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About Expense Reimbursement 
 
  The Expense Reimbursement workflow application has been designed to allow Kent 
State University employees to submit expense reimbursement requests in an electronic 
format. 
 
  All expense reimbursement requests are subject to review by Internal Audit to ensure 
that the expenses claimed are in accordance with University Policy and Procedures. See 
http://www.kent.edu/Procurement/Resources/Travel/index.cfm for more information. 
 
  Should you have any questions on University Policy and require additional assistance or 
clarification, please contact either: 
 

Procurement Department - Payments: 
Phone: 22607 
Email: payments@kent.edu 
 
Internal Audit: 
Phone: 22341 
Email: auditing@kent.edu 
 

Should you require technical assistance with Banner, please contact: 
 

End User Support Services Help Desk: 
Phone: 24357 
Email: helpdesk@kent.edu  
Web: http://helpdesk.kent.edu/

 
Tools 
 
KSU Travel Services 
http://www.kent.edu/procurement/Resources/Travel/ksu-travel.cfm 
 
Foreign Currency Converter: 
http://www.oanda.com/convert/classic
 
Domestic Travel Meal Per Diems: 
http://www.kent.edu/bas/guidelines/mealperdiemsdomestic.cfm
 
Foreign Travel Meal Per Diems: 
https://secureapp2.hqda.pentagon.mil/perdiem/perdiemrates.html

 

http://www.kent.edu/bas/bfguidelines.cfm
mailto:payments@kent.edu
mailto:auditing@kent.edu
mailto:helpdesk@kent.edu
http://helpdesk.kent.edu/
http://www.kent.edu/procurement/Resources/Travel/ksu-travel.cfm
http://finance.yahoo.com/currency
http://www.kent.edu/bas/guidelines/mealperdiemsdomestic.cfm
https://secureapp2.hqda.pentagon.mil/perdiem/perdiemrates.html
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University, Department, and Unit Policy for handling Expense Reimbursements 
 
 The Expense Reimbursement form is sponsored by the Procurement office and 
contains University policy references only. 
 
 Different departments and sub-units of a department may have additional policies 
for reviewing, approving, and submitting receipts. Please consult your business manager 
for information regarding local policies and procedures. 
 
 
Working with the 15 Item Per Request Limit 
 
Some strategies for managing reimbursements with more than 15 items:   
 

1. All local 
travel, even if 
different legs 

2. All per 
diems 

3. Additional 
misc. 
expenses 

 
  Organize by expense type: 
 
 
 

1. All funded 
by department 

2. All funded 
by grant 

 
Organize by funding source:  

 
 
 1. All travel 

first leg of 
trip 

2. All per 
diem/misc 
first leg 

3. All travel 
second leg 
of trip 

4. All per 
diem/misc 
second leg 

Organize by leg of extended 
multi-leg trip:  

 
 
 
 

Expense Reimbursement Notifications 
   

Email is sent... Email is addressed to... Workflow activity name...
When a document is submitted for 
review 

Creator, Payee  Review Confirmation 

When a document requires review Reviewer Review  
When a document is returned by 
the reviewer 

Creator, Payee  Return Without Review 

When a document is submitted for 
approval 

Creator, Payee, Reviewer  
(if applicable) 

Confirmation 

When a document requires 
approval 

Approver, Approvers' Proxies  
(if applicable) 

Approve 

When a document is returned for 
edit by an approver 

Creator Returned For Edit 

When a document is approved and 
the transaction has been created 

Creator, Payee Approval Notification 

When a document has been 
denied 

Creator, Payee Deny Notification 
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1a. Create a Reimbursement  
 

 
  Step Action 

1 Open a web browser and go to your campus homepage, or www.kent.edu 
2 Locate the FlashLine login fields, type your FlashLine ID and password. 
3 In Flashline, locate and click on the MyHR tab. 
4 Look in the right-hand column for the Travel & Expense 

Reimbursements channel. Click Expense Reimbursement. 
You may initiate and submit a reimbursement request from off-campus. 

Note You may also create a reimbursement by going to the My Action Items 
tab.  On the Workflow & Utilities channel, select Expense Reimbursement 
from the list of workflow forms. 
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1b. Choose a New or Draft Form 
 

 
--  OR -- 

 

 
  Step Action 

1 To begin a new, blank form, click the checkbox for Begin a New Expense 
Reimbursement, and click the Begin ER button. 

2 To work on a saved form, select a draft reimbursement from the menu and 
click the Begin ER button. 

Note In the draft menu listing, the first name given is the person creating the 
reimbursement request, the second name is the payee, and the first expense 
item description is provided as an aid to identify drafts. 
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2a. You are the Reimbursement Payee  
 

 
 

Step Action 
1 Identify the payee – select Self meaning you, or Someone Else. 
2 Select the address to which payment will be delivered – the Payee’s 

Department, or Home Address. 
Note The home address is not displayed. Student employee addresses are not 

displayed. 
3 Click the Save as Draft button to save the form and exit the work flow, or 

click the Proceed button to continue. From this point on, your name will 
appear in the Payee: header (marked with an arrow above.) 

Note If an address is incorrect, it must be changed in HR self service. 
Click the link to go to Banner Self Service and log in to update your 
address.  
 
You must click Save as Draft and close the expense reimbursement in 
order to update your address on the reimbursement. Once the address is 
updated, the reimbursement can be opened from the Draft selection menu. 
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2b. Someone Else is the Payee  
 

 
 
 

Step Action 
1 When you click Someone Else, a name search field appears. 
2 Type the Last Name of the Payee, and click Search. 
3 Click the Payee Name in the list to select. From this point on, the Payee 

name will appear in the Payee: header (marked with an arrow above.) 
4 The Status bar at the left side of the screen checks off each part of the 

form as information is added. The Red arrow indicates the current form in 
view. 
 
You may submit a Reimbursement for review even though a form has not 
been completed. 

Note If a Payee business (department) address is incorrect, ask the Payee to 
change the address in Banner HR Self Service.  
 
You must restart the expense reimbursement form after the address is 
changed in order to see and use the correct address information. 
 
If the Payee is unavailable to make a business address change, route the 
reimbursement check to the Payee’s home address. Send a reminder to the 
Payee to update his or her business address in Banner Self Service. 
 
If the Payee does not appear in the list, contact the Payments office, or 
Human Resources. 
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3. Add an Expense Item 
 

 
 

Step Action 
Note  You may add up to 15 expense items per form.  

 Each expense item is either a Travel or a Miscellaneous expense.  
 You may include both types of expense in a single form.   
 Expense items must be entered one at a time. 
 Type all dollar amounts with a decimal point and two decimal 

places, with no commas:  1200.00 
1 Begin entering the first expense by selecting an expense type.  
2 Information fields are presented in the lower part of the screen according 

to the type of expense you selected. 
Note The upper part of the status bar will display a green check mark for each 

form section containing information. A red arrow marks the section being 
edited. 
 
The lower part of the status bar will display running totals for your 
reference and to ensure that all expenses are charged to an Index/FOAP.   
FOAP is an abbreviation for “Fund, Organization, Account, Program,” 
the string of elements in the KSU chart of accounts. 
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4a. Travel Expense Item Details 
 

 
 

Step Action 
1 Complete the trip and city information. Type the Date using the format (mm/dd/yyyy) 

or click the calendar icon and select a date. Once selected, the calendar tool will not 
close until you choose a date.  You may choose a date in the future. 

2 Pull down the Time menu to select the hour, and click AM or PM. 
Select your departure or destination city from the menu. If your city does not appear, 
select ‘Other’ and type the location in the field provided. 

3 Under Expense Type, select an expense from the menu. Data fields will appear 
according to the type of expense chosen.  Above, the mileage is entered for a personal 
car expense. 

4 Click the Accept Expense button. (Do not click the Proceed button as yet.) If Accept 
Expense is not clicked, the item entry is ignored and is not saved. 

Note Should you receive a validation error warning, correct the entry and click Accept 
Expense to save.  Otherwise the data is lost when Proceed is clicked. 
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4b.  About Disallowed Amounts 
 

 
 

Note The Disallowed Amount field is where you enter the portion of an expense item 
which is not reimbursable under University policy.  In the example above, the 
expense type Lodging displays policy help. 
 
For auditing purposes, the Amount field value should match the total on a 
receipt, with the total personal charges entered under Disallowed Amount.  
For example, a total hotel bill of 147.50 is entered in the Amount field, and the 
cost of room service and personal calls is entered under the Disallowed Amount. 
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4c. Travel Item Successfully Added 
 

 
 

Step Action 
1 An accepted expense item will appear in the table at the bottom of the form.   

Do not click Proceed until ALL expense items have been entered and appear in 
the table. 

Note The data from the trip and city information remains in the fields. Overwrite the 
on-screen information with details of the second expense, and click Accept 
Expense to save. 

2 Enter up to a total of 15 expense items in this manner. You may mix travel and 
miscellaneous items in a single form. As items are added to the table, you may 
Edit and Delete items by selecting these options from the table. 
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5a. Miscellaneous Expense Item Details 
 

 
 

Step Action 
1 Any non travel-related expense should be entered as a Miscellaneous 

expense type. Enter the dollar amount, type a brief description of the 
expense, and select the expenditure date. 

2 From the Commodity menu, select the entry which best describes the 
expense item. 

Note Commodity information is not related to the Banner Account and does not 
appear in financial reporting.  Commodity codes are used by Purchasing 
to track and negotiate commodity pricing with suppliers. 

3 Click the Accept Expense button to save the expense.  The expense will 
appear in the table at the bottom of the page. 

4 Do not click Proceed until all expense items for the reimbursement are 
entered, or the limit of 15 expense item entries has been reached. 
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5b. Miscellaneous Item Successfully Added 
 

 
  Step Action 

1 The Miscellaneous expense has been added to the table of expense items. 
2 You may edit or delete items in the table by clicking the appropriate link. 
3 When ALL expense items have been entered for this reimbursement, or 

the limit of 15 items has been reached, click Proceed. 
Note Should you enter Miscellaneous expenses totaling 2500.00 or more, you 

will get a warning that advises you to review the request against 
University policy. However, you will be allowed to continue with the 
reimbursement submission. 
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6. Was A Travel Advance Received for This Expense? 
 

 
 
  Step Action 

1 Answer the question which asks whether this expense was paid for with a 
university Travel Advance, by selecting Yes or No from the pull-down 
menu. 

2 If you select Yes, enter the amount of the Travel Advance received in the 
field provided, and click Proceed. 
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  7a. Enter Financial Information 
 

 
 
  Step Action 

1 Type the department Index number to which all or part of the expense 
items should be charged.   

2 Look up the Index number in the Search Index menu. Click to highlight 
the Index to be charged, then click the Select button.   

3 Select the account to be charged from the pull-down Account menu.  
4 Type the dollar amount and click Accept. 

Note Type all dollar amounts with a decimal point and two decimal places, with 
no commas: 1400.00 
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7b. Financial information Accepted, Ready for Second Entry 
 

 
 
  Step Action 

1 The first FOAP string has been accepted, and appears in a table at the 
bottom of the screen.   

2 To allocate an expense item to a different FOAP,  complete the Index, 
Account, and Amount fields again, and click Accept. 

Note You may allocate the expenses in a single reimbursement to a maximum 
of five different FOAP entries. 
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8. Comments Field (optional) 
 

 
  Step Action 

1 Click Proceed to advance to the Comments field. 
2 Type a comment (do not use the apostrophe character as it is not allowed 

in this field) and click Add Comment and Proceed. 
3 You may choose instead to click Skip Comment and Proceed. 

Note More than one comment may be added to a single reimbursement form. 
Comments are added to a comment table at the bottom of the screen 
(example below). Once entered, they cannot be edited or deleted. 
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9.  Confirm Expense Reimbursement Submission 
 

 
 
  Step Action 

1 Click the checkbox at the top of the form to certify that you agree to the 
specified conditions. 

2 Print a copy of the reimbursement request. Click the Printable Version 
link in the upper left-hand corner (see arrow above) to obtain the print 
layout.  

Note The Status area displays green check marks indicating form sections 
which contain information. You may submit a form for review even when 
some parts are blank. 
 
The lower section of the status bar reports running totals of various 
reimbursement elements, for your information and to ensure that all 
expenses are charged to an Index/FOAP. 
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10.  Print the Reimbursement Request 
 

 
 
  Step Action 

1 The print view of the Reimbursement will display on the screen. Select 
File menu – Print in your web browser. 

2 To return to the form view, click the ‘back’ button in your web browser. 
Note Attach the expense receipts to the printed copy of the reimbursement and 

submit these documents to your approving authority. 
 

 



Create Expense Reimbursement v. 1.10       p. 20 of  20  rev. July 10, 2007 
--------------------------------------------------------------------------------------------  

11.  Submit the Reimbursement for Review or Approval 
 
 
 
 a.  
 
 
 
 
 
 
 b.  
 
 
 
 

 
 

 Step Action 
Note At this point you may either Search for a Reviewer, Submit for Approval, or 

Save as Draft.  You may send the reimbursement to a reviewer that you 
designate. When you Submit for Approval, the form is automatically sent to the 
person who has been designated to approve reimbursements in your department. 

1 Click Search for Reviewer to choose your reviewer. Reviewers may change 
anything on a reimbursement request, whereas Approvers are limited in the 
changes they may make. 

2 The Search by Last Name field appears. Type the last name of your reviewer 
and click Search, see a. above. 

3 Select your reviewer from the menu of matches that appears. Click Submit For 
Review, see b. above. 

4 Or you may simply click Submit for Approval. 
5 You will receive a message saying ‘Your expense reimbursement has been 

submitted for review.’ or ‘Your expense reimbursement has been submitted for 
approval.’ 

6 Click the Close checkbox in the upper right-hand corner, or exit your browser. 
 

See Expense Reimbursement Review, Approval, and Proxy v. 1.0,  6/26/2007 

 


