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Day Travel
Mileage under 100 miles (e.g. Hill Farms to Edgerton)
Expenses
Expand All | Collapse All Add: | [ My Wallet (0) | £ Quick-Fill Totals {1 Line] 3284  USD
*Date *Expense Type *Description *Payment Type *Amount *Currency
040872016 | [Mileage Car v “|RaundTripto Edgerton 139 Office E [Payron ~ 3264 [USD =
221 characters remaining
*Billing Type[Bilable ] ] Default Rate *Exchange Rate | 1.00000000 &, [
*Originating Location [Madison, W1 Q [JMon Reimbursable Reimbursement Amt 3284 USD
*Destination Location [Edgerton, W aQ [ONo Receipt

*Miles 64 x 0.5100

Accounting Details

Mileage over 100 miles (e.g. Waukesha to Hill Farms)
Select Mileage Car (TD) for travel over 100 miles. TD is the turn down rate for mileage reimbursement.

Expenses
Expand All | Collapse Al Add: | [ My Wallet @) | £F Quick-Fill Totals (1 Line) 5230 USD
*Date *Expense Type *Description “Payment Type *Amount “Currency
4 =
04/08/2016 |[5] [Mileage Car (TD) 4K v [Round Trip to Hill Farms [ [Payron [ 5280 |USD =
230 characters remaining
*Billing Type|Bilable v ¥ Default Rate *Exchange Rate | 100000000, [
PR )
Originating Location |Waukesha, Wi Q [INon-Reimbursable Reimbursement Amt 5280 USD
*Destination Location [Madison, Wi Q [INo Receipt
*Miles 150) x 03520
Accounting Details
Expenses
Expand All | Collapse All Add: | [ My Wallet (0) | £ Quick-Fill Totals (1 Line) 450  USD
*Date *Expense Type *Description *Payment Type *Amount *Currency
04/08/2016 |5 [Parking v]  “[Travelto DA I3 [Payron ~ 450 [usp  |@ =
221 characlers remaining
*Billing Type | Billable hd [#8 Receipt Spiit Default Rate *Exchange Rate 1.00000000) « [
[ non-Reimbursable Amt 450  USD
D No Receipt

Accounting Details ¥

Meal Reimbursement

Employees must enter time travel information in the Description section to receive meal reimbursement.
See snapshot below for example of Description section.

Expenses (7

Expand All | Collapse All Add: | E‘._,My Wallet (0) | 2? Quick-Fill

*Date *Expense Type

*Description

*Payment Type

04/0872016 |[5] [Meals In-State NoOvemight

v| 'lLunch Reimbursement. Departed from Hill

o E [Payrall

*Billing Type|Bilable_ ~

*Location Milwaukee, Wi

Accounting Details

141 characters remaining
B8 Receipt Split

Default Rate
I Non-Reimbursable

[INo Receipt

Totals (1 Line) 10.00
*Amount

s 10.00

*Exchange Rate | 1.00000000

Reimbursement Amt 10.00

*Currency

Q FHE

usD

LN Y

usD

Examples of Expense Entries, updated 6/23/16




Example of Description field:

WSCONsy,

Expense Report Entry

Help

Lunch Reimbursement. Departed from Hill Farms at &:30am, lunch break from 12-12:30, returned from

Milwaukee at 5:30pm

Bag Meal Reimbursement

Employees must enter comment about their lunch break time in the Description section to receive the

bag meal reimbursement. See snapshot below for example of Description section.
Expenses (¢
Expand All | Collapse All Add: | [ My Wallet (0) | £ Quick-Fill Totals {1 Line) 400 USD
*Date *Expense Type “Description *Payment Type *Amount *Currency
04/0872016 |[3) [Meals Bagged NoOvemnight ~| *|Lunch Reimbursement. Departed at 6am :)F‘ [Payroil ~ 400 |usD Q =
160 characters remaining
*Billing TVPE [ Receipt Spiit ] Default Rate *Exchange Rate | 100000000 3 [
*Locafion Tomah, Wi Q CINon Reimbursable Reimbursement Amt 400 USD
[CNo Receipt
Accounting Details (7
Example of Description field:
Expense Report Entry
Help
Lunch Reimbursement. Departed at Gam and returned from Tomah at 3:30pm. Mo lunch break taken.
Overnight Travel
Hotel Expenses with Personal Payment
Expenses (7
Expand All | Collapse All add: | [ My Wallet (0) | £ Quick-Fill Totals {1 Line] 8200 USD
*Date *Expense Type Descripfion *Payment Type *Amount *Currency
14/08/2016 |l [Lodging In-wi v [ovemight Stay in Lacrosse I [Payron v 8200/ [UsD a =
228 characters remaining
[ Receipt Spit I Default Rate *Exchange Rate | 1.00000000] ¢, [R

*Location |La Crosse, WI Q
D No Receipt

*Number of Nights 1

Accounfing Details (7

*Billing Type | Billable W
L )
B, ltsmize Hotel Bil [ INonRei e oot o e

Examples of Expense Entries, updated 6/23/16
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