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Accessing Oracle Expense and Travel and Expenses view

e lLoginto GHConnect and select the Oracle Fusion — efya tile
e Typein Username / Password and select Continue

e login using Duo Security

e Select Home button in top right to view the Home page

= ORACLE FUSION xR 2 @

Welcome, Lauren Yost @ ’
e home icon or the company logo

You have a new Open it wi
You can continue 10 access this page by selecting the My
home page! Dashboard lem nthe navigation e

e Within the top toolbar, select Me and choose the Expenses tile to open the Travel and Expenses
view

= ORACLE FUSION

Good afternoon, Lauren Yost!

Me

e Within the Travel and Expenses view, create a new Expense Report by selecting Create Report or
Create Item

ORACLE FUSION

Travel and Expenses

Available Expense ltems

2 Nothing here yet
Create expense item

e Available Expense Items will appear at the bottom of the screen. This includes both Cash and
Credit Card Expense Items. Selecting Create Item will create a new Expense Item that can be
added to an Expense Report
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The status of the existing Expense Reports will be at the top of the tile, along with the Expense
Report Name, the Business Purpose and the pending action

Travel and Expenses

Expense Reports

Not Submitted

+ ER000090500137

Office Supplies

Create Report Updated 21 mins ago

1item 25.00 usp

Available Expense ltems

‘ Actions v || 4 Create ltem ‘

Select the tile to open the Expense Report or select the three dots to view the actions, which
include Open, Submit and Withdraw (available once the ER has been submitted)

If there are multiple Expense Reports, select the arrows to the right and left to scroll and view
additional tiles

Select See All to view the Manage Expense Reports screen. Select the Report Number to open
and view the Expense Report. Select Search to access searchable fields and once entered, select
Search to view the results. Select Done to close the Manage Expense Reports window

Travel and Expenses

Expense Reports

Not Submitted

+ ERDO0D90600137

Office Supplies

Create Report Updated 23 mins aga

1item 25.00 usp

Available Expense ltems

‘ Actions v ‘ | 4 Create Item ‘
Manage Expense Reports
—— <3

Search | Expense Reports v

4 Search ‘ Basic ‘ Saved Search ‘ Expense Reports Saved or Submitted in the Last 6 Montns v

Report Number‘ Equals v " ‘ Currency | Equals v H
Report swms‘ Equals ~ H v‘ Date | Equals - ” midiyy [y ‘
Purpose | siarswin v || | Age in Days [ Less than v/ 10 |
Report Total | Equal “| | Trip Name | Contains v| |

»

Acions v Vieww 7@ B & Detach Create Report

Report Number  Date Report Status Re""“(J‘;g") Purpose Amount Payment Date
ERO000090600137  6/23/23 Saved 25.00 Office Supplies

Columns Hidden 1




IKAPLAN

Create an Expense Report with Out of Pocket Expenses and Card
Transactions

e Select the Expenses tile within Me in the top toolbar

= ORACLE FUSION

Good afternoon, Lauren Yost!

e Within Travel and Expenses screen, Expense Reports will appear at the top portion and Available
Expense Items will appear at the bottom portion of the screen

= ORACLE FUSION

Travel and Expenses

Available Expense ltems (5)

actors~ | [ # Crometom
e v e ameunt Marcnant Locsten Osscrpton

Cash and Credit Card Expense Items (5)

© Missing required fields

672223 Consulting & P~ V100 UB prnazon web services

[ T ———

e Credit Card transactions will appear within Available Expenses. These can be added when
entering a new Expense Report. Enter the Business Purpose and select the Add Existing button.
Select the Expense Item and choose Apply. When finished, select OK
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Available Expense Items (5)
Actions v ‘ + Croate Item
Date » Type Amount Merchant Location Description

Cash and Credit Card Expense ltems (5)

O Missing required fields

6/22/23 Consulting & P v 1100 USD 5 iaz0n web services *Add description

Add Expense ltems

© Missing required fields Computer Supplies-T6247 aava a00us0
RONTHETWORKS  cam
6/22/23 Consulting & P v 13.00USD rron web services *Add description
) Computer Saftware-76241 L] o0
@) g eied Seics i s Marketin. L] 1207 50 U0
6/21/23 Computer Softy v 700 USD o, Inc *Add description can
Consulting & Professin, oz 10000
s sz can
© Missing required fields
6/21/23 Miscellaneous | v 1:207.50 U GOTOGOTO.COM *Add description Consulting & Professio. 2223 13.00us0
2 laneous ) [r———_ cant
© Missing required fields
¢ 84.00USD gy, % *Add description
6/21/23 Computer Supy ¥ RIGHT NETWORKS Add descripti =T

e (Card transactions can also be added to an existing Expense Report. When accessing the
transaction, select the drop down next to the Add to Report button and choose the Expense
Report from the drop down list

= ORACLE FUSION

Consulting & Professional - Other-76531 ...

ERD000S1367433 6128123 UAT Field Testing

* Date Anschments

. X ; ;
Type | Cansulling & Frofessional - Ofthe: v B Do tles here or click 1o
o
* Amount
Personal Amount oo0| uso

Receipt missing
Business Amount 11,00 USD

Billed Amount 11,00 USD

Business Purposo Account | 302-130058-51-76531-000-0000-00-0¢ | BBy

* Merchant Name: | Amazon web services

e QOut of Pocket expenses can be entered by selecting Create Report or by selecting Create Item
under Available Expense Items
o Select Create Report to create an Expense Report
o Select Create Item to create new item that can be added to an Expense Report

ORACLE FUSION

Travel and Expenses

Expense Reports

+

Craate Report

Available Expense Items

Actions v

e When selecting Create Report, add the Business Purpose. Select Create Item to create new item
or Add Existing (if selecting Create New Item from main screen)
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= ORACLE FUSION

Create Expense Report @

T T | Report Total
0.00usp

[] ! have read and accept the corporate fravel and expense policies.

Expense Items

Actions v ‘ + Create ltem

No data to display.

e  When selecting Create Expense Item, the Date, Type and Amount fields will appear. Additional
fields will appear once the Type field has been populated
o The Date and Amount will be locked for card transactions
e C(Creating a new Expense Item
o Choose the date of the expense
o Choose Type drop down to select the Expense Type (the expense and account will be
displayed). Additional fields will appear depending on the Expense Type selected
Enter amount of expense
Type Business Purpose
Type Merchant Name
The Account Field will display the default GL coding based on your cost center,
department and the account of the Expense Type that was selected
=  Any changes (such as changing a cost center or adding a Product Code) can be
made by typing within the field or selecting the icon to the right of the field
=  When selecting the icon, the Account window will appear with all account
segments. Update any fields by selecting the drop down box, choosing Search,
typing in the Value field and selecting Search
=  Select the correct option and choose OK, then select OK to close the Account
window and update the Account field

o O O O

= ORACLE FUSION N B 2

Create Expense Item (& Save and Close | ¥

* Date ‘ 62323 o ‘ Attachments

* Type ‘ Office Supplies-76111 v ‘ Drag filas hera or click
b S — ‘ to add attachment v

* Amount [usp ~ || 2500

Reimbursable Amount  25.00 USD
[] Receipt missing

Business PUrpese | o, rcnased supplies for office Account | 102-101002-07-76111-000-0000-00-00 | £,

* Merchant Name ‘ Office Depot ‘

e Add an attachment by dragging the file to the Attachments section or click to add an
attachment. Select Add File and navigate to the folder where the file has been saved. Select
Open and the file will appear below the Attachments section. Selecting the X will remove the
attachment
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Attachments

Drag files here or click
‘ to add attachment

| Add File |

Add Link

e Select Missing Receipt if a receipt is missing. Depending on the amount of the expense, a note

will need to be included within the Justification field

= ORACLE FUSION

Create Expense Item

e Select Create Another, Save and Close or Cancel in the top right toolbar
Save and Close | ¥
[ )

The Expense Items will be listed within the Expense Report

o The Expense Type can be changed by selecting the drop down box
o The Description can be changed by selecting within the text box field
o

Attachments can be added by selecting Add Attachment, selecting Chose File and
navigating to where the file was saved and selecting OK

= ORACLE FUSION

Expense Report: ER000090600137 @

* Business Purpose \ Offce Supplies Report Total
25.00usp

(] ! have read and accept the corporate travel and expense policies.

Status  Saved

Expense Items (1)

‘ Actions v ‘ o= Create item

[] Date v Type = Amount v Merchant Location v Description w Attachments

A Missing re

ceipt
[ 612323 25.00usp  Office Depot Purchased supplies for office *Add attachment

Add any additional expenses within the Expense Report by selecting Create Item or Add Existing

Select checkbox accepting the corporate travel policies and submit Expense Report for
approval
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= ORACLE FUSION NP Q
Expense Report: ER000090600137 @ Save T| Submit H Cancel
* Business Purpose ‘ Office Suppli Report Total

e 25.00usp

Status  Saved I ' |'have read and accept the corporate Iravel and expense policies. I

Expense ltems (1)

‘ Actions v ‘ 4 Createltem | Add Existng  Apply Account ¥ Split Allocatior

[] Date v Type = Amount Merchant v Location v Description v Attachments
; Missing receipt

[] 6/23/23  Office Supplies- v 25.00usp  Office Depot Purchased supplies for office “Add attachment

Expense Type - Adding Attendees

e Select the Expenses tile within Me in the top toolbar

= ORACLE FUSION

Good afternoon, Lauren Yost!

e For new Out of Pocket expenses, create a new Expense Report or select Create Item within
Available Expenses

e For existing Out of Pocket expenses or card transactions, select item either within an existing
Expense Report or from the Available Expense Items at the bottom of the screen

e Selecting certain Expense Types (such as Business Meals and Entertainment) will allow for
adding attendees

e There are sections to add Employee Attendees and Nonemployee Attendees
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= ORACLE FUSION

Create Expense Item ¢

“ Date | 672623 e Attachments
* Type | Entertanment wition-Kapian - M v Drag files hars or click o add
‘ attachment v

* Amount | USD - 30.00
Reimbursable Amount 30,00 USD

Oracle Expance - Recept Page pdf (35
96 KB) 3

] Receiot missing

Business Purpose (7o Account [ 102-101002 0770175 000 0000 000 | B,

“ arcan e [ o Wt Rt \

Employes Atiendees ] Otvigs amaunt equaty
* Name * Amount (USD)

Lauren Allen Yost x

Monemployee Attendees o Find Atiendees

Attendee Type * Mame Title Employer Amount [USD)
Add attendees

e For Employee Attendees, the name of the employee completing the Expense Report will be
defaulted. If the employee did not attend the event, they can be removed by selecting the X
to the right

e Select the Plus sign next to Employee Attendees to add additional attendees. Type name or
email and select Search. Select Employee and choose OK. Follow same process to add multiple
attendees

Find Attendees

Search

4

* Atleast one s required

** Email Elizabeth.Horowiz@kaplan.com

1Names

O

Agvanced Reset

Elizabeth Fuller Horowitz elizabeth horowitz@kaplan.com

e Add amounts for each employee or select Divide Amount Equally. All amounts for attendees
should total to the amount entered in the Amount field above

Employee Atlendees o ["] Divide amount equally

* Name * Amount {USD)
pg Elizabeth Fuller Horowitz 15.00| %

e For any Nonemployee attendees, select the Plus sign to add an Attendee or select Find
Attendees for any Nonemployee previously added
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Create Nonemployee

Registry ID 372203

e e[ ]
SR I

Address Line 1 ‘

Address Line 2 ‘

Address Line 3 ‘

City ‘

State ‘

Address Line 4 ‘ |

Postal Code ‘

Allocating Expenses

e Select the Expenses tile within Me in the top toolbar

= ORACLE FUSION

Good afternoon, Lauren Yost!

e For new Out of Pocket expenses, create a new Expense Report or select Create ltem within
Available Expenses

ORACLE FUSION

Travel and Expenses

Expense Reports

+

Create Report

Available Expense Items

e For existing Out of Pocket expenses or card transactions, select item either within an existing
Expense Report or from the Available Expense Items at the bottom of the screen
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e Complete all required fields and add the receipt attachment. If there is no receipt to attach,
select Receipt Missing. If transaction is over a certain amount, the Justification field will
need to be completed

o The Date and Amount fields will be locked for card transactions

e The Account Field will display the default GL coding based on your cost center, department and

the account of the Expense Type that was selected
o Any changes (such as changing a cost center or adding a Product Code) can be made by
typing within the field or selecting the icon to the right of the field

= ORACLE FUSION

Office Supplies-76111 6/

Attachments

* Business Purpose

Purchased suoples for offce Account | 102 76111-000.0000-00-00 | 55,

“ Merchant Name | Office Depot

o When selecting the icon, the Account window will appear with all account segments.
Update any fields by selecting the drop down box, choosing Search, typing in the Value
or Description fields and selecting Search

o Select the correct option and choose OK, then select OK to close the Account window
and update the Account field

Account x
4 Hide Segments.

Alias v

i 5 Exam Prep and Innovaton
Company [ 102 | w | TS0
CostCenter | 101002 | w | Law

Department | 07 v | Content Department

Account | 76111 ica Supplies

Intercompany | 000

Product Line | 0000 | w | Other

Deilvery Type | 00 | w | Uncafined Delivery Type

Project | 00000000

Undefinea

Undefined
KapPi Expenses
&Pk

BAPEDAL
Pertaming

New York HQ - Phase 1 Kaplan Inc
New York HQ - Phase 2 NW

New York HQ - Phase 4 KTP
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Search and Select: Project x

4 search

Match (@) Al () Any

Value Description

10650033 Computers for Imaging =
10650703 Computer Imaging Licenses - Licens
13751206 Computer Upgrades Plan

51031603 Computer hardware for users - Mac a
650080024 Computers for New CST Program - 6.
50030025 Computers for New CST Prograr - 6.
60250708 Computer Lab - 60250708

60270022 Computers

60350021 ‘Computer Replacement

60360022 Computers lab 206 -
‘ ,
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o Select the correct option and choose OK, then select OK to close the Account window
and update the Account field

Account X

A Hide Segments

Company ‘ Exam prep and innovation
Cost Center | Law
Department \ Content Department
Account | Gffice Supplies
wconpoy [0 | v Gsorse g
Product Line \ Other
Delivery Type \ Undefined DeliveryType
Project \ Undefined

‘ search H Reset‘ 11 ok || cancel |

e Select Save and Close

= ORACLE FUSION

Office Supplies-7611

e Select checkbox accepting the corporate travel policies and submit Expense Report for
approval

= ORACLE FUSION

& Report: ER0000G06

Expanse ltems (1)

Ackonse | o Create e
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Splitting Expenses

Select the Expenses tile within Me in the top toolbar

ORACLE FUSION

Good afternoon, Lauren Yost!

Me 0

QUICK ACTIONS.

= ORACLE FUSION

Expense Report: ER000000600137 @

* Business Purpose ‘ Office Supplies Report Total
25.00usp

(] ! have read and accept the corporate travel and expense policies.

Status  Saved

Expense Items (1)

Actions v | = Create ltem Add Existing | Apply Account | ¥ ‘ Split Allocation ‘

V| Date v Type v

Amount ¥  Merchant v Location v Description Attachments

A\ Missing receipt

szarzs Office Supplies-7i v 25.00usp  Office Depot Furchased supplies for office *Add attachment

Within the Split Allocation screen, select Use Percentage or Use Amount. Enter the correct
number within the Percentage or Amount fields and enter the correct Account

Split Allocation

| = Add | Split Method -§3 Use Percentage -:::- Use Amount

Expense ltems Selected 1 Remaining Percentage 0%

Percentage Amount (USD) Account

Remow
12,50 | 102-101002-07-76111-000-0000-00-00 ‘.—_ro‘ X

‘ Apply ” Cancel ‘
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e The account string can be copied from the first field and pasted into the second field. The
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coding can be corrected directly within the Account field

o Selecting the icon to the right of the Account field will display the Account window
o Select the drop down box next to the appropriate segment to search by Value or

Description

o Select Ok when done

pg. 15

Account x

4 Hide Segments

Alias

Company :EJgg)Prep and Innovation
Cost Center Law
Department | 07
Account Office Supplies
e Sl
Product Line Other
Delivery Type Undefined Delivery Type
Project Undefined

|

Content Department

Search | Reset | | Ol
Account x
A Hide Segments
Exam Prep and Innovation
comory [0 [ ] 553
Cost Center | 101002 v | Law

Department | 000000 Balance Shest entries
Account | 100000 Closed - Execulive
100025 Kaplan Income St Elim Entries
Intercompany
100050 Kaplan Balance Shest Elim Entries
Product Line
100051 Closed - Execulive
Delivery Type | 4p9952 Closed - Kidum Enterprise and Publishing
Project | 100053 Closed - Kidum Test Prep
10005 Closed - Lachman Test Prep
10005 Closed - WS| Training

100 Closed - Kidum Mgmt and Mkig
Search...
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Search and Select: Cost Center x

4 Search |Ag\ranc.ecl |

Match .;E;. All .;:::;. Any

Value | 101001

Description | |

| Search || Reset |

Value Description
101001 Pre-Law
| 0K || cancet |
e Select Apply to split the Allocations
Split Allocation
| +Add| Split Method -i'- Use Percentage .-:- Use Amount Expense Items Selected 1 Remaining Percentage 0%
Percentage Amount (USD) Account Remow
12.50 ‘102-101002-07-75111-00&0000-0&00 = bt
12.50 ‘102—10100170?—76111—00&0000—0&00 =4 X
‘ Apply ” Cancel ‘

e Anicon will appear next to the amount signifying a split has been applied

ORACLE FUSION

Expense Report: ER00009060013

. . = Report Total
vsness Pupose | e Swmpies
25.00usp
Status  Saved | have read and accept the corporate Wavel and expense polices.

Expense ltems (1)

Actions | 4 Create Hem

Date w  Type v Amount v Merchant v Location v Description +

A Missing receipt
Purchased supplies for office

62323 Offce Supplios 76111 Ofmce Depot

Adding Personal Expense

e Select the Expenses tile within Me in the top toolbar

pg. 16

Attachments

*Add attachment




IKAPLAN

= ORACLE FUSION

Good afternoon, Paul Allen!

e Access Card transaction by selecting the date. If not yet added to an Expense Report, card
transaction will be available within Available Expense Items at the bottom of the screen.
Within the Amount column, the amount will display Card for card transactions

Expenss Rsports Sew

Croats Rapart o
660.00
Available Expense tems (5)
+ Gt e
e e Amourt Marshans Locasan Ouscrtption

Cash and Credit Card Expensa ltems (5)

e To add card transaction to new Expense Report, select Create Report. Enter the Business
Purpose and select Add Existing. Select card transaction and select OK

e To add card transaction to an existing Expense Report, select the date to access transaction.
Select the drop down next to the Add to Report button and choose the Expense Report from the
drop down list

e Within the card transaction, enter amount within Personal Amount field. When entering a
partial personal amount, the Account coding will be displayed. When entering the full
amount personal amount, the Account coding will no longer appear

= ORACLE FUSION O tr a ORACLE FUSION

Miscellaneous Marketing-75601 6/21/23 [Aoam neport | = | [‘sove ama ciose | = || camemt Miscellaneous Marketing-75601 6/21/23

e Complete all required fields, the GL Coding within the Account field and add a receipt
attachment. If there is no receipt to attach, select Receipt Missing. If transaction is over a
certain amount, the Justification field will need to be completed

o The Date and Amount fields will be locked for card transactions
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e Select Save and Close
e Select checkbox accepting the corporate travel policies and submit Expense Report for
approval
e For Kaplan/CODE3/SLATE:
o Send a check to Melanie Primm’s attention at the following address:
12735 Morris Road
Suite 260
Alpharetta, GA 30004
e For KINA Only:
o Send a check to Allison Merk’s attention at the following address:
12735 Morris Road
Suite 260
Alpharetta, GA 30004
e For GHC Only
o Send a check to Elissa Yorgey’s attention at the following address:
1300 North 17th Street, Suite 1700
Arlington, VA 22209

Acting as a Delegate User

e Select the Expenses tile within Me in the top toolbar

= ORACLE FUSION

Good morning, Jonathan Blake!

Me

QUICK ACTIONS

Y Edh

e Select the drop down next to Owner to select a Delegate User
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ORACLE FUSION

Travel and Expenses  ove (NI

R ad

Expense Reports

+
ORACLE FUSION

TI'&VB] and EXpenses Dwner. Jonathan Blake

Jonathan Blake

Lauren Yost

Expense Reports Search

e A message will appear that you are now managing expenses for another user

Expense Reports See All
Not Submitted e Not Submitted e Not Submitte
+ ER000091087688 ER000031087451 ER0000910874:
Test Amount _| Meais Test Itemizat N
Create Report Updated 16 hours ago Updated 17 hours ago Updated 1
2 items 50.00 usp 2 items 60.00 usp 2items

e Select the Owner drop down to change back to your account when completed

Approver Trainings (Email and Oracle Cloud)

Approving Expense Reports through Approval Emails

e Loginto company email to access Oracle Expense approval emails
e The email subject line will include the following - Action Required, the Expense Report name and
the dollar amount
o The receipts will be included as attachments

Q_ Search mail Ers ® & K
o~ ¢ -50 of 6,418 >
Lauren Yost CloudTest Action Requil Exp Report App! | ERO00091087388 for Lauren Yost (30.00 USD) - Access thi.. 810AM

[ Oracle Expense..
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e The actions include Approve, Reject and Request Info.
o Selecting the Approve, Reject and Request Info buttons will generate an email that will
be sent to Oracle. Do not reply to the approval email since this inbox is unmonitored
e The details portion will provide the Date, Expense Type, Business Purpose and the amount
e The bottom portion of the email will display the Approvals (depending on the amount of the
Expense Report, there may be multiple Approvers)

Action Required: Expense Report Approval ERO00091087388 for Lauren Yost (30.00 USD) (& nsor «  ClovdTest « 8 B

@) Louren Yost <efya-testasendermorkflowmal st oraclacloud com @ sioAMliminutesage)  fr @

Asesss this tasic in the Werkspacs Appliasion

Expense Approval
Lauren Yost
30.00 USD

Business Meals
£RD

[ [

Expense Items

tted on €727/23

ertainment w/Non-Kaplan -

30.00 USD
Meal
The aiing Dem
Approvals
O Elizabeth Horowitz 8727723 1210 PM
@ Lauren Yost 8127123 1210 PM
Transaction details In-app notification

One attachment + Scanned by Gmail ©

e Selecting Approve will generate a new email
o Comments are not required for approval emails. The bottom portion of the email
should not be edited
o Select Send to send the email

Action Required: Expense Report Approval ERO00091087388 for Lauren Yost (30.00 USD) e B
External ' Inbox x CloudTest x
Expense Report Approval ER000091087388 for Lauren Yost (30.00 USD) -2 X
@) LourenYostehyate Virtru must be activated to enable protection. © Activate Virtru
- tome v
efya-test faincomi mail usé, om

Access this task in the Workspace Application
Expense Report Approval ERO00091087388 for Lauren Yost (30.00 USD)

Expense Approval

Lauren Yost
Note: You can also add attachments to the task by attaching them to this email
30.00Usb Do not edit below this line-——

BRGWEgDMapMYCVprUheRNAIGUEIMCV6iitgpky P -
ER000091087388 Submitted on 6/27/23 L1YqS497f2 ;) TD

33TwLMUCOYw%30%3D - [NID]]
I Approve

Expense ltems

rrrrrr Please type your comments above this line——

Business Meals

U-hmv-

6/26/23 Entertainment w/Non-Kaplan
Meal-76175

The Wharf Restaurant - Training Demo

I
«
i
iii
Il
«

© @ sansSerif v T~ B I U A~
Approvals

O Elizabeth Horowitz a AVeeO®E2Z2B8 : W

e Selecting Reject will generate a new email
o Comments are required for Rejected emails since the Expense Report will be returned to
the employee for correction. The bottom portion of the email should not be edited
o Select Send to send the email
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— oans Action Required: Expense Report Approval ER0O00091087388 for Lauren Yost (30.00 USD)
X \

External) Inbox x CloudTest x
tarred

M Compose Mail - kaplan-cloud-test@kaplan.com - Kaplan Mail - Google Chrome: - o X
@ g:10AM (Nm

& mail.google.com/mail/u/0/d/ADWNY_ftWif698BMSKPmhcEpb_cnNTGBHNMQtOa-c_WuK1HILHGO/popout.
Expense Report Approval ER000091087388 for Lauren Yost (30.00 USD) N

Virtru must be activated to enable protection. Activate Virtru

efyadest fa o mail us6. com

Expense Report Approval ER000091087388 for Lauren Yost (30.00 USD)

rrrrrr Please type your comments above this line——

Note: You can also add attachments to the task by attaching them to this email /27/23

rrrrr Do not edit below this line—— | —————
Reject - [NID]] - ZILRwRP1zS2timgeh2Ld- Reject | ”
T7LDboANONPKY CABaKBWV AN THTF TIGFV/ nZuvwuwDJDK1 pJviVgaSdQRWOKFKIB/ILIW78a54CiFsAaQsabbiND P

YgC58yT-QF3GVQ IbaRo0dSBAPXpGhapniplPuA%3D%3D - [INID]]

Request Info

fj aptan - 30,00 USD

Pemo
© @ sansseif v T+ B I U A~ E~iZ = E E M

-
CP:v-cosree: B A

e Selecting Request More Info will generate a new email

o Comments are required for Request Info emails. The employee will access the Expense
Report, add comments and submit back to the Approver. The bottom portion of the
email should not be edited

o Select Send to send the email

A Compose Ml - knplan-cloud-tesies Kapiaes Mail - Google Chucane - o x

& mailgoogle.com/mailfu/0//ADWNY

S AN S e N el - | suren Yost (30.00 USD)
"

Expense Report Approval ERDD0DY108T388 for Lauren Yost (30.00 USD)

Virtru must be activated to enable protection

oming@workflow.mail use.oraclecloud com

30,00 USD

6 ¢ SnsSeil - T+ B I U A- E-E = EEN S K

CP:v=-ocosree: B

Approving Expense Reports through Oracle Fusion

e Select the Oracle Fusion efya tile to launch the program

e Expense Report can be approved by selecting the notification under Things to Finish or by

selecting the Bell Icon (top right button). Both options will display a pop up window that will
include details of the Expense Report

e Approving the Notification
o Scroll down to display Things to Finish and view any Open Notifications
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= ORACLE FUSION

Good morning, Elizabeth Horowitz

Me Tools Others
QUICK ACTIONS

Edit My Details

[ pudlicinfo

Show More

Things to Finish

5 minutes ago X 5 minutes ago

ACTION REQUIRED ACTION REQUIRED

e Report

O Jonathan Blake Jonathan Blake

o Selecting the employee’s name will display a pop up window that will include details of
the Expense Report
e Approving through Bell Icon
o The bell icon is on the top right portion of the dashboard and a number will appear over
the icon if there are any notifications

= ORACLE FUSION

Good afternoon, Elizabeth Horowitz!

Me

QUICK ACTIONS

O

Notifications Show All

® ACTION REQUIRED 9 minutes ago

Jonathan Elake
ACTION REQUIRED 9 minutes ago

Jonathan Elake

e Select the Action Required notification to access the Expense Report
e The Header will include the name of the employee, the Expense Report amount and the
Expense Report name
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The details portion will provide the Date, Expense Type, Business Purpose and the amount

In the top right portion of the screen, the approve and reject buttons will appear. Comments
are not required for Expense Report approval. Comments are required when rejecting or
requesting information

[=] Expense Report Approval ERD00091087328 for Lauren Yost (30.00 USD) - Geagle Chrome - o x

& efya-test.fa.usé.oraclecloud.com/fscmUl/faces/adf task-flow?tz=UTC&df=medium &t g= KistTaskld=d13b23e5-88b7-4d...

Expense Report Approval ER000091087388 for Lauren Yost (30.00 ... [ viewExpense Report | Actions v [ approve || Reject |

Expense Approval

30.00 usD

Lauren Yost
ER000091087388 submitted on 6/27/23
Business Meals

Expense Iltems
6/26/23 Entertainment wiNon-Kaplan - Meal-76175 30.00
The Wharf Restaurant - Training Demo

Attendee Details

Lauren Allen Yost 15.00

Employee 6126123
Entertainment wiNon-Kaplan - Meal-76175

An Expense Report should be rejected and returned to the employee for any changes that
should be made

Selecting Actions and Request Information, the Expense Report will be sent to the employee so
they can add comments and it will either be returned to the Approver or follow the Approval
flow (depending on the option selected when sending to Employee)

Request Information ==

Request Information

* Name | Lauren Yost -

Add Attachment * Comment

Add Comments

View Appravals

Retum Options (@) Back to me

() Follow approval flow

o Any comments added can be viewed by selecting Actions / View Approvals

View Expense Report | Actions = | Approve ” Reject |

Request Information

Approvals @

6127/23 12:10 PM

Add Comments

Add Aftachment © assigned to Elizabeth Horowitz
t

6127/23 12:10 PM

View Approvals

o Submitted by Lauren Yost

& Oracle Expense - Receipt Page pdf
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e Comments and attachments can be added by selecting Actions / Add Comments and Actions /
Add Attachments

| View Expense Report | | Actions « | Approve || Reject |

Request Information

Add Comments

Add Attachment Add Comments

Comment

View Approvals

Manage Attachments

ﬁ;‘ Drag files here or click o add attachment  ~

Oracle Expense - By Lauren Yost on 3BKB &
Receipt Page pdf 127123

e Select View Expense Report to view the receipts. This will open the Expense Report in another
tab
o The Pop up window will be hidden when the Expense Report is opened. Navigating back
to the Approval screen will display the Expense Reports in a locked view
= Select the browser icon at the bottom task bar to display the Pop up window
again
e Select Approve and choose Submit. Comments are not required for Expense Report approval
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Oracle Mobile Expenses

Download the Oracle Fusion Expenses application by accessing in the Google Play Store (Android) or
the App Store (Apple):

2. oracle fusion © Cancel
E Oracle Fusion Expenses @
ORACLE
* %

2 -
™ e CHE Vowtapaen

-

Install and Open the Oracle Fusion Expenses app and Agree to the Term and conditions
¢ Q ORACLE

Oracle Fusion
Expenses END USER LICENSE AGREEMENT

Oracle America, Inc.

PLEASE SCROLL DOWN AND READ ALL OF THE FOLLOWING

TERMS AND CONDITIONS OF THIS END USER LICENSE
29% AGREEMENT (“AGREEMENT") CAREFULLY BEFORE CLICKING

AN “AGREE” OR SIMILAR BUTTON OR INSTALLING OR USING
241 reviews © 14 MB Rated for 3+ © THE PROGRAM. THIS AGREEMENT IS A LEGALLY BINDING
CONTRACT BETWEEN YOU AND ORACLE AMERICA, INC.
THAT SETS FORTH THE TERMS AND CONDITIONS THAT
GOVERN YOUR USE OF THE PROGRAM.BY CLICKING AN
“AGREE” OR SIMILAR BUTTON OR BY INSTALLING AND/OR
USING THE PROGRAM, YOU AGREE TO ABIDE BY ALL OF THE
TERMS AND CONDITIONS STATED OR REFERENCED
HEREIN.IF YOU DO NOT AGREE TO ABIDE BY THESE TERMS
AND CONDITIONS, DO NOT CLICK AN "AGREE” OR SIMILAR
BUTTON AND DO NOT INSTALL OR USE THE PROGRAM. YOU

Fainbpmes 4 gl G MUST ACCEPT AND ABIDE BY THESE TERMS AND
g a Type Aitee e ves CONDITIONS AS PRESENTED TO YOU - ANY CHANGES,
= 2 =, 2 ADDITIONS OR DELETIONS BY YOU TO THESE TERMS AND
CONDITIONS WILL NOT BE ACCEPTED BY ORACLE AND WILL
oy =] NOT BE PART OF THIS AGREEMENT.
e —d - |

“Oracle” refers to Oracle America, Inc., for and on behalf of

@ Lo SuFarcisia 04 loatin S 4 itself and its subsidiaries and affiliates under common control.
“You" and “Your” refer to the individual or entity that has agreed
to use the Program (as defined below) in accordance with this
Agreement. "Android” refers to the Android mobile operating
[— Pt system."Device” means the compatible Android product You

Wy g thet own or control. "Program” refers to the Oracle Fusion

Gea Glels G [ Merchit Dt G

Sestees 13 ot Ateees
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Enter the login credentials

Within the Fusion Expenses window, select SSO, enter the Instance Link within the Host
URL field and select Continue. Within the Graham Holdings screen, enter Email or
Username and Password and then select the Duo Security option to login

Host URL Instance Link: https://efya.fa.us6.oraclecloud.com/

< Fusion Expenses < Fusion Expenses

< Fusion Expenses
o GRAHAM i GRAHAM A GRAHAM
(7J| HOLDINGS (_.I HOLDINGS (J HOLDINGS
" . N Connecting to Oracle Fusion -
<3 Connecting to Application €3 Connecting to Application 0
Fusion Expenses Continue el of Username Email or Username Q Duo Security
blakej Not you?
[ | = Setiings
Basic STS ss0 S | seting
|TE"-.‘,—J Host URL  https://efya.fa.us6.oraclec... |

Continue Continue

Getting lookup values and Payment Methods and syncing successfully

Expenses 10, Expenses fo3
Select type Amount Add Select type Amount Add
View Upload Submit View Upload Submit
UU UU
Calendar Camera Calendar Camera
() /
R R
' Syncing lookup values [0 ° g Syneg Peymant
Enter Y 9 P Tracker Enter Methods Tracker

& ‘ b
v v
Approve History About Approve History About

Select the Expense Type, Enter Amount, and Click Add

Bus-76174 Expense item created
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https://efya.fa.us6.oraclecloud.com/

Expenses

Selecttype D AT Add L. Airfare (Teaching Only)-66016

Airfare-76171

Calendar Voice
\J
»
Enter Mileage

b4 ©

Approve History

Submit

IKAPLAN

a - Choose Type

<

Bank Service Charges-76413
Books/Subscriptions/Periodicals-76228

Building Relocation-73143

Bus-76174

Business Meal - Non-Traveler w/
Others-76173

Business Meal - Traveler w/Others (Teaching

Only)-66033

Business Meal - Traveler w/Others-76173

Car Rental-76174

Catering-66011

Clacsified Ade-7R224

DONE

‘ Expenses ﬁ
Bus-76174 24 Add
E{% =
Upload Submit
U0 =

0 ®
Calendar Voice Camera
B &

L
Enter Mileage Tracker
e ﬁg,f?s
vi vy @
Approve History About

CANCEL

Click on View and Review the Expense details and click on Description, Merchant are missing

Expenses

Select type

Eﬁ?

View Upload
Ul
Calendar Voice
T B
£
Enter Mileage
s
9 O
Approve History

pg. 27

Amount

10

Add

(@"5«

1

About

E View Expenses

Week

26-June-2023

j Bus-76174

Tpe

.»

Source

240008

2A400U5D
B 2008




Enter the Merchant and Description and click Save, and click the icon

Cancel Edit Expense

*Type Bus-76174

*Date  29-Jun-2023

* Amount  24.00

Attachments ~ Add attachments

Receipt missing

*Merchant  Bus

* Description  Bus

Company 302

Cost Center 130050

KAPLAN)

o

— View Expenses »
o Week Type Source
25-June-2023 24.00USD
Bus-76174 2400USD
29-Jun-2023

Click Upload, Select the Expense item, and again click upload

E View Expenses

Week

25-June-2023
Bus-76174

Upload

Submit

Add

0 Cancel
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Type

il
= Upload Expenses | Upload
Week Type Source
1Selected Total: 24.00 USD
25-June-2023 24.00USD

Bus-T6174 200UD
¢ 29-Jun-2023
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Expense item is uploaded, Click on History and Select Uploaded then open the expense item and view
the expense details

Upload Expenses

Week Type

0 Selected

No Date

Cancel

N

Upload

Source

Total: 0.00 USD

0.00USD

10f 1expense has
been uploaded

View Expenses

Template
Type Bus-761
Date

Amount

Receipt missing

Merchant Bus

Description Bus

Cost Center

pg. 29

Company 302

130050

29-Jun-

Kaplan Inc Expense Template

74

2023

24.00 USD

Select type

View

Ul

Calendar

Enter

&
v

Approve

Expenses

(=8
&

Upload

@

Voice

B

Mileage

History

10

Amount Add

About

= Uploaded Expenses
Upload Date Type Item Date
25-June-2023 24.00 USD
Bus-76174 24.00USD
29-Jun-2023
(o] (o]

Submitted

=

Uploaded

Failed
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Within the Expense Page, the expense item will be displayed within Available Expense items view

= ORACLE FUSION

Travel and Expenses

Expense Reports See All

Pending Approval Pending Approval Pending Approval Pending Approval
+ ER000089413139 ER000091414862 ER000091414849 ER000091414842
Mobile Expense Testing ER000091414862 ER000091414849 ER000091414842

Create Report Y Assianed to Dial Nright 2 " Assigned to Diane Wright

15.00 em 6,350.00 us1 iten 250.00 uso i 24.00
Available Expense Items (1)
Actions v 4+ Create Item
Date w Type Amount Merchant Location Description

Cash and Credit Card Expense Items (1)

6/30/23 Bus-76174 v 24.00 5D Bus Bus

Submit Expense Report:

To add an expense item, Click Enter and select the Expense Type, Enter Amount & Save it and go to

view, Click on ?» and Click Submit to Create a report
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Expenses ﬁ
Select type Amount Add
Upload Submit
UU —
@
Calendar Voice Camera
45 -
K, )
Enter Mileage Tracker
4 O O
Approve History About
Back Search type

Bank Service Charges-76413

Books/Subscriptions/Periodicals-76228

Building Relocation-73143

Bus-76174

Business Meal - Non-Traveler w/Others-76173

Business Meal - Traveler w/Others (Teaching
Only)-66033

Business Meal - Traveler w/Others-76173

Car Rental-76174

Catering-66011

Classified Ads-76224

Cleaning Supplies-73132
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Cancel Add Expense Save
*Type Select type
*Date 29-Jun-2023
* Amount = Enter amount usD
Attachments = Add attachments
Receiptmissing 1
Cancel Add Expense Save
Select type
*Type Catering-66011
*Date 29-Jun-2023 %o
* Amount  15.00 UsD View
Attachments = Add attachments il
Receiptmissing 1D Calendar
*Merchant  Catering )
* Description ~ Catering émer
Company 302 i
v
Cost Center 130050 Approve

Expenses

E‘f‘

Upload

Voice

Mileage

O

History

Amount

Add

About
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Select the Expense item line, click Create, Enter the Purpose name and Click Cd and Click Submit

Create Report

Cancel Submit Report 4
Week Type Source
1 Selected Total: 15.00 USD
25-June-2023 15.00USD Amounttobepaid 15,00 USD
Catering-66011 15.00USD
Number of expenses 1
Purpose - Mobile Expense Testing
Attachments = Add attachments
Context Segment  Enter Context Segment
Catering-66011 16.00USD
4 o 29-4un-2023

Expenses Reports

Cancel Submit Report .»
Amounttobepaid  15.00 USD
Number of expenses 1
Purpose Mobile Expense Testing
Attachments = Add attachments v
Context Segment Enter Context Segment
Catering-66011 15.00USD

29-Jun-2023

Submit

[ save

Add More

Q Cancel

Agree on the expense policies, Report submitted, and Expense report number generated & report
submitted successfully

Cancel Submit Report o
Amounttobepaid  15.00 USD
Number of expenses 1
Purpose  Mobile Expense Testing
Attachments ~ Add attachments
Acknowledgement Context Segment - Enter Context Seament
| accept the expense policies
Catering ( ) 15.00USD
30-Jun-2023
DONOT AGREE
Submitting report
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Click on History to review the submitted report status

Select type

View

Uu

Calendar

&

Enter

o
[

Approve

Expenses

Upload

O

Voice

o

Mileage

10

Amount Add

History

= Submitted Reports

ER000089413102

Pending manager approval
Mobile Expense Testing

15.00USD
29-Jun-2023

1 Expense

T

Submitted

Uploaded Failed

Click on the Setting icon and sign out from the user account

Select type

B

View

U'U

Calendar

Approve
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Expenses

Voice

Mileage

©

History

Amount

o

Add

Submit

Y.

Camera

Host URL
User Name
Password

Sync Frequency
Reimbursement Currency

Image Size

Version
Legal Terms

Detailed Logging

Settings Sync

https://efya-test.fa.us6.

sdemonica@kaplan.edu

Weekly

usD

Medium

6.5
Click for legal terms

No

® Signout

Custom Theme

Select Theme ¥
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Approving an Expense Report through the Oracle Expenses app

Login through the Oracle Expenses app, open the report to review and Click on the Approve icon, select
the appropriate Expense Report and click Approve

Expenses -ﬁ'
Select type Amount Add
E §
View Upload Submit
UU 1
O %
Calendar Voice Camera
B &
‘ L=
Enter Mileage Tracker
-0
v
Approve History About
-—
= Approve Reports ot ARRiEe Reoh * Cancel Approve Report o
Amounttobepaid 15.00 USD
Week Person Amount
Number of expenses 1 Amounttobepaid 15.00 USD
Purpose Mobile Expense Testing
25-June-2023 6639.00 USD Number of expenses 1
Attachments v
Sabrina Demonica 25000USD Cotering 66011 1500USD ) )
ER000S141454 30-1un-2023 atering 1o00UsD Purpose  Mobile Expense Testing
ER000091414849 1Expense
. . Attachments
Sabrina Demonica 635000USD
ER000091414862 $0-Jun-2025
ER000091414862 1Expensy Caterino 5™ 1500USD
; : 30-Jun-2023
Sabrina Demonica 15.00USD s
ERO00089413139 30-1un-2023 @ Approve .
Mobile Expense Testing 1 Expense
- - a Reject
Sabrina Demonica 2400USD Approving
ER000091414842 30-Jun-2023 @ re .
quest Information
ER000091414842 1 Expense ER000089413139

0 Cancel
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