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INSTRUCTIONS

If your depanment is participating, and you are & new user, click to get
imstractions or view on-ling rations of the Mew User Registration, Travel Advance and
Enpunse Remnburgement processes

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

CalATERS |

Travel Advance Form

Ok I Cancel I

Select “Expense Reimbursement Form” and
T

click L

Specialized Account Coding Preparer

Expense Reimbursement Specialized Account Code - Preparer

Instructions for creating Expense Reimbursement with Specialized Account Coding.
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new user ? M User Resistration | Step 4
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Exit
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Key User ID and Password.
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Click . Click on the employee for whom you are
preparing the form.
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Back Phext ‘Seve Motes Infa Frint:  Help
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Mon-Ti | E: Qnl . .
T R If you need to exit the form before completion,
Ok I Cancel | %
Key the report name (based on department click _®#&_ then File, Close. The form will be
policy) and select a claim type — In State saved as a draft.

Travel, Out of State Travel, Out of Country
Travel or Non-Travel Expenses Only.
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Specialied Account Code | [+ Experuas secuis special sccount charge codes

R Click here next.
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Select the account code from the list balow.
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Click on the Special Account Code box.
Click on the ¥ Charge by individual expenze item

Agency name and high level account code.s will
display.
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Step 9

1. Gonweal | 3 Troganes Categorie | | ||

@ Updase as appropriate

Specialized =

Click on the appropriate
& How would you like to charge yo account Code-
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1 Chage o accourt e
& Chage by mvdradusl expense ke Agency Code: [Scogfcrammin =l
Select the account code from the list below.

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

Click on next tab - 2- TripExpense Categaries

Expense Reimbursement Specialized Account Code - Preparer
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Click 2, select the Trip Type and complete
fields. Click %% Up to four trips can be
added to one form. Click tab 3 Expenzes

Step 12- If Account field has the account code go to Step 12. Otherwise complete Step A & B.
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UCM Otject Code: [28401

UCM Otject Code: [28401

A tab will display for each trip that was added.

Click the ZZ to view expense list. Click on
expense to select.

Specialized Account Coding Preparer

In the Account field click to add a new
Specialized Account Code or to verify/change
coding.
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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 Finished],
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Step 13
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Assi_g_n the detailed account code by clicking on

the I in the Account field then click on the

appropriate Charge to Account. Click
to add expense. Add all expenses to all trips

then click ' 4. Completion

Step 16

Select Receipts Address — x|
& Select Receipi Address framthe following list:
SR ] -
- |
Los Angeles, CA 90001

hiall
400 Central Avenue

SCO-Training
SCO-TrainingL 4

Ok l Cancel

Select a Receipt Address. Click

Specialized Account Coding Preparer
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Review Receipts Review tems ...

Travel A.II:?uam:e Recovery tabs (if applicable).
Click on :Fer Accounting Office Only (5 then click

on  Summary - (op
Click on the ' Submission i},

Step 17

& Attach Receipis tothe Transmittsl Sheet snd place in an EXTERHAL envelops
addressed exactly as shown keloyy, tyou are unable ta print the Transmittal Sheet,
attach your receipts to a piece of paper with the REA #, Authorization form (LUSMA)
numbker, Your name, setial number, total expense amourt, lxst date of expense

Eilzen M McDonald TR

SCO-Training U.S. Postal Service
300 Capitol Mall
Sacramerto C4 95814
ey: TEADODOD027S Change Receipts Address
@ Print Report by selecting a grint option,
| | setected

[ ]

Print Preview I Cancel I

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.

Reimbursement Specialized Account Code - Preparer

_ B Step 15
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1. Ol | 2 TripExpenan Cafegorins | 3 Expenses 4 Completion

Fecepts | | For ol | Summary
Iy et approvet s "
Fhen ey covtiy that:
:r-hn-—daﬂdﬁvw ] e e
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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.
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