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Welcome to the Employee Business Expenses learning guide, part of the SEMA4 curriculum.
Who should complete this guide?
Employees who:
· Enter and monitor employee business expenses
· Approve business expenses entered in Self Service
What skills will I learn?
You will develop skills to enter reimbursements, advances, and adjustments; to view mileage rates and check expense status. After completing this guide, you will be able to perform the following tasks in SEMA4:
· Add business expense reimbursements and advance requests and settlements
· Adjust business expense information to correct earnings code and amount errors
· Transfer business expense labor distribution
· Approve business expense and advance information entered by employees and approved by supervisors in Self Service
· Approve business expenses submitted more than 60 days after the expenses were incurred
· Check business expense processing status
· View IRS mileage rates
· View employee business expense reports
What do I need to know before starting?
You must have completed SEMA4 Overview.
How much time will this take me?
Actual time will vary, but plan on approximately 4 hours and make sure you have enough time to complete this guide in one day.
What do I need to proceed?
1. Access to SEMA4.
2. User ID and Password to sign into the User Training database.
3. Code (two-digit) to access training records.
How do I obtain User Training Database information?
First you must register for the course. After you do so, you will receive an e-mail with instructions, including a special user ID, password and code. Access the SEMA4 Training Course website for registration instructions: http://mn.gov/mmb/accounting/sema4/training/.
Directions and Follow up
Read the introduction and work through each topic, completing the exercises.
Throughout this guide you will be presented with information and opportunities to develop skills and increase your understanding of tax withholding in SEMA4.  Information will be presented to you in a variety of different ways.  Sometimes you will simply be reading; and at other times you may be reviewing “screen prints” of features or situations that you might encounter in SEMA4. Frequently you will be offered the opportunity to follow step-by-step instructions that will take you into SEMA4 User Training where you will view employee information, navigate in online HELP or enter transactions.
When you see these icons, it is a signal that a new learning opportunity is beginning.
	Table of Icons Used in this Learning Guide

	Icon
	Description

	[image: Read Through picture ]
	This icon indicates that you are beginning a Read-Through. You’ll be exposed to new concepts and topics by reading text and viewing screen prints, charts or explanatory information on the pages of the learning guide.

	[image: Walk Through picture]
	This icon indicates that you are beginning a Walk-Through. You’ll be following instructions to enter information in the SEMA4 User Training database; or perhaps you’ll try locating information in SEMA4 Help. The step-by-step directions are generally displayed in a table format indicating what Action to take and what Result to expect. In some cases you will be given a Field Name & Description and the appropriate Field Data to enter.

	[image: Exercise picture]
	This icon indicates that you are beginning an Exercise. You’ll be given a scenario or instruction for completing a specific task or transaction. You may not be given specific step-by-step directions – so you’ll need to draw on what you’ve learned up to that point. It’s your chance to test the skills you are acquiring.



When you have completed the learning guide, be sure you:
1. Complete the evaluation form and send it to Statewide Payroll Services.
2. Follow your agency's procedures for tracking completed training.
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[image: Read-Through picture]Processing employee business expenses begins when an employee completes a SEMA4 Employee Expense Report form, the supervisor approves the expenses and agency staff receives the form for entry into SEMA4. The SEMA4 Employee Expense Report form is available on the Minnesota Management & Budget Web site at http://mn.gov/mmb/accounting/payroll/Forms/ and on the Self Service Web site.
Some employees enter business expense and advance requests in the Self Service business expense module instead of using paper forms. The employee’s supervisor and the agency payroll or accounting staff approve expenses or advance requests before they are paid. 
When entering business expense information into SEMA4, or approving it in Self Service, users should be certain that all applicable Minnesota Management & Budget policies and procedures and all bargaining agreements and compensation plans are taken into account. All required documentation (receipts) must also be in order. 
When a new business expense record is saved, SEMA4 assigns a unique expense group ID number. This number ties the employee, agency and dates of the expenses to detail information that identifies the type of expense (earnings code), amount, and SWIFT chartstring accounts to which expenses will be charged (labor distribution).
When additional business expense information for the same trip or event is added or adjusted later, the same expense group ID is used to access the record. When an advance is entered, the same expense group ID is used when the advance is settled.
After SEMA4 processes business expenses, employees receive payment on their paychecks. 
· Regular pay and business expenses display on the same paystub for employees who have a direct deposit distribution set up for a dollar amount. 
· Regular pay and business expenses display on separate paystubs for employees whose direct deposit distributions are set up as percentages or balance. Separate paystubs are accessed on the Employee Paycheck History page in Self Service.  
Relocation Expenses
The process and policies governing relocation are unique and separate from business expenses. Relocation expenses are authorized, reviewed and pre-audited by the agency, and then submitted to Statewide Payroll Services for processing and payment. 
Payroll Operating Policies and Procedures
Payroll Operating Policies and Procedures related to business expenses are found in SEMA4 Help:
· PAY0020, Travel Advances
· PAY0021, Employee Business/Travel Expenses
· PAY0049, Self Service Business Expense
Continue to the next topic, Entering Business Expense Reimbursements.
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[image: Read-Through picture]Employees may incur a wide variety of business expenses for which reimbursement will be requested. First the employee fills out a SEMA4 Employee Expense Report, FI-00529. The appropriate supervisor approves the request and gives it to agency staff for entry. 
NOTE  Employees and supervisors in some departments are able to enter expenses and approvals in Self Service. The approved expenses display in SEMA4 where payroll staff give the final approval.
To enter business expenses, on the Business Expense page, you enter the start and end dates that the expenses were incurred and a description of the expense group. Then you enter individual expenses, including earnings codes, amounts and labor distribution.
When information is entered on the Business Expense page for a new expense or group of expenses, SEMA4 assigns an Expense Group ID number when the record is successfully saved. 
NOTE:  When an advance is issued for anticipated expenses, the expense group ID that is assigned must be used to access the same record when the advance is settled.
Selecting Earnings Codes
Each expense is entered with an earnings code. An earnings code is a 3-character code used to identify a specific type of expense or an advance. For example, the earnings code for in-state mileage is MLI. The earnings code also indicates whether the expense is taxable or nontaxable and whether it was incurred in or outside the State of Minnesota. 
Evaluating labor distribution (SWIFT Chartstrings)
Information in the labor distribution fields defaults from the Position Funding page. Position funding information is linked to the employee’s job and position records. The funding information that defaults is based on the date entered in the End Date field on the Business Expense page. If funding is split between multiple accounts on the Position Funding page, multiple rows default on the Business Expense page. Any percentages that are set up for split funding are applied to the expense amounts automatically. 
Employees and supervisors in some departments that use Self Service business expenses are approved to enter and validate labor distribution in Self Service. Payroll staff also validates and gives final approval to these entries in SEMA4.
NOTE:  Default funding information can be changed on the Position Funding page.
By the end of this topic, you will be able to enter a business expense reimbursement.


Using SEMA4 Help
Use the following steps to view SEMA4 Help on adding a business expense reimbursement.

	Action
	Result

	1. Access the following web site: http://www.sema4.state.mn.us/.
	SEMA4 Database Selection page displays

	2. 
Click the SEMA4 Help  button.
	SEMA4 Help Contents displays

	3. Click HR/Payroll Functions and then click Business/Travel/Relocation Expense.
	Business/Travel/Relocation Expense – Contents displays

	4. Click Processes, Tasks, & Steps.
	Processing Business/Travel Expense Information - Tasks displays

	5. Scroll down to find the list of available step-by-step instructions.
	blank

	6. Click Adding/Changing a Business Expense Reimbursement.
	Add/Change a Business Expense Reimbursement – Steps displays

	7. Review the instructions.
	blank

	8. Exit SEMA4 Help.
	blank




[image: ]Business Expense Reimbursement
During this walk-through you will learn how to reimburse an employee for expenses incurred.
Victor Kilmer, an accountant, has incurred expenses for which he has requested reimbursement. Victor has completed the SEMA4 Employee Expense Report form and attached receipts. His supervisor has approved the expenses and signed the expense report and the form has been submitted to you for entry.

Enter a business expense reimbursement for the employee
	Action
	Result

	1. Sign in to the SEMA4 User Training database using your training user ID and password.
	Home displays

	2. Select Payroll > Business Expense > Business Expense.
	Business Expense search page displays



	Field Name and Description
	Field Data

	3. Click the Add a New Value link or page tab.
	blank

	4. Empl ID and Empl Rcd Nbr
· Enter the employee ID and accept or change the employment record number. Click the Add [image: ] button. 
· If a message displays, click the OK [image: ] button.
	008458_ _ (substitute your two-digit code for the blanks)
Employment record number 0

	5. Start Date
· Enter the earliest date that expenses were incurred on the expense report or click the Choose a date [image: Choose a date button] button to select the date.
	Enter a date that is two weeks ago.

	6. End Date
· Enter the latest date that expenses were incurred on the expense report or click the Choose a date [image: Choose a date button] button to select the date.
	Enter a date that is one week ago.

	7. In State/Out of State
· 
Click the drop-down arrow  button and select a value based on the trip’s final destination; in or outside of Minnesota.
TIP Each record can have only one In State/Out of State designation, even if some of the expenses were incurred in state and some out of state.
	In State

	8. Expense Description
· Enter a brief description of the expense(s) you will be entering.
	Northwest Area Meetings



Enter expenses
	Field Name and Description
	Field Data

	9. Earnings Code
· Indicates the type of expense being paid.
· Enter the earnings code or click the Look up Earn Code [image: Look up earn code button] button and select the appropriate earnings code.
	MEI (meals without lodging in state)

	10. Amount
· Enter the amount of the expense for this earnings code.
· When entering mileage, calculate the amount by multiplying number of miles by reimbursement rate per mile.
· When tabbing out of the Amount field, notice the amount is added to the Total Trip Expense field (near the top of the page).
	87.75

	11. Off Cycle?
· Indicates whether the payment will be processed in the next on-cycle or off-cycle payroll. Blank indicates on cycle. 
· On-cycle payroll is the biweekly payroll cycle that pays all state employees.
· Off-cycle payroll is a small payroll processed between on-cycle payrolls. This check box is rarely selected.
	Blank

	12. XFer
· Select this checkbox if the row is part of an expense transfer.
	Blank

	13. Reversed?
· If blank, the row has not been reversed.
· If checked, the paycheck that included this payment has been reversed. Re-enter the information if the employee is still entitled to the payment.
	blank

	14. Unlabeled field, display only
· Indicates the status of the row
· Values can be New, Errors, Ready, Processed
	blank

	15. Submitted on
· This field is blank until the record is saved. At that time, the date of entry is filled in automatically. More on this later.
	blank

	16. To the left of the Earnings Code field, click the Add a new row [image: Add a Row button] button.
	A new row is added

	17. Earnings Code
	CRI (car rental-in state)

	18. Amount
· As you tab out of this field, notice this amount is added to the amount in the Total Trip Expense field.
	126.84

	19. Off Cycle?
	Blank

	20. XFer
	Blank

	21. Complete the labor distribution
Click the Default Labor [image: ] button.
· Labor distribution row(s) display for each expense row. Values are populated with SWIFT ChartString information that has been set up in position funding.
· This information can be changed.
	blank

	22. Accounting Date, Fund, Fin DeptID, AppropID, SW Cost, Sub Acct, Agcy Cost 1, Agcy Cost 2, PC Bus Unit Project, Activity, Source Type, Category, Sub Category, Description 
· These fields make up the SWIFT ChartString.
· As necessary, these labor distribution fields can be changed or values added in the fields. Rows can also be added to distribute amounts to multiple accounts.
· When labor distribution posts to the accounting system on payday, the designated accounts are charged for the expense.
	blank

	23. Labor distribution for the first expense (MEI)
	Accept the default values

	24. Labor distribution for the second expense (CRI)
	Accept the default values

	25. Just a Note about Accounting Dates – 
The Accounting Date field is generally left blank, and SEMA4 will assign the proper date during processing. However, certain circumstances (normally at fiscal year-end) will cause SEMA4 to display a message indicating that the Accounting Date is required.  Limitations in the Training Database require that an Accounting Date is provided in order for labor distribution rows to validate successfully.
For this exercise, click the Look up Accounting Date [image: Look up Accounting Date button] button, and select the most recent Accounting Date listed.
	For both expense rows, in the Accounting Date field, select the most recent date listed.

	26. Description
· (Optional) Description of the expense.
	Blank on both labor distribution rows

	27. Pay Period End
· The pay period end date in which the expense was processed.
	Assigned when the row is processed.

	28. User ID
· The user ID of the last user to save or validate the row.
	Assigned when the row is saved or validated.

	29. Tran DtTm
· System-assigned date and time the row was last saved or validated by a user.
	Assigned when the row is saved or validated.

	30. Click the Save [image: ]button. Notice the Expense Status = New
· The system assigns an expense group ID upon saving.
· Write the number on the expense report and use it if you need to re-access the expense group. 
· The expense group ID is _____________.
· If you receive a message that the Accounting date is required when using an End Date that is in a different budget year than the current pay period check date, go back and select an Accounting Date that is the most recent date listed – and remember that you won’t need to do that routinely in SEMA4 Production, but the limitations of the Training Database require it.
	blank


Validate labor distribution
	Action
	Result

	31. Click the Validate Labor Dist [image: ] button to initiate the validation program. Validation checks the accounting information on the labor distribution rows against SWIFT. If the information is invalid, the program displays errors that must be corrected before the expense can be processed.
	When validation begins, the Check Progress button displays.

	32. Click the Check Progress [image: ] button periodically until validation is completed.
If labor distribution errors display in the Error Messages section of the page, make corrections and revalidate. Repeat until there are no errors.
	blank

	33. Verify that:
· Total Trip Expense = 214.59
· Status of each expense row = Ready
· Expense Status = Ready
	blank


The page you completed should look similar to the one on the next page.


[image: ]

[image: Read-Through picture]A few words about Labor Distribution and SpeedChart functionality
Some agencies may choose to use SpeedCharts to assist with the entry of labor distribution (accounting ChartStrings) information in SEMA4.  SpeedCharts can simplify the process of completing the labor distribution fields on the Business Expense pages. The use of SpeedCharts is optional and you will need to check with your supervisor to determine if you will be using the SpeedChart functionality.  Each agency has its own unique set of SpeedCharts.
SpeedCharts are established when an agency-defined set of labor distribution values consisting of one or more partial or complete ChartStrings is created and named on the SpeedChart page.  Agencies determine which labor fields to populate for a SpeedChart.  A complete accounting string is not required (some fields can be left blank).  In addition, a SpeedChart may include more than one accounting strings as long as the percentage breakout totals 100%.  The SpeedChart code or name is then used to populate labor distribution fields without having to key numerous values in multiple fields. After applying a SpeedChart, the labor distribution fields may be additionally updated as needed.
Only agencies that have created SpeedCharts that are active will see the SpeedChart field or the [image: ] Apply SpeedCharts Button. 
· Only your agency’s SpeedCharts will display for your agency users.  
· Agencies can set up as many SpeedCharts as are needed.
· SpeedCharts in SEMA4 are effective dated and can be inactivated and reactivated, if necessary.
· On the Business Expense page, the SpeedChart row that will be applied is the one that is in effect as of the expense end date.


NOTE:
In this learning guide, the SpeedChart functionality will not be used in Walk-Throughs and Exercises.  However, you should check with your supervisor to determine if SpeedCharts are being used for in processing business expense labor distribution in your agency. 
Continue with the next set of instructions to view the Business Expense Status page that is used to confirm that all business expense records are ready for processing.
[image: ]Check the business expense status of the expense group

	Action
	Result

	1. On the Menu click the Home [image: ] link and then Payroll > Business Expense > Business Expense Status.
	Business Expense Status search page displays.

	2. Complete the search fields:
Enter the SetID to check the status of all departments in the agency.
	In the SetID field, enter E77MN

	3. 
Click the Search  button.
· Approval Flag applies to business expenses entered in Self Service. The values are:
· Agency Approved
· Agency Not Approved
· Employee Complete
· Manager Approved
(For expenses entered by agency staff on the SEMA4 Business Expense page, the approval flag is always Agency Approved.)
· Status applies to individual expense rows. Status can be:
· Error: The row has been saved and validated but errors exist. Correct the errors and revalidate until no errors exist and the row is in Ready status.
· New: The row has been saved but is not complete. It must be completed and validated to get to Ready status.
· Processed: The row has been processed in pay calculation and has been paid or will be paid on a future paycheck.
· Ready: The row will be processed in the next pay calculation.
	Search results display departments, approval flag and status. Each department displays once for each approval flag and status combination.

	4. Select the department where the last two digits match your assigned two-digit code and the status is not Processed.
	E7710 _ _


	What is the expense status of your expense ID? _______________
	Ready

	If the status is New or Errors:
· Return to the Business Expense page and ensure that expenses are complete, saved and validated with no errors.
· Then, access the Business Expense Status search page, search again, find your department ID and verify the status is Ready.
	blank


Your status page should look similar to this: 
[image: ]
Before turning the page:
On the Menu, click Payroll > Business Expense > Business Expense and continue with the next exercise.


[image: Exercise image]Employee Business Expense
Exercise
In this exercise, you will enter another group of business expenses for Victor Kilmer. Victor has submitted an approved expense report form and receipts for expenses incurred while attending a series of meetings.
Resources
You may use these resources in completing this exercise:
· The step-by-step instructions in the walk-through
· SEMA4 Help
Directions
Victor Kilmer, an accountant, has incurred various expenses attending meetings in southwestern Minnesota for which he has requested reimbursement. Victor has completed the SEMA4 Employee Expense Report form and his supervisor has approved and signed the expense report.
Enter the reimbursement for Victor, whose employee ID is 008458_ _(substitute your two-digit code for the blanks) and employment record number is 0.
Enter a business expense reimbursement for the employee
	Field Name and Description
	Field Data

	1. Start Date
	Enter a date that is one month ago

	2. End Date
	Enter a date that is three weeks ago

	3. In State/Out of State
	In State

	4. Expense Description
	Southwest MN Meetings

	5. Earnings Code
	MEI (meals without lodging, in state)

	6. Amount
	30.34

	7. Off Cycle?
	Blank

	8. XFer
	Blank

	9. Additional expenses for this expense group. Hints: 
· Click the Add a row [image: Add a Row button] button to the left of the earnings code to add a row.
· Click the Look up Earn Code [image: ] button to select the correct earnings code.
	Parking 6.00
Business phone 19.99
In state nontaxable mileage, 100 miles @ $.575 per mile

	Enter labor distribution information for all the expense rows.
HINT: 
You can either click the Default Labor [image: ] button, and modify the values that display to match the accounting information indicated below 
-OR-

You may click the arrow [image: ] next to the Labor Distribution Information  header to reveal the labor distribution fields and enter the accounting information in the appropriate fields as indicated below.
	blank

	10. Accounting Date
Remember, the Accounting Date field is generally left blank, and SEMA4 assigns the proper date during processing. But for our exercises, due to limitations in the Training Database you’ll need to click the Look up Accounting Date [image: Look up Accounting Date button] button, and select the most recent Accounting Date listed.
	For all expense rows, in the Accounting Date field, select the most recent date listed.

	11. Fund
	1000

	12. Fin DeptID
	G1045600

	13. AppropID
	G104000

	14. SW Cost
	Blank

	15. Sub Acct
	Blank

	16. Agcy Cost 1 and Agcy Cost 2
	Blank

	17. PC Bus Unit
	Blank

	18. Project and Activity
	Blank

	19. Source Type, Category and Sub Category
	Blank

	20. Description
	Blank

	21. Record your results:
· The system-assigned Expense Group ID is _____________.
· The Total Trip Expense is ________________.
· The status of each row is _______________.
	$113.83 = Total Trip expense
The status of each row should be Ready


The page you completed should look similar to the one on the next page. 
[image: ]
[image: ]

Click the New Window link and navigate to the Business Expense Status page to ensure the expenses are in Ready status. 
	Action
	Result

	1. On the Menu, click Business Expense Status.
	Business Expense Status search page displays.

	2. Compete the search fields:
· Enter the SetID to check the status of the agency.
	SetID E77MN

	3. Click the Search [image: Search button] button.
	Search results appear

	4. Select the department where the last two digits match your assigned two-digit code and the status is not Processed.
	E7710 _ _


What is the status of your expense group? _____________________
If the status is not Ready, return to the Business Expense page and complete, save and validate the record. Then check the Business Expense Status page again.

[image: ]Review Questions
Review what you learned by answering the following questions. If you have difficulty answering the questions, review the topic.

1. The accounting information that defaults on the Business Expense page 
a. Can be changed.
b. Comes from the employee’s Position Funding page.
c. Is a combination of multiple fields including Fund, Fin DeptID and Appr opID.
d. All of the above
2. What does earnings code LGI indicate?
a. Out of state lodging
b. In state mileage
c. In state restaurant
d. In state lodging
3. True or False: When entering expenses for a trip where the employee received an advance, you will use the same expense group ID when entering the expenses that was assigned when the advance request was entered/saved.
a. True
b. False
4. List the status values that business expense rows may have. Put a checkmark beside the status that tells you that the employee will receive the payment.
_________________________________
_________________________________
_________________________________
_________________________________
5. I am entering business expenses related to an employee who relocated (moved) in order to work for our agency. How do I …………?
Check your answers on the next page.


[image: Review Answers puzzle image]Review Answers
Check your answers to the review questions.

1. The accounting information that defaults on the Business Expense page
d. All of the above
2. What does earnings code LGI indicate?
d. In state lodging
3. True or False: When entering expenses for a trip where the employee received an advance, you will use the same expense group ID when entering the expenses that was assigned when the advance request was entered/saved.
a. True
4. List the status values that business expense rows may have. Put a checkmark beside the status that tells you that the employee will receive the payment.
New
Errors
Ready 
Processed 
Actually, either Ready or Processed status can indicate that a reimbursement or advance will be paid.  Ready is correct because the next pay calculation will pick up all Ready rows and process them for payment.  Processed is correct because after pay calculation, the status is Processed and the payment will be on the paycheck. 
5. I am entering business expenses related to an employee who relocated (moved) in order to work for our agency. How do I….……..?
STOP! Statewide Payroll Services staff reviews all relocation expense reimbursement and advance requests and enters them in SEMA4.  Submit forms and receipts to Minnesota Management & Budget, Statewide Payroll Services, 658 Cedar St, Ste 400, Saint Paul MN 55155. 
Continue to the next topic, Entering Business Expense Advances.

Employee Business Expenses	Entering Business Expense Reimbursements	27
[bookmark: _Ref20020044][bookmark: _Ref20020065][bookmark: _Toc359830531][bookmark: _Toc385233655]Section 4 - Entering Business Expense Advances
[image: Read-Through picture]Introduction
An employee may request an advance of funds in order to pay for anticipated expenses. After the employee returns from the trip, the actual expenses incurred are entered in SEMA4. Depending on the total amount of the expenses, the employee is either reimbursed or the unspent advance amount is deducted from the paycheck.

You will enter information on the Business Expense page when an employee submits an approved SEMA4 Employee Expense Report form requesting an advance for business expenses. The employee lists their estimated expenses on the form. 
You will always create a new business expense record when entering an advance. An employee may have only one outstanding advance at a time. One advance must be settled before a second advance may be issued.
Short-term and Recurring Advances
Short-term advances generally result in a single advance of funds and the employee submitting all their expenses upon returning.  
Recurring advances are issued when an employee is required to travel on a regular recurring basis in connection with official state duties. The travel period could be for a fiscal year or a shorter period of time such as 3 months. The advance is requested to provide the employee with start-up funding to cover the necessary estimated expenses of an average month during the designated period of time. The employee uses the advance to pay for the first month of travel expenses. Then, at the end of the first month, instead of settling the advance, the employee claims reimbursement for the actual expenses of that month. The employee uses the reimbursement to pay for the second month’s expenses. Expenses continue to be funded throughout the travel period by using the reimbursement of the preceding month’s expenses to cover the current month’s expenses. 
Employees in departments that are approved to enter business expenses in Self Service, enter their own business expense advance requests. The employee’s supervisor and the agency payroll or accounting staff approve the request. After the employee returns from the trip, he or she enters the expenses in Self Service and submits receipts as directed by the agency. Receipts can be attached electronically in Self Service as File attachments. The employee’s supervisor and agency payroll or accounting staff review/approve the expenses. Agency payroll or accounting staff also enter the advance recapture.
By the end of this topic you will be able to enter a business expense advance.


Using SEMA4 Help
Use the following steps to view SEMA4 Help on adding a Business Expense Advance.

	Action
	Result

	1. Access SEMA4 Help.
	SEMA4 Help Contents displays

	2. Click HR/Payroll Functions and then click Business/Travel/Relocation Expense.
	Business/Travel/Relocation Expense - Contents displays

	3. Click Processes, Tasks, & Steps.
	Processing Business/Travel Expense Information – Tasks displays

	4. Scroll down to find the list of available step-by-step instructions.
	blank

	5. Select Adding a Business Expense Advance.
	Add a Business Expense Advance – Steps displays

	6. Review the information that displays.
	blank

	7. Exit SEMA4 Help.
	blank




[image: ]Business Expense Advance
In this walk-through, you will enter a business expense advance for Victor Kilmer who will be attending a conference in Chicago. Victor has submitted his approved and signed expense form for the advance. You will also check the Business Expense Status page to ensure the advance is ready for processing.
[bookmark: OLE_LINK3]Enter a business expense advance for the employee
	Action
	Result

	1. If you have signed out of SEMA4 User Training, sign in.
	Home displays

	2. Select Payroll > Business Expense > Business Expense.
	Business Expense search page displays



	Field Name and Description
	Field Data

	3. Click the Add a New Value link.
	blank

	4. EmplID and Empl Rcd Nbr
· Enter the employee ID and accept or change the employment record number. Click the Add [image: ] button. 
· If a message displays, click the OK [image: ] button.
	008458_ _ (substitute your two-digit code for the blanks)

Employment record number 0

	5. Find out if the employee already has an outstanding advance by selecting the View Advances link.
NOTE:  An advance displays on this page after it is processed in overnight batch processing. It continues to display until the advance settlement has been processed.
	The Outstanding Employee Advances page displays no data, so the employee does not have an outstanding advance.

	6. Click the Return [image: ] button to return to the Business Expense page.
	blank

	7. Start Date
· Enter the earliest date that expenses will be incurred on the expense report.
	Enter a date that is one month from now.

	8. End Date
· Enter the latest date that expenses will be incurred on the expense report.
NOTE  The end date must be equal to or greater than the start date. The date range cannot exceed one year.
	Enter a date that is 6 weeks from now

	9. In State/Out of State
· 
Click the drop-down arrow  button and select a value based on the trip’s final destination, in or outside of Minnesota.
TIP Each record can have only one In State/Out of State designation, even if some of the expenses were incurred in state and some out of state.
	Out of State

	10. Expense Description
· Enter a brief description of the business expense.
	Chicago Conference for Safety


Enter the advance information
	Field Name and Description
	Field Data

	11. Earnings Code
· Indicates type of payment being made.
	ADO – Advance, Out of state

	12. Amount
· Amount of the advance.
	1000.00

	13. Off Cycle?
	Blank

	14. XFer
	Blank


Complete the labor distribution 

If necessary, you may need to click the arrow [image: ] next to the Labor Distribution Information  header to reveal the labor distribution fields.
	Field Name and Description
	Field Data

	15. Click the Default Labor [image: ] button.
	blank

	16. Accounting Date 
Remember, due to limitations in the Training Database you’ll need to click the Look up Accounting Date [image: Look up Accounting Date button] button, and select the most recent Accounting Date listed. (You won’t do this routinely in SEMA4 Production.)
	Select the most recent date listed.

	17. Fund
	1000

	18. Fin DeptID
	G1045600

	19. AppropID
	G104000

	20. SW Cost
	Blank

	21. Sub Acct
	Blank

	22. Agcy Cost 1 and Agcy Cost 2
	Blank

	23. PC Bus Unit
	Blank

	24. Project and Activity
	Blank

	25. Source Type, Category and Sub Category
	Blank

	26. Description
	Blank



	Action
	Result

	27. Click the Save [image: ] button.
Record the system-assigned expense group ID___________.
	The system assigns the expense group ID. The status on the row is New.

	28. Click the Validate Labor Dist [image: ] button.
· Initiates the labor distribution validation process.
	When validation begins, a Check Progress button displays.

	29. Click the Check Progress [image: ] button until the validation process is complete.
If labor distribution error messages display in the Error Messages section of the page, correct the errors and re-validate. Repeat until there are no errors.
	blank

	30. Verify that:
· Total Trip Expense = 1000.00
· Status of each expense row = Ready
· Expense Status = Ready.
	blank


The page you completed should look similar to the one below. 
[image: ]

Check the status on the Business Expense Status page
	Action
	Result

	31. Navigate to the Business Expense Status page to ensure this business expense has a status of Ready. 
Payroll > Business Expense > Business Expense Status
If needed, refer to the instructions at the end of the first walk-through. Hints: The SetID is E77MN.
	Business Expense Status search page displays

	32. Click the department where the last two digits match your assigned two-digit code (E7710 _ _) and the status is not Processed.
NOTE A department displays more than once if rows in the department have more than one status.
	Expense Status = Ready




[image: Exercise image]Enter a Business Expense Advance
Exercise
In this exercise, you will enter a business expense advance.
Resources
You may use these resources in completing this exercise:
· The step-by-step instructions in the walk-through
· SEMA4 Help
Directions
Joy Jones, an accountant, will be traveling to St. Cloud to audit payroll transactions. She has requested an advance of $500.00 to cover her expenses. Joy, whose employee ID is 008454 _ _ (substitute your two-digit code for the blanks), employment record number is 0, and department is G100000, has filled out the expense report form and her supervisor has approved the advance by signing the form.
Enter a business expense advance for the employee
	Field Name and Description
	Field Data

	1. Click the View Advances link to see if Joy has an outstanding advance.
	blank

	2. Start Date
	Enter a date that is one month from today

	3. End Date
	Enter a date that is five weeks from today

	4. In State/Out of State
	In State

	5. Expense Description
	St. Cloud Payroll Audit

	6. Earnings Code
	ADI

	7. Amount
	500.00

	8. Off Cycle?
	Blank

	9. XFer
	Blank

	10. Accounting Date
	Select the most recent date listed.

	11. Fund
	1000

	12. Fin DeptID
	G1032100

	13. AppropID
	G101000

	14. SW Cost
	Blank

	15. Sub Acct
	Blank

	16. Agcy Cost 1 and Agcy Cost 2
	Blank

	17. PC Bus Unit
	Blank

	18. Project and Activity
	Blank

	19. Source Type, Category and Sub Category
	Blank

	20. Description
	Blank

	21. Click the Save [image: ] button.
	Expense Status = New.

	22. Click the Validate Labor Dist [image: ] button.
	Check Progress button displays.

	23. Click the Check Progress [image: ] button periodically until validation is complete. If labor distribution errors display in the Error Messages section of the page, correct the errors and re-validate. Repeat until there are no errors.
	blank

	24. Expense group ID is ___________________.
	blank

	Total trip expense is ___________________.
	500.00

	Row status is ___________________.
	Ready

	Is the labor distribution correct?
	After clicking the Default Labor [image: ] button, you should have entered new values for Fin DeptID and AppropID.


The page you completed should look similar to the one on the next page.

[image: ]
Check the status on the Business Expense Status page
	Action
	Result

	25. Navigate to the Business Expense Status page to ensure this business expense has a status of Ready. If needed, refer to the step-by-step instructions at the end of the first walk-through. 
Hint: The SetID = G10MN
	blank

	26. Click the department in Ready status. Look for the employee ID where the last two digits match your assigned two-digit code and the correct expense group ID. TIP: Look through the entire list.
	Business Expense Status page displays





[image: ]Review Questions
Review what you learned by answering the following questions. If you have difficulty answering the questions, review the topic.
1. An “I” as the third character of an advance earnings code means:
a. In State
b. Internal
c. International
2. From where does default labor distribution information originate?
a. Employee data
b. Position data
c. Job data
d. Position Funding
3. True or False. If an advance must be split into multiple labor distribution rows, you must enter a separate expense group ID for each labor distribution row.
[bookmark: OLE_LINK5]	
4. How many outstanding business expense advances can an employee have at one time?
a. Not more than three.
b. One
c. Any number as long as the total dollar amount of all advances is $2500 or less.
5. An employee gets an advance. The trip start and end dates are 7/1/2012 to 7/15/2013. What’s wrong with these dates? 
__________________________________
6. What three things should you do once the validation process is complete?
_____________________________________________
_____________________________________________
_____________________________________________
7. True or False. You must always check the View Advances link when entering an advance to make sure there is not an outstanding advance for the employee.
_____________________________________________
Check your answers on the next page.


[image: Review Answers puzzle image]Review Answers
Check your answers to the review questions.
1. An “I” as the third character of an advance earnings code means:
a. In State
2. From where does default labor distribution information originate?
d. Position Funding
3. True or False. If an advance must be split into multiple labor distribution rows, you must enter a separate expense group ID for each labor distribution row.
False
4. How many outstanding business expense advances can an employee have at one time?
b. One
5. An employee gets an advance. The trip start and end dates are 7/1/2012 to 7/15/2013. What’s wrong with these dates? 
The time period exceeds one year.
6. What three things should you do once the validation process is complete?
· Write down the expense group ID.
· Verify that the total trip expense equals the total amount on the expense report.
· Verify that the status of each expense row is Ready.
7. True or False. You must always check the View Advances link when entering an advance to make sure there is not an outstanding advance for the employee.
True
Continue to the next topic, Entering Business Expense Advance Settlements.

[bookmark: _Ref20020132][bookmark: _Toc359830532][bookmark: _Toc385233656]Section 5 - Entering Business Expense Advance Settlements
[image: Read-Through picture]Introduction
It is the responsibility of each agency to track all business expense advances. The employee is required to settle the advance according to Minnesota Management & Budget Operating Policies and Procedures on employee travel expenses.
For short-term advances employees must submit expenses and receipts within 5 days of the trip end date. All advances must be settled by 1) The fiscal year end, 2) The advance recapture date (advance recapture date = trip end date plus 28 days), or 3) The employee’s employment ends, whichever occurs first. If an advance has not been settled in that time period, the agency must recapture the advance.
An employee can have only one outstanding business expense advance at a time. Therefore, the employee must settle one advance before another one can be issued.
Short-term advances are settled by accessing the record with the expense group ID that was assigned when the advance was issued.
Settling a Business Expense Advance
The process for settling an advance has two parts. First, a row is added with a negative amount equal to the advance amount. This negative row “recaptures” the advance funds. Secondly, the actual trip expenses are entered for payment.
· If the expenses are equal to the advance amount, generally there is no effect on the employee’s paycheck.
· If the expenses exceed the advance amount, the employee will receive the difference on the paycheck.
· If the expenses are less than the advance amount, the difference will be deducted from the employee’s paycheck. When expenses are less than the advance amount, verify that the employee’s net pay is sufficient to cover the difference.
By the end of this topic, you will be able to enter a business expense advance settlement.


[image: ]Settling a Business Expense Advance
Henry Thomas has returned from a business trip to Chicago. He submitted his expenses for the trip, along with the appropriate receipts, to his supervisor. His supervisor has approved the expenses and forwarded them to you for entry. While reviewing the form, you note that a portion of the lodging expense is to be charged to an account other than the one set up on position funding.
Search for the Expense Group ID for the advance
	Action
	Result

	1. If you have signed out of SEMA4 User Training, sign in.
	Main menu displays

	2. Select Payroll > Business Expense > Business Expense.
	Business Expense search page displays

	3. On the search page, you should always enter the Expense Group ID that was assigned when the advance was entered.

However, for this walk-through, enter employee ID 008475_ _ (substitute your two-digit code for the blanks). Click the Search  button.
	Business expense record with the advance displays

	4. Click the Add a row [image: Add a row button] button on the row representing the advance payment.
	A new row is added.


Enter the advance settlement
	Field Name and Description
	Field Data

	ADVANCE RECAPTURE
	5. Earnings Code
	ADO

	
	6. Amount 
Enter a negative dollar amount equal to the advance. This represents the advance recapture.
	-1000.00

	
	7. Off Cycle?
	Blank

	
	8. XFer
	Blank

	ACTUAL EXPENSES
	9. Click the Add a row [image: Add a row button] button on the advance recapture row to add a row. Enter the actual trip expenses. If you need help, review the steps in the first topic, Entering Business Expense Reimbursements.
Tips: Click the Add a row [image: Add a row button] button to add each new row. Click the Lookup Earn Code [image: Look up button] button to select the appropriate earnings code based on the type of expense.
	Meal – 157.77 - MWO
Fax – 35.33 - FXO
Parking – 18.75 - PKO
Mileage – 168.50 - MLO
Lodging – 667.43 - LGO




Enter labor distribution
	Field Name and Description
	Field Data

	10. Click the Default Labor [image: ] button to load accounting information from Henry’s position funding record to the labor distribution fields on all rows except the advance request row.
	blank

	11. On the advance recapture row:
· Compare labor distribution values to those on the advance request row. Labor Distribution for the advance request and recapture rows should be identical.
	Accept the default values 

	· Enter a description (optional)
	Recapture

	12. Review the default labor distribution on the expense rows for earnings codes MWO, FXO, PKO, MLO and LGO. Modify if necessary.
	Accept the default values

	13. On the row for lodging (earning code LGO), $250.00 must be charged to a different account. On the labor distribution row for earnings code LGO, click the Add a row [image: Add a row button] button.
	A labor distribution row is added. It has the default labor distribution information.

	14. On the new row:
· In Amount field, enter the amount to be charged to a different account.
	Enter 250.00

	· Modify the default labor distribution values to identify the other account.
	Fin DeptID	G1032100
AppropID	G101000

	15. On the other labor distribution row, update the Amount field with the remainder of the expenses.
($667.43 – 250.00 = $417.43)
	417.43

	16. In the Accounting Date field on each row, click the Look up Accounting Date [image: Look up Accounting Date button] button, and select the most recent Accounting Date listed.
	This is required due to limitations in the Training Database – this won’t be done routinely in Production.



	Action
	Result

	17. Click the Save [image: ] button. Status of the new rows is New.
	blank

	18. Review the expenses entered. The meal expense was entered incorrectly. Correct the amount.
	Meal 157.55

	19. Click the Save [image: ] button.
	blank

	20. Click the Validate Labor Dist [image: ] button.
	blank

	21. Click the Check Progress [image: ] button until the validation process is complete.  If labor distribution errors display in the Error Messages sectione, correct and re-validate until there are no errors.
	blank

	22. The Total Trip Expense is $1047.56.
	Row status = Ready

	Advance Recapture  =	$1000.00
Expenses entered  = 	1047.56
Amount to be added to Henry’s paycheck = $47.56
	blank


The page you completed should look similar to the picture on the next page. To see the labor distribution rows, click the arrows on the Labor Distribution Information header rows.


Henry Thomas Advance Settlement
[image: ]
[image: ]



	Action
	Result

	23. Select the View Advances link.
	Outstanding Employee Advances page displays

	The page displays two rows: a Processed row (the advance request) and a Ready row (the advance recapture you entered). During the next processing of business expenses, both rows will be deleted (as long as the total amount equals zero).
	blank

	24. Click the Return [image: ] button, and then click the Home [image: ] link.
	blank

	25. Navigate to the Business Expense Status page to ensure this business expense record has a status of Ready.
Hint: Select Payroll > Business Expense > Business Expense Status. The SetID is B21MN. On the search results, find department B21T2 _ _ (substitute your two-digit code for the blanks). 
If needed, refer to the step-by-step instructions at the end of the first walk-through.
	blank


Question: Why does this expense group ID display in two different status groups in the Business Expense Status search results?
The original advance row is in ____________________ status.
The rows you just added are in ____________________ status.
See answers below.
Answer: 	The original advance row is in Processed status.
The rows you just added are in Ready status.


[image: Exercise image]Enter a Business Expense Advance Settlement
Exercise
An employee has returned from a trip for which he was issued a business expense advance.  He has turned in an approved and signed expense report with receipts attached to settle the advance.
Resources
You may use these resources in completing this exercise:
· The step-by-step instructions in the walk-through
· SEMA4 Help
Directions
Herbert Clark has returned from his Mankato conference. He submitted an expense report and receipts to his supervisor. The supervisor approved the expenses and gave them to you for entry. Herbert received an advance of $500 for his trip. His EmplID is 008471_ _ (substitute your two-digit code for the blanks) and the employment record number is 0. Recapture the advance and enter the actual expenses Herbert incurred.
Enter the advance settlement
	Field Name and Description
	Field Data

	1. Earnings Code
	ADI

	2. Amount
	-500.00

	3. Actual expenses
	Lodging  178.00
Meals  58.80
Mileage (nontaxable)  143.40
Conference fee  100.00

	4. Labor distribution for all rows
Exception: The advance recapture row should always have the same labor distribution values as the advance payment. 
In the Accounting Date field on each row, click the Look up Accounting Date [image: Look up Accounting Date button] button, and select the most recent Accounting Date listed.
	Fund	1000
Fin DeptID	G1045600
AppropID	G105000
The Accounting Date field entry is required due to limitations in the Training Database – this won’t be done routinely in Production.

	5. Total Trip Expense is $480.20.
	Row status = Ready

	6. Advance recapture =  500.00
Expenses entered   =  480.20
Amount to be deducted from Herbert’s paycheck =  $19.80
	blank




The page you completed should look similar to this page. To see the labor distribution rows, click the arrows on the Labor Distribution Information header rows.
Herbert Clark Advance Settlement
[image: ][image: ]



	Field Name and Description
	Field Data

	7. Click View Advances to view the original advance and the recapture. During batch processing these rows will be deleted. Since the amounts total zero, the system will allow another advance request even before the settlement rows are processed.
	blank

	8. Navigate to the Business Expense Status page to ensure the rows are in Ready status. SetID is B21MN. On the search results, find department B21T2_ _ (substitute your two-digit code for the blanks) with a Ready Status. You should see Herbert Clark’s Mankato Conference Expense ID on the list.
	blank



[image: ]Review Questions
Review what you learned by answering the following questions. If you have difficulty answering the questions, review the topic.
1. True or False. Recapturing an advance is another term for issuing an advance.
2. If the amount of an advance is exactly equal to the amount of the expenses the employee incurred, then:
a. No receipts are required.
b. No settlement of the advance is required.
c. Generally, there will be no effect on the employee’s paycheck when the advance is settled.
d. The advance is considered a recurring advance.
3. When recapturing an advance, you enter the advance amount as:
a. A positive number.
b. A percentage.
c. A fraction.
d. A negative number.
4. True or False: The advance recapture row should always have the same labor distribution values as the advance payment.
Check your answers on the next page.


[image: Review Answers puzzle image]Review Answers
Check your answers to the review questions.
1. True or False. Recapturing an advance is another term for issuing an advance. 
False
2. If the amount of an advance is exactly equal to the amount of the expenses the employee incurred, then:
c. Generally, there will be no effect on the employee’s paycheck when the advance is settled.
3. When recapturing an advance, you enter the advance amount as:
d. A negative number.
4. True or False:  The advance recapture row should always have the same labor distribution values as the advance payment.
True
Continue to the next topic, Transferring Business Expense Labor Distribution.
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[bookmark: _Ref20020165][bookmark: _Toc359830533][bookmark: _Toc385233657]Section 6 - Transferring Business Expense Labor Distribution
[image: Read-Through picture]Introduction
Every row of business expense information has accounting information, or labor distribution, attached to it. Sometimes business expenses may need to be charged to accounts other than the ones to which they were originally posted. If an expense row has been saved but is not yet processed, the labor distribution fields can simply be modified by deleting existing values and entering new values. However, once expenses have been processed, the rows are grayed and the values cannot be modified. At that point, transferring expenses to another account requires you to enter a business expense expense transfer.
You transfer business expense labor distribution from one account to another by adding new rows of information.
· An expense row is added using the same earn code as the row being transferred. No amount is entered on this row. The XFer check box is checked to indicate that an expense transfer is being entered for the row.
· At least two labor distribution rows are required.
· One row has the account to which the expenses were originally posted and the original amount as a negative. This “reverses” the expense and takes it out of the original account.
· The other row has the new account to which the expenses should post and the amount as a positive. 
· The total amount of all labor distribution rows involved in the transfer must equal zero.
At the end of this topic you will be able to transfer labor distribution for processed business expenses from one account to another.


[image: ]Transferring business expense labor distribution
During this walk-through, you will transfer processed business expenses from one account to another. The conference fees for Thomas Hill should have been charged to a different account. You will enter the transfer to make the change.
Search for the expense group ID that has the labor distribution to be transferred
	Action
	Result

	1. Sign in to SEMA4.
· Select User Training database.
· Use your training user ID and password.
	Home displays

	2. Select Payroll > Business Expense > Business Expense.
	The Business Expense search page displays

	3. Search for the business expense paid to Thomas Hill. 
In the EmplID field enter 008452_ _ (substitute your two-digit code for the blanks.
	The Business Expense page displays with expenses for Thomas.


What are the total trip expenses? __________ What is the expense group ID? _________
Enter the labor distribution transfer
	Action
	Result

	4. Click the Add a row [image: Add a row button] button on the row that represents the payment that you want to transfer. In this case, it is the row with earnings code CFI.
	A new row is added.

	Field Name and Description
	Field Data

	5. Earnings Code
· Enter the same earnings code that was used in the original row.
	CFI

	6. Amount
· When transferring, the amount on the earnings code row is always blank. Amounts are entered on labor distribution rows.
	Blank

	7. Off Cycle?
	Blank

	8. XFer
	Select the checkbox




	Action
	Result

	9. Click the Default Labor [image: ] button.
	All labor distribution rows display.

	10. Click the Add a row [image: Add a row button] button on the Labor Distribution row that is just below the new CFI row you added.
	A labor distribution row is added.

	Field Name and Description
	Field Data

	11. On the first labor distribution row:
· Enter the amount from the original row as a negative amount.
	-100

	· In the Accounting Date field, click the Look up Accounting Date [image: Look up Accounting Date button] button, and select the most recent Accounting Date listed.
	The Accounting Date is required in the Training Database, but this field will routinely be left blank in Production and the system will default a date.

	· Enter the labor distribution values from the original row.
	Accept the default values.

	This transfers the amount out of the original account.
	blank

	12. On the second labor distribution row:
· Enter the amount from the original row as a positive amount.
	100

	· In the Accounting Date field, click the Look up Accounting Date [image: Look up Accounting Date button] button, and select the most recent Accounting Date listed.
	The Accounting Date is required in the Training Database, but this field will routinely be left blank in Production and the system will default a date .

	· Enter the new labor distribution values.
	Fin DeptID = G1032100
AppropID = G102000

	This transfers the amount into the new account.
	blank

	13. Description (optional)
	Enter Transfer on each row.

	Action
	Result

	14. Click the Save [image: ] button. The status on the rows is New.
	The status of the expense group ID and the new CFI row is New.

	15. Click the Validate Labor Dist [image: ] button.
	blank

	16. Click the Check Progress [image: ] button until validation is complete.
If labor distribution errors display in the Error Messages section of the page, correct the errors and re-validate until there are no errors.
	The status of the expense group ID and the new CFI row are Ready.




What are the total trip expenses? ________ Note that the total expense amount hasn’t changed. There is no impact on the employee’s reimbursement. This is only a transfer between accounts.
The page you completed should look similar to this page. 
[image: ]
	17. Navigate to the Business Expense Status page to ensure this business expense record is in Ready status. The SetID is G10MN.
HINT: Find the record for your expense group ID.
	blank




[image: Exercise image]Transferring Business Expense Labor Distribution
Exercise
Use the step-by-step instructions in the previous walk-through and SEMA4 Help to assist you in completing this exercise.
Directions
David Lynn, EmplID 008460 _ _ (substitute your two-digit code for the blanks), submitted travel expenses that were reimbursed, but the expenses must be charged to a different account.
	Field Name and Description
	Field Data

	1. Earnings Code
	MEI

	2. Amount
	Blank

	3. Off Cycle?
	Blank

	4. XFer
	Select the checkbox

	5. First labor distribution row
	-100
Accept labor distribution values

	6. Second labor distribution row
	100
Fin DeptID = G1032100
AppropID = G101000

	7. Don’t forget the Accounting Date!  Normally, you will leave this field blank in Production and the system will default the appropriate date – but is required here in the Training Database.
	Select the most recent Accounting Date.

	8. Description
	Transfer


What are the total trip expenses? __________	What is the expense group ID? __________
The page you completed should look similar to this page.
[image: ]
Be sure to check the Business Expense Status page to ensure this record has a status of Ready. 
HINT:  The SetID is E77MN and the Department number ends with your two-digit code.

[image: ]Review Questions
Review what you learned by answering the following questions. If you have difficulty answering the questions, review the topic.
1. To change the labor distribution on a processed business expense you must:
a. Use correction mode
b. Make the correction in SWIFT/FMS
c. Add a new earnings row and modify labor distribution
2. True or False. When processing a transfer of a business expense from one account to another, you will always create a new expense group ID.
3. True or False. When processing a business expense transfer, you must be certain to select the XFer checkbox on the expense row you added.
4. True or False. When processing a business expense transfer, the employee’s pay may either increase or decrease as a result of the transaction. 
5. You need to process an expense transfer to change the labor distribution to a different account. The row needing this adjustment is in Ready status. Will the expense transfer succeed?
Check your answers on the next page.


[image: Review Answers puzzle image]Review Answers
Check your answers to the review questions.
1. To change the labor distribution on a processed business expense you must:
c. Add a new earnings row and modify labor distribution
2. True or False. When processing a transfer of a business expense from one account to another, you will always create a new expense group ID.
False
3. True or False. When processing a business expense transfer, you must be certain to select the XFer checkbox on the expense row you added.
True
4. True or False. When processing a business expense transfer, the employee’s pay may either increase or decrease as a result of the transaction. 
False. There is no effect on the employee’s pay when an expense transfer is processed. Only the accounting information is affected.
5. You need to process an expense transfer to change the labor distribution to a different account. The row needing this adjustment is in Ready status. Will the expense transfer succeed?
No, it will not succeed. Only Processed rows can be transferred. If rows are in Ready status, you simply modify the existing labor distribution values, save and validate.
Continue to the next topic, Adjusting Processed Business Expenses.

Employee Business Expenses	Transferring Business Expense Labor Distribution	44
[bookmark: _Ref20020210][bookmark: _Toc359830534][bookmark: _Toc385233658]Section 7 - Adjusting Processed Business Expenses
[image: Read-Through picture]Introduction
After business expenses are processed, if errors are found, you must make adjustments to correct them. In the previous topic you transferred labor distribution from one account to another. To make the transfer, you added an earnings row and at least two new labor distribution rows. But, what about correcting an incorrect earning code or amount?
Adjusting Business Expense Earnings Codes
If an incorrect business expense earnings code is used and the row has been processed, the correction is similar to the way transfers are made for labor distribution. Two correcting rows are added on the Business Expense page – a negative row to reverse the row in error and a positive row with the correct information. 
Example: Assume you entered $130 for meals but it should have been for lodging. Because you selected the wrong earnings code, first you enter -130 with the meals earning code. Then you enter 130 with the lodging earning code. 
When you transfer labor distribution to a new account, employee pay is not affected. Earnings code adjustments generally do not affect employee pay unless the adjustment involves replacing a taxable earnings code with a non-taxable earnings code, or vice versa. Adjusting a taxable to a non-taxable earnings code results in slightly more net pay on the employee’s paycheck because when the adjusting row is processed, tax originally withheld is added back to the employee’s pay. The reverse is also true – adjusting a non-taxable to a taxable earnings code results in a slight decrease in net pay because taxes were not withheld on the non-taxable earnings code, but are withheld on the taxable earnings code.
Adjusting Business Expense Amounts
If an incorrect amount was entered and the row has been processed, the correction is made by entering one adjusting row. You add a new row on the Business Expense page and enter a positive or negative value to offset the error. These examples should illustrate these adjustments. 
Example 1: Assume you entered $233 for airfare, but it should have been $322. To adjust the amount, you add one row using the same earnings code and the amount 89 to offset the error. The employee was underpaid but will receive the additional $89 on his/her paycheck.
Example 2: Assume you entered $200 for meals, but it should have been $20. To adjust the amount, you add one row using the same earnings code and the amount -180 to offset the error. The employee was overpaid by $180 dollars. This amount will be deducted from his/her paycheck. If the amount to be deducted is large, make sure the employee will be receiving enough pay to cover the adjusting amount that will be deducted.
At the end of this topic you will be able to make adjustments to processed business expenses.


[image: ]Adjusting Processed Business Expenses
Victoria Vance was reimbursed for car rental expenses but the reimbursement should have been for airfare. Also, the amount she received for mileage was incorrect.
You must adjust Victoria’s processed business expenses to reflect the correct amount and earnings code.
Search for the expense group ID that needs to be adjusted
	Action
	Result

	1. If you have signed out of SEMA4 User Training, sign in.
	Home displays

	2. Select Payroll > Business Expense > Business Expense.
	Business Expense search page displays

	3. 
Search for the business expenses recently paid to Victoria Vance. In the EmplID field enter, 008453_ _ (substitute your two-digit code for the blanks) and click the Search  button.
	Business Expense page displays with expenses for Victoria – This is the only record Victoria has in SEMA4 at this time.


What is the expense group ID? ____________________________
Adjust an earnings code error
	Action
	Result

	4. The expense that displays for earnings code CRI (car rental expense) should have been entered for earnings code ARI (airfare). You must adjust the earnings code.
	blank

	5. Click the Add a row [image: Add a row button] button on the row that displays CRI. This is the row processed with the incorrect earnings code.
	A new row is added


Reverse the incorrect earnings code information
	Field Name and Description
	Field Data

	6. Earnings Code
· Enter the same earnings code that was used in the incorrect row.
	CRI

	7. Amount
· Enter the same amount as the incorrect row as a negative amount.
	-240

	8. Off Cycle?
	Blank

	9. XFer
	Blank




Add the correct earnings code information
	Action
	Result

	10. Click the Add a row [image: Add a row button] button again on either row that displays earnings code CRI.
	A new row is added

	Field Name and Description
	Field Data

	11. Earnings Code
· Enter the new earnings code for airfare.
	ARI

	12. Amount
· Enter the same amount as on the incorrect row as a positive amount.
	240

	13. Off Cycle?
	Blank

	14. XFer
	Blank


Adjust an error in the dollar amount
The amount entered for mileage (MLI) was $81, but should have been $18. The earnings code in this case is correct – only the amount is in error. You adjust the amount by entering one adjusting row.
	Action
	Result

	15. Click the Add a row [image: Add a row button] button on the row that displays MLI. This is the row processed with the incorrect amount.
	A new row is added.

	Field Name and Description
	Field Data

	16. Earnings Code
· Enter the same earnings code that was used in the incorrect row.
	MLI

	17. Amount
· Enter a negative or positive amount to offset the incorrect amount. The employee was overpaid $63 ($81-$18=$63).
	-63

	18. Off Cycle?
	Blank

	19. XFer
	Blank



Complete Labor Distribution
	Action
	Result

	20. Click the Default Labor [image: ] button to populate the labor distribution fields on the new rows. The values come from position funding. Make the values on the new rows match the values on the processed row. 
(If you were to change labor distribution values, this would be an expense transfer. Expense transfers can’t be done in the same transaction as adjustments to earnings codes and amounts.)
	Accept the default values

	21. In the Accounting Date field of all the rows you added, click the Look up Accounting Date [image: Look up Accounting Date button] button, and select the most recent Accounting Date listed
	The Accounting Date is required in the Training Database, but you will not routinely enter this in Production

	22. Description
	Adjustment (on the labor distribution rows that you added)

	23. Click the Save [image: ] button.
	Expense Status = New.

	24. Click the Validate Labor Dist [image: ] button.
	blank

	25. Click the Check Progress [image: ] button periodically until the validation is complete.
If labor distribution errors display in the Error Messages section of the page, correct the errors and re-validate. Repeat until there are no errors.
	blank

	26. The Total Trip Expense field should display $506.14. 
The $63.00 adjustment to correct the overpayment in mileage will be deducted from Victoria’s paycheck. The earnings code error will be corrected when the business expense rows process, but will not affect Victoria’s pay.
	The status of the new rows and Expense Status is Ready.



The page you completed should look similar to this page
[image: ]
[image: ]

	27. Be sure to navigate to the Business Expense Status page to ensure this business expense record is in Ready status.  The SetID is P07MN. (You recorded the expense group ID near the beginning of this walk-through.)
	blank




[image: Exercise image]Adjust Processed Business Expenses 
Exercise

Resources
You may use these resources in completing this exercise:
· The step-by-step instructions in the walk-through
· SEMA4 Help
Directions
Business expenses were reimbursed to Sheila Smith. Her expenses totaled $82.58 and the trip description is Southwest MN Meetings.
Sheila has informed you that two reimbursements she sees on her pay stub are incorrect. 
1. The amount reimbursed for phone expense should have been $9.99, not $19.99.
2. The expenses reimbursed as parking expenses were actually charges for photocopies.
You must adjust the business expense record to correct the amount for business phone and adjust the parking expenses to accurately show them as photocopying charges. 
To display the correct record on the Business Expense page, search by EmplID 008474 _ _, (substitute your two-digit code for the blanks).
Adjust the amount by entering a single new row
	Field Name and Description
	Field Data

	1. Earnings Code
	BPI

	2. Amount
	-10

	3. Off Cycle?
	Blank

	4. XFer
	Blank


Adjust the earnings code by entering two new rows
	Field Name and Description
	Field Data

	5. Earnings Code
	PKI

	6. Amount
	-6

	7. Off Cycle?
	Blank

	8. XFer
	Blank

	9. Earnings Code
	CPI

	10. Amount
	6

	11. Off Cycle?
	Blank

	12. XFer
	Blank


Complete Labor Distribution
	Action
	Result

	13. Click the Default Labor [image: ] button to populate the labor distribution fields on the new rows. The values come from position funding. Make the values on the new rows match the values on the processed row.
	Accept the default values

	27. In the Accounting Date field of all the rows you added , click the Look up Accounting Date [image: Look up Accounting Date button] button, and select the most recent Accounting Date listed
	The Accounting Date is required in the Training Database, but you will not routinely enter this in Production

	14. Description
	Adjustment (on all the rows that you added)

	15. Click the Save [image: ] button.
	Row status = New

	16. Click the Validate Labor Dist [image: ] button.
	Blank

	17. Click the Check Progress [image: ] button periodically until the validation is complete.
If labor distribution errors display in the Error Messages section of the page, correct the errors and re-validate. Repeat until there are no errors.
	Blank

	18. The Total Trip Expense should display $72.58.
	Row status = Ready




The page you completed should look similar to this page. 
[image: ]
[image: ]
	19. Don’t forget to check the Business Expense Status page to ensure this business expense record is in Ready status.  The SetID is B21MN.
	Blank




[image: ]Review Questions
Review what you learned by answering the following questions. If you have difficulty answering the questions, review the topic.
1. To adjust a processed reimbursement amount that was an overpayment you must:
a. Add a new row with a negative amount to offset the incorrect amount
b. Use update mode
c. Add two new rows for each change
2. True or False: You can correct a processed business expense that was entered with an incorrect earnings code by adding only one row.
a. True
b. False
3. How would you correct an earnings code or amount on business expense rows that are in New or Ready status? 	
4. Is the employee’s net pay affected by an adjustment to the earnings code/amount of a processed reimbursement in the following cases? 
· [bookmark: OLE_LINK4]When adjusting an amount?	_______________
· When adjusting from a non-taxable to a non-taxable earnings code?	_______________
· When adjusting from a non-taxable to a taxable earnings code?	_______________
· When adjusting from a taxable to a non-taxable earnings code? 	_______________
· When adjusting from a taxable to a taxable earnings code? 	_______________
5. The status of expense rows on the Business Expense page can be New, Error, Ready, or Processed. Write the correct status beside the description that defines it.
· A row that will be picked up in the next pay calculation	_______________
· A row that has been paid or will be paid	_______________
· A row that is currently being entered	_______________
· A row that has labor distribution errors	_______________
Check your answers on the next page.


[image: Review Answers puzzle image]Review Answers
Check your answers to the review questions.
1. To adjust a processed reimbursement amount you must:
a. Add a new row with a negative amount to offset the incorrect amount
2. True or False: You can correct a processed business expense that was entered with an incorrect earnings code by adding only one row.
b. False – you must add 2 new rows to make the correction.
3. How would you correct an earnings code or amount on business expense rows that are in New or Ready status?
You would access the incorrect expense and correct the earnings code or amount by replacing the incorrect information with the correct information, saving and validating the record.
4. Is the employee’s net pay affected by an adjustment to the earnings code/amount of a processed reimbursement in the following cases?
· When adjusting an amount? 		Yes	
· When adjusting from a non-taxable to a non-taxable earnings code? 		No	
· When adjusting from a non-taxable to a taxable earnings code?		Yes	
· When adjusting from a taxable to a non-taxable earnings code? 		Yes	
· When adjusting from a taxable to a taxable earnings code?		No	
5. The status of expense rows on the Business Expense page can be New, Error, Ready, or Processed. Write the correct status beside the description that defines it.
· A row that will be picked up in the next pay calculation		Ready	
· A row that has been paid or will be paid		Processed	
· A row that is currently being entered		New	
· A row that has labor distribution errors		Error	
Continue to the next topic, Processing Expenses Entered in Self Service.
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[bookmark: _Toc359830535][bookmark: _Toc385233659]Section 8 - Processing Expenses Entered in Self Service
[image: Read-Through picture]Introduction
Using the business expense module in Self Service is optional for state agencies. If your agency or the departments you process will not use this module, you may skip this topic.
Employees in departments using Self Service business expenses enter expenses, advance requests and labor distribution (optional by department). Supervisors review and approve expenses. Instructions are available for employees, supervisors and payroll/HR staff, but are not included in this learning guide.
Agency payroll or accounting staff monitor business expenses in Self Service, approve expenses on the Business Expense page in SEMA4 and review business expense system reports. This topic covers these agency tasks. 
· Monitoring business expense entry and approvals in Self Service
Agency payroll or accounting staff monitor expenses entered and approved in Self Service to ensure timely payments. Monitoring is done using search results from the Self Service Business Expenses or Business Expense Review components in SEMA4. It should be done early enough to allow time to follow up before the noon deadline for completing business expenses on Friday of payroll processing week.
· Approving business expenses entered by employees and approved by supervisors
Agency payroll or accounting staff approve expenses entered and approved in Self Service. This is done on the Business Expense page. Agency staff may review expense detail on the Self Service Business Expenses module. For example, in the description fields details such as times and destinations should be reviewed. Sometimes viewing detail is not necessary, such as if there is one expense for supplies and you have a receipt.
· Reviewing the audit and other reports related to business expenses
The final topic in this learning guide covers business expense reports. One of those reports is the FIHR2470, Self Service Business Expense Audit Report (DocumentDirect/InfoPac ID HP2470). 
In Self Service, a person authorized to approve expenses may also modify and mark entries complete if the employee is unavailable and the approver is certain the changes are correct. This should rarely occur, but when it does, information about the transaction, including name and ID of the person who marked the expenses complete, displays on this report.
Similarly, a primary approver (the employee’s supervisor) and backup approvers are authorized to approve expenses. Backup approvers should rarely approve expenses. When they do, information including name and ID of the approver, displays on this report.
Agencies use this report to ensure that the normal routine is followed, that is:
· Employees enter expenses, mark them complete and enter corrections, and
· Primary approvers approve expenses and validate labor distribution. 
At the end of this topic, you will be able to monitor and approve business expense reimbursements and advances that were entered in Self Service.


[image: ]Monitor Business Expenses in Self Service
On Thursday morning of payroll processing week, agency payroll staff view search results on the Self Service Business Expenses search page in SEMA4 to check the status of business expenses entered in Self Service. Records that have a status of Employee Complete need to be approved by supervisors in order for agency payroll staff to complete the final review/approval in SEMA4 by Friday noon so they will be paid on the next paycheck.
In the following walk-throughs, search results will not display because the training database does not include Self Service information. The walk-throughs explain what would happen in the production database.
Monitoring Business Expenses in Self Service
	Action
	Result

	1. If you have signed out of SEMA4 User Training, sign in.
	Home displays

	2. Select Payroll > Business Expense > Self Service Business Expenses.
	Self Service Business Expenses search page displays

	3. 

In the Approval Flag field, click the drop-down arrow  button and select Employee Complete. Click the Search  button.
	No search results display in this database. In production, rows displayed are ready for manager approval.

	4. When this search is done in SEMA4 Production, any search results that display are business expense records that employees have completed – but need the approval of a supervisor or manager. You would take appropriate action to remind supervisors or managers that expenses are awaiting their approval.
	blank



[image: ]
	Action
	Result

	5. 

In the Approval Flag field, click the drop-down arrow  button and select Manager Approved. Click the Search  button. 

	No search results display in this database. In production, rows displayed are ready for approval by payroll or accounting staff.

	6. When this search is done in SEMA4 Production, any search results that display are business expense records that have been completed by the employee and have the supervisor’s approval – but they still require final approval by agency payroll before the expenses will be paid. Payroll staff should approve these expenses on the Business Expense page.
	Blank




[image: ]


	Action
	Result

	7. 

In the Approval Flag field, click the drop-down arrow  button and select Agency Not Approved. Click the Search  button.
	No search results display in this database. In production, rows displayed need completion by payroll or accounting staff. They must be in Ready status to be processed.

	8. When this search is done in SEMA4 Production, any search results that display are business expense records that still require payroll staff approval before the expenses are paid. Payroll staff started reviewing these expenses, but the approval process is not yet complete. You must finish approving these expenses on the Business Expense page.
	Blank



[image: ]

NOTE:  For this walk-through, we used the menu path Payroll > Business Expense > Self Service Business Expenses. 
Similar search results displaying approval flag values can be viewed on the menu path Payroll > Business Expense > Business Expense Review. You can use either path to view search results for monitoring the progress of expenses entered in Self Service.


[image: ]Approve Business Expenses Entered and Approved in Self Service
On Thursday of payroll processing week you may decide to review and approve business expenses entered by employees and approved by managers in Self Service for the departments for which you are responsible. Your goal is to have business expenses in Ready status by Friday noon of payroll processing week so they are paid on paychecks the following Friday.
Complete the following steps to find instructions for doing this task.

View SEMA4 Help
Use the following steps to view SEMA4 Help about approving business expenses from Self Service.
	Action
	Result

	1. Access SEMA4 Help.
	Help displays

	2. Click HR/Payroll Functions, and then Business/Travel/Relocation Expense.
	Business/Travel/Relocation Expense - Contents page displays

	3. Click Processes, Tasks, & Steps.
	Processing Business/Travel Expense Information - Tasks displays

	4. Scroll down to find a list of step-by-step instructions.
	Blank

	5. Click Approving Business Expenses/Advances Entered in Self Service.
	Approve Business Expenses/Advances Entered in Self Service - Steps displays

	6. Read the instructions and then answer the review questions on the next page.
	Blank




[image: ]Review Questions
Review what you learned by answering the following questions. If you have difficulty answering the questions, review the topic.
1. Fill in the letter of the approval flag you would select to perform each task in the table below.
a. Agency Approved
b. Agency Not Approved
c. Employee Complete
d. Manager Approved
	Select
	When you want to

	Fill in letter
	Approve business expenses entered and approved in Self Service.

	Fill in letter
	Review expenses you entered on the Business Expense page and those you approved from Self Service.

	Fill in letter
	Finish approving expenses you started but did not complete.

	Fill in letter
	Check for expense groups completed but not approved. You should make sure managers approve expenses on a timely basis.


2. True or False:  Receipts are not required for expenses entered in Self Service. 
3. On the Business Expense page in SEMA4, how can you tell expenses that were entered in Self Service? 	
4. All but one of these statements is true.  Which statement is false?
a. In using the Business Expense Review search, you select Manager Approved expense groups, review/approve each expense in the expense group and then run the validation. Go to the next expense group by clicking the Next in List [image: ] button.
b. You don’t validate labor distribution for departments set up for expenses and labor distribution.
c. If a department is set up for expenses and labor distribution, labor distribution can be completed by the employee and validated by the manager. You review it for accuracy and also validate it.
d. You click the Approved? checkbox for each expense you approve.
e. You may need to view details on the Self Service Business Expenses component pages in SEMA4 (Main, Mileage, Meals and Lodging, Other Expenses) to verify information about departure times, destinations, vehicle control numbers/mileage rates that were entered by employees and affect certain reimbursements.
Check your answers on the next page.


[image: Review Answers puzzle image]Review Answers
Check your answers to the review questions.
1. Fill in the letter of the approval flag you would select to perform each task in the table below.
a. Agency Approved
b. Agency Not Approved
c. Employee Complete
d. Manager Approved
	Select
	When you want to

	d
	Approve business expenses entered and approved in Self Service.

	a
	Review expenses you entered on the Business Expense page and those you approved from Self Service.

	b
	Finish approving expenses you started but did not complete.

	c
	Check for expense groups completed but not approved. You should make sure managers approve expenses on a timely basis.


2. True or False:  Receipts are not required for expenses entered in Self Service.
False – Receipt policy is identical whether expenses are entered in Self Service or submitted on the SEMA4 Employee Expense Report paper form. Expenses should be approved only if accompanied by the required receipts. Receipts can be added electronically in Self Service where they are uploaded as attachments.
3. On the Business Expense page in SEMA4, how can you tell expenses were entered in Self Service?
Business expenses entered in Self Service have an Approved? checkbox.
4. All but one of these statements is true.  Which statement is false?
b. You don’t validate labor distribution for departments set up for expenses and labor distribution. 
This statement is false. You always validate labor distribution, even if the manager validated it in Self Service. 
Continue to the next topic, Processing Expenses Submitted More Than 60 Days After They Were Incurred.
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[bookmark: _Toc359830536][bookmark: _Toc385233660]Section 9 - Processing Expenses Submitted More Than 60 Days After They Were Incurred
[image: Read-Through picture]Introduction
The IRS requires that if an employee does not submit expenses for reimbursement within 60 days after the expenses were paid or incurred, the reimbursement is categorized as supplemental wages, becomes taxable and withholding tax must be taken. Exceeding the 60-day limit should occur rarely, but if it occurs, SEMA4 automatically creates a row with a taxable earnings code and amount on the Business Expense page. Taxable reimbursements result in a cost to the employee and the agency. The employee has a higher income to report and more tax withheld. The agency has the additional expense of the employer’s share of FICA and Medicare.
The following walk-through illustrates how this works.

[image: ]Processing Expenses Submitted More Than 60 Days After They Were Incurred
Victor Kilmer has submitted an expense report for a conference he attended in Duluth. You will enter Victor’s expenses for reimbursement. 
In this walk-through, the 60-day limit is applied to demonstrate the process.
Enter a business expense reimbursement for the employee
	Action
	Result

	1. If you have signed out of SEMA4 User Training, sign in.
	Home menu displays

	2. Select Payroll > Business Expense > Business Expense.
	Business Expense search page displays



	Field Name and Description
	Field Data

	3. Click the Add a New Value link.
	Blank

	4. EmplID and Empl Rcd Nbr
	008458_ _ (substitute your two-digit code for the blanks)
Employment Rcd Nbr 0

	5. Start Date
	[bookmark: OLE_LINK6]06/20/2013

	6. End Date
	06/23/2013

	7. In State/Out of State
	In State

	8. Expense Description
	Duluth Conference

	9. Earnings Code and Amount
	Non-taxable mileage  80.00
Meals without lodging  24.00
Photocopies  5.00
Fax  5.00
Parking  10.00


	10. Off Cycle? and XFer fields
	Both Blank

	11. Submitted on
	When you tab out of the Amount field, the date of entry displays in this field.

	12. Click the Default Labor [image: ] button.
	Accept default values.

	13. Description
	Blank

	14. Click the Save [image: ] button.  While saving, SEMA4 compares the dates in the End Date and Submitted on fields. 
· If the Submitted on date exceeds the End Date by 60 or fewer days, the save completes normally.
· If the Submitted on date exceeds the End Date by more than 60 days, the message “Taxable expense has been built” displays.
	Message displays.

	15. Click the OK [image: ] button.
	A new expense row with the earnings code BTX has been built automatically.

	16. Note the following about the row with the BTX earnings code.
· The BTX amount is the total of the amounts entered, excluding advances and taxable expenses. For this trip, Total Trip Expense is $124.00. The BTX amount ($100.00) is less since the meals without lodging expense ($24.00) is not included because it is a taxable expense. Including the meals in the BTX amount would tax it twice.
· Earnings codes that you enter pay the employee. The BTX amount is not paid—it is added to the employee’s FICA, Medicare, federal and state taxable grosses; it is subject to withholding taxes; and it is added to wages on the W-2.
· The BTX row cannot be deleted; however, if necessary, the amount can be changed and a submitted on date can be entered. 
· Labor distribution for the BTX row defaults from position funding, not from an existing expense row. The amount that posts to the accounting system is the employer share of FICA/Medicare tax on the BTX amount.
	Blank




	Action
	Result

	17. Evaluate the BTX row. If the expenses were submitted more than 60 days after they were incurred and the amount is correct, go to step 18. If not, you can change the amount and add a date.
TIP
· If the expenses were actually submitted 60 or fewer days after being incurred, change the amount to zero, enter the actual date the expenses were submitted in the Submitted on field and go to step 18.
· If the expenses were actually submitted both before and after the 60 days change the BTX amount to the amount of the expenses incurred more than 60 days before being submitted and go to step 18.
	For this example, the BTX row is correct. Go to step 18.


Validate labor distribution
	Action
	Result

	18. Click the Validate Labor Dist [image: ] button.
	Blank

	19. Click the Check Progress [image: ] button until validation is complete.
	Blank

	20. Verify that:
· Total Trip Expense = 124.00
· Status of each expense row = Ready
· What is the Expense Status? ___________
	Ready




The page you completed should look similar to this page. 
[image: ]
	Action
	Result

	21. Navigate to the Business Expense Status page to ensure the rows are in Ready status. SetID is E77MN. On the search results, find department E7710_ _ (substitute your two-digit code for the blanks). The Expense ID you just entered for Victor should be among the transactions with a status of Ready.
	Blank


Tips:
· If additional expenses are submitted for an expense group that already has a processed BTX row, a new BTX row is created for the additional expenses.
· If a BTX row has been processed and then you discover that the expenses were actually submitted on time, Statewide Payroll Services must make the adjustment.
· BTX rows are created only during agency approval of the expense group. They are not created during employee entry in Self Service. However, if a BTX row is created during agency approval, it will display on the Self Service – Business Expenses Other Expenses page once agency approval is completed.


[image: Exercise image]Employee Business Expense
Exercise
In this exercise, you enter business expenses for Joy Jones. She has submitted an approved expense report for expenses incurred while attending a seminar.
Resources
You may use these resources in completing this exercise:
· The step-by-step instructions in the walk-through
· SEMA4 Help
Directions
Joy Jones has incurred various expenses attending an accounting seminar in Madison, Wisconsin. She has submitted the SEMA4 Employee Expense Report form and all required receipts. Joy’s supervisor has approved and signed the expense report.
Enter the reimbursement for Joy, whose employee ID is 008454_ _ (substitute your two-digit code for the blanks), and employment record number is 0. 
Enter a business expense reimbursement for the employee
	Field Name and Description
	Field Data

	1. Start Date
	06/22/13

	2. End Date
	06/26/13

	3. In State/Out of State
	Out State

	4. Expense Description
	Acctg Seminar, Madison WI

	5. Earnings Code and Amounts
	Airfare  350.54
Lodging  490.98
Meals  120.87
Parking  50.00

	6. Off Cycle?
	Blank

	7. XFer
	Blank

	8. Click the Default Labor [image: ] button.
	Accept defaults

	9. Click the Save [image: ] button.  
	The message “Taxable expense has been built” displays.

	10. Click the OK [image: ] button.
	Row with earn code BTX displays.

	11. Upon review, you notice that Joy signed the form soon after the expenses were incurred. She says she submitted it to her supervisor the same day. The supervisor submitted it after the 60 day time limit, so the expenses should not be taxable for the employee.
	blank

	12. To prevent the taxable business expense row from being processed, make these changes on the BTX row:
· Amount
	0

	· Submitted on (the date the employee signed the form)
	6/29/13

	Note: the BTX row remains on the page. It cannot be deleted.
	Blank

	13. Click the Save [image: ] button.
	Blank

	14. Click the Validate Labor Dist [image: ] button.
	Blank

	15. Click the Check Progress [image: ] button until validation is complete.
	Blank

	16. Verify:
· Total Trip Expense = 1012.39
· Status of each expense = Ready
· BTX = *
* You should ignore the status that appears on a BTX row with a zero (blank) amount. The status on this row does not prevent other expense rows in the expense group ID from processing in the normal manner, as long as the Expense Status field in the header displays Ready.
	Blank


The page you completed should look similar to this page.[image: ] 

[image: ]Review Questions
Review what you learned by answering the following questions. If you have difficulty answering the questions, review the topic.
1. True or False: As a result of an expense row with earnings code BTX being added to an expense group, the employee is double paid for his or her expenses.
2. True or False.  The amount on the BTX row that SEMA4 builds is always equal to the amount of the total trip expense.
3. Agency users are able to make several adjustments regarding the BTX row. Which three actions below are you not allowed to perform?
a. Add a BTX row.
b. Add a submitted on date to a BTX row.
c. Adjust a BTX row after it has been processed.
d. Change labor distribution on a BTX row.
e. Change the amount on a BTX row.
f. Delete a BTX row.
Check your answers on the next page.


[image: Review Answers puzzle image]Review Answers
Check your answers to the review questions.
1. True or False: As a result of an expense row with earnings code BTX being added to an expense group, the employee is double paid for his or her expenses.
False. The BTX amount is not paid to the employee. The employee is paid by the other earnings codes. Adding a BTX row makes the amount taxable, withholds tax on it and adds it to wages on the employee’s W-2 form.
2. True or False.  The amount on the BTX row that SEMA4 builds is always equal to the amount of the total trip expense. 
False. The BTX amount excludes advances and taxable business expenses, but both of these are included in the Total Trip Expense field.
3. Agency users are able to make several adjustments regarding the BTX row. Which three actions below are you not allowed to perform?
Users cannot:
a. Add a BTX row.
c. Adjust a BTX row after it has been processed. (Statewide Payroll Services must do this.)
f. Delete a BTX row.
Continue to the next topic, Checking Business Expense Processing Status.
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[bookmark: _Ref20020236][bookmark: _Toc359830537][bookmark: _Toc385233661]Section 10 - Checking Business Expense Processing Status
[image: Read-Through picture]Introduction
Use the Business Expense Status page to verify that all business expenses that should be processed in the current pay period are ready for pay calculation. In this learning guide the instructions have included checking the Business Expense Status page following the entry of each expense group you entered. This was done to get you into the habit of remembering to check the status. It should actually be the final step in the process of entering business expenses, although it may be used more frequently if you prefer.

The Expense Status values are:
· New:  The expense group has at least one row that has been saved but not validated. You must validate, correct any errors and revalidate so the status is Ready. 
· Error:  The expense group has at least one row that was saved and validated but errors exist. You must correct the errors and revalidate so the status is Ready.
· Ready: The expense group has at least one row that will be processed in the next pay calculation.
· Processed: All rows in the expense group have been processed by the pay calculation program.
[image: ]Check Business Expense Status
This walk-through will show you how to check the status of all business expenses that have been entered.
Checking Business Expense Status
	Action
	Result

	1. Sign in to SEMA4.
· Select User Training database.
· Use your training user ID and password.
	Home displays

	2. Select Payroll > Business Expense > Business Expense Status.
	Business Expense Status search page displays

	3. 
In the SetID field enter E77MN and click the Search  button.
	Business Expense Status search results display

	4. From the list, select the record(s) with the department number that ends in your two-digit code. Your department will appear once for each combination of Approval Flag and Status that exists.
	Business Expense Status page displays

	5. Review the information and take appropriate action to complete any rows that are in New and Error status.
	blank



[image: ]Review Questions
Review what you learned by answering the following questions. If you have difficulty answering the questions, review the topic.
1. Which Expense Status values need no further action taken?
a. Processed and New
b. Ready and Error
c. Processed and Ready
2. What steps must be taken to correct rows in Error status?
a. Re-enter information on a new row
b. Correct labor distribution and revalidate
c. Offset amount on a new row
3. When does business expense status need to be checked?
a. After each expense group is complete.
b. Before the payroll deadline for the expenses to be included on the next paycheck, which is noon on the Friday before payday.
c. As necessary in order to monitor the progress of business expense entry.
Check your answers on the next page.
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Check your answers to the review questions.
1. Which Expense Status values need no action taken?
c. Processed and Ready
2. What steps must be taken to correct rows in Error status?
b. Correct labor distribution and revalidate
3. When does business expense status need to be checked?
b. Before the payroll deadline for the expenses to be included on the next paycheck, which is noon on the Friday before payday.
And
c. As necessary in order to monitor the progress of business expense entry throughout the pay period.
Continue to the next topic, Checking Business Expense Mileage Rates.
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[bookmark: _Ref20020254][bookmark: _Toc359830538][bookmark: _Toc385233662]Section 11 - Checking Business Expense Mileage Rates
[image: Read-Through picture]Introduction
The Business Exp Mileage Rates page is used to view the IRS standard mileage rates. Mileage reimbursed at or below the IRS rate is nontaxable. The portion of mileage reimbursed above the IRS rate is taxable. The rate at which mileage is reimbursed is specified in bargaining agreements and compensation plans. Most agreements and plans refer to the IRS mileage reimbursement rate, which is established and updated periodically by the Internal Revenue Service. Mileage rates are listed by effective date and earnings code.
You may need to consult the Business Exp Mileage Rates page to verify the correct IRS mileage rate for a specific date. 
[image: ]Check Business Expense Mileage Rates
Use the Business Exp Mileage Rates page to look up the IRS mileage rate by effective date. This page is a resource for determining if any portion of a mileage reimbursement is taxable. A reimbursement paid at a rate equal to or less than the IRS mileage rate is non-taxable. The portion of a reimbursement paid above the IRS mileage rate is taxable.
	Action
	Result

	1. If you have signed out of SEMA4, sign in.
	Home displays

	2. Select Payroll > Business Expense > Business Expense Mileage Rates.
	Business Exp Mileage Rates page displays

	3. Click the View All [image: View All link picture] link to see all rows of information.
	blank

	4. View the mileage rates for each effective date.
	blank




[image: ]Review Questions
Review what you learned by answering the following questions. If you have difficulty answering the questions, review the topic.
1. [bookmark: OLE_LINK7]On which date did the IRS mileage rate become 37½ cents?
a. 01/01/2005
b. 01/01/2004
c. 04/06/2003
2. Which earnings code is used for instate nontaxable mileage?
a. INM
b. MOI
c. MLI
d. None of the above
3. [bookmark: OLE_LINK8]True or False. Changes to the IRS mileage rate are always increases, never decreases.
4. True or False.  IRS mileage rates always change on the first day of a calendar year.
5. Bonus question: If an employee is reimbursed for instate mileage incurred on 4/7/2003 at a rate of 50 cents per mile, which earn code is used? ________________
6. Double bonus question: What would you enter for mileage on the Business Expense page for this trip:
· An employee’s out of state trip began on 12/28/2003 and ended on 1/4/2004.
· The employee drove 100 miles on 12/28/2003 and 100 miles on 1/4/2004.
· The employee is reimbursed at 60¢ per mile per the bargaining agreement.
First, fill in the table by listing and calculating the applicable earnings codes, mileage rates and amounts. 
	Date
	Earnings code
	Rate
	Amount

	12/28/2003
	Blank
	Blank
	Blank

	Blank
	Blank
	Blank
	Blank

	1/4/2004
	Blank
	Blank
	Blank

	Blank
	Blank
	Blank
	blank


What will you enter on the Business Expense page? 
_________________________________________________________________________.
Check your answers on the next page.
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Check your answers to the review questions.
1. On which date did the IRS mileage rate become 37½ cents?
b. 01/01/2004
2. Which earnings code is used for instate nontaxable mileage?
c. c.  MLI
3. True or False. Changes to the IRS mileage rate are always increases, never decreases.
False. Rates can increase or decrease.
4. True or False.  IRS mileage rates always change on the first day of a calendar year.
False. Rates can change any time during the year.
5. Bonus question: If an employee is reimbursed for instate mileage incurred on 4/7/2003 at a rate of 50 cents per mile, which earn code is used?
Two earnings codes are used:	MLI using a rate of .36 (nontaxable amount)
MIT using a rate of .14 (taxable amount)
6. Double bonus question: What would you enter for mileage on the Business Expense page for this trip:
· An employee’s out-of-state trip began on 12/28/2003 and ended on 1/4/2004.
· The employee drove 100 miles on 12/28/2003 and 100 miles on 1/4/2004.
· The employee is reimbursed at 60¢ per mile per the bargaining agreement.
Fill in the table by listing and calculating the applicable earnings codes, mileage rates and amounts. 
	Date
	Earnings code
	Rate
	Amount

	12/28/2003
	MLO
	.36
	36.00

	Blank
	MOT
	.24
	24.00

	1/4/2004
	MLO
	.375
	37.50

	Blank
	MOT
	.225
	22.50


What will you enter on the Business Expense page?
	Earnings code MLO
	Amount $73.50
	(36.00 + 37.50)

	Earnings code MOT
	Amount $46.50
	(24.00 + 22.50)


Continue to the next topic, Reviewing Business Expense Reports.
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[bookmark: _Ref18110686][bookmark: _Toc18118575][bookmark: _Ref20023743][bookmark: _Toc359830539][bookmark: _Toc385233663]Section 12 - Reviewing Business Expense Reports
	[image: Read-Through picture]
	Introduction
SEMA4 standard reports are available to view online. By viewing reports online, you save paper, save space and get the information you need when you need it.
Knowing how to identify and use information provided by standard reports allows you access to the most current information available.



InfoPac, DocumentDirect, and On-Demand
In the SEMA4 Overview learning guide you were introduced to InfoPac and DocumentDirect, the systems used for viewing and printing standard SEMA4 reports. These reports are run on a standard schedule and are posted for users to view and print.  You were also introduced to On-Demand reports that you can generate yourself at any time from SEMA4’s Home menu. You must have security clearance to request these reports.
In this walk-through, you will look at the Reports Inventory in SEMA4 Help to find out about the available reports that include employee business expense information.  Complete the following steps to find report descriptions in Help.
View SEMA4 Help
Use the following steps to view SEMA4 Help about reports on employee business expenses.
	Action
	Result

	1. Access SEMA4 Help.
	SEMA4 Help Contents displays

	2. Click Reports Inventory; then Report Descriptions; then Payroll Reports Listed by Business Function.
	Payroll Reports (by business function) - Contents displays

	3. Click Business/Travel/Relocation Expense.
	Business/Travel/Relocation Expense - Reports displays

	4. Click Employee Business Expense Detail, 18 Months (HP6740).
	Employee Business Expense Detail, 18 Months - Report Description displays

	5. 
Read about the report you selected.
	blank

	6. 
Click the Report Fields  button.
	Employee Business Expense Detail, 18 Months – Report Fields displays

	7. Select some fields and read the definitions.
	blank

	8. Click the browser’s back button twice, select another report and read about it. Review each report in the list briefly to see what kind of information it includes.
	blank




[image: ]Review Questions
Review what you learned by answering the following questions. If you have difficulty answering the questions, review the topic.
1. InfoPac reports are:
a. Viewable online
b. Generated on a standard schedule
c. Also available through DocumentDirect
d. All of the above 
2. True or False. On-Demand Reports are mailed to users on request.
a. True
b. False
3. Fill in the Report ID (such as HP6745) of the report that would tell you:
a. If any business expense advances need to be recaptured 	
b. If all business expenses to be paid on the next paycheck were processed 	
c. All business expenses processed for an employee this fiscal year  
_______________ or _______________
d. If a business expense expense transfer posted in the last posting 	
4. Which day of the biweekly payroll cycle does the FIHU0401 report become available to review?
	
Bonus question for agencies using Self Service business expenses:
5. What situations cause data to be added to the FIHR2470, Self Service Business Expense Audit Report (DocumentDirect/InfoPac ID HP2470)?
___________________________________________________________________________
___________________________________________________________________________
Check your answers on the next page.
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Check your answers to the review questions.
1. InfoPac reports are:
d. All of the above
2. True or False. On-Demand reports are mailed to users on request.
b. False – no reports are mailed. On-Demand reports are generated by SEMA4 and require special security clearance.
3. Fill in the Report ID (such as HP6745) of the report that would tell you:
a. If any business expense advances need to be recaptured 	FIHU0400
b. If all business expenses to be paid on the next paycheck were processed 	HP6745
c. All business expenses processed for an employee this fiscal year 
HP6740 or FIHU0401
d. If a business expense expense transfer posted in the last posting 	HP2280
4. Which day of the biweekly payroll cycle does the FIHU0401 report become available to review?
Like all On-Demand reports, the FIHU0401 is available to review any time you run it. (Only DocumentDirect/InfoPac reports are run on a schedule.)
Bonus question for agencies using Self Service business expenses:
5. What situations cause data to be added to the FIHR2470, Self Service Business Expense Audit Report (DocumentDirect/InfoPac ID HP2470)?
a. Someone other than the employee entered the expenses.
b. Someone other than the primary approver approved the expenses.
Continue to the Conclusion and Evaluation.
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[bookmark: _Ref20024274][bookmark: _Toc359830540][bookmark: _Toc385233664]Section 13 - Conclusion
Summary
In this guide, you learned how to process employee business expenses in SEMA4.
Objectives
This guide included the following topics:
· Entering Business Expense Reimbursements
You learned to access SEMA4 Help to find step-by-step instructions for entering business expense reimbursements.
· Entering Business Expense Advances
You learned to enter an advance for employee business expenses. 
· Entering Business Expense Advance Settlements
You learned to settle an advance by entering actual expenses that were incurred.
· Transferring Business Expense Labor Distribution
You learned to transfer labor distribution from one account to another.
· Adjusting Processed Business Expenses	
You learned to adjust processed business expense data by entering one row to correct amounts or two rows to correct earnings codes.
· Processing Expenses Entered in Self Service
You learned to monitor and approve business expenses that employees entered and managers approved in Self Service.
· Processing Expenses Submitted More Than 60 Days After They Were Incurred
You learned what SEMA4 does and what you may do when expenses are submitted more than 60 days after being incurred. 
· Checking Business Expense Processing Status
You learned to check the status of all employee expense records, which is a critical last step in the business expense process.
· Checking Business Expense Mileage Rates
You learned to find the IRS mileage rate for employee reimbursements.
· Reviewing Business Expense Reports 
You learned to refer to SEMA4 Help to find out about reports that include business expense information.
Evaluation Form
Please complete the Self-Evaluation form on the next page and return it to Statewide Payroll Services. 
Thank you for participating!
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[bookmark: _Ref18117733][bookmark: _Toc359830541][bookmark: _Toc385233665]Evaluation
Employee Business Expenses
Your Name (Optional) __________________________	Date____________________
Agency _______________________
Check the box that best describes what you learned.
	CONCEPTS
	I FULLY UNDERSTAND
	I AM SLIGHTLY CONFUSED
	I DO NOT UNDERSTAND
	WAS NOT ADDRESSED

	In state and out of state earnings codes
	Blank
	Blank
	Blank
	Blank

	Expense group ID
	Blank
	Blank
	Blank
	Blank

	Advance settlement (recapture)
	Blank
	Blank
	Blank
	Blank

	Expense status
	Blank
	Blank
	Blank
	Blank

	IRS mileage rate
	Blank
	Blank
	Blank
	Blank

	Approval Flag
	Blank
	Blank
	Blank
	Blank

	BTX row
	Blank
	Blank
	Blank
	Blank

	On Demand vs. DocumentDirect/InfoPac
	Blank
	Blank
	Blank
	Blank

	PROCESSES
	BLANK
	BLANK
	BLANK
	BLANK

	Reimbursing expenses
	Blank
	Blank
	Blank
	Blank

	Entering an advance request
	Blank
	Blank
	Blank
	Blank

	Settling advances and entering expenses
	Blank
	Blank
	Blank
	Blank

	Transferring expenses from one account to another
	Blank
	Blank
	Blank
	Blank

	Adjusting processed expenses
	Blank
	Blank
	Blank
	Blank

	Processing expenses from Self Service
	Blank
	Blank
	Blank
	Blank

	Checking business expense processing status
	Blank
	Blank
	Blank
	Blank

	Looking up the IRS mileage rate
	Blank
	Blank
	Blank
	Blank

	Viewing reports
	Blank
	Blank
	Blank
	Blank

	Processing expenses submitted more than 60 days after they were incurred.
	Blank
	Blank
	Blank
	Blank


In what three ways will you apply what you have learned in this guide?
Write any other comments on the back of this form. Thank you.
Return to: Minnesota Management & Budget, Statewide Payroll Services, 
658 Cedar St Ste 400, Saint Paul MN 55155
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