How to Reconcile Travel Card Charges on an eBERF

There are 3 types of Travel Card charges:
1. 0% Personal 2. Partially Personal 3. 100% Personal

The University will only submit payment for business-related charges that have been fully approved in an eBERF.

Selecting a Travel Card Charge

1. Loginto UMeNET with your canelD and myUM password.
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2. Open an eBERF: Click on Create, then select eBERF.
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3. Select the correct Payee and complete the other Summary section fields. Then click the Charges tab.
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type from the following categories.
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4. On the Charges tab, check the box for all charged you want to reconcile. Then select the Add Changes button.

Add Item || Item Details || Charges (3)

Drag charge to Expenses table, or select and click
Add Charges.

Type *t Date Amount  Merchant Id

$1440  KILWIN'S OF MIAMI
09/17/11 § ac
= $375.00 THOMAS JEFFERSON
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09/24/11 ﬁ:;y'“ OUTBACK 24717

There are 5 problems that require completion or correction in order = Home | Help ™| Logouf
to complete your request.
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B900086: Sample eBERF

Create or edit the expense report. Add line items manually using the Add Item tab. Add items automatically from credit card charges or approved ¥




Scenario 1: Non-Personal Charge (100% Business-Related Charge)

1. To enter the corrections to the charge, click on the desired charge in the Expense Table. Enter the missing fields,
i.e. purpose, account, and sub object code. Then click the Done button.

Add Item || Item #1 Details
%

Transaction Date:  09/17/2011

Paid By: University
Ttems: 3 Unapproved: $0.00 USD Reimburse: $0.00 USD Travel Card: $761.14 UsD [L 1] Personal:
Oives @nio
- . Amount: # §14.40 USD
KILWIN'S OF MIAMI Charge:
Ed 1 0w $14,40 USD = BEAC Entertainment - N
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2. The entire charge amount is added to the Travel Card account section to be paid to U.S. Bank by UM.

Items: 1 Unapproved: $0.00 USD Reimburse: $0.00 USD) Travel Card: $14.40 USD HE

Type No. Transaction Date  Amount * De=scription

KILWIN'S OF MIAMI BEAC
Entertainment - Other

1 09/17/11 $14.40 USD =




Scenario 2: Partially Personal Charge

1. To enter the corrections to the charge, click on the desired charge in the Expense Table. Enter the missing fields,
i.e. purpose, account, and sub object code. Then click the Itemize button.

Add Item || Item #2 Details

Transaction Date: 09/z1/2011

Paid By: University
Items: 3 Unapproved: $0.00 USD Reimburse: $0.00 USD Travel Card: $761.14 USD D 4
Personal: 0 ®
Ves @ no
v h s A it * =
Type No. Transaction Date moun Description Amount: # £375,00 USD
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E} 2 og2yn $375.00 USD = Entertainment - Meals [ = Y
. escription: * | Entertzinment - Mezls
i aaio o
) LErezans L EY = : ;
[t - Trip Meal Type O greakfast O Lunch O Dinnes
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2. Select the same expense type from the Add Itemized Item list. Enter the business-related amount and complete
the rest of the required fields. Then click the Done Itemizing button.

Add Itemized Item || Ttem #2.1 Details

Itemized: $300.00; Personal:

| Add Ttemized Ttem | [Ztem #2 Details
Itemized: $0.00; Remaining: $375.00

Lodging Sranment - Heals
= Transaction Date: 09/21/2011 =

Meal

City: * | 04349845822
Vendor: THOMAS JEFFERSON

B Oresktast Otunch O binner
Purpose:
Attendees: (None)

Daone Itemizing

3. The ltemized Amount now appears in the Travel Card amount section to be paid to U.S. Bank by UM. The
remaining amount is added to the Unapproved amount section. The cardholder must pay this amount directly

to U.S. Bank before the billing due date.

Items: i Unapproved: $75.00 USD| Reimburse: 50.00 USDY Trawvel Card: $300.00 USD |:|

Type Mo. Transaction Date Amount * Description

1 09/21/11 $300.00 USD = Itemized




Scenario 3: Completely Personal Charge

1. To enter the corrections to the charge, click on the desired charge in the Expense Table. Change the Personal
field to Yes. Enter the missing fields, i.e. purpose, account, and sub object code. The click the Done button.

BT 0%
Transaction Date: 09/24/2011
Personal: ®ves ONo
Items: 3 Unapproved: $75.00 USD Reimburse: $0.00 USD Travel Card: $686.14 USD [ | mount: e
Charge:
Type No. Transaction Date Amount * Description
KILWIN'S OF MIAMI City: * CHARLOTTESVIL
‘E.EL 2 08/17/11 $14.40 USD = BEAC Entertainment - Restaurant: OUTBACK =4717
Other Description: * | oUTBACK 24717 Dinner - Trip
E % PR YL DA R 430000 =l Licmized Purpose: test
- Includes Alcohal: O
] OUTBACK #4717 D
1o = ooszens $371.74 USD = ; - ner
rip Attendees: (None)
_
Accounting:
Itemnizel

2. The entire charge amount is added to the Unapproved amount section. The cardholder must pay this amount
directly to U.S. Bank before the billing due date.

Items: 1} Unapproved: $371.74 USD ]Reimhurse: £0.00 USD Trawel Card: £0.00 USD FEEH|

Type Mo. Transaction Date Amount * Description
0 — COUTBACK #4717
1 09/24/11 371.74 USD . i
T@I $ CE Cinner - Trip

| Uate Totals

Don’t see the Charges tab? The cardholder must first log in to UMeNET and give you access to
their charges: http://www.miami.edu/accounts-payable/Disbursement/Assign.pdf



http://www.miami.edu/accounts-payable/Disbursement/Assign.pdf

