FMS — Expense Report

Important Information!

Expense Reports are due within 30 days of
completing/returning from your activity.

All of your expenses -- including those paid
with a Maricopa Pro Card or Purchase Order --
require a receipt (except Per Diem Meals).

If your expenses were pre-paid with a
Purchase Order, the PO # is required.
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6. Highlight and copy the Description, take note of
the Business Purpose
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Expenses

Include all of your eligible expenses on your
Expense Report. Keep in mind that all expenses
require a receipt — except Per Diems. Your
expense amounts must match your receipts.

Do not include any “zero amount” expenses.
See the Delete Expenses section to delete an
expense you no longer need.

Recommendation: Have your receipts available
when creating your Expense Report.

Note: In addition to the steps below, Lodging
and Per Diem Meal expense lines have
additional steps.

1. Verify your expenses. Check your amounts!

Your expense amounts must match your
receipts.

2. If the amount is incorrect, click and change it
to the amount that matches your receipt.

3. Check the Payment Type.

4. In Description, if the expense was paid with a
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Delete Expenses

If an expense is listed that you do not need to
claim, (because it wasn't an expense after all),
delete the line. FMS will not accept a zero
amount, $0.00, expense line.

1. To the right of the expense line, click the - sign.

2. Click OK to confirm.

Attach Required Receipts

ALL expenses, including Maricopa Prepaid
expenses paid by Pro Card or Purchase Order,
require a receipt - except Per Diem Meals.

All receipts must be in pdf format and be attached

individually.

1. At the top of your Expense Report, under the

Authorization ID, click Attachments.

2. Click Add Attachment.

. Click Choose File (Chrome) or Browse (IE).

. Locate and double-click on your receipt.

. Click Upload.

. In Description, enter a receipt description.

Important! For Maricopa Prepaid expenses
paid by a Pro Card or Purchase Order, please
enter the payment method and information
first and then the expense description.

Pro Card Example: “Pro Card Jane Doe: Hotel
Receipt.”

Purchase Order Example: “PO #123456:
Registration Receipt.”

7. To attach additional receipts, repeat steps 2-6.

8. When finished adding receipts,
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Submit Expense Report
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VieW & Track Expense Report 5. At the top, view your approval status.

Viewing and tracking your Expense Report will

help you find where in the approval hierarchy

your Expense Report resides. These steps are

also necessary when you need to notify the

current approver to “Send Back” your Expense

Report for revision.

6. Scroll to the bottom, in Approval History, view

1. Log into FMS using your MEID and password. _ o
the Approval History timeline.

2. Click the NavBar then click Navigator.

3. Employee Self-Service > Travel and
Expenses > Expense Reports > View.

4. Click Search.

If the timeline displays a gray logo with the
word “(Pooled),” then the Expense Report has
yet to be reviewed and approved by that

department.
If you only have one Expense Report, it will
automatically open.
If you have more than one expense report, a If you need the Expense Report to be “Sent
list of all your Expense Reports displays. Back” for your revision, contact that
Simply click the one to view. department that is listed as “Pooled” to send

Your Expense Report summary displays. back your Expense Report.

A fully approved Expense Report will display
all logos in the timeline in color and you will
receive an email that your Expense Report
has been approved.

7. WhO g0 75ho22 Tfetproved.
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