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Submitting an Expense Report in JAMIS
1. Navigate to “My Prime.”

SR
‘ﬁi’ Favorites Dashboards

@ CLOSE CALENDAR

(9 Dashboards
Monthly Business Day Calendar

Process Labor by BD1

Procurement Close by BD3

Cash Close by BD3

Close AP Processing by BD4

Run Allocations by BD4

Complete Billing Batches by BDS
Complete Revenue Batches by BD7
Complete Monthly Journal Transactions by BD7
Complete Monthly Reconciliations by BD10
Invoices Submitted to Sponsors by BD10
Review Trial Balance by BD11

Publish Financial Statements by BD12
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2. Click “Expense Reports.”
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Timesheets

Timesheet Management
Time Clock

Time Off

Expense Tracking

Expense Management

1r Expense Reporis

Expenses
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Time and Expense Approvals
Timesheet Approvals
Time Line ltem

Time Off

Tasks

Events

Tasks

3. Click on the “+” sign to create a new expense report.
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@ My Prime = -
= *Report * Description
Number
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= Project > 000005 TEST1.2DON ...
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105188 - Ambartsumian, Alexsander 2

* Start Date *End Date Status

1/5/2024 1/5/2024 Open
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4. Fillin the “Expense Type.”

Seal

Expense Report
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L SAVE & CLOSE ey + || 0~ K % > bl PERSONAL JOB SETUP
* Report Number: | ;’3| = Start Date: -
* Employee: 105188 - Ambartsumian, Alex 2 = End Date: -
= Expense Type o] Default Location
Expense Type Class:
Status: Open
Expense Authorization o)
= Description:
EXPENSES JOBS ATTRIBUTES DISTRIBUTION APPROVAL DETAILS
O |
B o O Expense Start Date Description Category Quantity Expense
5. For General Expense, select “General Expense.” For travel, select “Direct Travel.”
e = Employee 105188 - Ambartsumian, Alex © = End Date
= Expense Type jol Default Location
Expense Type Class Select - Expense Type O X
Status
Aanagers Expense Authorization SELECT O Lo
? DESUipIiOI‘I B Description
> Authorization
EXPENSES JOBS ATTRII|  Direct Travel
Ledger o General Expenses
Indirect Travel
5 | @) Expense Start Date Quantity
D
bles

es
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6. Fill out “Description Field” box.

SAVE & CLOSE = ) + |} @ = K < > M| PERSONAL JOB SETUP ADD JOB
port Number: <NEW:> §e) * Start Date: -
ployee: 105188 - Ambartsumian. Alex 2 = End Date: v
pense Type: General Expenses ol Default Location: ol
pense Type Class: Report
itus: Open
pense Authorization: §e)
scription: |
'‘ENSES JOBS ATTRIBUTES DISTRIBUTION APPROVAL DETAILS
I

O Expense Start Date Description Category Qluantity Expense

D Amount
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7. Select “Start” and “End Date.”

ACI

Per:
An

o
artsumian, Alex 2

nses ol

Je)
NOT APPROVE

< > >l PERSONAL JOB SETUP ADD JOB ACTIONS ~ REPORTS ~

= Start Date: L4 4 » Expense Amount:

= End Date: - Personal Amount:

Default Location: ol Company Paid:
Total Due Employee:
Total Unallowable:
APPROVAL DETAILS
=
Category Quantity Expense Personal Company Total Due

0O
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8. Fill in the “Default Location.”

ACTIVITI

[ NOTES
< > > PERSONAL JOB SETUP ADD JOB ACTIONS ~ REPORTS ~
* Start Date: 1152024 s Expense Amount: 0.00
= End Date: 1/5/2024 - Personal Amount 0.00
Default Location o} Company Paid: 0.00
Total Due Employee: 0.00
Total Unallowable: 0.00
[PPROVAL DETAILS
I~
Category Quantity Expense Personal Company Total Due Currency Credit Ci
9. Select the location of Travel.
gl = Start Date: 1/5/2024 - Expenss Amount
mbartsumian, Alex 2 = End Date 1152024 - Personal Amount
tpenses jol Default Location: o) Company Paid:
Select - Default Location O X
o SELECT & = tacoma L
JONOTAPPROVE = Country State/Province County City
> [USA WA Piarce Tacoma
DISTRIBUTION APPROVAL DETAILS

on Category Due
by ee
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10. When all boxes are filled in, hit the save icon to save the expense report.
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Yo Eavnitos Expense Report

“ SAVE & CLOSE (& ) + 0| 0~ K < > bd| PERSC
(9 Dashboards

* Report Number: <NEW= ge) * Start Date:
@ My Prime = Employee: 105188 - Ambartsumian, Alex © = End Date

* Expense Type General Expenses §e) Default Location
:=| Project Expense Type Class Report

Status: Open

Z—' Project Managers Expense Authorization o

* Description TEST 1.3 DO NOTAPPROVE
@ Planning

EXPENSES JOBS ATTRIBUTES DISTRIBUTION APPROVAL DETAILS

General Ledger

(@) iy |
(:\ Davahlac B U O Expense Start Date Description Category

11. Once saved, go to the “Jobs” tab and enter in the job code that the expense should be billed to.

This can be multiple job codes, if needed.

* Report Number:

@ My Prime = Employee:
* Expense Type
= :
= Project Expense Type Class:
Status:
Z:n Project Managers Expense Autherization

* Description:

@ Planning

EXPENSES JOBS
General Ledger

O + =l
© Payables B@ O Job
@ Receivables
S Banking

ATTRIBUTES

* Start Date:
= End Date

000006 s ]
105188 - Ambartsumian, Alex 2

General Expenses ge) Default Location
Report
Open

)';’\

TEST 1.3 DO NOTAPPROVE

DISTRIBUTION

APPROVAL DETAILS

Job Title Task Perc



£
=

12. Job Selection Continued.

Status:

2roject Managers Expense Authorization:

X|
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Open

§o)

TEST 1.3 DO NOT APPROVE

ATTRIBUTES

DISTRIBUTION

Job Title

» Description:
Slanning
EXPENSES JOBS
seneral Ledger T
@) X
Sayables B O O Job
* 0 Df|
leceivables
3anking
2urchases

Sales Orders

D2

Task

APPROVAL DETAILS

Percent

13. Job Selection Continued — the user will have access to all jobs that are available to them.

L Ea ]
@ Payables 50 0 Jov
*¥ @ 0
@ Receivables
SELECT
$ Banking
& Job
Y Purchases

W

N

Sales Orders

2

Inventory 1

o =

94000-9110-0001-0006
94000-9110-0001-0008

Job Title

§o)

T Job Title

General G&A Expense
Finance G&A Expense

Task

Status

Open
Open

Project Title

Perc

Labor




14. Click “save” again.

&

& GENEVA

-

avorites

Dashboards

@ @& X 4

My Prime

Il

Project

(g0

Project Managers

G
&

e

Planning

General Ledger

Davahlac

£
=

GENEVA

FOUNDATION

Expense Report

“

* Report Number:

= Employee:

* Expense Type
Expense Type Class:
Status:

Expense Authorization

* Description:

EXPENSES JOBS
S o+ X
B U O Job

SAVE & CLOSE

v+ ] @~ KK < > bd| PERSC
0ooooe ol = Start Date:
105188 - Ambartsumian, Alex © = End Date
General Expenses §e) Default Location
Report
Open
o
TEST 1.3 DO NOT APPROVE
ATTRIBUTES DISTRIBUTION APPROVAL DETAILS
X
Job Title Task Perc

15. To add an expense to the expense report, click on “New Expense” under the “Expense” Tab.

My Prime

g0

Project

Og0

Project Managers

Planning

E )

General Ledger

Payables

Receivables

o O O

Banking

= Report Number: 000008 2 = Start Date:

= Employee: 105188 - Ambartsumian, Alex .© = End Date

* Expense Type General Expenses 0o Default Location
Expense Type Class: Report
Status: Open
Expense Authorization ol

* Description: TEST 1.3 DO NOT APPROVE

EXPENSES JOBS ATTRIBUTES DISTRIBUTION APPROVAL DETAILS

& NEW EXPENSE ADD EXPENSE [

2o DO Expense Start Date Description Category

D
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16. Adding Expense Continued.

* Expense Type: General Expenses ol Default Location:
7 Project Expense Type Class Report
Status: Open
? Project Managers Expense Authorization: L
* Description: TEST 1.3 DO NOT APPROVE

) Planning
EXPENSES JOBS ATTRIBUTES DISTRIBUTION APPROVAL DETAILS
] General Ledger O ¢ !
) ; PENSE ;  ADD EXPENSE

) Payables 2 U O Expense Start Date Description Category
ID

) Receivables
Banking

Purchases

e 8 |
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17. Fill in Category.

pense

SAVE&CLOSE & «v3» i &= < >

>l PERSONAL JOB SETUFP  ADDJOB A

Expense I1D: <NEW= ol Expense Amount: n.00
Employee ID: 105183 - Ambartsumian, Alexsander Personal Amount: n.00
Status: Report - Open Company Paid: 0.00
Expense Report: 000006 - TEST 1.3 DO NOT APPROVE Total Due Employee: 0.00
Expense Type: General Expenses ltemized Amount: 0.00
Category: 2 Difference: 0.00
Description: Total Unallowable: n.00
Pay Method: el

iENERAL INFO ITEMIZATION JOBS ATTRIBUTES DISTRIBUTION APPROVAL DETAILS

Start Date: 1/5/2024 - IMAGE

End Date: Select an image to upload Browse Up
Quantity: 0.00

Attendees:

18. Selecting Category Continued. EMP Paid: employee paid items. Comp Paid: company paid

items (Geneva pays before your travel).

* Lescription: Select - Category
Pay Method:
SELECT &

GENERAL INFO ITEMIZATION —
ger B —————— = Description
 Start Date: »  Business Meals-Emp Paid
End Date: Copying/Printing-Emp Paid
Quantity: Dues/Subscriptions-Emp Paid
Attendees: Internet-Emp Paid
Miscellaneous-Emp Paid
Office Supplies-Emp Paid
Comments:
Postage-Emp Paid
Registration-Emp Paid
Credit Card Reference: Software<31000-Emp Paid
3 Staff Development-Emp Pd

joad.

drop the image here t
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19. Fill in the expense amount.

[ NOTES
B I < > >l PERSONAL JOB SETUP  ADD JOB  ACTIONS ~
ol Expense Amount:
ian, Alexsander Personal Amount: 0.00
Company Paid: 0.00
10 NOT APPROVE ® Total Due Employee: 0.00
ltemized Amount: 0.00
2aid ol Difference: 0.00
Jaid Total Unallowable: 0.00
Jo)

RABUTES DISTRIBUTION APPROVAL DETAILS

IMAGE
20. Fill in the quantity.

= Expense Type: General Expenses [temized Amount:
ject Managers * Catagory: Miscellaneous-Emp Paid el Difference

= Description Miscellaneous-Emp Paid Total Unallowable:
nning Pay Method: o

GENERAL INFO JOBS ATTRIBUTES DISTRIBUTION APPROVAL DETAILS
neral Ledger

* Start Date: 1/52024 - IMAGE
yables End Date Select an image to Lploac
ceivables Attendees:

1king
Comments: ‘
‘chases
e
Credit Card Reference
es Orders

i Drag and drop the in
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21. Attach a copy of your receipt — note that only a PDF or jpg is accepted.

PR R L e PV

0o Difference: 0.00
Total Unallowable: 0.00
o
IBUTES DISTRIBUTION AFPPROVAL DETAILS
IMAGE
Capture200.JPG « Browse Upload
4
i
= Drag and dreop the image here to upload it.
22. Click Save.
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‘ﬁi’ Favorites Expense

L] SAVE & CLOSE
(9 Dashboards

Expense ID
@ My Prime = Employee ID: 105188 - Ambartsumian, Alexsander
Status: Report - Open
Z=l Project Expense Report: 000006 - TEST 1.3 DO NOT APPROVE
* Expense Type General Expenses
:='| Project Managers = Category: Miscellaneous-Emp Paid 0

= Description: Miscellaneous-Emp Paid

Planning Pay Method =

GENERAL INFO ITEMIZATION JOBS

L1/ 52024 ~

ATTRIBUTES

@B @

General Ledger

= Start Date:

D)

Diavahlac Ermed Mingn-

B o + O 0+ K <

EW= n

DISTRIBUTION

> | PERSC
Expanse Amount
Personal Amount:
Company Paid

% Total Due Employee:
Itemized Amount:
Difference

Total Unallowable:

APPROVALL

IMAGE

~ Amnn e
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23. Once the Expense is entered, click the back arrow to return to the expense.

Expense

)

Expense 1D
* Employee |D:
Status
Expense Report
= Expense Type
* Category
* Description

Pay Method

GENERAL INFO

= Start Date:

End Mata-

ITEMIZATION

v+ W B K<

3 - Miscellaneous-Emp Paid L2
105188 - Ambartsumian, Alexsander
Report - Open

000006 - TEST 1.3 DO NOT APPROVE
General Expenses

Miscellaneous-Emp Paid 2
Mizcellansous-Emp Paid

o

RIBUTES

(53]
5]
I
=~
=i

1/5/2024 4

DISTRIBUTION

>l PERSC

Expense Amount
Personal Amount
Company Paid

Total Due Employes:
ltemized Amount;
Difference

Total Unallowable:

APPROVALL

IMAGE

24. When all expenses are added ot the expense report, go up to the “Actions” drop down box and hit
“submit.” Please note that expense reports cannot be submitted without a receipt or job code.

> >l

t Date:
Date:

ult Location:

PERSONAL JOB SETUP

1752024 ¥
1/5/2024 =

ADD JOB

GSA CONUS-USA-WA-Tacor 2

" 5 1/8/2024
The Geneva Foundation

[ NOTES ACTIVITIES FILE
Mjie'Sld REPORTS ~
ount: 201.00
mount: 0.00
aid: 0.00
mployee: 201.00
Total Unallowable: 0.00
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For Travel Expense Reports
25. Please note, for travel, select “Direct Travel” under the expense type.

* Report Number: <NEW> jol = Start Date:
e * Employes: 105188 - Ambartsumian, Alex O = End Date
= Expense Type s} Default Location
Expense Type Class: Select - Expense Type e
Status:
Managers Expense Authorization: SELECT O =4 °
= Description B Description +
g »  Authorization
EXPENSES  JOBS ATTRI|  Direct Travel
il Ledger General Expenses
O
Indirect Travel
es B O 0O Exﬂenf; Start Date Quantity
ables
g

26. Please fill in all of the required fields, including the start and end dates, and the location of
travel.

=S L ———
t

J5E 9+ | @~ [ < > >l PERSONAL JOB SETUP  ADD JOB  ACTIONS - RE

=<MNEW= jo] = Start Date: - Expense Amt
105188 - Ambartsumian, Alex © + End Date - Parsonal Ami
Direct Travel §s} Default Location D Company Pa
58: Report Total Due Emr
Open Total Unallow
tion: el
1BS PER DIEM ATTRIBUTES DISTRIBUTION APPROVAL DETAILS
=
s Start Date Description Category Quantity Expense Personal Co

D Amount Amount



27. The per diem amount will be automatically populated under the per diem tab.
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* Employee:

= Expense Type:
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Expense Type Class

Status:

Expense Authorization:

= Dascription:

EXPENSES JOBS

& 4+ X

*Date

[l
e
O

11172024
11212024
1/3/2024
1/4/2024

2 2 2 e
B | B B B ED

1/5/2024

k]

* Location

uuuuuu

105188 - Ambartsumian, Alexsar
Direct Travel

Report

Open

TEST 1.3 DO NOT PAY

Job

GSACON...

GSACON...
GSACON...
GSACON...
GSACON...

Document Title | XXX-X-XXX | DD Month YYYY
Page 15 of 16

= End Date

Default Location:

PER DIEM ATTRIBUTES DISTRIBUTION

Job Title

APPROVAL DETAILS

Tz
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28. The user has the ability to uncheck any meals that are not being claimed.

*First *Last *Breal  *Lunc * Dinner *Incidentals Breakfast Lunch Dinner Incidental MIE
iption Day Day Amount Amount Amount Amount
] 12.00 12.75 2325 3.75
O O 16.00 17.00 31.00 5.00
O O 16.00 17.00 31.00 5.00
O O 16.00 17.00 31.00 5.00
O 12.00 12.75 2325 3.75

72.00 76.50 139.50 22.50

Document Title | XXX-X-XXX | DD Month YYYY
Page 16 of 16



