Example #1 — All travel occurs in FY18 but reimbursement will not be processed until FY19

Please note that the accrual document will need to be submitted for FY18. If submitted July 1% or later you will need to select FY18 from the dropdown box
and the document will need to be submitted by July 6" at noon. If the travel document is in the travel action list by June 29" — 4:00 pm, no accrual is needed.

All TR documents with trip end date of 06/29/18 or prior, submitted in FY19, needs to include the accrual document number in the notes and attachments
section.

Our traveler went to Seattle, Washington from 06/23/18 —06/29/18 for a speaking engagement. The document was not received (in action list) by travel before
the June 29" cutoff date so the expenses will need to be accrued.

The department purchased airfare using the Ghostcard on May 20™, the cost of the airfare purchased is $339.00. We also have per diem expenses of $481.00
and lodging expenses of $649.00.

Because the Ghostcard purchase was before June 15 for FY18 travel, the expense should properly post to FY18.
The remaining actual expenses should be on account 1356570 — 6075 for a total amount of $1,130.
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We need to make sure that the accounting period selected is FY18. Also, be sure to select Accrual as the voucher type and enter the reversal date.

Next we enter the total amount of expenses for lodging and per diem under object code 2103 as a credit (yearend payables) and then the individual amounts
under the respective expense object codes as debits.

When the document is approved the expense amounts will post to FY18 and the payable liability amount will also post to the account. Then on the reversal date
the liability (2103 — yearend payables) will be cleared and the expense amounts will be credited so that when the TR is approved they will zero out.
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Example #2 — Travel occurs in FY19 but some expenses including Ghostcard are paid in FY18

Our traveler will be attending a conference in Atlanta August 8 — 12%. The department purchased the airfare using the Ghostcard on May 17%, the cost of the
airfare purchased is $435.50. The traveler has also paid a deposit for lodging of $75 that will be reimbursed before July 1.

Both expenses will post to account 1356570 as actual expenses in FY18. Because the travel will occur in FY19 these expenses should post to FY19. We will use an
accrual document to properly recognize the expenses in FY19.

The actual expenses will hit account 1356570 — 6073 for $435.50 and 1356570 — 6075 for $75 in FY18. These need to be allocated to FY19.

Open a new accrual document from the main menu in Kuali:
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We need to make sure that the accounting period selected is FY18. Also, be sure to select Accrual as the voucher type and enter the reversal date.

Next we enter the total amount of prepaid expenses under object code 1740 (prepaid expenses) as a debit and then the individual amounts under the respective
expense object codes as credits.

When the accrual document is approved the expense amounts will be cleared from FY18 and the prepaid asset amount will post to the account. Then on the
reversal date the asset (1740 — prepaid asset) will be cleared and the expense will be debited in FY19.
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Example #3 — Travel occurs in both FY18 and FY19 and reimbursement will not be made until trip is complete in FY19.

Our traveler will be performing research in Hong Kong from June 20" — July 17", The traveler purchased the airline tickets online for $2,200.00 and will be
reimbursed when the trip is complete. There are also estimated lodging expenses of $4,860 and meals and incidental per diem expenses of $4,950.

No Reimbursement will be made until the trip is complete in FY19.

First we need to make a reasonable estimate of the expenses that should be assigned to FY18 and FY19.

Total amounts from the TA are as follows:

Object code 6133 — $2,200 for Airfare

Object code 6135 — Per Diem and lodging; $4,860 for Lodging and $4,950 for M&l.

Object code 6133:

If the itinerary does not breakdown cost of flights it is ok to assume the expense should be split equally.

6133 should equal $1,100, half of the airfare amount for both FY18 and FY19.

Object code 6135:

This should include the amounts from June 20" — June 30%" for FY18 and the amounts from July 15t — July 17" for FY19
FY18 M&I = (10*180) + 135 = $1,935

FY18 Lodging = (11*180) = $1,980

FY19 M&I = (16*180) + 135 = $3,015

FY19 Lodging = (16*180) = $2,880

Now that we know how much the expenses are for each year we can create a new accrual document.

We need to make sure that the accounting period selected is FY18. Also, be sure to select Accrual as the voucher type and enter the reversal date.

Next we enter the total amount of FY18 expenses under object code 2103 as a credit (yearend payables) and then the individual amounts under the respective
expense object codes as debits.

When the document is approved the expense amounts will post to FY18 and the payable liability amount will post to the account. Then on the reversal date the
liability (2103 — yearend payables) will be cleared and the expense amounts will be credited so that when the TR is submitted in FY19, the FY18 expenses will
zero out.
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