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RioGrandeValley How TO SUBMIT A BUSINESS EXPENSE REIMBURSEMENT

Accounts Payable

Overview

This guide provides UTRGV employees with clear instructions for submitting a Business Expense Reimbursement

report in iTravel+.

Business expenses submitted more than 60 days after the transaction date are subject to applicable tax

withholdings and IRS reporting.

Accessing iTravel+

1. Loginto my.utrgv.edu using your UTRGV credentials.
2. Select the iTravel+ application icon.
e If submitting for another user, Search for the name to start the session.

=

82 Settings

@ Act as Another User ~
ActAs @
() Mysett

@ A Delegate for ancther user who has
granted you this permission

O An Administrator (Proxy) for other
users

Search by name or ID

Q ~

Creating a New Expense Report

Select Create New Report.

PwNPR

Click Create Report.

From the Expense tab, select Manage Expenses.

Select the Business Expense Reimbursement policy and complete the required fields.

Create New Report
Create From an Approved Request

Required field *

Policy *

-Business Expense Reimbursement

Report Total *

Report Name *

Reimb for J. Garza-Jan. Conf

Business Purpose * Benefit to University *

Business/Entertainment Expense v | X | 5Tosupport mission of University departmentiprogramiresearch

voox

Speedtype *

#HEERE - cost center number

v

X

Justification

Alcohol Beverage purchases (as part of the business expense meal *
Supplies for faculty/staff/students conference

No v X

461500

Comment

Business supplies were purchased to accommodate late conference registrants and to address delays in scheduled deiveries.

121/500

Caneet

o Report Name: Name the report to easily identify later.
o Business Purpose: Select the most appropriate response.
o Benefit to University: Select the most appropriate response.
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o Speedtype: Enter the approved cost center responsible for reimbursement fees.
Alcohol Beverage Purchases: Select "Yes" if reimbursement includes alcohol purchases, or "No" if not

applicable.

o Justification and Comment: Include information useful to cost center manager approvers or

Accounts Payable. The offer letter should not be attached.

Adding Expenses
1. Click Add Expense.
2. Select Manually Create Expense from the drop-down menu.

= [EI7concur fa)
< Expense Reports
Reimb for J. Garza-Jan. Conf $0.00
Not Submitted Report number: AHMB65

Report Details v PrintShare v Manage Receipts

Expenses (® Add Expense v

N

! Scan Receipt

.

Z Manually Create Expense

Select from Available Expenses (0)

4

No Expenses

Add expenses to this report to submit for reimbursement

3. Select the applicable expense option.

Add Expense to Report

B Scan Receipt (/ Manually Create Expense) ‘= Select from Available Expenses (0)

Search by expense type, category, description
Office Services

Office/Computer Supplies

Search Q Collapse All Sections
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4. Complete the required fields of the expense form and click Save Expense or select Save and Add Another to
include additional expenses.

< Raimsfor . Garea . Cord
Office/Computer Supplies $125.00 mz‘

Dot Memitons e s e |

‘‘‘‘‘‘‘‘

Q Q ¢

Office DEPOT

OfficeMax
McAllen, TX - (956) 555-5555

ABCD123456789

Remove A  open

Expense Type: Use Empl Moving Exp Nontax for all expenses.

Transaction Date: Enter the date as shown on the receipt.

Business Purpose and Benefit to University: These fields auto-populate from the request form.
Vendor Name: List the business name (recommended).

City of Purchase: Enter the location where the expense was incurred.

Payment Type: Select Out of Pocket.

Amount: Enter the reimbursement amount as shown on the receipt or adjust if the charge includes
an unallowable expense.

Currency: Select US Dollar (USD).

Justification: Enter a validation for this expense.

o Comment: Add additional details if necessary.

O O 0O O 0O O O

o O

5. Add receipt: Upload or drag and drop a copy of the receipt.

6. The listed expense(s) will appear for final review.
< Expense Reports

Reimb for J. Garza-Jan. Conf $125.00

Report number: AHM865

Report Details v Print/Share v Manage Receipts v/

Expenses (1) ® Add Expense v

Date |7 Comment it Receipt Attributes  Expense Type Vendor Details Payment Type Requested Actions
vt pense Typ % yp a

Office M:
[ ouzer026 B Office/Computer Supplies 0 "o Out of Pocket $125.00
Meallen, Texas

$125.00

Managing Documents and Submitting the Report

7. To add supporting documentation, select the drop-down menu from Manage Receipts and click on Manage
Attachments.
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Report Details v Print/Share v Manage Receipts v

Add Expense Manage Attachments

Missing Receipt Declaration |

8. Submit Report.

Report Totals

Company Payments
$125.00 Employee

Employee Payments
$0.00 Company

Submit Report

9. Click on Accept & Continue.

Additional Information:

e Budget check: A budget check is performed after submission. If funds are insufficient, the report will be
returned for cost center updates or allocation.

e Submission Requirements: Out-of-pocket expenses must be submitted within 60 days of the transaction
date, along with all required documentation.
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Amount Total: Due Employee: Owed Company:

$125.00 $125.00 $0.00

Requested Amount: Total Paid By Company: Total Owed By Employee:
$125.00 $125.00 $0.00

Cancel
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