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All CUNYfirst Expense Users

Sonia Rodriguez
Accounts Payable Mgr.

CUNYfirst Expense Reports - New ‘Expense Location Details’ Field Requirements

August 18, 2017

Effective Monday morning, August 21, new fields will be required on CUNYfirst expense reports. The
following changes will impact expense report processing:

The Expense Report will contain a new link called ‘Expense Location Details’ and all fields will
be required for each expense report being created. Below is a screenshot of the new link and
page as well as an example of how the data needs to be entered. You will NOT be able to
submit the expense report unless all fields on this page are filled in.

¥ General Information

*Description: ‘conference | comment:

*Business Purpose: |conference
Reference: | |
Default Location  ALJACKSONVILLE |4
s Attachments Expense Location Details

Create Expense Report
Expense Report Entry
John Smith Report ID: NEXT

**All Fields are Required**

[
Start Street Address: |40 Main Street
Start Address Zip Code: (10005 |
Destination Street Address: [30 Alastair Lane

Destination Address Zip Code: | 02215 |

Start Date: | 08/01/2017 start Time: | 9:00 AM | HH:MM AM or PM
EndDate: |08/03/2017 |  naTime:/3:40PM | vm A of M

\' oK HCancel__.



e The Official Station (work location address/zip code) on the Employee Profile in SFS is now
required for every person submitting an expense report. If an expense report is interfaced to SFS
and the Official Station is not populated, the expense report will be rejected and a new expense
report will need to be created and submitted in CUNYfirst. All existing employees with an
Employee Profile in CUNYfirst have been updated with an Official Station in SFS.

e Expense reports created prior to Monday, August 215 will be sent back and a new expense report
will have to be created by the user to fill in the new required fields.

Any questions, please do not hesitate to contact Accounts Payable at 8263.

Attachment

Job Aid — Entering Expense Location Details on an Expense Report



