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Employee downloads
Expenses Report
template from Quick
Expenses system

Employee fills the form
submits for
Supervisor's approval
with original Receipts

Supervisor approves

the Expenses Report

Sends the approved
report to AP

Travel Accountant
verifies the approved
expenses report with

Company Travel Policy

Is
Expense Report
in order ?

Travel Accountant
clarifies the issues
with the Employee

Employee/Travel
Accountant makes
necessary changes

to the Expenses

Report

Enter Expenses
Report into
Legacy system

AP Manager
approves
Expenses Report
in legacy system

Payment to /
Refund from
Employee

Approve
Invoices

Import approved Expenses

Reports as Standard Invoices in
Oracle Accounts Payable

Apply
prepayment if
any

Validate the
Invoices




Employee makes
an expense

Credit Card
Transactions

AP runs Credit
Card Invoice
Interface program

Employee enters
expense report for
OPE and Credit
Card Transactions

System finds
approver

Approve
verifies report.
and takes
action

Approver
has signing
limit?

AP audits and
takes action

Approved Travel
advance request in
Form 801

AP executes AP Manager
Expense Report processes

Import prepayment in
Oracle AP

Expense Report

Invoice is Created
AP Manager

applies
prepayment

AP performs
Invoice Validation

AP Manager runs
Payment batch to
clear expense
reports

T&E, travel
premium,
excess per
diem data
extract



















