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SECTIONL: PURPOSE

This procedure outlines the steps involved in submitting and obtaining approval for Travel Authorizatior
requests sent to the CNMI Financial Services Division by different CNMI Government Departments al
Agencies through the MuniSRP System. The main alijee of this procedure is to ensure that all
government agencies abide by the CNMI travel regulation and relevant laws. The Director of CNMI Financ
Services Division or its designee will thoroughly review and approve all Travel Authorization redbests.
Special Assistant to the Administration reviews and approves all-isiterd requests and the Governor or
designee reviews and approves all-stind travel requests. All Executive Branch shall be subject to the
Governor or designee's final approvdlhis procedure is applicable to all CNMI Government agencies and
employees, making it a necessary guideline to follow.

Section 1.1 Applicable Statu tes

Commonwealth Code § 740Restrictions on Government Paid Travel Outside of the Commonwealth

CNMI Government Travel Reatibns

Section 1.2 Definition and Acronym

A. CNMI: stands for the Commonwealth of the Northern Marianas Islands.

B. Baggage: refers to containers consisting of public property or private property to be used exclusivel
for official business, and wearing apparel needed by the traveler for the Journey.

C. Conference: refers to any training, conference, travel fair, symposor other activity that is the
purpose or partial purpose of the travel.

D. Conference organized lodging: refers to lodging where a conference is held or lodging whether th

conference has entered into an agreement for the purpose of providing a discolodigghg rate

and/or to provide additional amenities to conference attendees.

Covered employees: refers to employees, through government contract, that are eligible for overtime

pay and other benefits.

Day(s): refers to calendar days, including weekeadd,holidays. Each calendar date is a day.

Government: refers to the CNMI Government.

Individual Travel: refers to travel conducted by an individual traveling alone.

Group Travel: refers to travel conducted by a group of two or more persons for th@ogeirof

attending the same official business function.

J. Incidental expenses: include, but are not limited to, ground transportation, parking fees, tolls; work
related communication expenses, and registration fees.

m

- T e
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Inter-island travel: refers to travel beteen the islands of the Commonwealth.
Traveler: means the person who is traveling for the Government.
. Spouse: refers to a person's lawfully married husband or wife.
Per diem: refers to the amount of money the traveler receives to cover the cost ohtpdgid meals
for one day.
Stipend: refers to the amount of money the traveler receives for additional expenses not covered by
per diem as stated in § 720.3-110 (a).
P. Subsistence allowance: refers to the amount of money the traveler receives for food.

zzr R

O

Section 1.3 Effective Date

TheEmployee Expense ClaPolicy and Procedures will be effective in Fiscal Year 2025 begiang@2?,
2025and the following reserved encumbrance activities will be enforced.
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Section 1.4 Flowchart : Employee Expense Process
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SECTION 2:EMPLOYEE TRAVEL POLICY

The CNMI Government upholds a clear policy that all official travel must serve the direct interests of th
government or fulfill a legitimate and demonstrable obligation under Title 70: Department of Finaniase

with this policy, all executive departments and agencies are directed to exercise discretion in authorizing of
island travel, particularly for seasonal, temporary, or probationary employees. In such cases, a detailed trav
justification must accmpany the travel request and be submitted to the Governor or their designated
representative for approval.

Travel to conferences, conventions, and similar events should be limited and justified in accordance with th
policy.

Travelers must obtain writteauthorization before incurring any travetlated expenses. While each traveler

is responsible for staying within their allocated travel budget, the expenditure authority of the account bears
the overall responsibility for coordinating, reviewing, and appng travel requests. The final approval
authority rests with the Governor or a designated official, as provided inZ)78105.

Employees are expected taphold the same level of financial prudence as they would when traveling for
personal matters. All personal expenses incurred during official travel must be covered by the traveler usir
their per diem allowance. Any costs exceeding the authorized travel expem#gether due to luxury
services, voluntary delays, indirect routes, or unjustified expenditusdsall be borne by the traveler and will

not be reimbursed by the CNMI Government.

With regard tofrequent traveler programs, any benefits or rewards obtaineshf travel service providers
during official government travel may be retained for personal use, provided they were acquired under
conditions available to the general public and at no additional cost to the government. Selection of trave
service providersnust comply with CNMI Procurement Regulations and shall not be influenced by potential
frequent traveler benefits.

Section 2.1 Type of Travel Authorization

a. Travels on Official Business

All travel, including those funded by federal agencies, must becwend by the Governor or their designated
representative.

If travel begins without proper authorization, the cost will be charged to the traveler or the official who
allowed the travel without approval.

This rule also applies to all trips paid for with éeal funds.
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b. Travel Incident to Recruitment or Termination of Contract
Travel related to recruitment or the end of a contract must follow NMIAC 81T2P01.

Once the Governor or designee approves the travel request, any charsgel as travel dates @ostt must
be submitted again as an amended Travel Authorization (TA) for review and approval.

A

LT GKS IRRSR 02480 A& dzyRSNJI bppnnsz (GKS SELISYRAGdzNE
designee must approve.

The total length of travelncluding any approved changes, must not go beyond 60 consecutive days.

Section 2.2 Per Diem Allowances

The per diem amount given to travelers depends on their approved destination. For travel outside the CNM
NFGSa F2tt26 (GKS TFSkes tdddr thed Rede&NTfarispoftationd Regaldrbrnk Srid Athe
D2@OSNY2NNRa RANBOGIGAPS® ¢KSasS NriaSa FNBE NBGASsSR S

For travel within the CNMI, a separate rate applies as stated in this section. The per diem covers lodgir
meds, and other small expenses.

Kindly refer to the CNMI Travel Regulations £00-110 for a more detailed understanding of the Per Diem
Allowances.

Section 2.3 Travel Authorization

All official government travel must be supported by an approvedvel Authorization (TA). This must be
processed before any expenses are incurred, except in emergencies where written justification is required.

Travel requests are submitted using a standard form issued by the Department of Finance. Once received, t
Travel Section has up to five working days to process and return the TA.

Requests must be submitted at least 15 working days before travel begins. Emergency travel within or outsic
the CNMI needs special approval from the Secretary of Finance and then@Gowetheir designee.

Each request must include the purpose of travel, estimated costs, supporting documents like invitations c
agendas, a complete itinerary, and a Travel Advance Request Form. Department heads must approve t
request and ensure suffemnt funding is available.

All travel must be approved by designated authorities:

1 In-CNMI travel: approved by the division and department heads.
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1 In-CNMI travel for Cabinet members: requires concurrence from the Special Assistant for
Administration.
 Offislay R (N} @SfY NBIldzZANBAE (GKS RSLI NIYSyid KSIFRQa |
T ¢KS D2@OSNYy2NRa (NI gStY NBljdzANBa GKS [ASdziSyly
T ¢KS [ASdziSylyid D2@SNYy2NDa GNI gStY NBIJjdzANBa (K
Once reviewed and calculatedha Director of the Travel Section certifies the TA documents, which are then
forwarded to the Governor or designee for final approval.

Section 2.4 Travel Voucher

Travel vouchers apply ONLYNon-filers and Non-Government Employeesvho were previously autbrized
to travel on official government business and whose travel was processed through the official Purchase Ord
(PO) approval process.

To ensure accurate reimbursement and reconciliation, individuals should keep a running log of expenditure
that are properly chargeable to the government. Each expense should be recorded at the time the expense
incurred, including the date and a brief description of the item. This running log will serve as the basis fc
accurately preparing travel vouchers. Receigh®uld be collected whenever possible, as they serve as the

most reliable documentation for reconciliation and reimbursement.

SECTION 3: ETENTION POLICY

The Tyler Content Manager (TCM) is the primary system for storing digital recordspéciScally designed

for viewing Munisrelated content. TCM efficiently captures, stores, and retrieves a wide range of documents
related to Munis data. Content management primarily involves two functions: capturing content and
retrieving content. Captunig content refers to the process of adding content such as documents, images, etc.
for storage in the system. Retrieving content refers to the process of locating stored content for viewing
updating, distribution, or other purposes. The Tyler Content Mganas the final document repository system

for all documents.

* All CNMI Government employees and administrators are expected to adhere to operating procedures.
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SECTIOM: PROCESSING EMPLOYEE EXPENSE CLAIM
Sction 4.1 Entering Expense Clai

When youchoose to process an expense claim, you must enter the claim through the Expense Claim prograt
¢CKA& LINBPINIXrY A& RSAAIYSR (2 SAGKSNI KI @S SyL)X 2eS
within a department or location, or by the employee regtieg reimbursement. Once the claim has been
entered, it must be converted to an AP invoice.

Before you can successfully complete this process, you must ensure that roles granting the necesse
permissions have been assigned to your user account. If thes dfohve not been established, contact the
system administrator to have them updated or added into the Munis system.

Confirm the following:
1 The Employee Expense Settings have been established.
1 You have menu access to the Employee Expense programs.
1 The emplgee being reimbursed has an employee number assigned in the Employee Master prograr
of Munis Payroll or in the Employees program of Munis Employee Expense

Section4.2 Allocating Expense Claim
The Employee Expense Claims program allows you to create amdamaemployee expense claims.
I O0O2NRAY3I G2 @2dzNJ 2NHIYyAT I GA2yQa LINRPOSRdAzNBAI &2dz

Before you can successfully complete this process, you must ensure that roles granting the necesse
permissions have beenssigned to your user account. If the roles have not been established, contact the
system administrator to have them updated or added into the Munis system.

Confirm that all expense claims have been entered with all the necessary information, includiegpamge
codes, expense events, and at least one expense claim template.

Results
Once you have allocated and released the expense claim, it is available for approval.

Status Change
Once the claim is allocated, the status is Estimated, Allocated or Actlioglated. Once the claim is released,
the status is Estimated, Released or Actual, Released.

Section4.3 Approving Expense Claim

The Employee Expense Approvals program provides options for you to review, hold, approve, or reje
employee expenselaims. This process works for both Estimated and Actual expense claims.
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Before you can successfully complete this process, you must ensure that roles granting the necesse
permissions have been assigned to your user account. If the roles haveeantestablished, contact the
system administrator to have them updated or added into the Munis system.

Confirm the following:
1 You are an established approver in the Workflow User Attributes program.
1 Business rules are created for EEAployee Expense ActuClaim, EEEmployee Expense Estimated
Claim, or both, in the Workflow Business Rules program.
1 An employee expense claim has been entered, allocated, and released.

Results
Once you have completed all of the approvals, approved claims are sent to thapmgiver, rejected claims
are sent back to the originator, and held claims remain in the Expense Approvals screen.

Status Change
Once the claim is fully approved, the status is Estimated, Approved or Actual, Approved. If the claim
rejected, its statuss Estimated, Rejected or Actual, Rejected.

GL Impact
Approved estimated claims reserve those funds from the allocated accounts.

2 K 6Qa bSEGK

Approved actual claims must be converted to either an accounts payable invoice or into a payroll, a
determined bythe selections in the Employee Expense Settings program. Any estimated expense claims mu
be converted to actual claims once the expenses have occurred.

Section4.4 Converting an Expense Claim

Once an expense claim is approved, it mustcbaverted in order to reimburse the employee. This can be
done using Munis Accounts Payable.

Before you can successfully complete this process, you must ensure that roles granting the necesse
permissions have been assigned to your user account. If tles toave not been established, contact the
system administrator to have them updated or added into the Munis system.

Confirm the following:
1 You have a valid Munis user ID.
1 You have the appropriate permissions for converting claims.
1 The Employee Expenseti8®ys program is complete, noting the following:
o If the Claim Payment Method is set to Invoices, claims are reimbursed through Munis Account
Payable.
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Section4.5 Generating an Expense Report

The Employee Expense module is designed to autoreaiployee reimbursements. Clerks or employees
submit claims for workelated personal expenses. These claims are passed through the workflow process an
approved or denied by designated workflow approvers. Approved claims are converted to either account
payable invoices or payroll transactions for paymedth before and after conversion of expense claims, you
can use the Expense Report program to view claim information.

Before you can successfully complete this process, you must ensure thatg@esng the necessary
permissions have been assigned to your user account. If the roles have not been established, contact tl
system administrator to have them updated or added into the Munis system.

Confirm that expense claims exist in your Munis datsbto create the reports.

Results

You have created one or more employee expense reports. There is no status change associated with t
creation of the reports. This process does not affect the general ledger and there is no impact on other Mun
modules as result of this action.

2 KIFiQa bSEGK
. 2dz Oy dzaS GKS 3IASYSNIGSR NBLRZ2NIA |a @2dz2NJ 2NABF YA

Section4.6 Processing an Overpayment Using Accounts Payable

The Employee Expense module allows your organization to reimburse wmepéxpense claims. This process
can flow through Accounts Payable, with centralized or decentralized entry and with or without the use o
electronic approvals (workflow). According to the department of finance, financial services procedures, yo
can enterestimated claims, actual claims, or both. This section describes the process for returning fund
through the overpayment process with Accounts Payable.

Before you can successfully complete this process, you must ensure that roles granting the necesse
permissions have been assigned to your user account. If the roles have not been established, contact tl
system administrator to have them updated or added into the Munis system.

Confirm the following:

1 You have a valid Munis user ID.

1 You have the appropriatEmployee Expense permissions and menu access granted in Roles.

1 The Employee Expense Settings program is complete.

1 If you are using Munis Workflow, relevant business rules have been established in the Workflow
Business Rulgzogram.
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Section4.7 Processing an Overpayment UsidMunis General Billing

The Employee Expense module manages employee expense claims processing. When a cash advance rest
an employee overpayment, Munis can use the General Billing program to create a bill for the eamploye

Before you can successfully complete this process, you must ensure that roles granting the necesse
permissions have been assigned to your user account. If the roles have not been established, contact tl
system administrator to have them updated ordadl into the Munis system.

Confirm the following:
1 Appropriate Employee Expense permissions and menu access have been granted to your role in Role
Employee Expense.
o Inthe Employee Expense Settings program, the following must be true:
o The Use General Billing Invoice checkbox is selected.
o The AR Code am&R Charge Code boxes are completed. There must be a current year AR
charge for General Billing that matches the code entered in this field.
1 The Allow Cash Advances checkbox is selected.
1 Employee Expense codes have been created in the Expense Codes podrartemplate for cash
advances has been created in Expense Claim Templates.
1 Employees have customer records in the Accounts Receivable Customers program.
1 Estimated expenses exist in the Employee Expense module and have been paid out as advances to
employees.

Results
The program generates the invoice batch report, which will be routed through the appropriate Workflow
notification process. Once it is reviewed and approved, it is available for posting.

2 Kl §Qa bSEGK
Once the batch of invoiceséstered and released, the invoices are routed for approval.
Section 4.8 General Revenue module z Overpayment Collection Process

GENERAL BILLINGreating a manual entry for Overpayment on Travel Expenses.

The travel section will compile alistof allok@r € YSYy 14X Ay Of dzZRAYy3 (GK2&S TFNP
pending claims. Also, this process will used to generate a billing on authorized transactions for collection.

Section 4.8.1Recovery of Travel Advances & Reimbursements

To ensure proper handlingf travel funds, employees must follow clear guidelines for settling travel advances
and reimbursements. After receiving a travel advance, they are required to submit their éngvehse claim

Employee Trave Version 20 Pagel3



EMPLOYEE TRAVEL POLICIES AND PROCEDURES

and receipts on time. If there is any unused amount, it mestdturned withinl5 daysof returning from the
trip.

The Department of Finance shall initiate the recovery of any outstanding travel advances that remail
unsettledr either through reimbursement voucher deductions or voluntary refundsthin 35 daysafter the
traveler's arrival in the CNMI. Recovery shall &eied out through the following means:

Salary offset

Deduction from retirement credits

Withholding from lump sum payments upon separation from service
Other legally permissible methods of recovery

HowbhRE

Employees who spend more than their travel advance camestgreimbursement. The department will
review the claim, get the necessary approvals, and process the payment @#thdays All travelrelated
expenses must be supported by proper documents, such as receipts and boarding passes. For milec
reimbursemeits, a completed mileage log is required.

To keep track of all outstanding travel advances, @& Report (General Billing Invoicis)used. This process
ensures accountability and helps manage travel funds efficiently.

For more details, please refer to éhlSOP of Recovery of Travel Advances & Reimbursemeefzarate
document.Recovery bTravel Advances and ReimbursemerfisNAL

SECTIONb: FIRST CLASS TRAVEL RESTRICTION POLICY

All official travel should follow the most economical and direct route available to the destination of the official
business. Travel using alternative routes rbayallowed if officially justified. Government travel must also use
unrestricted tickets, unless the trip is sponsored by an external federal agency, organization, -oebata#

entity.

General Air Travel Guidelines
Air travel expenses shall be basadapstefficiency. Travelers are expected to use coach or economy class
fares for all official travel.

Fare Quotation Requirement
Travelers must obtain at least two quotes from qualified providers to secure the most economical airfare,
taking intoconsideration cost, travel time, and overall convenience.
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Traveler Preference for Higher Class
If a traveler chooses to fly in a higher class (e.g., business or first class) than what is authorized, they shall b
responsible for paying the fare difference

Complimentary Airline Upgrades
Upgrades provided by the airline at no additional cost to the CNMI Government are permitted.

Frequent Flyer Miles
The CNMI Government will not reimburse the cost of airline tickets purchased using frequent flyer miles or
similar rewards programs.

The government is prohibited from paying for or reimbursingfotass businessclass airfarer any other
premium class designatio®nlyregulareconomy fare®r its equivalentare allowed, and violations will result
in a$1,000 fine.

Read more in th€ommonwealth Cod8 7407 Restrictions on Government Paid Travel Outside of the
Commonwealth.

SECTIONs: DEPARTMENT/AGENCYRESPONSIBILITIES
PROCEDURES

Section 6.1 Travel Authorization Requests

1. Initial Review and Documentation
1 The Financial Services Division's Travel Section reviews and approves all travel requests.
1 Required documents (e.g.Justification memo, itinerary, cosestimates, and supporting
business agenda) must be uploaded to the MtERP System for approval workflow.
2. Special Requirements
1 For travel funded by federal grants, grantor approval or relevant evidence is mandatory.
1 Amendments to travel authorizations gaire justification and approval, with fundidzased
thresholds:
A Amendments under $500 require approval from the expenditure authority.
A Amendments exceeding $500 require approval from the Governor or their designee.
3. ZeroExpense Travel
1 Travelsponsored by external organizations requires a "zero travel expense" authorization for
administrative leave approval. A stipend may be granted if approved.
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Section 6.2 Post-Travel Documentation

1 Travelers must submit all receipts and required documents.,(dgarding passes, transportation

receipts, registration fees, trip reports) to update expense claims from "Estimated” to "Actual” in the
system.

Section 6.3 Approval Workflow
M InterAdaflyR (NI @St OflFAYa | NBE NB DA SNdniristrafioh (SAK.S D2
1 Off-island travel claims are reviewed by the Governor.
1 The final approval is conducted by the Financial Services Division Director or designee.

Section 6.4 Expense Reconciliation

1. Processing Advances and Invoices

1 Travel cash advancesd airfare invoices are processed and approved through the Financial
Services Division.

1 Cash advance checks are issued after invoice approval.
2. Recovery of Advances

1 Travelers must submit travekpense claimvithin 15 days after returning or before the close of
a federal grant.

1 Outstanding advances are recovered via payroll deductions, retirement credits, or other legal
methods.

i Excess funds or unutilized advances must be returned promptly to the CNMI Treasur
3. Reimbursements

1 Allowable expenses exceeding per diem will be reimbursed within 14 days of voucher posting.

Section 6.5 Emergency and Compliance Guidelines

1 Emergency travel requires concurrence from the Secretary of Finance and the Governor.
1 Travel documents must be submitted at least 15 working days before travel.
1 A travel advance is disbursed 3 days before departure, contingent on timely document submission.

Section 6.6 Special Provisions

1 For separating employees, all travel obligations niestleared before finalizing employment actions.
1 Cancelled trips necessitate the return of all funds (e.g., per diem, stipends) to the CNMI Treasury.
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EMPLOYEE TRAVEL POLICIES AND PROCEDURES

Version 3.0 10/01/25 Update Section 2.4 SOF Office

TravelVoucher
SECTIOND: APPENDICES

Section 9.1 Forms and Attachments Needed for ea ch Claims

Memorandum (Memo)

Office of the Secretary
Department of Finance

P.0. Box 5234 CHRB, Saipan MP 96950 TEL: (670) 664-1100 FAX: (670) 664-1115
DATE: February 14, 2025 SFL2025-075
TO: Arnold 1. Palacios, Governol
FROM: Secretary of Finance

SUBIJECT:  Travel Authorization Request for Association of Government Accountants (AGA)-

Guam

Dear Governor Palacios,

[ am writing to request travel authorization for the following staff members to attend the AGA-Guam
Professional Development Conference titled "Leading Change: Empower, Innovate & Excel" hosted
by the AGA Guam Chapter. The conference will take place from March 12, 2025, to March 14, 2025,
at the Westin Resort Guam, Tumon Guam.

The purpose of attending this conference is to gain valuable insights and training in the areas of
leadership, innovation, and excellence, which are crucial for our department’s continuous improvement
and success. The attendees will have the opportunity to participate in various workshops, keynote
sessions, and networking events with industry leaders and peers.

One session of particular importance is the "Government Accounting and Auditing Standards Update."
which will provide essential information on current standards that are crucial to our financial operations
and reporting. Please find the detailed agenda attached.

The staff members recommended to attend are:

Tracy B. Norita, Secretary of Finance

Ryan Camacho, Senior Financial Analyst
Pamela Marigmen, Senior Financial Analyst
Natalia Sablan, Internal Auditor
Kartrinalynn Henriquez, Financial Analyst

Additionally, we will be using the special fund account 9044 to charge the travel expenses for this
conference. We kindly request your approval for the travel and participation in this event.

Thank you for your consideration.
Tracy B. Norita
Secretary of Finance
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EMPLOYEE TRAVEL POLICIES AND PROCEDURES

Version 1.2
Last Edited: 02/12/2025

Guam Chapter

Guam Professional
Development Conference

March 12, 2025 to March 14, 2025
Westin Resort Guam, Tumon Guam

AGENDA

AY ONE: Wednesday, March 12

7:00 am - 5:00 pm
Foyer of Somnak Ballroom

8:00 am — 8:45 am
Somnak Baliroom

8:45 am —9:50 am
Somnak Ballroom

9:50 am - 10:10 am
10:10 am - 12:00 pm

Somnak Ballroom

Unnai 1 & 2

Registration

and Opening
Llewelyn Terlaje, President, AGA Guam Chapter
The Honorable Lourdes A. Leon Guerrero, Governor of Guam

Frank E. Petersen, lll, CGFM, President, AGA National and
Deputy Chief Financial Officer, Finance, NASA-Headquarters

AM Plenary Session (1 CPE - Personal Development)

L ip izatic Topic (

Frank E. Petersen, Ill, CGFM, President, AGA National and Chief
Inspector General for the State of Florida

AM Networking Break
AM Breakout Sessions (2 CPEs)

Ethics
Drummond Kahn, MS, CIA, CGFM, CGAP, Faculty, International
Institute and Government Audit Training Institute

Muiti-Method Evaluation of Guam'’s Financial Performance:
Insights into Fiscal Health and Sustainability (Accounting —
Governmental)

Doreen Crisostomo-Muna, Ph.D., CGFM, CFE, Professor of
Accounting, University of Guam

PAGE 1
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Unnai 3

12:00 pm - 12:20 pm

12:20 pm - 1:30 pm
Somnak Ballroom

1:30 pm - 1:40 pm
1:40 pm - 3:00 pm

Somnak Ballroom

Unnai 18&2

3:00 pm - 3:20 pm

3:20 pm - 5:00 pm
Somnak Ballroom

Y ONE E

Grants Management (TBD)
Grants Management Presenter (TBD)
Lunch Networking Break

Lunch Plenary Session (1 CPE - Personal Development)

The State of Public Accountability in Micronesia

Public Accountability Professionals in the Region (Tentative)
PM Networking Break 1

PM Breakout Sessions (1.5 CPEs)

Municipal Bond Session (Finance)

Frank Perdue-Rossi, Principal, Montague DeRose and Associates

Auditing Series: Performance Auditing - Overview (Auditing)
Drummond Kahn, MS, CIA, CGFM, CGAP, Faculty, International
Institute and Government Audit Training Institute

PM Networking Break 2
PM Plenary Session (2 CPEs — Information Technology)

Bridging the Knowledge Gap: What Finance Professionals
Need to Know About Cybersecurity

Panel Discussion — Melvyn K. Kwek, CISA, GICSP, Chief
Information Technology Officer, Guam Power Authority, Philip
Casanova, Principal, SGV Consulting, CISA Panelist (Tentative)

PAGE 2
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Last Edited: 02/12/2025

% 2025 AGA {[{GSCPA

[ pTe—

Guam Chapter

Guam Professional
Development Conference

ding Change: E , Innovate & Excel
March 12, 2025 to March 14, 2025
Westin Resort Guam, Tumon Guam

AGENDA

13,2025

7:00 am - 5:00 pm

Foyer of Somnak Ballroom

8:00 am— 9:45 am
Somnak Ballroom

9:45 am - 10:00 am
10:00 am - 11:45 pm

Somnak Ballroom

Unnai 1 & 2

Unnai 3

Registration

AM Plenary Session (2 CPEs — Behavioral Ethics)
FBI Presenter Topic (Tentative)

Topic on Cybersecurity

AM Networking Break

AM Breakout Sessions (2 CPEs)

Government of Guam Retirement Fund Updates
(Personnel/Human Resources)

)
Artemio “Ricky” Hernandez, Ph.D., CGFM, AIF, Treasurer and
C ittee Chait uam

Retirement Fund Board of Trustees

Auditing Series: Performance Auditing — Planning and
Fieldwork (Auditing)

Drummond Kahn, MS, CIA, CGFM, CGAP, Faculty, International
Institute and Government Audit Training Institute

CGFM Primer — Pathway to Your CGFM Certification Journey
(Personal Development)

Maripaz N. Perez, CGFM, CICA, CIA, CFE, Assistant Chief
Financial Officer, Guam Power Authority; Jerrick Hernandez,
Accountability Auditor Ill, Office of Public Accountability; Jorizaira
Borja; Gladys Sazon; Pilar O. Pangelinan, MBA, CGFM, AFC, CB,
Professor, Business & ViscCom Department, Guam Community
College.
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Version 1.2
Last Edited: 021212025

11:45 pm - 12:00 pm
12:00 pm - 12:20 pm

12:20 pm - 1:30 pm
Somnalk Ballreom

1:30 pm - 1:40 pm
1:40 pm - 3:00 pm

Somnak Ballroom

Unnai 1 & 2

3:00 pm — 3:20 pm

3:20 pm - 5:00 pm
Somnafk Ballroom

o
>
-
=
=
o
m

Lunch Networking Break

R ition C ™

Lunch Plenary Session (1 CPE — Economics)

Current Outlook on Tourism Industry and Overall Guam
Economy (Economics)

Panel Discussion — Representatives from the Guam Visitors
Bureau, Guam Economic Development Authority, and the Guam
International Airport Authority

PM Networking Break 1

PM Breakout Sessions (1.5 CPEs)

Auditing Series: Enterprise Risks, Internal Controls, and
Auditing (Auditing)

Drummond Kahn, MS, CIA, CGFM, CGAP, Faculty, International
Institute and Government Audit Training Institute

Tax Updates (Taxes)

Martha G. Suez-Sales, DBA, CPA, CGMA, Associate Professor of
Accounting, University of Guam

PM Networking Break 2

PM Plenary Session (2 CPEs - Information Technology)
How Can Cybersecurity Transform to Accelerate Value from
Al?

Philip Casanova, Principal, SGV Consulting

PAGE 4
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EMPLOYEE TRAVEL POLICIES AND PROCEDURES

Version 1.
Last Edited: 02/12/2025

AY THREE: Friday, Ma

2025 AGA [3GSCPA

PRy P —

Guam Chapter
Guam Professional
Development Conference

Leading Change: Empower, Innovate & Excel
March 12, 2025 to March 14, 2025
Westin Resort Guam, Tumon Guam

AGENDA

14, 2025

7:00 am - 5:00 pm
Foyer of Somnak Baliroom

8:00 am —9:50 am
Somnak Room

9:50 am —10:10 am
10:10 am - 12:00 pm

Somnak Ballroom

|
=<
—
X
=
m
m
m
- 4

Unnai 1&2

Unnai 3

Registration

AM Plenary Session (2 CPEs - Finance)

How To Successfully Motivate and Work with a Multi-
(2CPE~ D

Daphne Leon Guerrero, SHRM-SCP, CAPM, Human Resources
Director, Atkins Kroll Inc. (Pending)

AM Networking Break
AM Breakout Sessions (2 CPEs)

Auditing Series: Efficient Auditing (Auditing)
Drummond Kahn, MS, CIA, CGFM, CGAP, Faculty, International
Institute and Government Audit Training Institute

From Ideas to Execution: Step-by-Step Guide on Creating a
Business Plan, Identifying KPIs, and Project Management

. & Orant
Jason V. Katigbak, MBA, CPA, CIA, CFE, CGMA, Vice President
of Finance, GTA; Jojo B. Guevara lll, MBA, CGFM, PMP,
Financial Affairs Controller, Port Authority of Guam

and Auditing Update
(Accounting - Governmental)
Rizalito Paglingayen, CPA, Partner, Emst & Young

PAGE 5
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12:00 pm - 12:20 pm

12:20 pm - 1:30 pm
Somnak Room

1:30 pm - 1:40 pm
1:40 pm - 3:00 pm

Somnak Ballroom

Unnai 1& 2

3:00 pm - 3:20 pm

3:20 pm - 5:00 pm
Somnak Room

Lunch Networking Break

Lunch Plenary Session (1 CPE - Specialized Knowledge)
Military Projects Update (Tentative)

NAVFAC Representative

PM Networking Break 1

PM Breakout Sessions (1.5 CPEs)

Auditing Series: Audigators (Auditing)

Drummond Kahn, MS, CIA, CGFM, CGAP, Faculty, International
Institute and Government Audit Training Institute

C L from the ion and
Ce (ICT) Sector (
Development)

James Ji, Ph.D., DBA, Assistant Professor of Management,
University of Guam

PM Networking Break 2
PM Plenary Session (2 CPEs — Personnel/Human Resource)

What is My Confiict Resolution Style? Managing Teams
Through Change

John J. Rivera, Ph.D., L5, AIF, CFE, CM, SHRM-SCP, SPHR;,
KSS, Director of Human Resources and Corporate Development,
Citadel Pacific Ltd.

PAGE 6
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EMPLOYEE TRAVEL POLICIES AND PROCEDURES

Application and Account for Advance of Funds

CMF A-008-85 APPLICATION AND ACCOUNT
FOR ADVANCE OF FUNDS
Account No.
Name
U.s.
(Department or establishment) (Bureau, division, or office)
FOR USE OF APPLICANT
An advance of funds is hereby requested for travel and other expenses to be Balance due U.S. from
incurred under authorization No. , dated previous advance..... $
Mail check to Amount herein applied
for...coooveenns $
Total $
Date (Signature of applicant)
Approved:
(Date) (Signature of approving officer)
(Title) (Appropriation to be charged)
Remarks: Signature of applicant above authorizes collection of the amount of this advance by payroll deduction if travel voucher is not

submitted withing 30 days after completion of this travel and for any part of the advance not collected on the travel or by cash payment.

Itinerary
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Estimated Cost of Expenses

Estimated Amount for
Per Diem

" Expense Amounts for Claim 6251392

— oue e i Fyv— Aenatmon vt o Grieres
canv2es  Perden w00 230 2300 om
G Perbem ) w00 w00 om
Gnuams  peren ww wow 2300 om
zzzzzzzzzz

383,00 000 ao0 000
CARRENTAL Ny Unin 28000 2000 037 12037

------ Estimated Amount for
Airfare and Car Rental

Other documents

N AGAGUAM CHAPTER Receipt No. PY25 - 005
J 223 W Chalan Santo Papa
PO Box 1124 Hagatna Guam 96032
Advance. Grow. Accelerate.

OFFICIAL RECEIPT —

Received From CNMI Department of Finance Date 3M14/2025
Address Dollars§  § 3,250.00
For 2025 Guam Professional Development Conference

Cash

Check i #632095

Gther By: Ched Poliarco, Treasurer

Thank you for your payment.

Section 9.2 Employee Expense Claim Process

The chart outlines the employee travel expense claim process, as well as the routing approvals. This ch
provides a clear and concise overview of the steps involved in managing each expense claiaisét @nlsure
that all necessary approvals are obtained in a timely manner.
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FINANCIAL ROUTING FINANCIAL
DEPARTMENT / DEPARTMENT /
AGENCIES SERVICES APPROVAL SERVICES AGENCIES
DIVISION PROCESS DIVISION
N " N
The Financlal Services Division - | Each E The Finandal Services Division
T P Travel Section il eceve et e oo | | M Secion v recaea | | | Peparmentsgencycan oty el
Request thru the Em| Expense notification on each Travel Request the Department of notification once an E to Pick up Cash Advance at the CNMI
Claim module in Munis-ERP System thru the Employee Expense Claim. | Finance - Travel Section J Expense Claim have been Treasury ‘
) by the SAA or the Governor. y
[ - 5 J -
£ enc; Aﬁllgn Bv:tgr Q&ERED ) “INTER-ISLAND TRAVEL REQUEST, | - ’
mnomnmrs ON (TCM): ravel Secﬂon:lmzd ﬂnallnl:f Spedial Asststa(;:; the Governor The E:::, m :;ql:n "f‘f:' “e’ a,g‘g:?l an Final Process Cnm:l;l:: for Travel
- required documents are completed. (REVIEW & APPROVAL) approved expense dlalms. J
1. Travel Authorization Form (TA) - =
2. Justification memorandum for ™ OFF-ISLAND TRAVEL REQUEST, -}
R The Finance Director or its Designee 4 | Once the claim have been converted, the
3. !dneﬁry(sdl:::u:e of departure, from the travel section will review for Governot’s Office s:;:" w'l;II ;:nerate an invoice for each
arrival, and destination(s) from ‘ " 2Py 'u')m " GOVERNOR J Cash Advance gimed& Posted)
Authorized Travel Agency); Review MWM prigpilys (REVIEW & APPROVAL) .
4. Estimated cost to Include airfare, L N\
ground transportation, car rental, per —~ / RERCTED The Travel Section will need to processa
diem allowance, and any other . ‘ invoice for Airfare Cost directly
miscellaneous expenses; and REJECTED 1% will go back to the Department to the Authorized Travel Agency
5. Documentation of invitation, ‘— Claim will go back to the Department — 3
meeting confirmation, or conference Level
agenda, If applicable, or other The Finance Director will review each |
agenda / Alrfare Invoice for Approval
(REVIEW & APPROVAL |
Approve request. |
(REVIEW & APPROVAL)
(System will Release into workflow |
———foraporoval)

Section9.2.1 Routing Process

1. Each5 S LJ- NJi ‘euhgrize@d sadministrative employee will create an employee expense claim in
Munis ERP System for review and approval by the depanti@mgency head or secretary.

T ¢KS S5SLINIYSyld oAttt 0SS NBalLRyairoftS F2NI ONJ
department heads to review and approve.

1 Upon approved, the system will forward the request to the travel section at financial services
division for review and approval.

1 Department will be required to attach all required documents that pertain to the travel request
in the Tyler Content ManageTCM.

1 Upon approval by the travel section or the director of financial servogsion, the system will
notify the department that the expense claim has been approved and is on workflow for review
and approval by the Governor or its designee. Each Travel Authorization request approve
workflow will need to be reviewed and approvey the following offices:

Financial Services DivisioTravel Section for review and approval.

D2OSNYy2NDRa {LISOAIf | &ah afdrireyiew atd2ppiovalIntdisRnd Ogly) & G N.

D2 @S Ny 2 NiBaverhof far ke@esv and approval (All @éfand).

Department of Finance; Travel Section at Financial Services Division will need to verify all required

documents and computations on cash advances before any approvals are finalized.

6. The Munis ERP Sysm will notify the department that the review and approval process has been
completed.

a r 0N

Employee Trave Version 20 Page24
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7. G2 @S Ny 2 N SpeciaFAEsistart to the Administration (SAA) will review each-lIsiand travel
request for approval.

8. The Munis ERP Systemwill notify the departnent that the review and approval process has been
completed.

9. D2JSNY2NDBOBENFR2AB 2N A G Qa R SEldndtyaiReqdest fof appidBad A S &

10. The Munis ERP Systewill notify the department that the review and approval process hasrb
completed.

11. Department of Finance, Travel Section at Financial Services Division will receive a notification that the
expense claim has completed the approval process.

12. Department of Finance; Travel Section at Financial Services Division will psottes conversion on
expense claim for Cash Advances and Invoice Entry for Airfare Ticket payments.

13. Department of Finance; Travel Section at Financial Services Division will notify the department that
the Cash Advance has been processed, approved, and grayis ready for pick up at the CNMI
Treasury office.

14. Estimatedq Expense Claim Workflow Approval Process in MERPB System

Section9.2.2 Workflow Approval Process in MuriERP System

1 Step 5 Travel SectionApproval

Step 10 Department Director Approval

Step 20 Department SecretaryApproval

Step 30 Governorg Off-Island- Approval

Step 30 Special Assistant to the Governor (SAjer-Island- Approval
Step 90 Director of Financial Service#\pproval

= =4 =4 4 A

Note: All rejected claims will be forwarded to the department level for activation and necessary corrections
before being released back into the approval workflow.

Expense Claim Workflow Approval Process in MUBRP System

It is the responsibility of each department to ensure that each claim is updated in a timely manner.
Additionally, they must provide all the necessary receipts to support the travel expenses incurred during th
trip. Failure to provide complete and accurate receiptay result in delayed processing or even denial of the
claim. Therefore, it is crucial that every department ensures that their receipts are complete, legible, anc
submitted on time.

There are some new changes to the approval process on MERIS Employee Expense Claim for all Actual
Status Claims. The Division of Financial Services is now the only party responsible for final approval for e:
Employee Expense Claims to be posted & MunisERP system. Other parties will only receive notifications
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that the expense claim has completed the approval process. This change is intended to simplify the over:
process and streamline the closing of each claim.
1 Step 5 Travel SectionApprovd
Step 20 Department Director/Secretarg Notify Only
Step 30g Special Assistant to the Governor (SARKjter-Islandg Notify Only
Step 30g Governorg Off-Islandg Notify Only
Step 9Q¢ Director of Financial Service\pproval (Final Posting to closach travel expense claims)

= =4 =4 A

Section 9.3 Entering an Expense Claim Procedure

Dperj the Expense Click Add Complete thle fields, Click Accept
Claims program as required

¥

Yes Templat
: Yes : emplate
P expense’? ! Xp expenses?
Type 0 in the
first box No No
]
¥ - h 4 :
Click Accept Dlzifefsgzetgbmt Delete Line button |—
Complete the fields
(add lines for
multiple expenses)
Comflm Ready for account l
updating the |¢—— yloraccoutle 1 Click Accept |«
status allocation

———»  Click Yes

_ {"Program saves claim and
“\_updates the status

Use the following steps to enter an expense claim: Open the Expense Claims program.
Financials > Employee Expense > Expense Claims
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*4# Expense Claims [TEST DATABASE Oct 4 2023]

Emered by
Dept *

Default org *

[= | ' Defaut project
1. ClickAdd.
2. Complete the fields, agquired, referring to the following table for specific field details.
Field | Description |  Comments / Action Needed
Claims
Claim Number Identifies the expense claim number. T| AUTO GENERATED

program automatically assigns the ng
available claim number according to tf
Employee Expense Settings programs.
Claim Template Sets the standard template for the clail USE; THE ADVANCE /
Claim templates are defined in the Expenl REIMBURSEMENTS TEMPLATE
Claim Templates program. Select the clg
template or click the field help button t
select one from a list.

Claim Status Establishes the status of the expense clg STATUESTIMATED
During creation of a new claim, you may o] ENTERING

select XEstimated, Entering or IActual,| CREATED
Entering. Other status codes are used af ALLOCATED

the claim has been created. RELEASED
You cannot delete a claim once it has reacl REJECTED
a status of 2@ Reimbursed/Closed. APPROVED

Status Codes
1¢Estimated, Entering The estimated clainl STATUS:
is being entered. ACTUAL
2cEstimated, Created The estimated clainl ENTERING
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has been saved.

4¢Estimated, Allocated The estimated fund:
have been allocated for reimbursement.
5¢Estimaed, Released The approval proces
has started.

6¢Estimated, RejectedThe approver ha
rejected the claim.

8¢Estimated, Approved for GAA cash
advance may be issued.

10cEstimated, Approved The approva
process has been completed.

11cActual, Entering The actual claim i
being entered.
12¢Actual, Created The actual claim haj
been saved.

14cActual, Allocated The actual funds hav,
been allocated.

15cActual, ReleasadThe approval proces
has started.
16cActual, Rejected The approver haj
rejected the claim.
18cActual, Approved The approval proces
has been completed.
20¢Reimbursed/Closed The claim has bee
converted to an AP invoice.

Note: To review claims that were n
successfully reimbursed due tothe
employee's inactive status, click the Inact
Employee Warning option in the toolbar.

Statuses 410 are used if estimated expens
are entered and submitted prior to travel (
cash advance. Status 8 is used if a d
advance will be issued.
Statuises 1t20 are used once the travel hj
been completed or if estimated expenses 4
not needed.

Statuses 2430 are used for issuin
overpayments.

CREATED
ALLOCATED
RELEASED
REJECTED
APPROVED

Reimbursed/Closed The claim
has been converted tan AP
invoice.

Reimbursed/Closed The claim
has been converted to an AP
invoice.

Employee Number

Contains the employee number of th
submitting employee. Enter the employg
number or use the field help to select 4
employee record.

REQUIRED, use the field help to
search Employee Name

Customer

Defines an Accounts Receivable custome

REQUIRED, use the field help to

Employee Trave Version 20
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include on the invoice when a General Bill
invoice is created, such as when process
an overpayment.

search Customer Name

Employee Location

Specifies the location code for the employd
You cannot manually enter this value. T|
program completes this field according to t
employee number entered.

NOT REQUIRED

Entered By

Contains the user ID of the person w
created the expense record. &hprogram
completes this value when you add a reco
this box is only accessible during the Seg
process.

USER ENTERED BY. System
will default to username

Dept

Identifies the department to which th¢
requesting employee belongs. The defa
value isentered from the employee recorg
but you can change it, as necessary.

DEFAULTED DEPT CODE, YOU
UPDATE FIELD WHEN USING
ANOTHER DEPARTMENT ACC(
FOR TRAVEL REQUEST
AUTHORIZATION

Default Org Default
Project

Identify the default org code for thecaount
to which the expense should be applig
along with a default project code,
applicable.

DEFAULTED WHEN DEPT COD
UPDATED

Fiscal Year Identifies the fiscal year for the expen{ DEFAULT
claim. The Current Year or Next Year opti
indicate whether this is a claim for th
current fiscal year or the next fiscal year.

Event Specifies an event to which the expensg NOT REQUIRED

related. Event codeare defined in the Even
Codes program.

Allocation Code

Contains the allocation code for the clai
The program completes this value if tl
selected employee is set to be paid us
allocation codes.

NOT REQUIRED

Details Tab

Start/End Date
Start/End Time

Define the starting and ending dates a
times for the activity that incurred thg
expense report. These values are used
calculate reimbursement that is awarded {
an hourly or daily basis.

REQUIRED, TRAVEL TEAM WIY
VERIFY FORACCURACY BEFO
RELEASING_AIM

Destination Identify the city, state, and country of th REQUIRED, TRAVEL TEAM WIL

City/State/Country [ travel destination for the claimed expense,| VERIFY FOR ACCURACY BEF(
applicable. RELEASING CLAIM

Comment Provides space to enter any comments for { REQUIRED, TYPE IN REASON

claim, such as the reason for the claim.

TRAVEL
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3. ClickAccept

If the claim template allows patiem expenses, the program displays the Per Diem Expenses tab.

Expense Claims [COMMOMWEALTH MORTHERN MARIAMA ISLANDS] = #

Crate HOTELPLUS PER DMEM Dadly Total Message
10/18/2023 oo 250,00 250.00
10/19/2023 oo 250,00 250.00
10/20/2023 oo 250,00 250.00

Totals HOTELPLUS PER DIEM Par Diem Tolal

] 750.00 750.00
Cash Advances HOTELPLUS PER DIEM CA Tolal
oo 7a0.00 750.00

Impart instrctions:

Workflow

The per diem expenses are automatically completed according to the date range entered. If per dier

expenses are not associated with the claim template being used, the program doesmplete these

fields. If the fields are available but a per diem expense should not be included, type 0 in the first box.
4. ClickAccept

The program displays the Unit Expenses tab.
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e Claims [COMMONWEALTH NORTHERN MARIANA ISLANDS]
Per Diem Expenses Unit Expenses

Hem Quantity UOM Unit Amt/Rate Est Amt Cash Adv Date Comme nt

MISCELLANEOUS 0.00 EACH .000 0.00 0.00
TAXI/RIDESHARE 0.00 EACH Q00 0.00 0.00
HOTEL 0.00 EACH Q00 0.00 0.00
STIPEND 0.00 EACH Q00 0.00 0.00
INCIDENTAL 0.00 EACH Q00 0.00 0.00
AIRFARE 1.00 FLIGHT 1,500.000 1,500.00 0.00 ROYAL TRAVEL AGENCY
EXCESS BAGGAGE 0.00 FLIGHT 000 0.00 0.00
CAR RENTAL 3.00 DAYS 70.000 210.00 210.00 HERTZ CAR RENTAL
Unit expenses totals Estimated 1.710.00  Cash advance 210.00
Field | Description |  Comments / Action Needed

Unit Expenses Tab

TheUnit Expenses tab contains fields that display amount totals foroasiéd expenses. These values
drawn from the expense codes used on the template assigned to the expense claim.

The Unit Expenses tab may not be visible if the template being usedatdaslude an expense code fo
unit expenses.

Item Displays the expense codes established on| REQUIREDPLEASE SELECT IT
expense templatdeing used

Quantity Identifies the quantity for the item listed REQUIREDPLEASE FILL IN
INFORMATIONS

UOM Provides the unit of measure defined for tf REQUIREDQPLEASE FILL IN
expense code. INFORMATIONS

Unit Amt/Rate Specifies the amount to multiply by the quant] REQUIREQPLEASE FILL IN
for reimbursement. The program may complg INFORMATIONS
this valueaccording to theexpense code.

Est Amt Displays an estimated amount that is calcula) REQUIREQPLEASE FILL IN
by multiplying the quantity by the Unit| INFORMATIONS
Amt/Rate. You cannot manually update tf

field.
Date Identifies the date the expense was incurred | REQUIREQPLEASE FILL IN
INFORMATIONS
Comment Contains comments related to the expense. | REQUIREDPLEASE FILL IN

INFORMATIONS
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1 If an expense is not required on a claim template, you can delete the line Eatar your cursor in
the line of the item to be deleted and click Delete Line button.

1 If an expense can have multiple lines, you can add another item. Enter your cursor in the line of th
item to be added and click Add Another Line.

5. ClickAccept

Theprogram displays a message that the header and detail fields have been populated and the claim
ready for account allocation. The message prompts you to confirm updating the status of the claim tc
either Estimated, Created or Actual, Created.

6. ClickYes

The program saves the claim and updates the Claim Status field to either Estimated, Created or Actu

Created.

Section 9.4 Allocating an Expense Claim

(Click Expense Claimsj—b Click Search

Program displays

Allocate the Employee

expensesto |4
valid accounts

Allocation screen

Expense Claim GL |

v

Complete 1 or more
of the available fields
to locate the record

Y

Click Accept

v

Click Allocate

A J

Program

- displays the

1. ClickExpense Claims.

Click ?rnmote Claim status
Claim to > is updated >
Allocated” is

defined record

. Claim is now available
Click Release —( for App I )

Financials > Employee Expense > Expense Claims
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¢ Expense Claims

Claims
Claim number * Entered by
Claim template * - Dept *
Claim status * v Default org*
Employee number * Default project
Customer Fiscal year * Current Year Next Year
Employee location Event
Alocation code
O Employee Address
Details Dates Totals Payment
Start date (| Destination city
Start time Destination state
End date (] Destination country
End time Comment
Per Diem Expenses Unit Expenses Informational Expenses Related Items
Date Daily Total
0of0 £ < > >l

2. ClickSearch

Complete one omore of the available fields to locate the record.

4. ClickAccept
The program displays the defined record.
Note: If you did not enter enough unique information as search criteria, the program may identify
more than one claim record. In this case, click Bx@wo view a list of all records in the active set, and
then doubleclick the claim to allocate.

5. ClickAllocate.
The program displays the Employee Expense Claim GL Allocation screen.

w
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% Expense Claims [COMMONWEALTH NORTHERN MARIANA ISLANDS]

xQﬁ+/‘i560@BO‘r,@09@9®

Per Diem Expenses

The following options are available:

1 Check Budgets Completes thébudget code box for default allocation lines that do not yet have a
budget code (so you do not have to update all detail lines manually) and shows a browse screen «
all accounts with the total amount and available budget for each account.

 Allocate by Accantst Allocates all detail lines using a manuahtered set of accounts. When
82dz A4St SOG GKAA 2LIA2y> GKS LINRPINFXY RAALX L
allocated using a single set of accounts. If a single set of accounts is usedi;rére GL allocations
gAff 0S NBLX I OSR® ! NE @2dz adz2NB e2dz glyid G2 L
amount to allocate for each detail line on the claim.

1 Allocate by Code Allocates all detail lines using an allocation code. Thimops only available to
users who have permissions to allocate and when the claim is in a Created status. When you sele
GKAA 2LIWA2YyT GKS LINPINFY RAALI &a OGKS T2ff 2
single allocation code. If an @dlation code is used, the current GL allocations will be replaced. Are
@2dz adzNB @2dz 6lFyid G2 LINRPOSSR FyR dzAS Fy I ff:
dialog containing a textbox in which you can enter an allocation code. The Allocateleyftion
also includes a View Allocation Code Detail button. Use this button to open the Allocation Code
program where you can find and view account distributions for allocation codes.

1 Browse Invalid GL AccountsProvides a list of invalid general ledgercounts. This button is only
available if invalid allocation accounts exist on the expense claim. Invalid accounts must b
corrected before the claim can be promoted to allocated status and subsequently released for
approval.
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1 Browse Invalid Project Accaiist Provides a list of invalid project ledger accounts. This button is
only available if invalid allocation accounts exist on the expense claim. Iaalints must be
corrected before the claim can be promoted to allocated status and subsequently edldas
approval.

6. hyOS &2dz K @S | £f20FGSR (i KBom&EUadryta Aldcatatl2 2 @10 A 2 §

available. Click this option.
The program returns to the Expense Claim screen and changes the status to eghEstdnated,
Allocated or 14; Actual, Allocated.

X Q + 7/ 0 5 & © 9=
Expense Claims [COMMONWEALTH NORTHERN MARIANA ISLANDS]
Claims
Claim number * 6233639
Claim template * R-OFFISLE OFF ISLAND TRAVEL (ADVANC
|ciaim status * 14 - Actual, Allocated ~ |
Employee number * 1767 NAOMI A TAGABUEL
Customer 3420
. Click Release to release the claim to the appropriate approvals.

Notes:

1 The Allocate option is only available on the main Expense Claims screen for claims that have
status of Estimated, Created or Actual, Created.

1 The Promote Claim to Allocated option is only available on the Employee Expense Claim G
Allocation screen when all expense lines are fully allocated with valid accounts.

1 The amount on the allocation record must match the amount of the detail linetlamgercentage
on the allocation record must total 100.
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Section 9.5 Approving an Expense Claim

Approvers: Go to Approval Approval Table:
Hub or go to Expense displays pending # Click Update » Click Update
Approvals Program approvals
4
rove i

Updates claim and sent to App Displays
next approver (for approved Click Accept Hold Code box
claim only and if applicable

ly PP ) ) Reject
k J
Input .| Backto
comment " originator

To approve claims:

1. Approvers can utilize the Approval Hub to view all Approvals

i 1,200

Approvals

Approvals

All Process Codes .
|_ - | All Dates - EEA: Employee expense claims pending approval

m Refresh 17120a) TI;E ;:H:'. 32023
EEA: Employee expense claims pending approval 10/3/2023 . Not available
O
5.00 8 sade
0 EEA: Employee expense claims pending approval 10/3/2023 i Mumbe
52.750.67 8221523
0 EEA: Employee expense claims pending appros 10/372023 b ALE J;-N DRO AGULTO
52.750.67 18t Date
09,/07/2023
EEA: Empl ense claims pending approval 10/3/2023 [I_:] —
577350 09/10/2023
. f 35207 Destingt
O EEA: Employes expense claims pending approwval 10/3/2023 [I_:] ROTA, MP. ROTA
$1,053.50 .
0O EEA: Employes expense claims pending approval 10/3,/2023 m TD ASE-IS.T 140 DURING THE EOCONUT FESTIVAL-ROTA
$2,B53.50 R
EEA: Employes expense claims pending approval 10/3/2023 e o
2 B53.50 EI .$.2.2.1 OIZI - 09/07/2023
- EEA: Employes expense claims pending approval 10/3/2023 e $221.00 - 09/08/2023

I Approve l Raject | Forward Hold I Close |

or you can also utilize

2. The Expense Approvals Progr&mancials > Employee Expense > Expense Approvals
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-
%% Expense Approvals [TEST DATABASE Oct 4 2023]

EEA 6221521
EEA 221522
EEA 6221522
EEA 6221523
H221635
6221653

E
E
EEA 221700
E 8221734
E

6221734

2023

2023

2023

2023

6006 BARBARA T SAELAN
6010 MELANI T. WENNIO
6010 MELANI T. WENNIO
1228 ALEJANDRC AGULTO

ANTHONY M HOSONO

ONY M HOSONG

RY B WILLIAMS

SEB3 DIANNE MARIE PABLD

SE83 DIANNE MARIE PABLO

2608
2608

1505

1505

m.wenmio

||||||||||||

TEM
TEM
S04
TEM
TEM
S04

TEM

105350 J
2853.50
245350
773.50
598075
598675
190.00
1,181.00

1.181.00

The program opens with pending approvals displayed in the Approvals table. If no expense claims a
awaiting your approval, the program displays a No Approvals message.

3. Clik Update.
The program resets the screen and makes the Code box accessible for the first approval item.

'::E-. Expense Approvals [TEST DATABASE Oct 4 2023]

Blank

Hold

reject [ 5EA

4. Click View Claims to view the selected expense claim in the Expense Claims program, and then click
Backto return to the Expense Approvals screen.

5. From the Code list, select one of the following:

1 Holdt Places the expense claimapprove/reject in the future.
1 Reject Rejects the expense claim back to the originator.

1 Approva Approves the expense claim and sends it to the next approver, if applicable.

Note: When you select Reject or Hold, the Comment field opens for entry. You ntasiaecomment

to explain why the claim is being rejected or held.
6. When you have assigned a code for each item, click Accept to update the expense claim approvals.

The Approvals screen provides the following options for managing the expense approval records

 Sortt Sorts the claims in the active set of records by:

Process, Claim #
Dept, Process, Claim #
Employee, Process, Claim #

1 Approval Comments Controls the ability to enter comments for claims that are approved.
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1 Approve Alt Approves all active approvalsathdisplay in the Approvals table on the screen.

Section 9.6 Converting an Expense Claim

™ X
0 the Ex C lete the fields,
( pen .E pense » Click Define p COMPIEEE .E e » Click Accept
Conversion program Y, as required
| P Y
Clai rt
aims art.a corjve € Click Qutput-Post [ Click Browse Claims [+ Click Select
to AP invoices

1. Open theExpense Conversigorogram.
Financials > Employee Expense > Expense Conversion

Expense Conversion

| -]

Conversion Criteria

Payment type * I Final Payments Y I

Department * All departments
Batch *
Vendor *

Override claim year and period

Cash account * I 1000 1010 I CASH

Check Run

Defines claims to output-post and pay

2. ClickDefine.
3. Complete the fields, as required, using flelowing table as a guide.
Field | Description |  Comments / Action Needed
Conversion Criteria
Payment Type Indicates how the payment is to be made: REQUIRED

Final Payments

Cash Advances

If you select Return of Overpayments, the progr|
hides the BatchVendor, Cash Account, and Che
Run/Warrant fields and instead provides t
Overpayment PA Type, PA Account, 3
OverpaymentAccount fields.
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Department Contains the department code of the claims REQUIRED
that need to be converted. Leave this box blanK
include claims for all departments.

Batch Identifies the batch number. The progra REQUIRED
automatically completes this value with the

next available batch number from the Accour
Payable Settings program.

This box is not available if yoare processing
claims using Munis Payroll. This field is hidde
you select Return of Overpayments from t
Payment Type list.

Vendor Specifies the onéime-pay vendor established i
the Expense Settings program. The progt
automatically completes tki value, but you ca
change this to another oreme-pay vendor.

This box is not available if the Use Employ¢
Vendor Records checkbox is selected in
Employee Expense Settings prograhhis field i
hidden if you are processing claims throughnis
Payroll or if you select Return @verpayments
from the Payment Type list.

Apply 1099s to Directs the program to enter the default 1099 co
Applicable for a vendor on the invoice created for an expen
Expenses when selected. This field &vailable when the Us
Employees' Vendor Records checkbox is selects
the Employee Expense Settings progrdmnis field
is hidden if you are processing claims throu
Munis Payroll.

Override Claim Directs the program to override theasin year and
Year and Period | period. When this checkbox is selected, 1
program displays the Effective Date 4
Year/Period fields to update the effective dal
year, and period.

Note: You must have the appropriat€&eneral
Ledger permission assigned to your user rolg
updatethese fields.

Effective Date Indicates the new effective date of the claim.
This field is shown only when Override Claim Y\
and Period is selected.

Year/Period Specifies the new year and period of the claim.
This field is shown only whe@verrideClaim Yea
and Period is selected.
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Cash Account Identify the cash account from the Accour REQUIRED
Payable  Settings program. The  progr
automatically completes this value, but you ¢
change it, as necessary. These fields are
available if youare processing claims using Mul
Payroll.This field is hidden if you select Return
Overpayments from the Payment Type list.
Check Run Contains the warrant or check run number
[Warrant] assign to the AP invoice batch created. The na
of this field varies depending on Yo
organization's settingsThis box is not available
you are processing claims using Munis Payfbiis
field is hidden if you select Return
Overpayments from the Payment Type list.

4. ClickAccept
5. ClickSelect
The program displays the number of claims to be converted in the status bar.
6. ClickBrowse Claimso view the claims that will be converted.
7. ClickOutput-Postto convert the claims to AP invoices.

Section 9.7 Generating an Expense Report
Open the Expense _
( Report program )—. Click Define
Choose an output

Report Criteria
L -+ Click Select |« Click Accept
option in the toolbar

Print Criteria

A 4

Complete the fields to define criteria

{ Expense Report is generated >

To create an expense report:

1. Open theExpense Repoprogram.
Financials > Employee Expense > Expense Report

2. ClickDefine

3. Complete the fields to define the report and print criteria, referring to the following tébtespecific
field details. The fields in the Report Criteria group include options to generate basic expense report
that include only the account numbers, descriptions, and amounts. The fields in the Print Criteria grou
provide options to produce moregatiailed expense reports.
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'-:::-. Expense Report [COMMONWEALTH NORTHERN MARIANA ISLANDS]

Expense Report [COMMONWEALTH NORTHERN MARIANA ISLANDS]

Report Criteria

Execute this report Now v

From To
Claim number 6223311 6223311
Claim template TC-OFFISL-REG TC-OFFISL-REG
Claim status 20 - Reimbursed/Closed v 20 - Reimbursed/Closed >,
Employee number 1739 1739
Dept 2605 2605
Default org 22222222
Fiscal year 2022
Event
Total amount 0.00 999,999.99
Cash advance 0.00 999,999.99
Entry date Within date range v 0 08/29/2022
Start date Within date range v w0
End date Within date range v w0
Entered by

Expense code
Destination city
Destination state

Destination country

Print Criteria

Primt Sort by
First Employee ¥
Second Depariment v
Third v

Selects claim information for report
1 claim(s) found

Report Criteria
Execute This Determines when to generate the report whe
Report Munis Scheduler is enabled:
Nowr Creates the report immediately. Th
option does not use Munischeduler; use th
output options in the toolbar to view, print, O
save the report.
In Background (Now)Opens Munis Scheduler {
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process the report one time using the event |
and email notification features.

At a Scheduled TimeUses Munis Scheduler 1
establish a specific time

to run the report.

From/To
Claim Number Identifies the range of expense claim numberg
include in the report.

Claim Template | Sets the template to include in the report. Clal
templates are defined in the Expense CIg
Templates program. Enter the claim template
click the field help button to

select the templates from a list.

Claim Status Establishes the statuses of the expense claims
include in the report.

Status Codes

1¢Estimated, Entering The estimated clairts
being entered.

2cEstimated, Created The estimated claim has
been saved.

4¢Estimated, Allocated The estimated funds
have been allocated for reimbursement.
5¢Estimated, ReleasedThe approval process
has started.

6¢Estimated, Rejectad The approver has
rejected the claim.

8cEstimated, Approved for GAA cash advance
may be issued.

10cEstimated, Approved The approval process
has been completed.

11¢Actual, Entering The actual claim is being
entered.

12cActual, Created The actual claim has been
saved.

14cActual, Allocated The actual funds have
been allocated.

15cActual, Releasad The approval process has
started.

16¢Actual, Rejected The approver has rejected
the claim.

18cActual, Approved The approval process has
been completed.

20cReimbursed/Closed The claim has been
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converted to an AP invoice.
Statuses ¢10 are used if estimated expenses a
entered and submitted prior to travel or cash
advance. Status 8 is used if a cash advance w
issued.

Statuses 1420 are used once theavel

has been completed or if estimated expenses ¢

not needed.
Employee Contains the range of employee numbers
Number include in the report. Enter the employe

number or use the field help to select an
employee record.

Employee Specifies the range of location codes for f{
Location report based on the entered employegimbers.
Dept Identifies the range of departments for the

report based on the entered employee number

Default Org Identifies the range of default org codes for t
accounts to which the expenses are applied.

Fiscal Year Identifies the range of fiscal years for the expel
claims.

Event Specifies the range of events to which t

expenses are related. Event codes dsfined in
the Event Codes program.

Total Amount Indicates the range of total amounts to include
the expense report.

Cash Advance Specifies the range of cash advance amount
include in the expense report.

Entry Date Define the range of expense claim entry dates
include in theexpense report.

Start Date Define the range of expense claim starting da
to include in the expense report.

End Date Define the range of expense claim ending ds
to include in the expense report.

Entered By Specifies the user ID of thgerson who created

the expense claim. Enter the user

ID or click the field help to select it from a list.
Expense Code | Indicates the expense code for the claim. En
the expense code or click the fiefietlp to select]
it from a list.
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Destination City

Identifies the city of the travel destination for th
claimed expense.

Destination State

Identifies the twocharacter state code of th
travel destination for the claimed expense.

Destination Identifies the country of théravel destination for

Country the claimed expense.

Print Criteria

Print

Basic Clain| Directs the program to print the basic cla

Header header information, when selected. Each clg
prints on a separate page and basic header fi¢
are included for eackclaim record. The repor
also includes a Final Totals section and the Re
Criteria page. You must select the Basic C
Headercheckbox in order to access any of t
other checkboxes in the Print Criteria group.

Dates Instructs the program to print aes, when
selected.

Totals Causes the program to print totals, whg
selected.

Payments Prints payments, when selected.

Notes Includes notes in the expense report, wh

selected.

Consent Text

Directs the program to print consent text, whg
selected. The consent text is drawfrom the
claim template.

Expense Details

Prints expense detail amounts from the exper
claim, when selected.

Allocation Lines

Instructs the program to print allocation ling
when selected. If the Basic ClaimHeader
checkbox is not selected, the progra
automatically selects the Allocation Lines
checkbox.

Group by Accoun

Causes the program to group allocation lir
together on the report by account, whe
selected.

The Group by Account checkbox is oasilable
when the Allocation Lines checkbox is selected

Sort by

First Second Thir¢

Defines the criteria to use for the sort order f
the report. Up to three different criteria can b
entered to provide three levels sorting.
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4. ClickAccept
5. ClickSelect

The program displays the number of claims that meet your report criteria.
6. Choose an output option in the toolbar to generate the expense report.

Example Expense Report
The selections in the Print Criteria group determine the informaithmtuded in the expense report.

COMMONWEALTH NORTHERN MARIANA ISLAN

EMPLOYEE EXPENSE REPORT

NUMBER: 6223311 STATUS: Reimbursed/Closed TYPE: TC-OFFISL-REG - OFF-ISLAND TRAVEL (TRAVEL CARD)
EMPLOYEE: 1739 DONALD C. CAMACHO LOCATION/DEPT: 2605 ENTERED BY: D.Camacho
YE\E’AE:4?ERZ 2022 12 Current Year DEFAULT ORG: 11260500 - GF: OFFICE OF PLANNING & DEVEL

DESTINATION: OKLAHOMA CITY, OK
COMMENT: ATTENDING THE IEDC CONFERENCE IN OKLAMOMA CITY, OK ON ECONOMIC DEVELOPMENT

START DATE/TIME: 09/16/2022 09:50 AM  END DATE/TIME: 09/24/2022 08: AM
ESTIMATED DATES: ENTRY 09/01/2022 APPROVAL: 09/06/2022 REJECTION: CASH ADVANCE:
Y APPROVAL: 10/13/2022 REJECTION: FINAL PAYMENT: 10/14/2022

CASH ADVANCE VENDOR/DOCUMENT: 0./
FINAL PAYMENT VENDOR/DOCUMENT: 1739 / 79814

ESTIMATED TOTAL: 6739.51 APPROVED ESTIMATED AMOUNT: 6739.52 CASH ADVANCE: 0.00 ACTUAL TOTAL: 5716.78

[2022-09-06 15:59:28 b.cabrera): AS PER ED (TRAVEL LINES) A/T IS 2795.00 9/06/22

WE ARE GOING ON THIS TRIP TO: work through ungrecedented challenges and build bold solutions for the future. Learn invaluable
industry insight from the experts about today's most pressing topics, including economic reinvention, community innovation, and
disaster recovery and resiliency.

[2022-08-25 11:26:58 mr.iglecias]:

UNIT EXPENSES

EXPENSE DATE QUANTITY uom UNIT AMT/RATE EST AMOUNT ADV AMOUNT ACT AMOUNT
PER DIEM RECONC 09/16/2022

ACCOUNT PERCENT ACT AMOUNT

11260500-64800 TRAVEL EXPENSES 100.000

INFORMATIONAL LINES
ITEM C

(NR) MISCELLANY REGISTRATION FEE $1149 PLUS $455 MEMBERSHIP
NES

5 DAYS RIDE SHARE ($30/DAY)
S

ITEM COMMENT
TOTAL PER DIEM PLUS LAYOVER AND AIR TIME

Report generated: 06/02/2023 13:02 Page 1
user: D.Camacho
Progran ID: eereport
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Section 9.8 Processing an Overpayment

Section9.8.1 Using Accounts Payable

Open the Expense , Complete the oo
( Claim program Click Search Claim Number »| Click Accept
Displays a message indicating -
the cash advance amount + Click Update (« Claim .status should be 10
. — Estimated, Approved
equals the total claim amount
. Update status to o Displays the Return
Click Yes ™ Reimbursed,/Closed » Click Overpayment ——» of Overp ent
Displays confirmation ¢ Click Accept |4 Enter th.e amount that was « Click Update
message overpaid for the expense

'

Click Accept ——»

Update status to 22 - —— »  Allocate the overpayment
Entered Overpayment

Multiple accounts: Set

Click Release |+

Update status to 24 — Overpayment to Defaults
Allocated Overpayment Single accounts: Promote

Update status to 28 —
Approved for Overpayment

Claim to Allocated

Click Back to return to
Expense Claims program

148 (KS F2it26

Ay3a ai

1. Open theExpense Claimgrogram.
Financials Employee Expense > Expense Claims

SLla G2 LINROS&a |y 2@0SNLJ &YSy

Page46
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’-::E-. Expense Claims

Claims

Claim number * Entered by

Claim template * - Dept *

Claim stams * - Default arg *

Employee number * - Default project

Customer Fiscal year * Current Year Next Year
Employee location Event

lcationcode
[ Employee Address

Details Dates Totals Payment
Start date ) Destination city
Start time Destination state
End date ) Destination country
End time Comment

Per Diem Expenses Unit Expenses Informational Expenses Related Items
Date Daily Total

oof0 | £ > 2l

2. ClickSearch complete the Claim Number field, and click Accept to locate the original expense claim
record. The claim status should be ¢@Estimated, Approved, even though an AP check has already
been issued and the 6l Disbursement Journal has been posted.

« | Q m| + 72 ® | 2 &8 © & d

=

Expense Approvals [TEST DATABASE Oct 4 2023] > Expense Claims [TEST DATABASE Oct 4 2023]

Claims

Claim number * 6221444

Claim template * R-OFFISLE OFF ISLAND TRAVEL (ADVANC
Claim status * I 10 - Estimated, Approved v I
Employee number * | 3628 COLLEEN F DIAZ

Customer 0

[ Notes
3. ClickUpdate.
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The program displays a message indicating the cash advance amount equals the total claim amou

and asks you to confirm promoting the claim to a status of Reimbursed/Closed, effectoglyg the
claim.

4. ClickYesto proceed.

The program changes the claim status to¢cZReimbursed/Closed. (A claim must have a status of 20 or
higher before overpayment activity can commence.)

« | Qa m| + /2 ® |38 & © @ B9

Expense Approvals [TEST DATABASE Oct 4 2023] > Expense Claims [TEST DATABASE Oct 4 2023]
Claims

Claim number * 6221090

Claim tempilate * TC-INTISL-SAIPAN INTER-ISLAND SAIPAN TRAVE
Ciaimstatus* | 20 - Reimbursed/Closed -~ |

Employee number * 1739 DONALD C. CAMACHO

Customer 0

5. ClickOverpaymentin the toolbar.
The program displays thieeturn of Overpayment screen.

"E-. Expense Claims [TEST DATABASE Oct 4 2023]

D.Camach

SECRETARY OF FINANCE

Notes

Details Date Total Payment

Startgate  07/11
Starttime 073 07:30 AM
End gate

Endtime  14:30 02:30 PM

6. On the Return of Overpayment screen, cligdate.

The program makes the Overpayment Amount fields in the Expense Detail group accessible.
Note: No other fields can be updated

7. Enter the amount that was overpaid for the expen Press thdabkey to complete any additional
expense lines as applicable.
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8. ClickAcceptto save the changes.
The program displays a confirmation message asking if you want to update the claim statusg to 22
Entered Overpayment.

9. Clickyes

The Return ofOverpayment screen refreshes, updating the status of the claim ta; Znhtered

Overpayment and providing the Set Overpayment to Defaults and Promote Claim to Allocated toolba

options.

10.To allocate the overpayment, use either the Set Overpayment to Defaplisn or the Promote Claim

to Allocated option, depending on the accounts that were used.

1 If multiple accounts were used to dispense the money initially, click the Set Overpayment to
Defaults option. This directs Munis to properly credit the expense wadsothat were used. For
example, if a $20 overpayment needs to credit one account for $15 and another account for $5.

1 If a single account was used for all expenses, click the Promote Claim to Allocated option. Th
option impacts all of the expense lingsthe claim that have been updated.

11.1f you clickPromote Claim to Allocatedthe screen refreshes and updates the claim status ta; 24

Allocated Overpayment.

12.ClickReleaseto submit the record into the workflow. (This step is required whether yangianization
uses workflow or not.The claim status updates to 28Approved for Overpayment.

13.ClickBackto return to the main screen of the Expense Claims program. Processing a Cash Advani
Overpayment Through General Billing
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Section9.8.2 UsingMunis General Billing

Open. the Expense Click Search » Co-mplete the Click Accept
Claim program Claim Number

Y

Complete the fields: Claim status Dicolave 3 message
Per Diem Expenses and [« updatesto 11— |+ Click Yes [+ piEy g
. ] of status update
Unit Expenses tabs Actual, Entering
¥ .
. Displays message that claim is . .| Update status to
Click Accept | ready for account allocation P Click Yes "| 12— Actual, Created
- Displays Employee - -
Mavigate to locate i . Click Totals and review
™ overpavment + Expense Claim GL |« Click Allocate [+ Overpavment Totals
pay Allocation P2y
Same percentage as
> original claim: Set
Overpayment to Defaults Update status Update status
Click Check Budget (status with to 14 — Actual, » Click Release » to 15— Actual,
Allocated Released
> no overpayment) and
click Promote Claim to Allocated

Update status to 18 | Aooroval
— Actual, Approved PP
1. Open theExpense Claimgrogram.

Financials > Employee Expense > Expense Claims

2. ClickSearch complete the Claim Number field, and cliékceptto locate the original expense claim
record.

3. ClickUpdate.
The program displays a messagdicating the status of the claim will update to 4 Actual, Entering if
it is updated, and prompts you to confirm proceeding with the status change and update.

4. ClickYesto continue.
The status of the claim changes todActual, Entering.

5. Complete he fields on the Per Diem Expenses and Unit Expenses tabs. In this case, the total of tt
actuals will be less than the advance payment, resulting in an overpayment to the employee.
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Per Diem Expenses Unit Expense

Date HOTELPLUS PER DEM Dasly Tolal  Messago

07/20/2022 00 137.00 137.00
00 274.00 4
00 74.00 4
0 274.00 4
00 74.00 4
00 74.00 4
00 137.00
A f &M !
4 644
Cash Asvance HOTELPLUS PER DIEM CA Tota
00 1.918.00 1,918.00

Unit Expenses

tem Quantity UOM Unit Amt/Rate Est At Cash At
AIRFARE 1.00 FLIGHT 256,500 261.00 261.00

CAR RENTAL 6.00 DAYS 70.000 420.00 420.00

6. ClickAccept

Actual Amt  Date Comenant

256.50 07/20/2022 ROYCE M. HOCOG, ROTA-SAIPAN 7/20-26/2022, STAR MARIANAS AIR

420.00 07/20/2022 ISLANDER RENT-A-CAR

The program provides a message indicating the clairrady for account allocation and asks you to

confirm updating the status to 12 Actual, Created.

7. ClickYesto continue.

The program updates the status of the expense claim record A&ual, Created.
8. To view the total amount of the overpayment, clithe Totalstab and review the amount in the

Overpayment Total field.

DETAILS DATES TOTALS PAYMENT

Estimated per diem expense total
Estimated unit expense total
Estimated informational expense total

Estimated expense total

Approved estimated amount

Actual per diem expense total
Actual unit expense total
Actual info expense total

Actual expense total

Overpayment total

9. ClickAllocateto allocate the overpayment.

The program displays the Employee Expense Claim GL Allocation. screen

10.Use the navigation arrows to locate the expense withakierpayment amount.

11.To allocate the overpayment in the same percentages as the original claim, click the Set Overpayme
to Defaults option in the toolbar. Otherwise, you can reallocate each line of the overpayment by
updating each overpaid line. Overpalities are indicated by**Expense Line Is In Overpayment

Status** in red text.
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Overpayment amount 250.00 **Expense Line Is In Overpayment Status**
Payment Type PA Type Project Account Org Obj
Cash Advance 11135000 5209

12. ClickPromote Claim to Allocated
Note: You must click Check Budget on at least one of the lines that is not in an overpayment status t
display the Promote Claim #llocated option.
The statusof the claim changes to 1@dActual, Allocated.
13. ClickReleasao submit the claim into the workflow.
The status changes to X5Actual, Released. Once the claim is approved, the status changescto 18

Actual, Approved
Section9.8.3 Convert Approved Claim to Final Payment
Open tf)e Expense Click Define » Select Final Pa\rments.from
Conversion program the Payment Type list

Complete the fields as
needed to define the criteria

Click Browse Claims |« Click Select = Click Accept |«

Review records

needed : Complete th Click Yes t d
. omplete the ick Yes to procee
Click Output-Post L g »
A ek Fulput-tos fields and click OK with payment
Click Back

Click Back to return to the main | | Click Accept to view
Expense Conversion screen the claim details

Open the Invoice Entry and Proof |+

Select th I billi
Click Browse z-a = ] & general biiling » Click Accept » Click Resume to review
invoice batch created
Click Back toreturnto | Invoice ready | Click Detail | Click Update
Invoice Entry and Proof | for processing | toview | to modify
Select th Click OK t st
Click Release # Click Output-Post » _E sctine . b ¢ ©po
applicable setting the batch
Invoices are posted to Click Accept |« Updatle the message in
the general ledger the Invoices Messages group

1. To convert the approved claim to a final payment, open the Expense Conversion program.
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w

Financials > Employee Expense > Expense Conversion

.
= ’-:::-. Expense Conversion
L)

X‘@Q

Define elect €

Conversion Criteria
Payment type * Final Payments v
Department * All departments
Batch *
Vendor *
Override claim year and period
Cash account * 1000 1010 CASH

Check Run

Defines claims to output-post and pay

ClickDefine

SelectFinal Paymentérom the Payment Type list.

Complete the fields as needed to define the criteria. Complete the Department field if you are
processing the conversion for a specific department or leave it blank to include all departments.
ClickAccept

ClickSelect

The program selects the records that match the criteria and displays the number of claim records
found in the status bar.

ClickBrowse Claimso review the records, if needed.

ClickBackto return to the main screen.

ClickOutput-Post

The program presents th@utput dialog box.

Because the posting affects the general ledger, the process results in a journal report that you can sa
to My Saved Reports and review.

10.Complete the fields and cli€BK

The program presents a confirmation message to continue withptyement.

11.ClickYesto proceed; cliciNoto cancel.

When the posting completes, the program provides a summary screen showing the claim details.

12.ClickAcceptto view the claim details, if needed.
13.ClickBackto return to the main Expense Conversion screghjch provides a message in the status

bar indicating the number of invoices that were created for final payments.
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14.0Open thelnvoice Entry and Progbrogram in the General Revenues module
General Revenues > General Billing > Invoice Processing > IntgieadERroof

Batch Information

Clerk

Invoice count
Amagunt total

Default involce date *
GL effective date *
Yeat/period *

Batch *

Payment terms

Invoice Messages
Invoice message

Invoice message text

Add a new batch.

15.Click Browse, select the general billing invoice batch that was created, and click Accept.
16.Click Resume to review the invoices.
The program displays the Proof Header screen with the invoice details.

GL effective date * 2M12/2020 @ Total
Year/period 202 8 FEB

FReterence

JONES, TIM
5 GRANT 5T Account identifier

MUNIS, US 12345 Contract

AR code
Involce * 1027 Project Strings apph

S © Comments
Involce date *

Installenents * Split installments evenly

inst. No Percent  Start Date Due Date Interest Date

1 100.000 02/12/2020 031132020 03/28/2020

Discount code

The instaliment number,

1of1 < < >
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17.ClickUpdateto modify theheader information as needed.
NoteY¥ ¢ KS C2Nk[20FGA2y FTASEtR AyOtdRRSa (GKS GSEI
through the Employee Expense module. Use this field box to enter the Expense Claim Nithisoenll
help identify each bilhg.

18. ClickDetail to view the detail lines of the invoice on the Proof Detail screen

19.0nce the invoice batch is ready to be processed, 8adkuntil you return to the main Invoice Entry
and Proof screen.

20.Click Releaseto release the invoice batch intohé workflow process. The program displays a
confirmation message.

21.ClickOKto continue.

22.ClickOutput-Poston the toolbar.The program displays the Output dialog box.

23.Select the applicable output settings for the Invoice Entry Proof List report.

24.ClickOK

25.Review the report.

1 If processing errors are found in the proof report, or if the proof review indicates changes are

needed, resume the batch, and make the necessary changes.
1 If there are no changes, click OK to post the baidte program displaysraessage allowing you to
change the message for invoices in the batch.
26. ClickYesto change the invoice message; click No to leave the invoice message as it is. If yéasclick
the program returns to the Invoice Entry and Proof screen.
27.In the Invoices Mesgjes group, update the message.
28. ClickAccept The program posts the invoices to the general ledger.

Section 9.9 General Revenue module z Overpayment Collection Process

(Only Use this process to Collect Overpayment from Travel Card ExpeASgpe(ise Clais) and for other
Unauthorized Expense Transactions on PCards)

' .
Gotol Ent C lete th
0 fo‘nvalee Entry Click Add p| -OmpiEte e » Click Accept
\ and Proof fields
Click Output-Post | Click P Click Accept ¢ Fill in the details in
to post the invoice Back button Pt® the Proof Detail
Select on the Output | Select “PDF". Click (I . d £ ”)
Type “Save” “OK” to continue nvoice saved successfully

How to process a manual entry using general billing:

1. On Tyler Menyg Go to:
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2.

General Revenues>General Billing>Invoice Processing>Invoice Entry and Proof
Invoice Entry and Proof
/| ft A0 A8y oOKABG&Y G2 ONBIFGS || ol 6OK®

'-":-. Invoice Entry and Proof [TEST DATABASE Oct 4 2023]

Batch Information
Clerk

Invoice count
Amount total

Defauit invoice date *
GL effective date *
Year/period *

Batch *

Payment terms

3. Complete the default invoice date & GL effective date fields and &tickpt The Year/Period field will

be defaulted.

"::5-. Invoice Entry and Proof [TEST DATABASE Oct 4 2023]

Invoice Entry and Proof [TEST DATABASE Oct 4 2023] > /'

Batch Information

Clerk D.Camacho

Invoice count 0

Amount total 0.00
Default invoice date * 09/30/2023 )

GL effective date * 09/30/2023 o)

Year/period * 2023 SEP

Batch * 1734

Payment terms

The Proof header will need to be updated using the Employee Customer ID number. You can fincthercust

L5 ydzYoSNJ dzaAy3a (GKS Odzali2YSNER Y2RdzZ S 2NJ 6KS SYL3X
you do not need to fill in department while entering in proof header. Use the tab button to navigate to the
next field

 Customer IDUse the fi&@ help button to search for name of employee

1 AR CodeusethedropR2 6y Y Sy dz (2 ¢RBUEISDES $ KBE 1APWaS¢ | a (K

1 Invoicey ! &S GKS G9ELISYyasS /ftlAYE ydzYoSNI 2NJ 2dzaid O

the next invoice numeér.
1 Installments Do Not put a number on this field. Skip to the next field.
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1

Cash AccountVerify the Cash Accountiifis for General Fund or Federal Fund account. You may
update the field when needed. It is imperative that the account is accurate.

OB | NI TR ECIE

\

The Cash Account will have to be manually updated when needed. Verify if travel claim allocation is a
General Fund or Federal Fund accounl."-x

For General Fund = Cash Account shouId}ah:“-—r 9999-10000
For Federal Fund — Cash Account should be = 9999-10040

Proof Detail
Use the tab button to navigate thru the module and select:

=4 =4 =4 4 -4 -4 -

1

Accounts

Charge Codeby using the drogdlown menu to select the appropriate code to use for this expense.
Quantity ¢ System Default (do not change)

UOM¢ System Default (do not change)

Pricec Enter Overpayment Amount

ClickAccept

ClickGL Detaibutton

Accountsc ¢ KS a@aidSy gAft RSTFrLdzZ G G2 hNB wmnrad A
Expenses. This needs to be changed to the expense account on original expense claim.

If a progct, click on the following:

Installments

Llnﬂ
1

Project String Org Oby Proj Description Total Amount

4000 12600 PRE-PAID EXPENSES 4,046.90

o /fACE X¥S8R IBFRTSNISNLIBYAE
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O O O o o o o o o

= =4 =

Tab and click on the field help
At the bottom, click on the filter and enter the project number and an * (ie.1701210001*)
Tab and use drop down menu to select project string
/| £ AOdoé 2§ dzitni 2 y
Select the operating string

ClickAccept
¢ 0 Objext a2
b23SY 5h
ClickAcceptbutton
Click thebackbutton

bhe¢ /

I oRBOS yd NI @St SELISya
|.

' bD9 ¢19

Click on theDutput-Postto post the invoice
Installments¢/ £ A O indtgllmen& S | ¢ R @& 2
T /£ AO1 ABcgpt i B Szlidi 2y

*%, Proof Detail

S0
GhwD¢é YR (KS

dz ¢Aft asSS GKS

1 4000

12628

TRAVEL RECEIVABLES

4. Click on theBackbutton. It will bring you back to the Proof Header module.
5./t A O Back (KA (@Y

0 K Sutpit Post

odzit 2y

at wh w9

| v Rbaskilo the fntoice EmtNIand Brook raodzle. Click on

02

t2ai

iKS Ay@g2A0So

Employee Trave Version 20

Pageb8
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Invoice Entry and Proof [TEST DATABASE Oct 4 2023]

Invoice Entry and Proof [TEST DATABASE Oct 4 2023

Batch Information

Clerk D.Camacho

Invoice count 1

Amount total

Default invoice date * 09/30/2023

GL effective date * 09/30/2023

Year/period * 2023 12 SEP
Batch * 1735

Payment terms

6. { St SO
YSydz |

7. Theae aG Sy

2y

0 KS8vé hbdzi 12
. v /PDR &t Aotk O

'-"3». Invoice Entry and Proof [TEST DATABASE Oct 4 2023]

g At

1,122.47

7

W&i (K
ad 2

Savein

2y GA

~

SLISsaub as tyfee RN

y dzS ©

I y2R H23-Giwal KoS

Mums spool dutclory

File name

binvent0033
Save as type IPDF (.pdf)

Plain text (1)

Comment: savet POF (pdf)

Report title

INVOICE ENTRY PROOF LIST

Output style

@) Presentanon

O etainTen

LINE Y LJ{

Yeu may sccept the Sefault or eeter your own file naene.

Output options

[ Enovle typertinks d present  Coples ]

g2dz 0KI 0 YEEK Si 28 yARYAIOSY dzSD |
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<% Invoice Entry and Proof [TEST DATABASE Oct 4 2023]

(2) Munis

No errors have been detected. The invoice(s) are ready for posting.
Do you want to update the files?

PN

8. ¢KS aeadsSy gAff LINRPYLINI &2dz AT @&2dz ¢ yi Nog2 GGKI
continue.

"'E'. Invoice Entry and Proof [TEST DATABASE Oct 4 2023]

(2) Munis

Do you want to change the message for invoices in this batch?

Hes

9. From here the system will indicate on the bottom semethat the invoice was posted successfully.
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“:-. Invoice Entry and Proof [TEST DATABASE Oct 4 2023]

nvoice Entry and Proof [TEST DATABASE Oct 4 2023]
Batch Information
Clerk
Invoice count
Amount total
Default invoice date *
GL effective date *
Year/period *
Batch *

Payment terms

Invoice Mess ages
Invoice message

Invoice message text

Output/post the current list
Posting successful

Section9.9.1 Reports
. . ] Navigate and o . .
(Go to Print Irwulce)—b Click Define fill the details Click Print

Click Ready Click Select to |,
forms continue |

h J

Export set-up Print set-up

Select “GB INVOICE -
——»  ClickOK | Click on “"PDF" t fil
DOF” on thwe dropdown ' i ceon o open E)

PRINT INVOICE
1. General Revenues>General Billing>Invoice Processing>Print Invoices
2./ tA01 2y GKS a5STAYySe odzitz2y o
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"::E'. Print Invoices [TRAIN DATABASE Oct 19 2023]

Export deta

Export file name

3. Use the tab button to navigate thru the module and select:

1

Daterange- by using the droglown menu to select the appropriate category to use for the dates
from & to

Invoice Yeag UsethedropR2 6y YSydz Aly® aSt SOG a

Invoice range 60 ©30996¢

AR Code rangeUsethedropR 2 6 Y Y Sy dz EEEMPLDSEEEXRENSERER EMIPLOYEE
EXPENSE

Batch number ranged0¢  ©ID998G

Customer number ranged0¢  ©ID99&g

Printsetupc/ £ A O P#EnE i KIS TS OG GKS GAyOf dzRS fFad LI @&
I OO02dzyd ol flyOS FyR LI ad RdzS¢

Exportsetupg/ € A O1 2y GKS &/ NBI Mg NBynstdiéhtmdhdreg & S
ClickAccept
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Print Invoices [TRAIN DATABASE Oct 19 2023]

[r) I I TUSIOMEr HUMGE! [ange

o

i |

Scheduling
Execute this report | Now -
Invoices
I Date range * Specific date - 00/30/2023 3 o | 09/30/2023
Involce year * All -
P ol aasaacee |

Special condition restrictions:

AR effective date

AR code range EE - EMPLOYEE EXPENSE

- o

EE - EMPLOYEE EXPENSE

Sort option Invoice i
[ include scan ling on the invoice
Inclusde last payment date and amount

Include account balance and past due

Export

Enter the ending batch number.

O e (@) o

() nutslimest (@) Instaliment with lines

Eriter 1he ending batch numbser

4. | £ ASBlgct a G 2
for the date range.

Print
Run type @ Print O Reprint D Skip Invoices with medical/ing. information

[ Double space detail lines
[0 Print Genersl Ledger summary
[] owemide invaice messages

[ Round unit price

O2yiAydsSs

- I Include Invoice balance over

Only include invoices that are

ez2dz oAt t

09/30/2023

=]

Selected (0)
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‘-':E-. Print Invoices [TEST DATABASE Oct 4 2023]

E v 9/30 0 99999999
v 02:
Invaice range w 93999999
AR code range EE - EMPLOYEE EXPENSE v to /€ - EMPLOYEE EXPENSE v nclude nvoice dalance over
Batch number range 0 w© 99999999 Orly include invoices that are

Primt
Run type

Sort option

Fiie format

Export detal

Customization
Paymant terms

Invoice message

Resuits

Selected

Frnes

Exported

A

5. / f ARB4dyfaimse¢ (2 O2y UAydzS:E GKS aeadsSy gAiAff GKSy 21

" E-. Print Invoices [TEST DATABASE Oct 4 2023]

x|2 & o ® °°r|° © 60

6. UsethedropR2 6y YSydz 2y (KS 5SSt AJEBBVACEDPAR AGA2Y | VF
7.1t A 01 Oy oldeiiSi 20y G2 O2ydAydzsS

Qutput

FAf SO

8./ t AOl PBDF & &z i

[@=:N
)
<,
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Section 9.10 General Revenue module z Inquiries & Reports Process

General Revenue>General Billing>Inquiries & Reports>Open Accounts Receivable by Revenue Account

/" Goto Open Accounts C lete th
Receivable by Revenue Click Define > c-mf;} T dE € > Click Accept
\_ Account Sl
Open the saved file “Open Accounts Click on “Excel” Click Select to
Receivable By Revenue Account” report | button to extract file | - continue

4>(Use the Sort filter to sort repart to your needs)

Open Accounts Receivable by Revenue Account
Use the tab button to navigate thru the module aselect:

Click orDefine
Beginning Fund Click on thdield help buttonto open the Seg Code Help and select the appropriate
code

3. Ending FundClick on thdield help buttonto open the Seg Code Help and select the appropriate code

‘-::5-. Seg Code Help

- v 9 3 & © @ 3 : B
pen Accounts Receivable by Revenue Account [COMMONWEALTH NORTHERN MARIANA ISLANDS)

1000 GENERAL FUND

2000 DEPARTMENT OF PUBLIC LANDS
3000 CAPITAL ASSET FUND

4000 FEDERAL FUND

5000 SPECIAL FUND

8388 delete fund

9999 TREASURY FUND

YearcUsethedropd2 6y Y Sy dz ISpeRifiea St SOG a
Period-UsethedropR2 6y Y Sy dz Spgdidi¢ a St SO0 &
Adjustments through Use the dropdown menu and selecfToday
ClickAccept

ClickSelectto continue

You will be able to see the results on the bottom of the screen

© o N o OBk
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‘-::E-. Open Accounts Receivable by Revenue Account [COMMONWEA)

x|2pe @88

Dpen Accounts Receivable by Revenue Account [COMMONWEALTH NORTHERN MARIANA ISLANDS

Selection criteria

Execute this report Now

Beginning fund 1000

Ending fund * 5000

Year * Specific - 2023
Period * Specific -

Adjustments through * | Today - 11/17/2023
Results

Records selected 1041  Records primed

10./ f A O] ERc¢® (oKkdRi Geey (2 SEGNI OG FAfSo
11.h LISy ( KS Opén@&euntFRetelBablé By Revenue AccouniNB LJ2 NIi &
12.Use the Sort filter to sort report to your needs.

Section9.10.1 General Revenue moduleAdjust Invoice Process

General Revenue>Geneailling>Invoice Processing>Adjust invoice

C lete th
( Go to Adjust Invoice )—b Click Add > DmﬁF.)ET dEE ® # Click Accept
. . . Navigate to .
Click Details Click Accept |« u 3 L Click Search
Invoice number’

. | Navigate to the fields
for adjustments

Displays “Inveoice
Line Adjustments"

Click Yes to post | Select on the Output | Click Release
Adjustment to invoice Type and click OK |~ Adjustment

Adjust Invoice Steps
Use the tab button to navigate thru the module and select:
1. Click onAdd

4
A 4

Click Accept

Click Update

‘-::E-. GB Invoice Adjustments

*la Rl L pmme o

1 Batch Number System will generate the next batch number
1 Entry Dateg System will default to date dafansaction
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Processing Date System will use the transaction date

Clerkg The system will default username of whom created and posted expense claim

Effective Date; Enter a date

GL Effective Date Enter a date

Descriptionc { I Y LXdj8st Iavoice Amourt

Departmentg Use the field help button to select department code or you can just leave it blank.
1 Life Cycle Step Use the dropdown menu to select the appropriate category

2. ClickAcceptto continue

= =4 =4 A4 A

.. - -
*s% GB Invoice Adjustments

o N

GB Invoice Adjustments > /'

Batch Information

Batch Number 15

Entry Date 11/17/2023

Processing Date | 11/17/2023 i)

Clerk r.onuki

Effective Date | 09/30/2023 )

GL Effective Date | 09/30/2023 )

GLYear/Pericd | 2023 12 SEP

Description [ Adjust Invoice Amount - Error| ]
Department | 1708 ‘

Life Cycle Step 10 - In Proof/Initia i

3.hy GKS 1 R2dzal Ly 288§ Y@oROzZ S / t A0]1 2y (GKS a

4. bl @A Al ( BvoidehumbééS 4 R SYiSNJ 6KS Ay@2A0S ydzYoSNI ¥
billing.

5./ f A0 Ac¢pt 1 B8ziidi2zy (G2 O2yUAydzsSo
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'-‘:E-. Adjust Invoices

» Q
Inveice Amounts
Batch Invoice Total
Eff. Date * [ | meason Billed Adjusted
Agy. Amount Due Paid
Journal Desc
Invoice Header
Year/Period Insurance Code
Customer Addr No. Insurance Policy
Customer PO
Parcel
Account Identifier
Contract
For/Location
4R Code .
I olc 1004110 I
Invoice Date [}
Instaliments
Inst. No  Start Date Due Daty i 1 Dt
gofo 1< < y oy wolenumber

Q Wm|~/ % |33 &8 © @ A ,000 O 0 ¢ o

£3 Comments

1 09/23/2023 09/23/2023 09/23/2023

6. / t AO| Dotk (&K&iG2y (2 O2yiAydsSo

7.CNRY KSNB | vy Sg IndobdBgjustnantst |

LILIS | NJ &
8./ f A071 Updateél 0Szial 2y G 2

O2y GAYydzsS o
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%% Invoice Line Adjustments

Adjust Invoices > Invoice Line Adjustments

Invoice Header Adjustment Header

Year * 2023 Invoice * 1004110 Adjustment * Batch
Customer 3675 RAMON C DELA CRUZ Adj. Amount 0.00
Invoice Total 1,728.50

Invoice Detai

Line 1
Charge Code EEFED - EMPLOYEE EXPENSE FEDERAL FUND - Claim 26221624
Quantity 1.00 uoM  EACH
Price 1,728.500000
Discount Amount 0.00
Recipient -
Billed Amount 1,728.50  Total Amount 1,728.50
Adjusted Amount 00 Paid Amount .00
Diff. Amount 00  Due amount 1,728.50
Accounts Installments
Ora Obi Proi Deserintion Amaount
Enter the project string type (E'xpense or 'Funding Source).
1001 < < > > L 9 e (LX) B )

The action has been canceled as requested.

9.1 ySg aONEB Sgreate NéwfAdjlisindedSriangaté toAdjustment Reason

10.Use the field helpdrofR 2 6y Y Sy dz (i 2 CANCEISEDITRIRB | 42y a
11.W2 dzNy It 55300y | aBCc@®2dzNJ dzaSR L5Y alyYLX S a
12./ £t A O1 Aecgpt i B8ziidi2zy (2 O2yGAydzsSo

“¢%. Create New Adjustment

Adjust Invoices > Invoice Line Adjustments > Cr

ew Adjustment > #

Adjustment

Effective Date * 09/30/2023 )]
Journal Desc Adjust Inv

*£%. Adjustment Reason Help

flr 828 e 2B

4
:m

Adjust Invoices > Invoice Line Adjustments > Create New Adjustment > Adjus

Reason Code Description

I CAN CANCELLED TRIP - EMPLOYEE EXPENSE I
Dis DISCOUNT
ERR ERROR
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'-":-. Create New Adjustment

Adjust Invoices Invoice Line Adjustments Create New Adjustment > /'
Adjustment

Effective Date * 09/30/2023 B

Adjustment Reason * | CAN CANCELLED TRIP - EMPLOYEE EXPENSE

13.! y S aONBSYyy@aXOSI[LAIBSE NI R2dzaliYSyiasé

14.b @A Il GS PRy FiASTIRK S yoR Y I 1 S  $K0&mduriR B@20OT YEDATEa (i
THE ACCOUNTS

15./ £t A O] ARcgpt 1 KSzidi 2y G2 O2y GAYydzsSo

16.Click K SBadé o dzit2y (2 O2AdjustyiviiSE oY 20R dzi2d G KS &

“¢% Invoice Line Adjustments

Adjust Invo
I He.
e 1 Bax
Customer 3725  JOSEPH T ATTAQ Adj, Amount 1,378.50
e Tou
Inv
Un 1
Chmge Code EFED - EMPLOYEE EXPENSE FE L FUNE EE CLAIM 96221625 - TRAVEL WAS NOT
PERFORMED, CANCELLED TRIP
tay VoM E
Total Am
s

Accounts

4000 12625 TRAVEL RECEIVABLES 0.00

17./ £ A O] Relgasel&Btmént odzid2y G2 O2ydAydsSo

&b, Adjust Invoices

Batch i
d Resson CAN CANCELLED TRIF - EMPLOYEE EXPENSE Blled
adj, A Due
o
[ Hea
Ve Period 2023 =
Customer 3725 Adde Mo 0 [m
EE CL.

4R Code EE EMPLOYEE EXPENSE

ieresice Dae 09/23/2023 [ comments
Insasliments 1 Orig. Dates
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18.{ St SOG 2y U redvéh dzyIRdz2 y¢ & IKBDE | KSR I Gf Ok€e 1LaS&zg60 2 K S

continue.
Output X

Output type

O Munis printer |

Savein Munis spool directory ¥

File name gbinvmnt0017

O ; I Save as type [PDF (.pdf) i l

Dizplay

Comment: Saves to 2 file retrievable from the Saved Reports program

You may accept the default or enter your own file name

Report title

INVOICE ADJUSTMENTS

Output style Output options
@ Presentation Enable hyperlinks if present  Copies ]
O plainTen

I OK l Cancel |

9’ \

[0S

19.System willpromptyod ¥ & 2dz ¢2dzZ R f A{1S (2 wSvesS| &8l RE dz
continue.

&) Release Adjustment?

Would you like to post the current Adjustment to the Invoice?

==

Section 9.11 Print Invoice

General Revenues>General Billing>Invoice Processing>Print Invoices

. . . .| MNavigate to .| Select categories and
( Go to Print Invoices )—b Click Define each fields complete the fields

Click "Ready |_
Form”

3
3

Select “"GB INVOICE — DOF"

Click Select

Click Accept

-‘—Jl/\r Click on “Ok" to continue )

1. / £t A0] DRife 1 BBzidi 2y 2y (GKS RI &Ko 2 mddiRetfor goif ® Erited thell S ¥
following information a highlighted in each field belouse the tab key to navigate through each field
on Invoice and Print. Use the drgmwn menu to select each category. Once you have selected and
completed the required fi@ & > AxEeptO |l VIR UG KSySeled A Odzidie yi.KE@ ©O2y
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'-::5-. Print Invoices [TRAIN DATABASE Oct 19 2023]

Scheduling

Execute this report v

Invoices

Date range * - o
Invoice year * -

Invoice range 0

AR code range v 0

Batch number range 0

Primt

Run type

Sort option -

File format
Export detail

Export file name

Customization
Payment terms

Invoice message

Customer number range
Special condition restrictions
AR effective date

Include invoice balance over

Only include invoices that are

Employee Trave Version 20
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EMPLOYEE TRAVEL POLICIES AND PROCEDURES

Print Invoices [TRAIN DATABASE Oct 19 2023]

Scheduling

Execute this repor | Now -

Invoices

Date range * Specific date - 0030/ 2023 @t 09/30/2023 ] IC-Jstc-'ner number range 1] to BOG09909 I
Invoice year * Al - Selected (0)
Involce range [1] tor EEEEEEEE]

AR code range EE - EMPLOYEE EXPENSE = | fo | EE - EMPLOYEE EXPENSE - I Include invoice balance aver

Batch number range 0 to M Only include Invoices 1hat ane -

Print
gu_n type @ Print O Repeint [ skip invoices with medicaliins. information

Soft option Invoice -

D Inclede scan line on the invaice D Double space detall lines

Inciude last payment date and amount [ Print General Ledger summary
Include account balance and past due [ override invoice messages

O Round unit price
Export

Enter the ending batch number,

Payment terms

VOB MESSA0E

W ENing DAtch Rumer
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"'E-. Print Invoices [COMMONWEALTH NORTHERN MARIANA ISLANDS]

Date range * Specific date - 09/30/2023 1) 09/30/2023 Customer numbder range 0 %0 9999999
year L Special condition restrictions

Invoice range 0 to 99999999 AR effective date

AR code range EE - EMPLOYEE EXPENSE - w | EE- EMPLOYEE EXPENSE »  Include invoice balance over

Batch number range 0 1) 99999999 Only include invoices that are

Print

Run type

Sortoption | Invoice

File format

Export detail

Export file name

Payment terms

Invoice message

Results

Selected
Printed
Exported

Select the invoices.

A

2./ f A 01 Ready For®eS A02y 2y (KS RI af#avd mdhwiRfrom fidROugmit 8 G K S
wSI R& C2 NXYGBINVDICEDDES Oy Ra / f QkD | 0 &zifdortigu& (i &
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Output X

Output to ReadyForms

Delivery Definition[ '] ’ m l
GB INVOICE - DFW PERMIT (R)

GB INVOICE - DFW PERMIT (S)

GB INVOICE - DEW PERMIT (T)

Comment: Generate GB INVOICE - DFW SCM

displays
GB INVOICE - DFW TRANSIENT DOCK
Output style GB INVOICE - DPL
GB INVOICE - JUDICIARY
GB INVOICE - TREASURY
[ 0K ” Cancel
Output X
Output to ReadyForms
Delivery Definition [ GB INVOICE - TREASURY ~ (=]

l:l Preview Documents

Comment: Generates ReadyForms documents and optionally

displays a PDF preview.

Output style

I[ oK l[ Cancel

Section 9.12 Open Invoice Report

Section9.12.1 Open Accounts Receivable by Revenue Account

General Revenues>General Billing>Inquiries & Reports>Open Accounts Receivable by Revenue Account
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EMPLOYEE TRAVEL POLICIES AND PROCEDURES
r

Go to Open Accounts Receivable by Click Define Nawgalte to
Revenue Account each fields
Click Accept

Click on the “Excel” to export and Click Select 1 |
save the data to your file

1. / £ A O1 Defi 0 KS S& R I rgdRired flell. Use ihy tabSkey@oknavigate to each field and
Of AO Ascpt i BBzid2y G2 O2yliAydsSo
2. ¢KSy Of AS@lgct 2 gdzi K Sy &

'-:::-. Open Accounts Receivable by Revenue Account [TRAIN DATABASE Oct 19 2023]

x|2 8 o @8

POF

" Select the defined records.
Open Accounts Receivable by Revenue Account [TRAIN DATABASE Oct 19 2023]

Selection criteria

Execute this report Now v
Beginning fund 1000

Ending fund * 5000

Year * Specific v 2024

Period * Specific v 1

Adjustments through* = Today v 10/31/2023
Results

Records selected 1483 Records printed 0

3./t A0\ Efc® (okdEi gy G2 SELERNI FyR &l @S GKS RIGI

Section 9.13 Workflow Approval Hub

Munis Workflow Approvals
Munis Workflow transactions are approved using the Approvals card on Tyler Hub.

Click the Approvals card Use the Pn..ll—Prﬂcess CDE'F_.‘S Select the c.heckbox
or All Dates lists to sort the items for the item

Select th
( Optional Comment )1 sect e

appropriate action
(Required Cnmment}
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To approve an item:
1. Click the Approvals card to list all items currently awaiting approval. Use tReotkss Codes or All
Dates lists to sort the items.

2. Review the items awaiting approval and locate the item to approve. The right pane of the Approval:
card displays basic details about the currently selected (shaded) record.
3. To view the record in the applicablamployee Expense program, click the Launch button.
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