CASE WESTERN RESERVE '
UNIVERSITY 1826 Student Re'mbursement

Information Technology Services Reference Sheet
Student Reimbursement

Procedure

Use these directions to request a reimbursement for a student in the Accounts Payable module.

Step Action

1. Click the Accounts Payable link.
[t Accounts Payable]

2. Click the Payment Requests link.
[l Payment Requests|

3. Click the Payment Request link.
[Payment Request]

CASE WESTERN RESERVE
L B! Home Worklist Add to Favorites Sign out

Search:
[ My Favorites

> Set Up Financials/Supply

Chain Find an Existing Value i Add a New Value \

[ Vendors

> Purchasing .
[ eProcurement Check Request Number.l:l

- Accounts Payable
= Payment Requests Add
= Cancel Payment
Request Find an Existing Value | Add a New Value
I Review
> Reports
[> Commitment Contral
[> General Ledger
- Case Departmental
Deposits
[» Data Exchanges
[- Worklist
[ Application Diagnostics
[ Tree Manager
[ Case Reports
[» Reporting Tools
> PeopleTools
|~ My Personalizations
= My System Profile
= My Dictionary

New Window | Help | &,

Payment Requests

Done % Local intranet v Baow -
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CASE WESTERN RESERVE

Student Reimbursement

Step Action

4, The Payment Requests screen appears.

Click the Add button.
Add

(CASE WESTERN RESERVE

Home Worklist Add to Favorites Sign out

-~
New Window | Help | Customize Page | B,
v CASE“/BTERN}QESEM Please read  |nformalion and Procedures
S UNIVERSITY a0
before completing Payment Request Form.
Reauesthumber: o _Co_|
Requestor ID: TRNADD1 Name: Dyme Nicole N
Request Number: NEW Date Requested: (09/08/2009 Status: New - Waiting for Paperwork
*Request Type: N3
*Is Vendor an Employee? Vendor Lookup: l:lo\
Vendor Not Found [
“Return Check Toz| U-S:Mail to Address Listed v
:r::i:m; l:l‘neﬁcnpﬁon of Request:
ACCOUNTING DISTRIBUTION Customize | Find |\ B First [ g or1 [ Last
Speediype Y Charl Fields
ZAmount *SpeedType 2Account Event
1| I Y ICY I o E =
|
Payee Signature Required for Employees:
Approval Signature Required: 3
1] Error on page. %J Local mtranet Fav | Wioow v
Step Action
5. The Payment Request form appears.
Click the Information and Procedures link.
[nformation and Procedures)|
6. A new window appears. It contains important information about the payment

request process. Please read it before proceding.

7. Return to the Payment Request form.

Click the Request Type list.
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CASE WESTERN RESERVE _
UNIVERSITY ouifas Student Reimbursement

'ERN RESERVE

Mew Window | Help | Customize Page | &

ASE WESTERN RESERVE Please read  Information and Procedures
JUNIVERSITY ~ 4

before completing Payment Request Form.

Request Number: I:lq M

Requestor ID: TRNADO1 Name: Dyme,Nicole N
Request Number: NEW Date Requested: 09/08/2009 Status: New - Waiting for Paperwork
*Request Type: A
Advance
Payment Request
=—————————————Petly Cash
Reimb Non Travel Employees | l:l
“Is Vendor an Employe sty dent Reimbursement Vendor Lookup: <
Travel Reimbursement

Vvendor Not Found [

“Return Check To:| U-5Mail to Address Listed v

*Total l:r Description of Request:
Amount:

[ACCOUNTING DISTRIBUTION
Speedtype
ZAmount 25y Ty ZAccount  Fund Dept Class Project Event

1 Q Q

Payee Signature Required for Employees:
Approval Signature Required: 3

% Local mtranet Fa v Bioow v

(1] Error on page.

Step Action

8. Click the Student Reimbursement list item.
|Stuu:|ent Reimbursement ||

CASE WESTERN RESERVE
UNIVERSITY  peroag

Search:
® New Window | Help | Customize Page | B

Sign out

[ My Favorites
> Employee Self-Semnvice

& Vendors CASE WESTERN RESERVE Pleaseread  Information and Procedures

i UNIVERSITY 1
[ Purchasing LR AL LR . Y before completing Payment Request Form

[- eProcurement
Col
[> Services Procurement Request Number: Q —pyl

- Accounts Payable
= Payment Requests

Requestor ID: TRMADDT Name: Dyme, Micole N
— Cancel Payment . .
Requast Request Number: NEW Date Requested: 11/05/2010 Status: Mew - Waiting for Paperwork
I Review Accounts Payable “Request Type:
Info
I Reports
[ Commitment Contral
[~ General Ledger
© Case Pty Cash Student_ID
Management
[» SCM Integrations
[ Set Up Financials/Supply
Chain
[- Worklist
[ Tree Manager
> Case Reports
> Reporting Tools
> PeopleTools
— My Personalizations *Total *Description of Request:
— My System Profile Amount: o i
— My Diclionany

Student Reimbursement

m

Address Type Q

*Return Check To: U-3-Mail to Address Listed id

JACCOUNTING DISTRIBUTION
Speedtype
ZAmount a1 Ty ZAccount  Fund Dept Class  Project Event

1 @ Q

Payee Signature Reguired for Employees:

"

€ Internet | Protected Mode: On #100% -
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Student Reimbursement

CASE WESTERN RESERVE

Step Action
9. Enter the student ID (7 digit) into the Student ID field.
| Student_ID |

10.

Click the Look up button for the Address Type.

=y

L CASE WESTERN RESERVE
BS|UNITVER

SITY  gorsa Home | Workist | Addito Favortes | _Signout
Search: New Window | Help | .5,

[ My Favorites Look Up Address Type
> Employee Self-Semnvice
[ Vendors
> Purchasing
[- eProcurement
[- Services Procurement
- Accounts Payable

= Payment Requests

— Payment Request

— Cancel Payment

Student_ID: 3100000
Address Type: = - -

LoakUp‘ Clear | Cancel ‘EQS\CLUQKUE

Search Results
Request

120f2
I Review Accounts Payable
Info ¥ |Address Type Address Line 1 City State
I» Reports Home 11424 Belilower R Westiake OH
[> Commitment Contral Residence 1234 Main S5t Cleveland OH

[~ General Ledger

> Case Pelty Cash
Management

[» SCM Integrations

[ Set Up Financials/Supply
Chain

[- Worklist

[ Tree Manager

[» Case Reports

> Reporting Tools

> PeopleTools

— My Personalizations

— My System Profile

|— My Diclionany

€ Internet | Protected Mode: On E100% -

Step

Action

11.

The student's addresses appear. Choose the correct address to send the
reimbursement check.

Student addresses are generated from the Student Information System (SIS) and
may only be updated by the student in SIS Self Service.

Student addresses are accurate from the Student Information System.
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CASE WESTERN RESERVE _
UNIVERSITY ouifas Student Reimbursement

CASE WESTERN RESERVE
UNIVERSITY gy Hom /Add to Favori Sign out
Search: ‘o
® New Window | Help | Customize Page | B
[ My Favorites
> Employee Self-Semnice -
&> Vendors (CASE WESTERN F@SERVE Pleaseread Information and Procedures
i NIVE s LT Y
- Purchasing UNIVERSITY rocs before completing Payment Request Form
[- eProcurement
[- Services Procurement Copy
| Accounts Payable Request Number: a
= Payment Requests
Payment Requ: Requestor ID: TRMAOD Name: Dyme, Nicole, M
— Cancel Payment Request Number: NEW Date Requested: 11/05/2010 Status: New - Waiting for Paperwork
Request . - :
I> Review Accounts Payable “Request Type: Student Reimbursement
Info A
[> Reports ‘endor Information| E
[ Commitment Contral
[~ General Ledger
» Case Petty Cash Student_ID TouEa
Management i A Address Type
[» SCM Integrations Natl e Pat tle
[ Set Up Financials/Supply 11424 Bellflower Rd
Chain
[ Worklist Westlake oH 44145
[ Tree Manager
[ Case Reports - -
[> Reporting Tools *Return Check To: J.-8.Mail to Address Listed M
> PeopleTools
— My Personalizations *Total *Description of Request:
— My System Profile Amount:
— My Diclionary T N
ZAmount a1 Ty ZAccount  Fund Dept Class  Project Event
1 @ Q
. __________________________________________________________________]
Payee Signature Reguired for Employees:
‘ 2 — - W ] 3
Dene & Internet | Protected Mode: On E100% -
.
Step Action
| . ..
12. The student's name and address appears. Verify that this is the correct student
before proceeding.

CASE WESTERN RESERVE
A UNIVERSITY roru

Sign out
Search: B
@ New Window | Help | Customize Page | B,

> My Favorites
> Employee Self-Semnvice

 Vendors CASE WESTERN RESERVE Pleaseread  Information and Procedures

UNIVERSITY "
[ Purchasing e 1 before completing Payment Request Form.

[- eProcurement
[ Services Procurement Copy
|~ Accounts Payable Reqguest Number: Q _com |

<7 Payment Requests

— Payment Requ Requestor ID: TRNADDT Name: Dyme, Micole N,
— Cancel Payment . . A
Request Request Number: NEW Date Requested: 11/05/2010 Status: Mew - Waiting for Paperwork
1> Review Accounts Payable *Request Type: Student Reimbursement
Info
- Reports ‘endor Information|
[- Commitment Control
[» General Ledger
© Case Petty Cash Student_ID
Management ie T
[» SCM Integrations Nat! Pattle
[» Set Up Financials/Supply 11424 Bellflower Rd
Chain
- Worklist Westiake OH 44145
[ Tree Manager
[» Case Reports
> Reporting Tools
> PeopleTools Direct Deposit
— My Personalizations *Total =g Hold for Pickup at AP
- My System Profile Amount: Student Pickup at Cashiers
— My Diclionary U.S.Mail to Address Listed T I

i

Address Type HOME Q

*Return Check To: U-S:Mail to Address Listed -

JACCOUNTING DISTRIBUTION
Speedtype
*Amount *5) Iy *Account  Fund Dept Class  Project Event

1 a Q

Payee Signaiure Required for Employees:

Annrnuat O Dressirnd:

< 1 ] b

€ Internet | Protected Mode: On H10% -
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CASE WESTERN RESERVE

Student Reimbursement

Step Action
13. The Return Check To field allows a choice of Student Plckup at Cashiers or U.S.
Mail to Address listed.
14, Enter the total dollar amount of the reimbursement into the Total Amount field.
*Total
Amount. I:
15. Enter an appropriate and thorough description of the reimbursement request in

the Description of Request field.

16. The Accounting Distribution group box allows the total dollar amount to be split
between speedtypes if necessary.
ACCOUNTING DISTRIBUTION

CASE WESTERN RESERVE
3
~
1
Natie Pattie Student_ID
HOME
11424 Belfiower Re Address Type HOME L
Westlake OH 44145
Return Check To: Hold for Student Pickup
*Total Description of Request:
80.00
Amount: [Boc0 ] PAYWENT FOR PARTICIPATION IN EESIGHT STUDY FOR A. SMITH
ACCOUNTING DISTRIBUTION Customize | Find | V B First 41 or1 [ Last
Speedtype
*Amount *SpeedType *Account  Fund Dept Class Project Event Description
1 Q Q Q =
______________________________________________________________________|
Payee Signature Required for Employees:
Approval Signature Required:
Finance Director Approval if greater than $10,000
*Approver's Name: | ‘
Approvers Department: Q
*Telephone: | | Fﬁk:l ‘
Email Address: |
Request Number: NEW Updated on: By:
& save s Refresh B Add Update/Display
v
i Error on page. % Local intranet v 0% -
.
Step Action
17. Enter the appropriate dollar amount into the Amount field.
E
Amount
18. Enter the appropriate speedtype into the SpeedType field.
e
SpeedType

Page 6 Published 11/29/2010



STERN RESERVE

152

Student Reimbursement

Step Action

19. Enter the appropriate account number into the Account field. Begin by entering
the first two digits of the account. For example, enter "53" for a non-salary
expense account.

20. Click the Look up Account button.

=

N8 CASE WESTERN RESERVE
S A

B
New Window | Help | 5,
Look Up Account
SetiD: CASE1
Account: [begins with (53 |

Description: | begins with |+

Account Type:| begins with v |

Look Up ‘ Clear ‘ Cancel |ElasicLa0kug

Search Results
1-78 of 76

|Account Description Account Type Control Flag =
£30013 CCLCM Grant Expense E

530020 Sponsored R&T Expense ReclassE
531100 Stationery & Office Supplies
531110 CSE Instr. Rm. Supply
531130 AF Bedding

531140 AF Animal Purchases
531150 AF Cage Washing

531200 Lab Inst & Res Supplies
531220 Deposits-Tanks Drums Etc
531230 Core Lab Supplies

531260 Minor Expendable Equipment
531300 Adverlising & Promational
531400 Food Supplies

531500 Laundry & Dy Cleaning
531600 Catalogs & Publications
531700 Books & Periodicals

531800 Computer Software

531990 Online Transaclion Default
532200 Computing Charges

532330 Paper Shredding

532480 PC Software

532600 Chemical Waste Disposal
£29R1N_Cany Charnae

I 1P IO 10 T T T T T 0 0T 0 QI
zzizzRIZZIZZEZRZIZZIZZEZIZZIZIZIZZIZ

|

L] Error on page. % Local intranst A S L

Step Action

21. The Look Up Account screen appears. Select the appropriate account from the
search results.
!Core Lah Eunnhe:!

22. The account description defaults into the Description field and appears on
departmental reports. However, this description may be changed to help you in
identifiying the expense.
Description

Study Participants

23. If an Event chartfield applies to this reimbursement (optional), enter it in

the Event field or click the Look up Event button to locate it in the search results.
Event

Published 11/29/2010 Page 7




CASE WESTERN RESERVE

Student Reimbursement

Step Action

24. If the total dollar amount is being split between speedtypes, click the Add a new
row button to add another distribution row onto which the new amount and
speedtype can be entered.

CASE WESTERN RESERVE
L' & Home Worklist Add to Favorites Sign out
,

~

‘endor Informatior

Student _ID

Natie Pattie Address Type HONE L
11424 Bellower Rd
Westiake OH 44145
Return Check To: Hold for Student Pickup
*Total :
! 56000 ‘Description of Request:
Amount: PAYMENT FOR PARTICIPATION IN EYESIGHT STUDY FOR A SMITH

[ACCOUNTING DISTRIBUTION Customize | Find | View All| B8 First [4] 1 or1 [ Last
Speedtype
ZAmount ZSpeedType TAccount Fund Dept Class Project Event Description
1 $20.000 OPR261221 @ 533770 O 97600 261221 10 Q. Study Participants =

Payee Signature Required for Employees:
Approval Signature Required:

Finance Director Approval if greater than 510,000

*Approver's Name: | ‘
Approvers Department: Q

*Telephone: | | Fax: | ‘

Email Address: | ‘
Request Number: NEW Updated on: By:
& Ssave % Refresh B Add Update/Display
i Error on page. % Local intranet v 0% -
Step Action
25. Enter the name of the approver into the Approver's Name field.
26. Enter the appropriate number into the Approver's Department field or click

the Look up Approvers Department button to locate it in the search results.

| Approvers Department: | ||

27. Enter the approver's telephone number into the Telephone field.
*Telephone:; | I
28. Enter the approver's fax number into the Fax field, if applicable.
|Fax: | ||
29. Enter the approver's email address into the Email Address field.
30. Click the Save button.
B save
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Student Reimbursement

CASE WESTERN RESERVE
B

Natie Pattie Student_ID
11424 Belflower Rd

Address Type HOME Q

Westlake OH 44145

Return Check To: Hold for Student Pickup

Total Amount:  Description of Request:
380.00  |PAYMENT FOR PARTICIPATION IN EYESIGHT STUDY FOR A. SMITH

accounTinG DisTRIBUTION  Message from webpage

Speedtype Y Chart Fields || ' Print this page and attach supporting documentation. 25000,10)
Amount SpeedTyp) | o
138000 OPR2512 :;tpe”;s:‘ttlng aur approver's signature, submit the documentation ko Accounts Payabls (Loc Code 4909) for final
FPayee Signature Reumredq
Approval Signature il

Finance Director Approval If greater than $10,000

Approver's Name: JACKSON POLLOCK

Approvers Department: 261221 Controller's Office

Telephone: 368-5555 Fax: 388-9555

Email Address: Jjackson.pollock@case.edu

Request Number: 0000051414 Updated on:  09/14/09 10:05:124M By: TRNADD1

Print
=] s Refresh Er  Add Update/Display

v

i Done % Local intranet h v 0% -

Step Action

31. A warning message appears. It contains important directions about submitting
the payment request.

Click the OK button.
ok |

32. Click the Print button.
Print

33. The Windows Print dialogue box appears. Click the Print button to print the
payment request.

Cancel

34, This completes the process of entering a student reimbursement request into the
Accounts Payable module.

Attach all supporting documentation, obtain signatures, and mail or drop off
completed form and information to Accounts Payable, Location code 4909.
End of Procedure.
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