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Welcome to eTravel for Texas A&M University-Kingsville!

TAMUK Travel Card application has gone paperless and moved to an E-Form! You may find the E-Form link on the JNET Employee tab
in the top left box *Employee Forms™. The E-Form link is also located on the Travel Forms webpage.
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POLICY: Payment Card

REPORT NAME: Month, Year, Last 4 of Card Number (e.g.: Sept 2018 #3948)
POLICY: Payment Card

SYSTEM MEMBER: 17 Texas A&M University Kingsville
DEPARTMENT/SUB-DEPARTMENT: 4 Letter Code for Account Name (e.g.: SSGS)
ACCOUNT: Select the account for the majority of your charges.

ACCOUNT ATTRIBUTES: Local or State, depending on the account.

Create a New Expense Report

Report Header

Policy Report Name Card Number (Last 4 Digits Only) 7 Reporting Cycle Report Date Report Key
| Payment Card * v | Sept 2018 #3948 * v 09/28/2018

Department / Sub-Department

Policy System Member I Account Accoun it Attributes
n Payment Card * v ] (17) TEXAS A&M UN\\LK\N(* ] (SSGS) STRATEGIC SOUR } (220322 00000) STRAT*: v } (L) LOCAL * ~ }

Department Reference Number

Click NEXT



Select the Expenses for the report and Click MOVE to CURRENT
REPORT. You can also select the expenses and drag to the report.

‘penses v Details » Receipts v Print / Email »

view « |Available Expenses

nount Requested | || allCarde 7
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Expense Type

; 4010 Supplies - Office General
4010 Supples - Office Gereral
4010 SUDpIyes-OfﬁceGeneral e e e e e Sl
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e
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Delete Report E

To know which Billing Cycle an expense belongs to, hover your mouse over the Blue Credit Card icon and check the

BILLING DATE. The Billing Date month will determine the Billing Cycle month.



Select the expense.
Select EXPENSE TYPE (Object Code).
Enter VENDOR NAME (if blank).

Enter a description in the COMMENT Box.
Click SAVE.

(Repeat steps for each charge.)

Expenses View* <« | Expense || ReceiptImage

Available Receipts

Date v Expense Type Amount Requested
07/29/2018 4010 Supplies - Office General $219.99 $219.99 Expenserlype Ao =i e SELE L
o O e SUMMUS INDUSTRIES, INC, Sugz l 4010 Supplies - Office Gener 219.99 07/29/2018 I SUMMUS INDUSTRIES, ING
Travel Card charges may not be submitted on a Payment Card report. Please remove Comment FoMiS REEA EOMIS REES vajce Nisher
this transaction and submit on a travel expense report. Office supplies - Paper|
[ 07272018 4040 Supplies - Office General $2029 520,29
0 G e SUMMUS INDUSTRIES, INC, Suge
Goods Received Date ) Payment Type

07/27/2018 4010 Supplies - Office General $11.99 $11.99
0 O @ SUMMUS INDUSTRIES, INC, Sugs

TOTAL AMOUNT TOTAL REQUESTED <
$252 27 $252 27 2‘ sl ‘I ltemize H Allocate H Attach Receipt H Cancel



To attach a receipt individually,

Click ATTACH RECEIPT.

| temize H Allocate . Afttach Receipt I Cancel J

Attach Receipt

Chck Browse and seiect a .png, .jpg, Jpeg, pdf, tif or Aiff fie for upload. 5 W8 imi per fie

File Selected for uploading;

No fie selacied

Or choose an image from your Available Receipts.

Available Receipts

Browse for the file location on your computer.

Click ATTACH

*For Business Meals, the Business Meal Food Form and required attachments will need to be

attached at the expense level.



To attach all receipts from one PDF file, click the RECEIPTS Drop
Down, and select ATTACH RECEIPT IMAGES.

Sept 2018 #3948

|“+ Wew Expanas | | .+ Cuilck Expanses | import Expenaas Dwtafis Print I Eradl *
Receipts Ragusred
Expenses [ Move - J Deien

View Heceipts in new window
¥ Date ™ Expense Type [ Amaun!

= View Receipts in currant window
W 07282018 4040 Supplies - Office General 521599 P
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Delate Receipt Images
|

Receipt Upload and Attach

You may attach scanned images.

¥ou currently do not have any expenses requiring receipts. You may choose up to 10 fies to attach to the report.

For best results, scan images in black & white with a resolution of 300 DPlor lower.

Click Brow se and =elect a .png, .jpg, jpeq, .pdf, .tif or .tiff fie for upload. 5 MB limit per file.

Files Selected for uploading:

HNo files selected

Browse for the file location on your computer.
Click UPLOAD



After all receipts have been attached and all charges
have been allocated, Click SUBMIT REPORT.

Delete Report *Suhm Report

*All red Exception flags must be cleared before you can submit a report.



