
Specialized Account Coding Preparer

Expense Reimbursemen Specialized Account Code - Preparer
Instructions for creating Expen  Reimbursement with Specialized Account Coding.

From the CalATERS web site at
www.calaters.ca.gov, click .

Key User ID a

Click 

Select “Expense Reimbursement Form” and

click .

Key the report
policy) and se
Travel, Out of 
Travel or Non-

Click 

Step 1

Step 5

Click the
CalATERS button.
t 
se
1 Rev. 04/17/03

nd Password.

.

From the Work Queue, click on the  icon.

Click on the employee for whom you are
preparing the form.

 name (based on department
lect a claim type – In State
State Travel, Out of Country
Travel Expenses Only.

.

If you need to exit the form before completion,

click , then File, Close.  The form will be
saved as a draft.

Step 2 Step 3

Step 4

Step 6 Step 7
Information

http://www.calaters.ca.gov/
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Click on the Special Account Code box.
Click on the .
Agency name and high level account codes will
display.

Click on the high level account code that
applies to the Expense Reimbursement.

Click on next tab .
Click , select the Trip Type and complete
fields.  Click .   Up to four trips can be
added to one form.  Click tab .

A tab will display for each trip that was added.
Click the  to view expense list. Click on
expense to select.

In the Account field click  to add a new
Specialized Account Code or to verify/change
coding.

In the “Charge to” field key the name of your
specialized account code, then key the detailed
account codes in the fields following.  Click

.  When all “Charge to” entries are
added, click .

Step 10Step 8 Step 9

Click here first.
Click on the appropriate
account code.

Click the .

Complete the
fields below.

Click here next.

Step 12- If Account field has the account code go to Step 12. Otherwise complete Step A & B.

Click on .

Step 11

Click in one of these
2 arrows to view list
of expenses.

Step A Step B
nt Coding Prepare
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Assign the detailed account code by clicking on
the  in the Account field then click on the
appropriate Charge to Account. Click 
to add expense.  Add all expenses to all trips
then click .

Review , , and
 tabs (if applicable).

Click on  tab, then click
on  tab.
Click on the  tab.

Key your password and click .
The form will be sent to the employee for
review.  After reviewing the form the employee
will submit the form to their approver.

Select a Receipt Address.  Click .

Click to select print options to print reports then
click . If employee provides receipts,
attach them to the Travel and Expense
Transmittal sheet and return them to the
employee.

Step 13 Step 14

Click on the  then
click on the appropriate
Charge to Account.

Step 15

Step 16 Step 17


