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Your username and password are

same as your member login or
Username| I _ CDR login for the

Password ‘ . .
— www.eatright.org website
ogin
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If this is your first time creating an
expense report, please make sure to
add your mailing address .

Expense Reports Logout

Work with Expense Reports

Payment Method Check by Mail
Name Emily Example Payment mailing address Add or Uyidate
Email Address eexample@example.net Payment Mailing
Address
My Expense Reports
Add New Expense Click to create a
Report new expense report

Expense Reports Pending My Approval

Expense Reports Pending My Pre-Approval Review



- Academy of Nutrition
rlg°ﬂ. and Dietetics

Expense Reports Logout

Select Approver for New Expense Report

Name Emily Example
Email Address eexample@example.net

Displaying records 1 to 1 of 1

Select an approver from list below for
this new expense report.

Approver Email

Approver Name

Approver Amy aapprover@approver.net

Select your approver for this expense
report

Alternate Approver Alternate Approver Email

Alternate Albert AAlternate@alternateAppr.net

Note:

expense report to them.

If you do not see any approvers on this screen, please get in touch
with your Academy/DPG/Committee contact to inform them. You
must be added to their approving list before you can submit an




Create Expense Report

Name Emily Example
Email Address eexample@exampl

Note:

Your Academy/DPG/Committee contact should inform you on what project
code to use below. If you do not have one, please contact them so they may
add this information to your profile.

All items below are reguired (except optional
items} as indicated to create an expense report.

Select a default project for all items
on this expense report. Note: You can
override project code on specific items

later.™

Expense from date*

Expense thru date*

Name of Board or Committee or
Practice Group (if applicable)

Short Expense Description®
Purpose of Trip or Expense®

Advance Amount - If you have taken anvD

advances for this trip, this amount will
be deducted from balance due you.

(Optional) Enter any special comments
you have for approver or accounting

department regarding expenses o
this report.

Select a city travelled to on this
trip. Used to determine the daily
maximum expense allowance.

If expense is not for travel please
select '"None'™

103 1400 OFFICE SERVICES
110 1001 Administration *

07/01/2015
07/02/2015

|DPG 63

| Committee Meeting \
Discussion of upcoming symposium details Enr it af teaun |

€ Please fill out all of these fields
regarding your expense report.

Other city

* indicates required items

Cancel Create Report 4
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Expense Report Details

User Mame
User Email

Expense report number
Report Status

Expense from date
Expense Thru date

Short Expense Description
Approver Name

Approver Email

Alternate Approver
Alternate Approver Email
Advance amount

Expense Report Total
Balance Due to user
Approximate Payment Date

To add additional expenses, sele

Example Emily
eexample@example.net

25845 .

In Process
07/01/2015
07/02/2015
Committee Meeting
Approver Amy

aapprover@approver.net
Alternate Albert
Aplternate@alternatsAppr.net

—Uploaded Receipts
Submit for
Approval
= ~ Upload/View Receip&]
" Edit item
X Dalete itam

Click button above to add or view receipts.
You can scan multiple receipts on a single

Please fill out all of the entries for your report.
You can edit by selecting the pencilicon , on
each expense line. You can remove
unnecessary entries by using the (X) icon.

erE and date, then dick 40

= add

| oz/o1/2015 |

| owozpz015 |

DAILY
ALLOWANCE

Expense Date

[~ | o7/01/2015

Breakfast

bbb
[T 1]
Tunch
axp EXp expense

dinner non-meal
tips transportation

local Category

Total

X orjozios

DME Expense Date

CNPENS!

7R | ozoyzors |

Expensa

Phone Category
|




- Academy of Nutrition
rlgm. and Dietetics

Expense Reports Logout

Expense Report Details
User Name Example Emily

= Submit for
User Email sexample@example.nat Ry
Expense report number 25846
Report Status In Process
Expense from date o7/01/2015 Rafrash
Expense Thru date a7/02/2015 ' Edit itam
Short se Description Committe Mesti =
Allprm!E::-)::rne = Approver Amy fin * Dalets itam Tolls Parking Car Rental IZ’DO—
Approver Email aapprover@approver.net Miles traveled I {current mileage rate .375 per mile)
Alternate Approver Alternate Albert Local business I—
Alternate Approver Email Abllternate@alternatefppr.net txansporiabon
Advance amount Luggage 25.00 *
Expense Report Total
Balance Due to user
Approximate Payment Date
To add additional expenses, select type and date, then dlick ADD | VH "'- Add
TRANSPORTATION Expense Date Airfare  Airport Taolls Miles Mileage Local luggage
EXPENSE trip Parking Trawvelled dollars business exp
exp Car transportation
|~ | o7/oir2015 | |
[P .S | o7/02/2015
HOTEL Expense Date Hotel Category
EXPEMSE Room Total
Charge
K | ozro1rzoas |
X omomos SIElE

e e This is a completed sample transportation
[# X 07/01/2015 | |

X | ooz | T—1 i | entry. Please make sure to complete all

e s I = expenses by date of incurred expense. Click
SR | azjoiz015 '

(7% | oroarmns | update when completed

POSTAGE Expense Date postage Category
EXPENSE exp Total
7R | orjoizois | : '

] | o7/02/2015
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Expense Report Details —Uploaded Receipts
User N Example Emil
USE: E:l:": eenmn:p?e@r:;i:mph.net S S
Approval
Expense report number 25846
Report Status In Process - g s
Upload/View Recei s]
Expense from date 07/01/2015 Refresh iy Upload/Vi pt
Expense Thru date a7/02/2015 Z Edit item
Short Expense Description Committe Mesting f
Approver Name Approver Amy x Delete e
Approver Email aapprover@approver.net :

Alternate Approver
Alternate Approver Email
Advance amount

Expense Report Total
Balance Due to user
Approximate Payment Date

To add additional expenses, select type and date, then click ADD |

TRANSPORTATION Expense Date Airfare  Airport
EXPENSE

Altarnate Albert
Aslternate@alternatafppr.net

557.00
557.00

'Click button above to
'You can scan multiple

page.

|For out of tow

[7] check here if you

Tolls
trip  Parking

exp Car

or view receipts.
eipts on a single

avel -

our completed
n form.

mailing in receipts

R _07/0y2015 | 20000 | 200 i

,.hx | 07/02/2015 Z'DCHJ 2.00 | 22.00 |

HOTEL Expense Date Hotel ]

EXPENSE ﬂl::mn Total

i e e e Once you have completed your expense
T T | entries you will need to upload receipts to
ALLOWANCE i . . L .
e &G0 2000 2300 show as proof of each expense incurred.
) 07/02/2015 5.00 ) 20.00) 30.00

PHONE  Expeseiate  Ghone Please click on the Upload/View Receipt
EXPENSE Expense Total

T button located here

POSTAGE Expense Date

Y DENC

postage  Category
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Expense Report Details
User Name
User Email

Expense report number
Report Status

Expense from date
Expense Thru date

Short Expense Description
Approver Name

Approver Email

Alternate Approver
Alternate Approver Email
Advance amount

Expense Report Total
Balance Due to user
Approximate Payment Date

.

—Uploaded Receipts

Exampl
sexamg

25846
In Proce
a7fo1f32
a7/02f32
Commit]
Approve
aapprov
Altarnaty
Ablterng

557.00
557.00

To add additional expenses, select type and d

07/01/2015 |

07/02/2015

[® | o7ozz01s

/% | owoizmas |

100.00 |

@ @ https://securetest.eatright.org/CGI-BIN/lansaweb” ==+ @ ¥ =

Emily Example

Expense report number 25846

Short description

~ Add Document “ _Upload/View Receipts]

Click button above to add or view receipts.
You can scan multiple receipts on a single

page.
For out of town travel -
you must attach your completed
travel authorization form.
Check here if you are mailing in receipts
View
Comments

A new pop up window will appear and you
will need to select the Add Document option.

07/01/2015 20.00 | 25.00 | ¥
|- %K 07/02/2015 | 5.00 | 20.00 | 30.00 | | | 55.00| | |
PHONE Expense Date Phone Category

a7foi/2015 |

Expense

Total
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Expense Report Details £

User Name Exampléps==ite Uploaded RECEIPI’S

User Email e=xampll | (D @ https://securetest.eatright.org/CGI-BIN/lansawel =+ @ ¥ = ”I

Expense report number 25846 Emily Example

Report Status In Procd Expense report number 25846

Expense from date a7/01/2 Add Document “  Upload/View Receipts]
Expense Thru date a7/oz/2

Short Expense Description Commit] Enter a file short description

Approver Name Approve airfare ticket

Approver Email aapprov

Alternate Approver Altarnaty =53 Select a file to upload

Alternate Approver Email Adltern: L Click button above to add or view receipts.
Advance amount You can scan multiple receipts on a single
Expense Report Total 557.00 page.

Balance Due to user 557.00 Short description

Approximate Payment Date For out of town travel -

you must attach your completed
travel authorization form.
[T check here if you are mailing in receipts

View
Comments

To add additional expenses, select type and dj

After you have enter your file name, please
select the “Select a file to upload” option to
attach the actual file. A new pop up window
will appear which will allow you to browse

/% | ozoyzo1s | 3
% | o07/02/2015

Fo BB CoRE T your computer for the file to attach. PDF files
| "2 | o7/oz/2015 | 100.00 TOT00T T ]

DAILY Expense Date Breakfast lunch dinner non-meal local Category Work beSt-

ALLOWANCE exp exp expense tips transportation Total

SR | o7/01/2015 | 8.00| 20.00| 25.00 | | | 52,00 |

% | ovozzas | s.00| zo0.00| 30.00 | 55.00|

PHONE Expense Date Phaone
EXPENSE Expense Total

/XK | azoyeois | _ [ | |
R | ovjozzois | | L 9
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Expense Report Details

User Name Exampl b B UI RQCESPTS
User Email e=xampll | (D @ https://securetest.eatright.org/CGI-BIN/lansawel =+ @ ¥ =
Expense report number 25846 Emily Example
Report Status In Procd Expense report number 25846 - :
Expense from date o7/01/2 ‘Add Document “ Upload/View ReceiptsJ
Expense Thru date a7/oz/2 —
Short Expense Description Commith Enter a file short description
Approver Name Appraove. airfare ticket|
Approver Email aapprov
Al o # Select afile to upload Save
Alternate Approver Email Aflternz = n - Click button above to add or view receipts.
Advance amount airfare ticket txt You can scan multiple receipts on a single
Expense Report Total 557.00 page.
Balance Due to user 557.00 Short description
Approximate Payment Date For out of town travel -
you must attach your completed
travel authorization form.
[7] check here if you are mailing in receipts
View
Comments
To zdd additional expenses, selsct type and d’
i _— After you have selected your file to attach,
EXPENSE . . . .
_ please click on the Save option. The file will
V.. T 1. .
X | oro2r2015 now be attached to this expense report.
R | ozjoj0is | 10000
!./'x I—u?fu:z,-'zms 100.00 | TOCOOT T
DAILY Expense Date Breakdast lunch dinner non-meal local 2
ALLOWANCE exp exp expense tips transportation Total
[+ % | owoyzois | 8.00| 20.00| 25.00 | [ [ s200| | | |
% | ovozzas | 500 20.00]  30.00] [ | 55.00| |
PHONE Expense Date Phone Category
EXPENSE Expense Total
/X | ezjoyzors | ! RN
R ovjozois ! LI 10

POSTAGE Expense Date

Y DENC

postage Category

+ ||
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Expense Report Details

User Name
User Email

~Uploaded Receipts

@ & https://securetest.eatright.org/CGI-BIN/lansawe
Eduardo Ortiz
Expense report number

Expense report number 2
Report Status
Expense from date aj

34362

~ Upload/View ReceiptsJ

Expense Thru date 1%
Short Expense Description
Approver Name

Approver Email

Alternate Approver
Alternate Approver Email
Advance amount

Expense Report Total 5
Balance Due to user 53
Approximate Payment Date

Click button abo
You can scan multip
page.
For out of town trc
you must attach you
travel authorization fo
[T check here if you are mailing in rece
View I
Comments

ydd or view receipts.
gipts on a single

Short description

airfare ticket

meals receipts

After you have attached all receipts for your
expense report, you can exit out of this pop
up window by selecting the X on the top right
of the receipts window

07/01/2015
07/02/2015

07,/01/2015

|+ 07/02/2015 100.00 100.00

SR 07/01/2015 8.00 | z0.00) 25.00 | | 52,00 |
"% 07/02/2015 5.00 20.00 30.00 55.00
PHONE Expense Date Phone Category

EXPENSE Expense Total

4 07/01/2015

R | o7/02/0015 |

11
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Expense Report Details

User Name Example Emily =
User Email sexample@exampla.nat S::l':'t fT
Expense report number 25846

Report Status In Process

Expense from date 07/01/2015 Refresh
Expense Thru date a7/02/2015 # Edit item
Short Expense Description Committe Mesting 3
Approver Name Approver Amy x Delete e

If you are ready to submit your expense
report, please click on the Submit for
Approval button located above to submit your
report. Please skip to page 13.

—~Uploaded Receipts

~  Upload/View Reoeit:tsJ

Click button above to add or view receipts.
You can scan multiple receipts on a single
page.

For out of town travel -

you must attach your completed
travel authorization form.

[7] check here if you are mailing in receipts

View
Comments
To add additional expenses, select type and date, then click ADD | VH ": Add
TRANSPORTATION Expense Date Airfare  Airport Tolls Miles Mileage Local luggage Category
trip  Parking Travelled daollars business axp Tokal
exp Car transportation
| o7/01/2015 | 200.00] | 2.00 | i i | 2500 =277.00| | |
| 07/02/2015 | 20.00| 2.00 | i i i zzo0| | | |

Expense Date Hotel Category

07/01/2015 g.00| 20.00]
07/0z/z015 | 5.00 | 20.00| 30.00 |

PHONE Expense Date Phone Category
Expense Total

a7foi/2015 |

12
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Expense Report Details

—Uploaded Receipts

ﬁ: ::1:":: :;amn:;eé:;gmpfe.net 5:::::':"
=1 TO insert additional expenses which are not
==l show on the sub topic expenses, please go to
EE: the ADD function located here and select the
al type of expense and the date incurred.

“ Upload/View Receipts]

Click button above to add or view receipts.
You can scan multiple receipts on a single
page.

Balance Due to user 557.00

Approximate Payment Date

To 2dd additional expenses, selact type and date, then dlick ADD [Miscellansaus v |3"fl}1.|"2l]15 * "; Add

Tolls Mileage

TRANSPORTATION Expense Date Airfare  Airport Miles
EXPENSE trip Parking Travelled dollars

For out of town travel -

you must attach your completed
travel authorization form.

[Tl check here if you are mailing in receipts

View
Comments

Local luggage

business axp Total
exp Car transportation

[~ | o7/orfzois | 200.00) 2,00 | | 25.00| zz7.o0| | |
. 07/02/2015 | 20.00 2.00 | ' zz.00| | |
HOTEL Expense Date Hotel
EXPENSE Room Total

Charge
|- 07f01/2015 | 100.00| 1o0.00| | | |
- 07/02/2015 100.00 100.00
DAILY Expense Date Breakfast lunch dinner mnon-meal local >
ALLOWANCE exp EXp EeXpense tips transportation Total
| 07/01/2015 | 8.00| 20.00] 25.00 | | sao0| | | |
|29 a7/02/2015 5.00| 20.00) 30.00 ss.o00

2 Copyright 2015 Acadsrmy of Nutr
13
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Expense Report Details —Uploaded Receipts

User Name Example Emily -

User Email esexample@example.net S"ﬂ:':-t ﬁr

Expense report number 25846

Report Status In Process

Expense from date 07/01/2015 Refresh “ Upload/View Receipts ]
Expense Thru date a7/02/2015 /‘ Edit item

Short Expense Description Committe Mesting 3

Approver Name Approver Amy x Delete:fem

Approver Email aapprover@approver.net

Alternate Approver Altarnate Albert

Alternate Approver Email Aflternate@altarnat=fAppr.net Click button above to add or view receipts
Advance amount . 2 ” -
Expense Report Total 557.00 You can scan multiple receipts on a single
Balance Due to user 557.00 page.

Approximate Payment Dal

R e e
- Il I
AR =

You will need to complete the expense entry Ie - —
|| & https;//secure eatright.org/CGI-BIN/ lansaweb?wam=ERS028 &
as before including a note about the Update Miscellaneous Expense

To 2dd additional 2xpenses, sel m isce I | a n eo u S ex p e n Se E.;;‘Elnms Wﬂmwmm

TRANSPORTATION Expense Date Airfare  Airport Tolls Miles Mileage Local luggage Category Misc Exp |535.451{| Office Supplies M
EXPENSE trip  Parking Travelled dollars. business exp Total Account
exp Car transportation Motepads and Pens for all who attended

SR 07/01/2015 200.00 2.00 25.00 227.00
4 07/02/2015 20.00 2,00 22.00
HOTEL Expense Date Hotel Category
EXPENSE Room Total

Charge
e ™ 07/01/2015 100,00 100,00
4 07/02/2015 100.00 100.00
DAILY Expense Date Breakfast lunch dinner non-meal local Category
ALLODWANC exp EXp  EXpense tips transportation Total
SR 07/01/2015 8.00| 20.00 25.00 52.00
e ™ 07/02/2015 5.00 | 20.00 30.00 55,00
MISC Expense Date Miscellaneous Misc Expense Account Category
EXPENSE Expense Total
X 07/01/2015

© Copyright 2015 Academy of Hutrition and Distetics 14
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Expense Report Details

User Name Example Emily

User Email sexampla@exampla.net
Expense report number 25846

Report Status In Process

Expense from date 07/01/2015

Expense Thru date a7/02/2015

Short Expense Description Committe Mesting
Approver Name Approver Amy
Approver Email aapprover@approver.net
Alternate Approver Altarnate Albert

Alternate Approver Email
Advance amount

Expense Report Total
Balance Due to user
Approximate Payment Date

To add additional expenses, seleck type and date, then click ADD |

TRAMSPORTATION Expense Date  Airfare  Airport
EXPENSE trip Parking

07/01/2015
07/02/2015 20.00 |

Aslternate@alternatefppr.net

582.00
582.00

Submit for
Approval

Refresh
. Edit item
XK Dalete item

V| = add

200.00 |

Travelled

Miles Mileage
daollars

—Uploaded Receipts

~  Upload/View Receipts]

Click button
You can scan
page.

to add or view receipts.
receipts on a single

227.00
22.00

| 07/01/2015 100.00 100.00
| 07/02/2015 100.00 100.00

SR 07/01/2015 8.00| 20.00] 25.00
X 07/02/2015 5.00 | 20.00 30.00

Expense Date Miscellaneous Misc Expense Account  Category

Expense
X 07/01/2015 |

25.00 | 535-4510 Office Supplies

Once you have uploaded receipts and entered
all of your expenses, you can click on Submit
for Approval to send your expense report to
== | the Approver. An email will be auto-generated
| and sent to the approver . You will receive an
_ email when your expense report has been
L approved.
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Work with Expense Reports

Payment Method Check by Mail
Name Emily Example Payment mailing address Add or update
Email Address eexample@example.net Payment Mailing
Address
My Expense Reports
Displaying records 1 to 1 of 1
Add New Expense
Report
Original Total Trip Short Expense Description Approver Name Status
submission expense from
date amount date
07/22/2015 582.00  07/01/2015 | Committe Meeting

| Approver Amy Submitted for approval Select

Expense Reports Pending My Approval

Expense Reports Pending My Pre-Approval Repsicaa

You can review the status of your expense
report on your profile page. Once approved,
your expense report will be submitted to

Accounts Payable for final review and
processing.




