVA|

< 1004 - Name of Event 4——’_”_,___,/"_—‘-—’__' B oy = SAVEASDRAFT&E
ADD AN EXPENSE v/ Type atleast two characle

Type at least two characters to sesrch x

[ Notice Amount
-

%] Receipt EXPRESS (0)

0
é, [ gy AirRail Transportation @ $189LA05?)

#*  AutoRental

[ B GesTols,Parking $189.00
- usp
B Local Transportation
$189.00
@ usD
$189.00
@ usD
#% Travel Assistance - Auto Rental
R+ Travel Assistance - Gas, Tolls, Parking
@ Travel Assistance -| adeing v
$756.00
usp
Powered by DATABASICS  (8.1(011924)) Copyright ©2024 DATABASICS, Inc. All rights

As before, once the expense type is selected the detailed section will populate on
the right-hand side.
Type in the date or select the calendar to view and choose the date.

Notice Amount Due S / /
=)

32

05/27/2024
$000 $000 Description
b R Mileage
g Note
$189.00 $189.00
@ UsD uspD
4
18
@ $189.U053 $189£g [ ADD ] [ COPY &ADD ]
g Project Class £
& $189.00 $189.00
usD usb PO0749 906
FY2024 Region ... Meetings
8
$189.00 $189.00
@ UsD usD

16



33 One way to add mileage is to enter in the miles traveled and the system will
automatically calculate the rate.

B v = [ SAVE AS DRAFT & EXIT ] [ SUBMIT ]

ist View bl Details
Fs
Due *Date
05/27/2024 B
$000 Description x Rate
HSh Mileage $0.000000 USD
Note
$ 189.00 Net Total
usD $0 usD
v
4 »
$189.00 -
UsD ADD COPY &ADD DISTRIBUTEE IL IMPCRT
34 Click "SAVE" to add the expense to the report.
vent B - = [ SAVE AS DRAFT & EXIT ] [ SUBMIT ]
Ev | T Tyne atleast two characlers  LisE View v o ; Mileage Details
Expense Type Notice Amount Due “Date “Miles -
05/27/2024 B 2500 4
g $0.00 $0.00 — .
Mileage L2 LB Mileage 50670000 USD
fil Travel Assistance - Lodging $189.00 $189.00 N Neee
Travel Assistance - Lodging - usb usb $1675 USD I
4 »

i Travel Assistance - Lodging

189.00 89.00
@ $ UsD L UsD COPY &ADD D IMPORT
Travel Assistance - Lodgin
iging

fil Travel Assistance - Lodging Project Class Amount %Alloca..  Notes
. $189.00 $189.00
. . UsD UsD
Travel Assistance - Lodging PDO749_ 906l $16.75USD 100.00
FY2024Reglon...  Mestings
il Travel Assistance - Lodging
= $189.00 $189.00 $1675USD  100.00 Total Charged: $16.75
Travel Assistance - Lodging L) e
$756.00 $756.00 SAVE
usb usb

924)) Copyright ©2024 DATABASICS, Inc. All rights reserved. Privacy Policy | Support



35 Another way to add mileage is to Click the "Google Maps" to search and address
to calculate the mileage.

il N Expense Approval v
(=] IE] L T — [ SAVE AS DRAFT & EXIT ] [ SUBMIT ]
stV W . =2 Mil Details
lew i I - ' ileage
Due *Date *Miles
os/24/2024 [ oo
$0.00 Description x Rate
UsD ]
Mileage $0.000000 USD
MNote
1,000.00 Net Total
vse $0 usD
$150.00 Line ID
usD #0 @

36 Inthe "Address" field, enter the starting location address.

< 1007 - Reason for reimbursement = @ v =
= =
ADDAN EXPENSE WV D] Type 3! least two characlers List View N o - M“eage
- . |
D Dates Exoanse'
Mileage Distance Search oco B
q; o Mile
et
=] & powered by Geogle
Milg P o v | 0000000 UsD
Q| ciy ! hid
MON o Air £ b= &
06/24/2024
D Zip Code: *Country:  USA v "
0071 2l $0 UsD
S Q
@ lod Address: v @
Lod| @ City: State: g
5 Zip Code: *Country:  USA v
@ Meq
Me:
& Lod
Lod
TUE @ Me:
D 06/25/2024 pea... Notes
1007-7 Me

WED @ Lod | FEORIDASENGE |



37

38

To search for an address, select the magnifying glass to bring up a search box.

In this example, the Search Type is an airport.

19



Enter the airport code or full name and Click "SEARCH".

39

Search Window
Search Type: Airport v
Country: WS ~
By Name/Code/City: 1AD ® @ CLOSE
Search Results Page 1of1 ‘ >3 | <
: | S
Name Code State City
40 Click here to select the applicable location.
] Country: US “
By Name/Code/City: 1AD % SEARCH CLOSE
Search Results Pagei 1!;;%1' ‘ ‘ £y
Name Code State City
Piedment Triad Intl. Arpt. GSO NC Greensboro &

20



41

Once all information has been added, select "Get Distance".

r
Zip Code: 20148 *Country: usa N
Air
la
Lud]| Address: 1 5aarinen Cir N 9
@ o %
Led City: Dulles State: WA &
Zip Code: 20166 *Country: United States W
Me
Mez Add Stop
Lod
Lod
Me
Mesd
g
GET DISTANKE COPY DISTANCE [ round"
od | (R |
S rea)
Lodging usD usD PODSE1 401

42

round trip.

Turn by turn directions will display. Click the "Round Trip" field to make this a

Q in p iy ) T |[Poton r'l“s
: ' Ma Satellite ) _ ' Dullesi 50,001
Address: ~ 9 P i@ |I|| CET!!_{_I_- 4
e I ] e
Q City: Ashburn State: WA & 1l j‘ Msoia S‘llerfiﬂg g @ -—
ZipCode: 20148 *Country:  USA v j \
Fi 3
i Address:  135aarinen Ci v f
ress: rinen Cir 9 sy LGI_'IB!_T__ © Arcola
(05) one Ridgel) |
i @ City: Dulles State: VA g poneniode Il (D) N o—
GGC'QF-_E B8  Map date ©2024 Google | ZkmL— 1 Terms
ZipCode: 20166 *Country:  United States o ”
[ -
9  Ashiburn, VA 20148, USA
Addstap o ) L]
12.3 mi. About 22 mins
1. Hesd southwest on Knob Hill Pl 0.1 mi
i toward Redgate Way
r 2. Turn right onic Bristow Manor Dr 01 mi
k %y 3. Tum leftonio Beaverdam Dr 1.8mi rENLY
- 4 Turn left onto State Rte 772/RyanRd 2.6 mi
i & 5 Tirnleft nnio VA-607 15mi ¥
bea.
a One Way: 12.34 milez, Round Trip:
i
b UsD usD PODAE1L 401

foing



43

u 20148 *Country: ss
1 Saarinen Cir
Dulles State: WA
u 20166 *Country: United States

00

op

ANCE I

Click "COPY DISTANCE" to add miles to the expense report.

T

P2
2
4

JAshburn, VA 20148 USA ‘ m
12.3'mi. About 22 mins
Head southwest on Knob Hill PI 0.1 mi
1owzard Redgate Way
Turn right ente Bristow Manor Dr 0.1 mi
Turn .Ieﬂ cnic Beaverdam Dr 18mi £
Turn left onic State Rie ﬁL’Ryan Rd 26mi
Tirn laft onte VAT 15 mi 32

-

of

One Way: 12.34 miles, Round Trip: 24.68 milez

CLOSE

[ copé—ms_fme} ] Reund Trig

44

usD

Click "SAVE" to finalize the expense.

Original Distance

— P00681

401

50.00

$3.75 $3.75 — 2248
uspo usp —
Trip
Round Trip
$150.00 $150.00 — .
uso usop T
[ ADD ] [ COPY &ADD ] DISTRIBUTE EVEMLY IrPe
$61'DD $61.00 = Project Class Amount % Alloca... Mot
usp uso
= PoacTs 08 $8.27 USD 50.00
Accounting Ope... hestings
$150.00 $150.00 —
usD usp —
— Poo@l ) i $8.27 USD 50.00
Accounting - Fifl.. Sage Intacct
e Aan & An #as maLen Annnn L
$1,678.50 $1,678.50
uso usD

Copyright ©2024 DATABASICS, Inc. All rights res

22



45 Select "ADD AN EXPENSE" to enter in another expense. For this example, we will
go over adding per diems. Located and click “Meals & Incidentals".

ot Viniels Acminiaters

< 1004 - Name of Event

B @y = SAVEASDRAFT&E

Type atleast two Characters  ListView v o Qﬂ Travel Assistance - Mileage
Type at least two characters to search x @ . -
ICD Meals & Incidentals Notice Amount Due Date Miles
- 052772024 Y 2500 o
5 2 Mileage
é. = = $16.75 $16.75 P P
© Phone/intemet <3 usD usb Travel Assistance - Mileage $0.670000 U
#= Travel Assistance - Auto Rental e N
[ - $189.00 $189.00 et o
@+ Travel Assistance - Gas, Tolls, Parking 40 =0 $e78 U
4
$189.00 $189.00 = "
@ usD usD COPY &ADD D M
Project Class Amount %Alloca.. N
[ i $189.00 $189.00
Travel Assistance - Phone/Internet usb usb POO749 906
— $1675USD  100.00
2026 Region...  Meetings
@y Travel Assistance - Alr/Rafl Transportation
[ =t $189.00 $189.00 $1675USD 100,00 Tc
g Travel Assistance - Local Transportation usD usbD
[ Trovel Assistance - Registration Fee =
$772.75 $772.75 LEE
e i SAVEGADDY  UPLOADW
Powered by DATABASICS (8.4 (011924)) Copyright ©2024 DATABASICS, Inc. Allrights

46 Using the "Recurring Charges" feature again, enter the "Start" and "End" dates by
either typing in the dates or selecting the calendar and searching for the correct
date.

1004 Name of Event B Gy = [ svesowrsear | [ st ]
ADDANBXPENSE Vv | T Type atleast o characters  List View v o ® Travel Assistance - Meals & Incidentals Details
O Datesa Expense Type Notice: Amount Due *Start “End Partial Day Deduction
05/27/2024 B 05312024 B -$1850 USD
G @ Travel Assistance - Meals & Incidentals =
= $0.00 $0.00 8 RearingChorse < Nt
. . usD uso
Travel Assistance - Meals & Incidentals SO, S $5550 UsD
) ' FistlestDay v FirstilastDay
MON & Travel Assistance - Mileage
O osaros - $16.75 $16.75 g T —
. usD uso
Travel Assistance - Mileage
w0oss & NEW ORLEANS [ORLEANSPARISHI-LA v Q $55.50 usD X

MON Travel Assistance - Lodging
D 05/27/2024

<
$189.00 $189.00 =
- usD usD COPY &ADD IMPORT
10041 Travel Assistance - Lodging

L]

TUE §i Travel Assistance - Lodging Project Class Amount %Alloca..  Notes
O osssr024 - $189.00 $189.00
. Travel Assistance - Lodging uso use P00749 906 $5550USD 10000
FY2024 Regi 3 Meetings . h
WED @ Travel Assistance - Lodging
O osresroe =8 $189.00 $189.00 $5550USD  100.00 Total Charged: $55.50
YR Travel Assistance - Lodging D usb
THU i Travel Assistance - Lodging A —
05/30/2024 ! ! .
] @ sn 1sn
$772.75 $772.75
usD usb

Powered by DATABASICS  (8.1(011924)) Copyright ©2024 DATABASICS, Inc. All rights reserved. Privacy Policy | Support



47

Select all meals that were provided.

P @ = SAVE AS DRAFT &
Type at least two characters  List View Wi e .®. Travel Assistance - Meals & Incidentals
™eals Frovided

$0.00 $0.00 —
uso usb
$16.75 $16.75 —
uso usop

« I

$189£g 51891% — [ e ] [ COPY &ADD ] [7]  DISTRIBUTE EVENLY

M rmimrd [l B, A e L Al

48  Click "SAVE" to add to the expense report.
$16.75 $16.75 —
uspD uspb
« I
$189.Uosg $139.'j¥ = [ ADD ] [ COPY & ADD ] 1_"—__1_[ DISTRIBUTE EVENLY IMPOR
Project Class Amount % Alloca... MNote:
$189.00 $189.00
usD usb __ P00749 906
—_ FY2024 Region ... Meetings $16'50 Usb Hach
$189.00 $189.00 — $16.50USD  100.00 Total
usD Hse: T
$189.00 $189.00 —
$772.75 $772.75
uspD usD

Copyright ©2024 DATABASICS, Inc. All rights reser
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49 To makes changes to an item, select that item to display the detail.

Meter Vi Agminiatraors

< 1004 - Name of Event

ADD AN EXPENSE v/ \wj

[0 Datesa

[m] 05/28/2024

10}
1004-8
|

WED
D 05/29/2024

1004-3

WED
D 05/29/2024

1004-9

THU
[OJ os5/30/2024

1004-4

THU
O 0s/e02024

1004-10

FRI
05/31/2024

1004-11

Expense Type

Travel Assistance - Meals & Incidentals
il Travel Assistance - Lodging
Travel Assistance - Lodging
(@) Travel Assistance - Meals & Incidentals
Travel Assistance - Meals & Incidentals
it Travel Assistance - Lodging
Travel Assistance - Lodging

(@ Travel Assistance - Meals & Incidentals

Travel Assistance - Mégls & Inciden]

B @+ = SAVEASDRAFT&E

Type atleast two characters st View v o @ Travel Assistance - Meals & Incidentals
Notice Amount Due “Date Partial Day Deduction
Pz Pzz.0U = 05312024 $1850 U
usb usb
*Out Of Office Expense Deduction
First/LzstDay ™ $39.00 U
- $189.00 $189.00 ity
usb uso

Net Total
NEW ORLEANS [ORLEANS PARISHILA v Q

$1650 U
Meal Per Diem Rate

COPY &ADD DISTRIBUTEE L M

$22.00

usD

Powered by DATABASICS  (8.1(011924))

UsD Project Class Amount % Alloca... N
poazag 2 906. $16.50USD 100.00
p—_— . FY202aRegion...  Mestings

.USD ‘USD

$1650USD  100.00 Tc
$16.50 $16.50
usb usb
$871.75 $871.75

SAVE&ADD v

usD usD

Copyright ©2024 DATABASICS, Inc. Al rightsr

50 Make any changes to the meals provided as necessary.

Type at least two characters List View

fice Amount Due

$22.00 $22.00

usD usD

$189.00 $189.00

usD usD

$22.00 $22.00

usD usD

B @y = | SAVE AS DRAFT &I

v D ® Travel Assistance - Meals & Incidentals

Meals Provided

[ ADD ] [ COPY & ADD ] DISTRIBUTE EVENL Ib

25



51

52

Click "SAVE" after all corrections are complete.

$189.00 $189.00
UsD _Lign 4
| Please wait...
[ ADD ] [ COPY & ADD IM
$22.00 $22.00
Usb usb
Project Class Amount % Alloca... N
$189.00 $189.00 Eﬁglichn ioi i $7400USD  100.00
USD UsD Zion ... Meetings
$7400USD 100.00 Tc
$22.00 $22.00
usD usb

$871.75 $871.75 DO
USD USD ‘ SAVE & ADD W

Copyright ©2024 DATABASICS, Inc. All rights n

Once the expense report has been completed, click "SUBMIT" to submit the report
for approval.

SUBMIT

B B« = SAVE AS DRAFT & EXIT

),

Type at least two characters  List View v o ﬁ Travel Assistance - Lodging Receipts Details (%]
Notice Amount Due "Date “Amount:
05/27/2024 (3 518900 USD~ [
$16.75 $16.75 *Payment Type
@ usb usp
Qut of Pocket - Reimbursable ~ Due to Employee
Description $189.00 usD
$189.00 $189.00 Travel Assistance - Lodging
@ usD uspD
Note i
4 >
$16.50 $16.50 -
usD usD ADD COPY & ADD DISTRIBUTE ENL IMPORT
Project Class Amount % Alloca... Notes
- $189.00 $189.00
Bt b0 PO0O749 906
z 5 $189.00USD 100.00
FY2024Region...  Mestings

$22.00 $22.00 $189.00USD 100.00 Total Charged: $189.00
usb usD
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53 Should there be any validation errors, they will display here. Please correct any
hard stop error and resubmit the report for approval.

5 validation error(s) before proceeding.

Status Message
o Receipts are Required far All Expenses over $25
o Receipts are Required for All Expenses over $25
1] Receipts are Required for All B Validation Result
o Recelipts are Required for All B
0 Please correct the 5 validation error(s) before proceeding.
o Receipts are Required for /

54  Once all validation errors have been cleared, click "SUBMIT" once again.

W, i 4
B @y = [ SAVE AS DRAFT & EXIT ] [ (éuamw )]
o

ist View Ve @ Travel Assistance - Meals & Incidentals Details
Due *Date Expense Deduction
e 05/30/2024 S -$52.00 UsD
Fs
*Out Of Office
Net Total
$2 2 00 Full Day ~ 2l
usD $2200 uUsD
*City
NEW ORLEANS [ORLEANS PARISH]-LA  » Q
Due to Employee
$ 18 9.00 Meal Per DiemRate L i
usD q 5
[ ADD ] [ COPY & ADD T ! IMPORT
$22.00
usb

27



55 Read the statement and Click "CONFIRM" to finalize the expense report.

e

Confirmation

| have reviewed the report and all required notes and documentation are provided for
report.

[ Print Fax Cover Sheet (Barcode) to fax your receipts.

| dr:,r\1:| RM j CANCEL
% g

. -

56

To see the expense report status, click "RELEASED".

(A Expense \V

LH
My Expenses

CREATE ANEWREPORT v/ CREDIT CARD CHAS

2 s v |
-

Released v

Actions

Id Dates Purpose \
= 7 1004

Amount

Due Total
S os/2/2024-05131/2024 i s e i
usb usb

. . w $1,27388 $1,273.88 $1,273.88
7 1002 S 09/23/2023-09/29/2024 Name of Event Wen> usD usp
Displaying1-20f2 20\ Page  10ft <

A
Powered by DATABASICS  (8.1(011924))
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A report will display showing the status, approval flow, and much more
information about the expense report.

57

Once completed, select the X to close the report.

Repoart Approval History

smount

R 099

Disnlaving1-2af2 20 v



