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Western PeopleSoft Financials
Expense Reports, Cash Advances and Manager Approval

1. Create a Cash Advance

Navigation: Employee Self-Service / Travel and Expense Center / Cash Advance
/ Create

Fields marked with an
asterisk are required

Travel & Expenses - qundvaneo Report

Create Cash Adyance Report
Professor Expenses Autharization I0: @ NEXT User Detaults

@ *Description: [ Comment: £}
I -

*Business Purpose:

EACipaten dates of taveliempense
Begin Date: [ A End Date: i
@ @ Reference: ' |

[ e o <

Imgant Al Adyances Bk Rstals -:E 9

Details Customze | Fid |
Gl

@'Swru Deseription "Amount Currency SpeedCode  DBusiness  ‘Account 'Cx Department ;‘:-‘!"'" Project

Unat

Cash Acvance v [ 0.00|CAD [ Q@ o @ [Hsi00 @ 2100 @ [ @ | @,

Tolals

Advance Amount 000 CAD
Updale Tolals

‘ Sawe For Later ~ SeledEFT
\Why select EFT?
Ratuin lo Trzwel and Expense Cenler @

1. Your name will be inserted here. In this example Professor Expense is requesting
a Cash Advance.

2. An Authorization ID is assigned when you save the Cash Advance. TheID isina
format of A0000000.

3. Enter a description such as the purpose of the travel. This will display on
financial reports.

4. Select the appropriate Business Purpose, such as Conference or Department
Expense.

5. Enter or select the Begin and End Dates.

6. Enter your own internal Reference (optional, will display on financial reports).

7. Enter the amount of the advance and the Speed Code or Chart Fields. The
Department and Account will default.

8. You can save the report and submit it later; or ...

9. Submit it as soon as you are finished. Submit will start the process of approvals,
audit and payment.

10. If you haven’t previously selected, select EFT to have the funds deposited to your
bank account.
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2. Create an Expense Report

Navigation: Employee Self-Service / Travel and Expense Center /
Expense Report / Create

Fields marked with an asterisk are required. You can start with a Blank Report or an Existing Report.

Create Expense Report

Expense Report Entry
Professor Expenses n User Defaulls Report i EDDEZETE

*BUSiness Purpose: |l.’:f'l"lfl'!l'l'!l1l":!'! ol

El Suis
° B PASS——— - X =
l Description: |--n| val Conferance Mew Yark Comment:

Reference: 0101 |

*Default Location: [@ener - Cutsige Canada @, 6

Accourting Dataults

! . )
) igw J '
Select "Expeenas Typa "Exponae Dot "Amount spent  SCurrency
(] P || artarercanada-Canzoaus % [o7r1z011 i3] 50004 [CAD @, *Detall 3]

More Opdions: |~ G0 |

Accom - hatal (GA5000) w 14 35 Al '
|l | bal (G4 5000 07/ 12011 [ 35000 [CAD A, *Datail =N
Weal - all day allawance - B £ =0 el
1] | day all a7 4500 SO “Dtail <=7
| copyselected | | Delsteselected | | Check For Emors |—|5|H'—'i|.r|t'll'_-"_-'fd';‘.il:l' Hew Eipanse vl Add |
Totals
Employes Expenses: 80540 CaD Due Employas: 395,49 CaDb
Hon-Reimbursable Fxpenses: 0.00 CAD Due Vendor: 0.00 cap
Prapaid Expenses: 000 CAD
Employee Credits: D00 CaD
Wendor Credits: 0.00 CAD
Cash Advances Applied: 0.00 CAD
Defnition of Totals (e |

Sawve ForLaber Finish and Submit B N 1
' Prirtable View |~ D@l Rpt |@

Return 1o Travel and Expense Center

agkrownE

S

©

10.

11.

12.

13.

Your name will be inserted here, in this example it is Professor Expense.

A Report ID is assigned when the Expense Report is saved. (ID format is EO000000)
Enter a description. This will display on financial reports.

Select the appropriate Business Purpose, such as Conference.

Default Location is either Canada or Other — Outside Canada. This value will be the
default on each expense detail and will be used for tax calculations.

You must apply an outstanding Cash Advance that relates to this expense.

Click on the Accounting Defaults link to add or modify the defaults. (Refer to
Accounting Defaults on the next page/s).

Enter Expense Type from the drop down list.

Click the Detail link on the line to enter detail for that line. (Refer to Expense Line
Example on the next page/s).

If you want to change the Accounting Defaults for an individual Expense Type click
on the icon to the right of the Detail link.

You can save the report and submit it later or complete and submit as soon as you are
finished. Submit will start the process of approvals, audit and payment.

If you haven’t previously done so select EFT to have the funds deposited to your
bank account.

Click | pewanrpt | print report and attach receipts.
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Accounting Defaults

If all or most of the expenses on your Expense Report are to be charged to the same
Speed Code /ChartField combination, it is easier to enter this as the default for all

expenses. If the accounting for one or two of the expense items is different you can edit
the accounting for those items

1. The Dept will default to your home Department and the % to 100%.
2. Enter either the Speed Code or the Fund, Department, and Program or Project.

Create Expense Report

Accounting Defaults

Professor Expenses Report ID: EC052878
I:’csrs.l:v'aalzatmrls||'m:!|p | = Frs n 1of1 o Las
% ‘GLUNIE  Spoed Code Fund Dept Program  Projoct
10000 | juwo @, | Q@ |t @ |s21030 Q@ [oooo0 /@, | Q, =
A0 ChanFiela Line ~ Load Defaults User Defauiis
OK

1. To allocate the Accounting Defaults between two or more departments click Add

ChartField Line button.

Change the % and enter the Speed Code/ChartField combination for each line.

3. Click on OK to apply these defaults to your expense entries and return to your
Expense Report Entry page.

no

Create Expense Report

Accounting Defaults

Professor Expenses Report ID: E0062878
%menlznb:nspﬁin | W e K 1-20f 2 O e
% *GLUNIt  Speed Code Fund Dept Program  Project
|[s00a | [uwo @ | Q [1 @& [s21030 @ [oooo0 @ | Q =
50.00 || Juwo & || Q [+ @& [|s20170 @ [ooooo @ | Q@ =
Ada Chartf 1eid Line © Load Detaults User Defaulls
OK
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Expense Line Example

“Dvarview

Selest *Expenge Type *Expense Date~ “Amount Spent  [*Currency
1 P )Aifate Caraga-Canadalls (%] .||:|TJ‘I1.'F_:'I1‘ |1|‘,| [ 500 ng|m:\ 1, M B =
[ P | Accom - hotel is45000) #| o7z il [ 350.uu_5|c.ru:- |8, |"Detan B ®
B | [Maal - all day sllowanca vl [pFEaT i | 45.aniusn \*Datail S
Gopy.Saladed—| | Deisls Selacted Chack For Efmos [New Expense v |- Add-|

Healp with this section

1. The red flag beside indicates missing or invalid information. Click on the Detail
link on the, Airfare Canada — Canada/US, Expense Type line.

2. Enter the missing information; Originating Location, Ticket Number, Merchant
Name and Tolerance Amount Explanation.

3. Click Return to Expense Report.

Date of departure

Create Expense Report - / Create Expense Report
FAPOnIES DMl o ANTI - Ca OS] Expense Detall for Alrfare:Canada-Canada/Us (Line 2)
Professor Expenses Report ID: EQ062876

Professor Expenses ReportID: E0052878

Ploase enter or update the following informatiof:

P Onginating Location

P Locaton Amount .. You entered an amoynt over your authonzed hmit of 200.00 CAD. Explain

why.
P TicketHumber

P Merchant [Preferred of Non-Preferrgd)

"Expense Date: 70 B
[tio Recaipt
CIton-Reimbursable
Ticket Number: |
Ongiating Locaton I
“Merchant Name: |
Location: Other - Qutside Canada Q
Descrpton: [ o
*Amount Spent: 500.00
*Currency: Y
*Exchange Rate: [ 1.00000000) vE
[ Detaut Rate
Reimbursement Amt: 50000 CAD
Towacs st
No Receipt: [ ]

Accounting Detail

Recsipl Spht
| Checkexpense For Emors

Reluin fo Expense Report

About Ths Expense

*Expense Date: WU

(o Recespt

[ tlon Reimbursable
"Ticket Number: [sco4321
Originating Location; [canada q
“Worchant Name: far Canada
Location: [canaca 9,
Description: 8]
“Amount Spent: IW
*Curency: ICHJ_Q.
"Exchange Rate: 100000000 % B

Defautt Rate

Rembursesent At 5000 CAD
Tolerance Amount Explanation: [ha 1o book last minute as M. Prefessor could not atenc
HoReceipt: |

Accounting Dstail

Recgipl Sphl
| CheckExpense ForEmors |

Ralurn lo Expenss Report
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Expense Line Example

Detaits

Customims | Find | Vi 2 |E|Tﬂ| rat I

" e R
Select "Expense Type "Expense Datea ~Amount Spent  ["Currency
| ' Airfzrs:Canada-Canadalls ~|| [emazoie E?.l. [ 5nu.nug§|c.a::u @, _Ql;—lnu By :LI
FT O Thcom - how asoo0; ) Jomriaizatt G| B000usD (B ‘Dotai e
| Meal - all day allcwance vl o711 12071 45.00(USD “Dietall B | =]
[ copyselecsd | Dslats Salectad Check Far Effors W e T e—— . .|

The amount is entered in US dollars or whatever currency was used to pay for the
expense. The exchange rate will default to the current exchange rate for the date
indicated. If you have been charged a different rate you can change the rate. In this case

the default rate was changed as below.

From 1.0109 To 1.04
Create Expense Report Create Expense Report
Expense Detail for Accom - hotel (645000) (Line 3) Expense Detail for Accom - hotel (645000) (Line 3)
Professor Expenses Report I0: £0062873 Professor Expenses Report I0: 0052678
*Expense Date: om0t @ “Expense Data: prnzent B
o Receipt o Receint
[ Non-Reimbursable TIHon-Reimbursable
“Number of Hights: [ ? *Humber of Kights: 2
*Merchant Name: Mamott “Morchant Name: marrion
Location: Other - Outside Canada 1 Location: [oter - Outside Canada Q
Descnption: r""' Description: ]
*Currency: rﬂ “Currency: usD Q,
“Exchange Rate: 101000000 4 B ‘Exchange Rate: [ 1oom000 4 B
[ Detauit Rate [ efaunt Rate
Reimbursement Amt: 15382 CAD Resmbursement Amt: 3400 CAD
Excepbon Commerts
Tolerance Amount Explanation? ' Tolerance Amount Explanation: [
Ho Receipt \ No Receipt: |
fccoening Delod Exception Comments is for the Accounting Dstai
faceipt Soin explanations of irregular items. You Receipt Spiit
Itemize Hotel Bil will be directed to these explanation Nomizg Hote! Bil
Check Expense For Enfots boxes if they are required. | CheckExpenseforErors |

/

Ignore the Warning Message by
clicking OK and then the Return to

Expense Report link.

Ralun lo Espense Report

/ Message

Warning -- Exchange rate differs from previous value by more than 2.5%.(13.7)

The exchange rate entered differs from the previous value by more than the
maximum vanance. The vanance is mantained on the market rate defimtion.

(T
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You can save your Expense Report at any time. When you save, dollar amounts will be
updated, the report checked for errors and the first time you save a Report ID will be
assigned.

Once you have completed the report click the Finish and Submit button. This will initiate
the process of electronically routing your Expense Report for review and approval.
Although this is an automated routing you must print your Expense Report, attach
receipts and forward to your Reviewer/Approver.

Create Expense Report

Expense Report Entry

Profassor Expensas User Dafaulls Heport I0: EQOG2ETE
*Dascription: {nnual Conference Mew Yark | comment Bl
*BUSINEss PUMaSa: | Conterence vl
Referance: 01-01
*Defaull Location: lher - Dulside Canada &,
Agcrunting Defaulis Saoply Cash Advanca(s) More Options: hal
Costomee | Find | Ve J
veraew =¥
Select "Expense Type "Expense Datza "Amaount Spent  "Currency

O [AidzreCanada-Canadatis w| [072001 | 500.00] |24 &, |*Datail By [+

| [ Accorm - hotel (545000) | [o7nzo B 35000 |USD R, | *Datail [

@] [ Meal -all day ziowance »| [prAzon B 45.00|USD *Detal B @

Copy Salectad Ceiete Selacted Check FOTEMIIS | e e el |New|3|;.gn3e ,|[ Add |
Tolils
Employes Expanses: 909.49 CaD Due Emiployee: 09.49 CaD
Non-Reimburzable Expansas: 0.00 CaAD Due Vendor: 0.00 CAD
Pripaid Expensas: 0.00 a0
Emploves Credits: 0.00 CaD
Vendor Credits: Q.00 CAD
Cash Advances Appliad: 0.00 Can
Cefintion of Tatals | Updale Tolals——
Save ForLater | [ Finishana Subma. |
I . Printabile View

Retum to Travel and ense Cantar /

Print your Expense Report, attach
receipts and forward to your
Reviewer/Approver.

Communication by email and Approval Process
Your Cash Advance and Travel Report will be routed for review and approval. You will be notified by
email when it is approved and when funds have been deposited. The sender will show as

psoft@uwo.ca.

If you do not use your @uwo.ca email account be sure to forward to an email account that you do
use.

You have the option to turn off the email notification functionality (See section 5 My System Profile).
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3. View Expense Reports

Navigation: Employee Self-Service / Travel and Expense Centre / Expense Report /
View

As your report goes through the approval process, this view will show its progress and
current status. You will receive an email from psoft@uwo.ca when your expense report
has been approved. If you have set up Electronic Funds Transfer (EFT), payment will be
deposited to your designated account. Otherwise a cheque will be issued.

Expense Report
Enter any information you hawe and dick Search. Leave flelds bliank for & list af il walues.

Find an Exsting Value

Lirmi fhe number of resulls to (up to 3007|300
Search by: |RepartiD | bagins with

[-Bearch— |4 pvancad Search

Search Results

Vi Al  Fist ) 1#ate [ Lasf
. Report Il |Report Description Hame Ermipl 1D Report Status\Creation Date
Select to View T |E00EZATE annual Confarence Naw York Ewpanses,Profassor 020057 13AGubmitled /072602011

WView Expense Report
Expense Report Detail

Professor Expenses User Detaults Report 10: EQOGZBTE
+ General Informantson

Description: annual Conference MNew Yok Cormmani: =
Buginess Purpese: Conference |

Status: Subrnifted for Appraval Referance: a1-01

"Defawlt Location: Oiher - Oulside Canada Last Updatad: ATI26M2011 By EGRAYZE

Posi State: Rl Applied

Accounting Ostauits More Options: | o [sa|

Customize | Fing | wicw 201

"Exprense Dote “Amount Spent  [fCirrency

leal - all day allowance oFA1zZ01 45.00|UsD Dietail | El
Airfare:Canads-CanadaUs 0712011 500.00|CaD Dedail | B
Accom - hotel (6450007 oTAAZ01 350.00|USD Credail | E,

Halp wilh this sedian

Employas EXpenses: 90949 Can Due Employes: B00.49 CAD
Hon-Aeimbursable Expenses: .00 cen Diupe Wenaboar: 000 CAD
Prepaid Expanses: 0,00 CaD
Empioyse Cradits: 0.00 CaAD
Vendor Credits: 0.00 Can
Cash Advancas Applied: 0.00 Can

Definitlon of Tolals

Printabla Wiaw

Scroll down to view the Pending Actions for
Review, Approve and Prepay Audit.
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4. Manager Approvals

Click on Worklist on the top right of the menu bar.\

Workist Add fo Favorkes

Favorkes | Main Menu N S

Personalize Content| Layout

All Cash Advances and Expense Reports that require your review are available through your
Worklist. Once you have dealt with an item, it will be removed from your list.

You can also view the Cash Advance or Expense Report by clicking the link in the email
notification received from psoft@uwo.ca.

You can sort the list by clicking on the
column headings. .

Worklist for LROSS: Ullianne 14 Ros

|
Ratail View Publich 83 Fagg Wiork List Filters: | v [ Fesa
Viorklist : s viewar 1 8 T pe KT 25 002 D sy
|Erom Date From  Work lem Wigrked By ketivity Briprity Link
_|ERAperoval 1884 UWT, 201008
|Ruts E Lawrsnos 082272011 Approval Routing Approval Wendiow 24salum (W 01 N 0, SHEET ID E0062761 Pt ot FEE6EIH0 s |
ROGHA T A
Jennies W Maxwell 08222011 Aporoval Routing Aporoval Workdflow fler iosed fimmstign |
| ERAporoval. 1824, UWD, 2010-08- Select the item you
Ruts E Lawrenos 082172011 Approval Routing Approval Wandiow 2.Meqium (M 0T, N 0 SHEET ID E0052758 et jotad .
. v X — want to review by

ERAporoval 1834 UWD 23 0-08-

|Ruls E Lawrence 08217201

Approval Routing Approvel Workflow 2-Medivm VJ et 4 e 4 o CIICkmg on the Link

ERA, :—.al 1884, UW/O. 20 w-
Jenndes H Maxwell | 0821/2011 Approval Routing Approval Wordiew 2 Medium M : -] Mesy/oned Ae222190 s |

ERAporsval 1204 UWD, 20008
| Jennifes H Maxwsll 08212011 Approval Routing Approval Wordlow 212edium v, nl \ a SHEE' I EQO82772 It M e : Fasssign ]

| En oval_1814_UWO, 2010-00-
|Jenndes H Maxwell 082172011 Approval Routing Aporoval Wordiow [ ‘Medium v mm_ Mes jomed T I —

ROC RA.1A
|ERAporoval. 1554 UWC, 2010-05
l.Gﬂl'hlﬂ H Maxasll 02202011 Approval Routing Approval Wandiow Aedium (V0L N D SHEE' 1D EQO82742 MMedjcted Rassilen 4

| Caaperoval 1231, UWO, 201006
Jennider H Maxwell  08:20°2011 Approvsl Routing Approval Workflow 2-Meadium |V -mm-m-mmwm«m I\ed Yjoded fiersign s |

CJ'-J = ~3| 1201, UWOC, 201008
V 1D:A000400% Metyioned AE223130 s |

|Jenndes H Maaasll  0820/2011 Approval Reuting Approval Wordtiow Zedium M
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Approving a Cash Advance

Deszrighion 110l Posled Clo Wnare | Hope® Comment r
Buziness Pumpose: Meezng  Proezsonal Groud

Artinoaied cates of Tavelexense )

Bagin D ez ) End Date; TN |

Slatus: Azpreval In Prosess Raferenca.

*Aggounting Date: pezszon 1§ Post Sste Not Apglied

Aecounting Template: o |4, Last Updated o2y By  EGRAVI

6L
*Loures Deseriphion *kmount  Currency  Speed Code fusnesy  *Recount ::: Department Eg“ Project

Unit
Coh Advance \i [ Pacias G vimare | Hopa? [ 200000 CAD WOwe W om0 W G reo2e0 ML faodes W L
Advanoe Amount 200000 Ca2

Updae Totais |

Prapauy Audilor {Pocied)

Profile Name hehon OrwteTime
Mathesa william G Submined 05282011 T.47.2¢PN
Cepanrantsl Axprover Fupar sy Prodane Approves 08202011 T &4 80P1

0 A comment is required if you are

¢

for revision

<«—— denying or sending the request back

Approve Signifies your acceptance of the request and sends it on for further review or processing.

Send Back  Returns the request to the claimant with an explanation and the request may be modified and
resubmitted.

Hold Preserves any changes you made and puts the request back into your Worklist.

Deny Returns the request to the claimant, with an explanation and it cannot be resubmitted.

Save Changes

July 2015
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Approving an Expense Report

Approve Expense Report

Expense Report Summary

Professor Expenses Report D EQ052578

01-01 Employes Bass:

Usar Defaulls

+ General information

*Report Descrption: annual Conferance Mew Yok Referance: offica
*Business Purpose: Conferance Commant;
Raport Slafus: Subrmitted for Appraval
You are “Default Location: Ciher - Dulside Canada
responsible Created On: 0262011 By EGRAYZE
to review *Accounting Date; 07f262011 [6 Last Updated: OTi2ER011 By:  EGRAYZR
each Accounting Templale: |-.“.\-1H*-I3III-N @,
expense
Iine YOU Risk Details
may allow :
or disallow Zeeunting Cefaults Mors Options: v| | w0
any line. fgply Cash Advanca(s
Click on Recedpt Information
these titles Recelipts Recelved
to review _— ,
dditi I You oyn deny indiidual expensas and sl apprave or send back tha gwerall regart
_a ; 1 |0nta.- Exper 2 Line ltems -::us1nm=e'|l:_-:||'n | i
Intormation Reimburse Receipt Receipt 3
and Expense Type Date o Currency Verified Regared Approve
accounting. Meal - 3l day allowance OTHAIZDTT £5.49 CAD O ] |
fields f 4 2Ca 0712011 50000 CAD O 7
Aocarm - hotel (6450007 oTA12011 354,00 CAD | ¢ |
Eupiense Report Totals
Employes EXpenses: 90848 CAD Due Employee: Q0848 CaD
gnn-ﬂargbursable Expenses: 0.00 CAD Duse Vendor: 0.00 CAD
. id Expanses: oo CAD L{ 1 Bils
Click on :rr:;anyee Credis: D.00 CAD pefnEn e TeEE
. Vendor Credits: CAl
EXCGpthn Cash Advances Applied: ggg :L‘.g
to review - Panding Al Customize | Find | | 7 Faxt £
reasons. Frofile Hame Action DateTime:
Examples Remawer Raoss,Linznne M
are; an item Depatmantal Approvar Matars, William &
may be Depaftmeantal Approser Krigzche Elizabeth Anne
Submitted Prepay Auditor (Foaled)
on another Customize | Find | 5 |
Claim. Frofile MName ACTion nate/Time
amou;1t Expenses Prolessor Subrmitted 07i26/2011 1:14:10FM
may exceed e
tolerance ‘ '
limits.
Budget Startua: hot Budget Checked
Budgei Dptions
| Reviewed ! Send Back | Hald J | Deny | [ Save-Ghanges.—|

Espense Repord Delbail

If you want
to disallow
an expense
line
uncheck
the box.

When you
uncheck an
Approve
Expense
checkbox
you will
have to
select a
reason
from

the drop
down menu
that

A comment is
required if you
are denying or
sending the
report back for
revision

Reviewed Signifies your acceptance of the request and sends it on for further review or processing.
Send Back Returns the request to the claimant with an explanation and the request may be modified and resubmitted
Hold Preserves any changes you made and puts the request back into your Worklist.

Deny Returns the request to the claimant, with an explanation and it cannot be resubmitted.
Save Changes

July 2015
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5. My System Profile

Navigation: Manager Self-Service / Travel and Expense Centre / Approvals / My System
Profile

General Profile Information
Approvers have the ability to designate an

Professor Expenses alternate approver.
Wy praferred language for Flaweb pages is: English Designating approval to an altefnate
should only be to someone who is formally
My preferred language for reparts and email is: English & acting in your role or is at the same
CurTency Code: CAD |4, hierarchical level as you or above
Default Mabile Page: 4,
Enter the User ID and the From/To Date.
i wou wil be temporarily unovainble, you can 2slect an aliernate user o receive your redtings After the To Date passes, Cash Advances
Alternate User 10: @, and Expense Reports requiring your
. approval will again be routed to you.
From Date: {meample: 120212000}

If you return early, or need to extend the
period open this page and adjust the To
Date.

E
To Diate: E [exampla 1 23120000

Remove this check mark if you do not

Email User Worklist User | want to receive email notices about Cash

"""""""""""""""""""""""""" Advances and Expense Reports requiring
your review.

%7
Custorize | Find [ B | & First Bl 42 of 2 I L ast

Primary Email il Type Email Address
Business W |faemail-§m\'n.ca [#] ([=]
] v | [#]|[=]
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6. Delegate Entry Authority by Individual

Navigation: Employee Self-Service / Travel and Expense Center / Profiles and
Preferences / Delegate Entry Authority

Delegate Entry Authority enables users of the Travel and Expenses System to identify
other users who are allowed to create Cash Advances and Travel Reports on their behalf.

Authorize Users
Professor Expenses
Entering new U=edl= an this page will give those users the ahbility to enter

expense transactions on behalf of the employee.

“Authornzed User [0 Hamea
[HEWELUY 2 Expenses Professor +] (-]
@, + =]
a + =]
| Sawe

It is up to you to maintain this page if you choose to use it. If you provide another member of
your department access to do your data entry via this form and that person moves to another

department you should remove them from this list.

Departments are able to identify staff that will do data entry for claimants departmentally. In this
case, each user does not have to set up the Delegate Entry Authority. Your department will

arrange this with Financial Services.
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7. View Payment History
Navigation: Manager Self Service/ Travel and Expense Centre / Review Payments

Enter the employee ID or other search criteria and click Search

Employee Expense Payments

Enter any infarmation you have and dick Search Leave Nelds blank far a list of 2l values.

Find an Existing Waluge

Lirmit the number of results b (up ta 3007 (200

Empl I | begins witn [«|[G100782a7 @,
Harme: [begins witn i

Payment Referance: [ begins with [
Sefin: = = U
Bank Code: [ Begins wim (]|
Bank Account: [ beging win (<] Bank Account CDN is a cheque and
Pmyment umber: - [begine with | CDNL1 is a direct deposit (EFT)

O rase sensitive

pRP

payment.
Sgarch | Cleal— Basic Search EF Sawve Search Crieng

Search Results
Wisws All First 4] 1-d4cfa [a] Last
Empd 1D Kame Payment Referencs Senin Bank Code Bank Account Payment Rumber Creation Dute

1 7 Bozs Lillianne 4 1102814 A MMTEL  (CDMT ) 4 LN 11
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