Expense Report / Reimbursement Instructions & Form

Go to this page: http://www.ccc.edu/services/Pages/Apply-for-Travel-and-Expense-Reimbursement.aspx

Click “Get Started Online” at the bottom. (*Must use a CCC computer or have “CCC Anywhere” set up on your home
PC)

Once a travel authorization has been complete and approved, the next step is to submit the reimbursement.

Log into PeopleSoft Finance:

c CITY COLLEGES'
/ of CHICAGO

FSCM PRODUCTION

Password

Select a Language

English

M Enable Accessibility Mode

Copyright © 2000, 2015, Oracle andor its affiates. Al rights reserved.

FOLLOW THESE STEPS:

Click on Travel and Expenses
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Next select Travel and Expense reimbursement
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This will bring you to the Create Expense Report page.

| > | Advanced Search

O/ | e

Create Expense Report
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Select a Travel Authorization from the Quick Start drop down and select go.
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Please note you may have to change the From Date in order to select the correct Travel Authorization if your
authorization is more than 60 days old. Choose Select to import your travel authorization information. This will
automatically fill the expense report. You can tweak the prices if necessary.
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From Date 09022014 |5

To[0212015 |
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Please add the appropriate attachments. Once this is completed, select “Summary and Submit” from the top right
hand corner of the page.

Create Expense Report

Save for Later | @« ‘Summary and Submit
RS ¢ Actions [ _Choose an Action v| | eo
*Business Pl”lmsel Conference hd Destination BLOOMINGDALE, IL @,
*Report Description |Northern Region ADED Conf Authorization ID 0000000736
Reference @, 4 Attachments
Expenses (7
Totals (0 Lines) 95.00 USD
*Date *Expense Type *Description *Payment Type *Amount *Currency
11201 i [R ] v|  "[Regstration Fee Tfm  [Prepaid - Travel v 9500 [usD Ja, [H =]
“Billing Type[Imemal | Receipt Spit 4] Default Rate *Exchange Rate | 1.00000000] % &
Non-Reimbursable Reimbursement Amt 95.00 USD
[ Ne Receipt
Accounting Details (2
Expand All | Collapse All Totals (0 Lines) 95.00 USD

Review your information and click the checkbox and then select Submit
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Use this link to Fill out the Part-Time Adjunct Faculty - CCCLOC Professional Development Form
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