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Purpose

This document outlines the policies and procedures for processing travel expenses for DOA , DOA-supported
agency employees, and non-state employees. It provides definitions of roles, detailed explanations of
expense types, links to job aids, and secondary source material.

Policy

1. The Department of Administration (DOA) requires a uniform record of all travel costs to conform to state
travel policies and achieve equity in travel reimbursement to its employees and attached agencies. These
rules and policies are based on the State Controller’s Office policy, the DOA Division of Personnel
Management (DPM) Uniform Travel Schedule Amounts (UTSA), state statutes, and DOA policies.

2. STAR (PeopleSoft) is the agency’s system for processing all state employee travel expense vouchers. The

employee creates an expense report in STAR, and it is approved by the employee’s HR supervisor.
Expenses claimed in the STAR Expense Module must be entered so those reviewing the claim can
determine whether they are in compliance with reimbursement rules. Please note that no more than one
month’s worth of expenses should be submitted on an expense report.

3. Employee travel expense reimbursements are paid through the payroll system on the employee’s
paycheck. Payment through the payroll system allows calculation of required withholdings for items that
are considered taxable.

4. Non-state employee travel is not processed through the STAR Expense Module. Non-state employees will
claim expenses on the Non-State Employee Travel Voucher expense form (DOA-6107E). The expenses will

be reimbursed via payment request (direct charge) in the STAR Accounts Payable Module. For travel
expenses incurred by travelers not set as a supplier within STAR, please email DOA BFM Travel Claims for
further information on expense reimbursement.

Role Definitions

User Role Name Role Description

Expense Employee Enters/modifies expense reports

Assigned Proxy Enters/modifies expense reports on
behalf of another employee

Expense Approver Audits and approves expense reports



https://dpm.wi.gov/Documents/BCER/Compensation/Section_F_19-21.pdf
https://starfin.wi.gov/
https://doa-star.wisconsin.gov/BFM/_layouts/15/start.aspx#/Shared%20Documents/Forms/AllItems.aspx
mailto:doabfmtravelclaims@wisconsin.gov

Business Process

Employee

1.

Employee creates expense report in STAR.

A. A separate travel reimbursement expense voucher is needed for each business purpose that the
employee had during the claim period.

B. Refer to the Expense Type Requirements section for information on what is required for each

expense type. Please note, Out-of-State Travel Authorization forms are only required for DOA
employees.

C. Review chartfield to ensure proper coding is used for each expense line.

Receipts must be scanned and attached/uploaded in STAR. Per instructions below, when receipts are
required, they need to be sent to BFM for audit and retention as the original record.

When original receipts and/or an Out-of-State Travel Authorization are required, attach them to the print-

out of the finalized expense report and send via interdepartmental or US mail to:

Department of Administration
Bureau of Financial Management - Travel
PO Box 7869

Madison, WI 53703

Employee HR Supervisor

1.

The employee HR supervisor will receive an email notification that an expense report is awaiting

approval.

The supervisor is responsible for reviewing expense reports for:
A. Appropriateness of the expense/travel
B. Attachment of original receipts

C. Accuracy of chartfield values

Budget check will run in an automated batch process hourly each day on expense reports that are
submitted for approval.

A. If errors occur, contact your assigned accountant.

The employee HR supervisor may approve, send back, put on hold, or deny an expense report.

Approved: The expense report will move on to the pre-pay auditor.


https://doa-star.wisconsin.gov/BFM/_layouts/15/start.aspx#/Shared%20Documents/Forms/AllItems.aspx
https://doa-star.wisconsin.gov/BFM/_layouts/15/start.aspx#/Chart%20of%20Accounts/Forms/AllItems.aspx
https://doa-star.wisconsin.gov/BFM/_layouts/15/start.aspx#/Shared%20Documents/Forms/AllItems.aspx
https://doa-star.wisconsin.gov/BFM/_layouts/15/start.aspx#/Chart%20of%20Accounts/Forms/AllItems.aspx
https://doa-star.wisconsin.gov/BFM/_layouts/15/start.aspx#/Lists/BFM%20Assignment%20List/AllItems.aspx

Send Back: The expense report will be returned to the employee for correction. The supervisor will
need to add a comment indicating what corrections need to be made.

Hold: The supervisor may resolve pending issues before approving.

Deny: The expense report will be closed. The employee will not be able to further modify the existing
report and would need to create a new report for these expense.

Pre-pay Auditor (BFM)

1. The pre-pay auditor will receive an email notification that an expense report is awaiting approval.
2. The pre-pay auditor is responsible for reviewing expense reports for:

A. Adherence to DPM Uniform Travel Schedule Amounts (UTSA) guidelines, state statutes, and

departmental guidelines
B. Accuracy of chartfield values
C. Receipt of required supporting documentation

D. Attachments/receipt of the Out-of-State Travel Authorization, if required

3. The pre-pay auditor may approve, send back, put on hold, or deny an expense report.

Non-State Employee

1. Non-state employees will claim travel expenses on the Non-State Employee Travel Voucher Expense

Form. Original receipts will be attached as necessary. The request will be submitted to the program area
approver.

2. The approver will submit the travel expense report to the program area payment processor to create a
payment request (direct charge) in STAR following the AP Payment Request Business Process. For travel

expenses incurred by travelers not in the STAR supplier files, please email DOA BFM Travel Claims for fur-

ther information on expense reimbursement.

3. The program area payment processor will send the travel expense report with the payment request
number and attached receipts and documentation via interdepartmental or US mail to:

Department of Administration
Bureau of Financial Management
PO Box 7869

Madison, WI 53703

4. BFM will process the payment request (direct charge) and payment will be issued to the traveler.


https://dpm.wi.gov/Documents/BCER/Compensation/Section_F_19-21.pdf
https://doa-star.wisconsin.gov/BFM/_layouts/15/start.aspx#/Shared%20Documents/Forms/AllItems.aspx
https://doa-star.wisconsin.gov/BFM/_layouts/15/start.aspx#/Shared%20Documents/Forms/AllItems.aspx
https://doa-star.wisconsin.gov/BFM/_layouts/15/start.aspx#/Shared%20Documents/Forms/AllItems.aspx
https://doa-star.wisconsin.gov/BFM/_layouts/15/WopiFrame.aspx?sourcedoc=%7b4C6C2BEA-2169-4CD0-8C16-638D56578494%7d&file=DOAS%20Payment%20Request%20Business%20Process.pdf&action=default
mailto:doabfmtravelclaims@wisconsin.gov

DEPARTMENT OF
ADMINISTRATION

Job Aid: Creating an Expense Report

Summary: This document provides a step-by-step guide to create and submit an expense report in STAR.

1. Login to STAR using your IAM username and password (https://starfin.wi.gov)

2. Navigate to the Create/Modify Expense Report page: FSCM Employee Self-Service > Travel and Ex-
penses > Create Expense Report

3. Select a Business Purpose from the dropdown menu. Fill out the Description, Reference, and Default
Location fields. Select the nearest location if exact location does not exist.
eport NEXT 2

General Information

Business Purpose v & Attach Receipt N
*Description
£ Accounting Defaults N
Default Location Q

Creation Date 03/21/201 9_

Reference Q
Updated on 03/21/2019

Expense Details

No expenses have been entered

‘ + Add Expense

“; Quick-Fill

4. Click on Accounting Defaults.

Report NEXT

General Information

Business Purpose v & Aitach Receipt N
“Description
[ Accounting Defaults >
Default Location Q ————————————————

Creation Date 03/21/2019

Reference Q
Updated on 03/21/2019

Expense Details

No expenses have been entered

‘ -+ Add Expense

+ Quick-Fill

5 Update and verify correct coding. This coding will be applied to all expense lines.
Cancel Expense Report Defaults \E\
Description 1/1/19

Accounting Details

GL ChartFields Show All

% *GL Unit & Bud Ref © Fund © Appropriation < Dept & Program < Oper Unit &
+ - 100.0 Q Q Q Q Q Q



https://starfin.wi.gov

6. Add Expense.

Report NEXT

©

General Information

“Business Purpose

& Aftach Receipt >
“Description
[ Accounting Defaults >
Default Location Q
Creation Date 03/21/2019 _
Reference Q

Updated on 03/21/2019

Expense Details

‘ == Add Expense ‘

7. Fill out Date, Expense Type, Description, Payment Type (ALWAYS choose Payroll), and amount fields.
If your Expense Type requires additional fields or attachments, please fill them out/add them as well.

1118 7 Save ‘ Review and Submit
Last Saved 03/21/2019 9:50AM
Total (1 ltem) 0.00 USD Mileage Car - 01/01/2019
+ @ v Date | 01/01/2019
Add Delete Filter More I “Expense Type | Mileage Car Q I
+ Tuesday, January 01, 2019
HQ 101 E Wilson St,
Mileage Car “Descrivtion | Madison. Left from home 123
HQ 101 E Wilson St, Madison. Left L Description |y 2in St Madison to -
from home 123 Main St Madison to usD Stoughton for supervisor A
Stoughton Tor supervisor meeting
ot ey Mileage
@

“Miles |38 x 05100

“Payment | Payroll N
“Amount | 19.38 usD

*Billing Type | Billable v

Payment Details

Additional Information

“Originating Location | Madison, W Q
“Destination Location | Stoughton, Wi Q
@ Attach Receipt >
[ Accounting 1>
Exceptions
Personal Expense ( No

NoReceipt (__Yes

8. For Transactions 60 Days or older: Add justification in Exception Comments. (This field is a
requirement for expenses older than 60 days.) Please note that if your report becomes over 60 days
old after it has been resubmitted for changes, you do not need to add the tax penalty. When
prompted by STAR put “Originally submitted within 60 days.” into the comment box.

Please see job aid on page 12 for how to add the tax penalty lines if your expense report was origi-

nally submitted 60 days after the expense was incurred.

Cancel Exception Comment | Done |
Date 01/01/2019

Expense Type Mileage Car

Older Transaction Exception

An explanation for the expense line older than 60 days is required. Explain why.

“I nsert Explanation Here




Optional: If your report has multiple expenses, add additional lines and repeat steps 6-8 for each
one. To add a line select the plus symbol to the upper left of the screen.

11119 [7

_{

Total (2 Items) 19.38 USD

+ [ k4

Add Detete Fiter
« Thursday, March 21, 2019

New Expense

+ Tuesday, January 01, 2019

Mileage Car

HQ 101 E Wilson St, Madison. Left
from home 123 Main St Madison to
Stoughton for supervisor meeting
(round trip)

New Expense - 03/21/2019

“Date \paxzwzmg |
=B *Expense Type Q
0.00 Description
usb

Payment Details
19.38
“Payment M
“Amount | 0.00 usb Q

Additional Information

*Billing Type | Billable v
@ Attach Receipt (Required) A\ NoReceipts >

[ Accounting 1>

Save || Review and Submit

Last Saved 03/21/2019 10:01AM

10.

For expenses that require receipts,

1119 (7
Total (2 ltems) 19.38 USD
+ L] v
A Dekte Fiter

~ Tuesday, January 01,2019

Lodging in Wisconsin

Overight n Stoughton for Supervisor
Meeting

Mileage Car
101 E Wison St, Madison. Left

from home 123 Main St Madison to

Stoughton for Supervisor Meeting

Hore

1938
uso

Lodging in Wisconsin - 01/01/2019
*Date 010172019
*Expense Type |Lodging in Wisconsin a
Ovemignt in Stoughton for

Description | SuPeNvisor heiing

“Number of Nights

Payment Details

“Payment | Payroll v

“Amount |82.00 usD Q
Additional Information

*Billing Type | Billable v

*Expense Location |Madison, WI Q
I & Altach Reseipt (Required) .
2 Accounting 1>
52 Receipt Spiit 7 temize Hotel Bill
Exceptions
Personal Expense () No
NoReceipt (J) No

Select Add Attachment and My Device.

Cancel

Expense Entry

Attachments Details

=+ Add Attachment

Choose From

Attachments

Date 01/01/2019
Expense Type Lodging in Wisconsin
Amount 32.00 USD

plozd an existing file or capture receipt image.

File Attachment

L

My Device

(Step 10 continued on next page)

a small yield sign will appear in the Attach Receipt section.

save || Reviewand Submit

Last Saved D3/25/2019 3:23AM




10. | Select the document you want to upload. Then select Upload, and then Done.

File Attachment

Choose From

Upload Clear

-

(25| | File Size: 535KB

File Attachment

Choose From

B
E5| | File Size: 535KB

Upload Complete

Add descriptions for your attachments and select the attachment type from the drop down. Then
select Done.

Cancel Attachments

Expense Entry

Date 01/01/2019
Expense Type Lodging in Wisconsin

Amount 82.00 USD
Attachments Details

‘Add Attachment

Lodging Receipt

[ “Atachment
Type

ype | Travel Receipts

df

[ Lodging Receipt Page 2

= “Atachment
Type

'YF

Travel Receipts

11. After you have finished entering expenses either select Review and Submit. Only select Review and
Submit if you have completed all expense lines. Save can be used to finish entering expenses at a

later time.
Total (1 ltem) 19.38 USD Mileage Car - 01/01/2019
+ @ v “Date | 01/01/2019
Add Deete Fiter More

“Expense Type | Mileage Car Q

 Tuesday, January 01, 2019
HQ 101 E Wilson St,

Mileage Car ; Madison. Left from home 123
HQ 101 E Wilson St, Madison. Left 1938 Deseription i St Macison to B s
fom home 123 Main St Madison to usD Stoughton for supervisor 4
Stoughton for supervisor meeting

(round trip) Milaana




Step Action

12. If you choose to submit, select Review and Submit. Then select Submit, and then select Submit
again.

1119 [7] Update Details. m‘:l
© Last Saved 03/21/2075 T0USAM

Expense Report Summary Approval Status
Total (1 Item) 18.38 USD ReportID 0000493998 Pending

Due to Employee 19.38 USD
Additional Information

), View Analytics >

Notes >

[=) View Printable Report >

Submission Confirmation

CERTIFICATION: This is to certify that the
data contained in this expense report is
accurate and complies with expense

policy.

L

13. [ NOTE: At the bottom of each expense line, there is an option to select whether or not the expense is

a Personal Expense. Make sure it is always set to No. If set to Yes, the expense will be set as non-
reimbursable, and the expense will not be paid out to the traveler.

Meals In-State NoOvernight - 04/19/2019

*Date | 04/19/2019

“Expense Type |Meals In-State NoOvernight Q |

“Description

Payment Details

*Payment v

“Amount |0.00 usb Q
Additional Information

*Billing Type | Billable +

“Expense Location Q
& Aftach Receipt >
[ Accounting 1>

B Receipt Split

Exceptions

I Personal Expense [_ No |

No Receipt \ No )




DEPARTMENT OF

ADMINISTRATION

Job Aid: Approving an Expense Report

Summary: This document provides a step-by-step guide to approving an expense report in STAR.

1 Login to STAR using your IAM username and password (https://starfin.wi.gov)

2 Navigate to Approve Transactions: FSCM Employee Self-Service > STAR Approvals > Expense Approvals

ID.

=5
Date

Submitted
021412019
01/02/2019
01/0212018
01/0412019
01/0412019
01/0412018
01/0412019
01/0412019
01/0212018
121212018
12122018
01/07/2018
121142018
030712019

01/0712018

¥ selec

Transactions to Approve @

Transaction ID

Approve Send Back
Risk M Description Errors
est#2
THO-TINE
090712013 - 0912712
111618

12114713

& 12/10,11,12,13 Mediations

Travel Voucher 11/6-30/18

Hold Refresh List

Name

Budget Check

Employee ID

Select.

Alert

Transaction Type

Cash Agvance

Expense Report

Expense Report

Expense Report

Expense Report

Expense Report

Expense Report

Expense Report

Expense Report

Expense Report

Expense Report

Expense Report

Expense Report

Expense Report

Expense Report

3 Find the expense report you are going to approve. Select it by clicking on either the description or transaction

Total Unit Status
180.00 USD ;f;fs;'slsm
104.04 USD Sf;fs;'glsm
541.08| USD éfﬂﬁ;‘slsm
10,00 USD ;f;fs;'slsm
86.50 USD Sf;fs;'glsm
9454 USD éfﬂpﬂrg;‘slsm
7.00 USD ;f;fs;'slsm
12.00 USD Sf;fs;'glsm
34535 USD éfﬂpﬂrg;‘slsm
212.35 USD ;f;fs;'slsm
30.55 USD Sf;fs;'glsm
2500 USD éfﬂpﬂrg;‘slsm
somjusD | ZEEEEET
515.60| USD éfif;‘:lsm
161.25 USD éfﬂﬁ;‘slsm

1-260f66 v

Role

Fre Pay Auditor

Pre Pay Auditor

Pre Pay Auditor

Pre Pay Auditor

Fre Pay Auditor

Pre Pay Auditor

Pre Pay Auditor

Pre Pay Auditor

Pre Pay Auditor

Pre Pay Auditor

Fre Pay Auditor

Pre Pay Auditor

Pre Pay Auditor

Pre Pay Auditor

Pre Pay Auditor

4 Review the expense report for the appropriateness of expenses.

Approve Expense Report - Expense Summary

Business Purpose  Agency EventMestng-in Stste
Description 12114718

Referance

*Accounting Date |9

Budget Status  Vsiid

Totals (7

Employee Expenses {1 Line) 400 UsD

Cash Advances Applied 0.00 USD
Amount Due to Employee

~ Approval History

Action Role.

Submitted Employes

~ Comments

Budget Options.

Repart
Created
Last Updated

Accounting Template

Budget Checking compieted

Non-Reimbursable Expenses.

Prepaid Expenses

400 USD

Raport

01022018
STAMDARD

000 UsD
000 UsD

Amount Due to Supplier

a

iy for ApprovelPasting.

DatefTime

Approve Send Back

Hald

10

Save Changes

0.00 USD

1211412018 2:30:04PM

5 The Supervisor should Approve, Send Back, Hold, or Deny the report based on results of step 4.

=]

Actions | —Ghoose an Aston v Go
Employee Credits 0.00 USD
Supplier Credits 0.00 USD

]
Comments
e
A



https://starfin.wi.gov

DEPARTMENT OF

ADMINISTRATION .'Ob Aid .

Updating Expense Report Accounting Dates

Summary: Accounting periods close at the end of each month. At the beginning of a new month you will

receive an error if you try to submit an expense report in a closed period. This document provides a step-by

-step guide to correct that error. This update must be completed by Employee HR Supervisor.

Login to STAR using your IAM username and password (https://starfin.wi.gov)

Navigate to the Approve Transactions page: FSCM Employee Self-Service > STAR Approvals > Ex-
pense Approvals

Find the expense report you are going to update. Select it by clicking on either the Description or
Transaction ID.

# Select Al Clear Al Approve Send Back Hold Refresh List Budget Check

Transactions to Approve (D

1250766 ¥
PE—

Date iteq [ Transaction D Risk [ Description Eors  Name Employee D Select Alert  Transaction Type Total Unit Status Role
021142019 est #: Cash Advance 150.00 USD Sf;’;;:‘ﬁ " Pre Pay Auditor
01/0212019 118 Expense Report 10404 USD an":f;g‘g (D Pre Pay Auditor
010212013 Expense Report 54109 USD Sporovals n Pre Pay Auditor
(01/0412019 111818 Expense Report 1000 USD éf;ﬁ;:‘s o Pre Pay Auditor
um.m«zm /10721 Sxpense Report 3550 USD Aporovals n Fre Pay Auditor
010412019 Expense Report 9454/ USD ;f;’;;:‘ﬁ " Pre Pay Auditor
010412019 Expense Report 700 USD an":f;g‘g in Pre Pay Auditor
010412013 11108 Expense Report 1800 USD Sperovals in Pre Pay Auditor
010212019 1000 Expense Report 24535 USD éf;’s;:‘s " Pre Pay Auditor
122112012 Sxpense Report 21335 USD Approvals n Fre Pay Auditor
12122018 518 Expense Report 3955 USD ;f;’;;:‘ﬁ " Pre Pay Auditor
0110712019 1112818 11730 Expense Report 2500 USD Sf;’;g;g‘s (D Pre Pay Auditor
121412018 1211412 Expense Repart 400 USD Aporovals n Pre Pay Auditor
0300712019 a 12(10,11,12,13 Mediations Expense Report 51560 USD éf;’s;:‘s " Pre Pay Auditor
010712019 Travel Voucher 11/5-3013 Expense Report 18125 USD Sr”n":f;s‘s m Ere Pay Auditor

Change the red highlighted date to the current date. Use the calendar tool to select the new date.

*Accounting Date |01/01/2019

Calendar

counting Template | STANDARD

January v 2019 v

[

& View Printabi

Descriptiof 13 14 15 16 17 18 19

20 21 22 23 24 25 2§

= [
test #2 27 28 20 20 2

Advance Amount Current Date

Select Save Changes to finalize the update, and wait for batch budget check to run.

11


https://starfin.wi.gov

DEPARTMENT OF
ADMINISTRATION

Job Aid: Adding Tax Penalty Lines

Summary: The Internal Revenue Service (IRS) requires that expenses be accounted to your employer within
a reasonable period of time. The IRS defines a reasonable period of time as being “within 60 days after they
were paid or incurred”. Therefore, all expenses originally submitted by an employee 60 days after they were
incurred must add the Tax Penalty and Tax Penalty Correction lines to their reports. This document provides
a step-by-step guide to add these lines. Please note that if your report becomes over 60 days old after it has
been resubmitted for changes, you do not need to add the tax penalty. When prompted by STAR put
“Originally submitted within 60 days.” into the comment box.

Step Action

1 Identify transactions on the expense report that are over 60 days old.
s [0 [ roviowana suomn
Total (3 liems) 18.00 USD Parking - 01/19/2019
+ ° v ~Date 01192018 =)

pas Deite

Firer
Saturday, January 19, 2019

“Expense Type | Parking Q

Reason for parking here

- 000 *Description
Reason for parking here
uso 4

Thursday, January 10, 2019 Payment Details

o 1000 “Payment | Payrol
Reason for parking here.

*Amount | 17.00 usb Q
Tuesday, January 01, 2019
" Addditional Information
- = 8.00

Reason for parking here uso *Billing Type | Bilable ¥
*Expense Location | Madison, W1 a

@ Attach Receipt

2. Calculate the total of the lines that are over 60 days old. (For this example, all expenses are over 60
days old.)
3. Add an additional line to the expense report. Fill out the Date field as the current date, make the

Expense Type the Tax Penalty Correction, add “Tax Penalty Correction” to the description, change
the Payroll field to Payroll, and make the Amount a credit of the amount you calculated in step 2.

A0 save || Reviewand Submit

Last Saved D3/2172010 12-13PM

Total (4 ltems) 0.00 USD Tax Penalty Correction - 03/21/2019

® v *Date |03/21/2019 [
hsa Dot finer ore a

“Expense Type |Tax Penally Gorrection
~ Thursday, March 21, 2019

Tax Penaly Correction
Tax Penalty Correction

3500 “Description

Tax Penaiy Correstion

= usp V.

@
» Saturday, January 19, 2019 Payment Details

Parking 17.00 “Payment | Payroll v

Reason for parking here

@ uso *Amount |-35.00 uso Q

iy L 21 Additional Information
for parking here a0 *Billing Type | Bilable ¥
uso
& Attacn Receipt

» Tuesday, January 01,2019

Parking 800 2 Actounting

Reason for parking here N

@ Fr ueo

&2 Recelpt Spit
Exceptions.
Personal Expense () No
No Receipt (J)_No

Exception Comments

Credit Reference Required
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After adding a credit amount, STAR will prompt you to add a credit comment. Add how many lines
are being credited. (If all lines are being credited, just type “all lines”.) Then click Done.

Cancel Exception Comment
Date 03/21/2019
Expense Type Tax Penalty Correction
Expense Amount -35.00 USD
Credit Reference Comment

Expense amount is negative. Provide credit reference information

|DDﬂe|

|LAII Lines

Add an additional line to the expense report. Fill out the Date field as the current date, make the
Expense Type the Tax Penalty, add “Tax Penalty” to the description, change the Payroll field to Pay-

roll, and make the Amount a debit of the amount you calculated in step 2.

1A19N9 (7
|©

Total (5 Items) 0.00 USD

+ L
haa Deite

+ Thursday, March 21, 2019

Tax Penalty
Tax Penalty

Tax Penalty Correction
Tax Penalty Comection

~ Saturday, January 19, 2019

n for parking here

, January 10, 2019

n for parking here

000
uso

500

usD

1700
usD

1000
usD

=m0
uso

Tax Penalty - 03/21/2019

“Date | 032112018

“Expense Type | Tax Penalty Q

Tax Penalty
*Description

Vi

Payment Details

Additios

“Payment | Payroll v
*Amount |35.00 usD Q)

*Billing Type | Bilable v

nal Information

& Attach Recsipt

£ Accounting
£ Receipt Spit
Personal Expen No
NoReceipt () No )

save || Reviewand Submit

Last Saved 0312172018 12:19PM

Follow normal procedure to submit expense report for approval.
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Expense Type Requirements

Job Aid: Creating an Expense Report

Below is a detailed description of how and when to use each expense type when creating a travel expense

report in STAR.

Not Listed Below: The business purpose is required for each expense claim. If a trip or event has multiple

claims and one business purpose, the business purpose only needs to be recorded on the expense report

once. The business purpose can be added in the description, expense line descriptions, or as an attachment.

Expense Types

When
Applicable

Description Field

(Required)

Additional
Fields

Supporting

Documentation

ATM Fees

Must be obtained
for business ex-
pense and ap-
proved by ap-
pointing authority

N/A

Original Receipt

Airfare

When flying com-
mercially for busi-
ness

Travel to and from
locations

Ticket Number

Original Receipt or email
confirmation

If DOA employee and Out-
of-State Authorization

Airfare fee/ When expense is N/A Original Receipt or email
B incurred during air confirmation
aggage travel for business
Bottled Water International travel Location N/A
only
$7.50 limit per day
Bus When traveling e Travel to and from N/A Original Receipt unless
between cities Metro Bus
When traveling
within HQ city via
city bus
Bus. Supplies/ Supply purchases |e Items purchased N/A Original Receipt
p h from out-of-state
urchase - vendors
Taxable
Bus. Supplies/ Supply purchases |e  Items purchased N/A Original Receipt
p h from in-state ven-
urcnases

dors

14



https://doa-star.wisconsin.gov/BFM/_layouts/15/start.aspx#/Shared%20Documents/Forms/AllItems.aspx
https://doa-star.wisconsin.gov/BFM/_layouts/15/start.aspx#/Shared%20Documents/Forms/AllItems.aspx

Expense Type

When

Applicable

Description
Field (Required)

Additional

Fields

Job Aid: Creating an Expense Report

Supporting
Documentation

Career Tuition and Fees e Name of institu- N/A Original Receipt
. accumulated in a tion
Education < Career development plan
calendar year less
5250 than $5,250 Copy of course completion
Training Authorization Form
(DOA Employees only)
Career Tuition and Fees e Name of institu- N/A Original Receipt
Ed i accumulated in a tion Career development plan
ucation > calendar year
5250 greater than Copy of course completion
35,250 Training Authorization Form
(DOA Employees only)
Damaged See the Compensa- N/A Original Receipt (Max $100)
p it tion plan Section G-
ersonal ltems 2.00 for eligibility
Event Interview Travel expenses N/A List of attendees
E related to applicant List of expense materials and
Xpenses interviewees under )
supplies
Chapter 764 Wis-
consin Human Re- Original Receipt
sources handbook
Event-fees/ Must meet require- N/A List of attendees
ments within Sec-
Agenda
Refreshments tion 06-07 of the
Wisconsin Ac- List of expenses materials
counting Manual and supplies
Original Receipt
Fax Fax costs for busi- [e  Travel Location N/A Original Receipt
ness purposes in-
curred while travel-
ing
Fax - Taxable Fax costs for busi- |[e  Travel Location N/A Original Receipt
ness purposes in-
curred while travel-
ing
Fuel for Vehicle Gas purchased by N/A Original Receipt

Use

the employee for
state vehicles when
a fuel card is not
available

Confirmation of vehicle rent-
al with dates
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https://doa-star.wisconsin.gov/BFM/_layouts/15/start.aspx#/Shared%20Documents/Forms/AllItems.aspx
https://doa-star.wisconsin.gov/BFM/_layouts/15/start.aspx#/Shared%20Documents/Forms/AllItems.aspx
https://doa-star.wisconsin.gov/BFM/_layouts/15/start.aspx#/Shared%20Documents/Forms/AllItems.aspx
https://doa-star.wisconsin.gov/BFM/_layouts/15/start.aspx#/Shared%20Documents/Forms/AllItems.aspx
https://dpm.wi.gov/Documents/BCER/Compensation/15-17%20Comp%20Plan%20Materials/Section%20G.pdf
https://dpm.wi.gov/Documents/BCER/Compensation/15-17%20Comp%20Plan%20Materials/Section%20G.pdf
https://dpm.wi.gov/Documents/BMRS/Handbook%20Chapters/Chapter%20764%20-%20Apps%20Travel%20Expenses%20_Final%20Draft__2656.pdf
https://dpm.wi.gov/Documents/BMRS/Handbook%20Chapters/Chapter%20764%20-%20Apps%20Travel%20Expenses%20_Final%20Draft__2656.pdf
https://dpm.wi.gov/Documents/BMRS/Handbook%20Chapters/Chapter%20764%20-%20Apps%20Travel%20Expenses%20_Final%20Draft__2656.pdf
https://doa.wi.gov/budget/SCO/Wisconsin%20Accounting%20Manual%2006%20Exp%20and%20Travel%2006-07%20Meetings-Breaks%20and%20Meals.pdf
https://doa.wi.gov/budget/SCO/Wisconsin%20Accounting%20Manual%2006%20Exp%20and%20Travel%2006-07%20Meetings-Breaks%20and%20Meals.pdf
https://doa.wi.gov/budget/SCO/Wisconsin%20Accounting%20Manual%2006%20Exp%20and%20Travel%2006-07%20Meetings-Breaks%20and%20Meals.pdf
https://doa.wi.gov/budget/SCO/Wisconsin%20Accounting%20Manual%2006%20Exp%20and%20Travel%2006-07%20Meetings-Breaks%20and%20Meals.pdf

Job Aid: Creating an Expense Report

Additional Fields

Expense Type When Description Field Supporting

Documentation

Applicable

(Required)

Hired Moving Used for third- o N/A Original Receipt
party movers as
Fees >CY17 Copy of contractual
part o employment
agreement upon
agreement.
employment
See Chapter 760-
Wisconsin Human
Resources Hand-
book
Internet - Home office use Service Dates e N/A Original Receipt
|
Taxable ony Home Headquarters
Job Education Fees for job specific e N/A Registration
fraining Agenda or syllabus
Original Receipt
Laundry/ Employee must be Dates of travel e N/A Original Receipt
p . in travel status for
ressing at least 3 concur-
Charges rent days and is
only allowed one
charge per calen-
dar week
Licensure/Cert. Only allowed for Identify license e N/A Original Receipt
licenses identified ) )
- Taxable If license not includ-
in Section G of the ) }
ed in Section G of
Compensation Plan .
Compensation Plan,
copy of appoint-
ment letter
Licensure/ Only allowed for Identify license e N/A Original Receipt
C ifi i licenses identified If license not includ-
ertification in Section G of the ) )
ed in Section G of
Compensation Plan )
Compensation Plan,
copy of appoint-
ment letter
Lodging Up to $2.00 on the Dates of Stay e Location If not claiming lodg-
Gratuities day of arrival, e Number of Nights INg ON expenses

$2.00 on the day of
departure and
$2.00 per each
night of stay

report scan of hotel
folio.
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https://dpm.wi.gov/Documents/BCER/Compensation/15-17%20Comp%20Plan%20Materials/Section%20G.pdf
https://dpm.wi.gov/Documents/BCER/Compensation/15-17%20Comp%20Plan%20Materials/Section%20G.pdf
https://dpm.wi.gov/Documents/BCER/Compensation/15-17%20Comp%20Plan%20Materials/Section%20G.pdf
https://dpm.wi.gov/Documents/BCER/Compensation/15-17%20Comp%20Plan%20Materials/Section%20G.pdf
https://dpm.wi.gov/Documents/BCER/Compensation/15-17%20Comp%20Plan%20Materials/Section%20G.pdf
https://dpm.wi.gov/Documents/BCER/Compensation/15-17%20Comp%20Plan%20Materials/Section%20G.pdf
https://dpm.wi.gov/Documents/BCER/Compensation/15-17%20Comp%20Plan%20Materials/Section%20G.pdf
https://dpm.wi.gov/Documents/BCER/Compensation/15-17%20Comp%20Plan%20Materials/Section%20G.pdf

Expense Type

When

Description Field

Job Aid: Creating an Expense Report

Additional Fields

Supporting
Documentation

Applicable

(Required)

Lodging in WI Refer to maximum Dates of Stay Location Original Receipt
tesin UTSA -
ranes i (non Number of Nights If conference, copy
Milwaukee,
of agenda
Waukesha and Ra-
cine Counties) Justification for ex-
ceeding maximum
Lodging Out- Refer to maximum Dates of Stay Location Original Receipt

side WI

rates in UTSA

Number of Nights

If conference, copy
of agenda

DOA employees Out
-of-State Travel Au-

thorization

Justification for ex-
ceeding maximum

Meals Bagged S4 flat rate for each Work Hours Location N/A
bagged meal
Meals Bagged S4 flat rate for each Work Hours Location N/A
|
Overnight bagged mea Hotel name &
address
Meals In-State 15 miles away from Departure time Location N/A
. HQ city .
No Overnight Return time
Meals incurred
during business
trips
Meals In-State 15 miles away from Departure time Location N/A
HQ cit
Overnight Qeity Return time
Z/Ieéls |Ecu.rred Hotel name &
uring business address
trips
Meals Meals incurred Departure time Location DOA employees
during business Return time only: Out-of-State
International trips Authorization form
Meals Out-of- 15 miles away from Departure time Location DOA employees

State No
Overnight

HQ city

Meals incurred
during business
trips

Return time

only: Out-of-State
Authorization form
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https://dpm.wi.gov/Documents/BCER/Compensation/Section_F_19-21.pdf
https://dpm.wi.gov/Documents/BCER/Compensation/Section_F_19-21.pdf
https://doa-star.wisconsin.gov/BFM/_layouts/15/start.aspx#/Shared%20Documents/Forms/AllItems.aspx
https://doa-star.wisconsin.gov/BFM/_layouts/15/start.aspx#/Shared%20Documents/Forms/AllItems.aspx
https://doa-star.wisconsin.gov/BFM/_layouts/15/start.aspx#/Shared%20Documents/Forms/AllItems.aspx

Job Aid: Creating an Expense Report

Expense Type When Description Field Additional Fields Supporting

Documentation

Meals Out-of-

Applicable

15 miles away from
HQ city

(Required)

Hours depart

Location

DOA employees
only: Out-of-State

Hours return
State . Authorization form
. Meals incurred dur-
Overnight . ) .
ing business trips
Mileage Car Mileage incurred in Home Address (if left (e  Originating Location N/A
personal vehicle from or returned to) L .
(Mileage is audit Destination Location
) Madison HQ em- HQ Address (first line Miles
ed using Google ployees: mileage 99 only)
Maps in BFM
P ) and under round Destination Address
trip
Mileage Car Mileage incurred in Home Address (if left |®  Originating Location N/A
personal vehicle from or returned to) L .
(TD) Destination Location
Madison HQ em- HQ Address (first . Miles
(Mileage is audit- ployees: mileage line only)
i 1
ed using Google (_)0 and up round Destination Address
Maps in BFM) trip
Turn-down Rate
Mileage Physical disabilities Home Address (if left |  Originating Location Correspondence/
that prohibit use of from or returned to) Memorandum

Handicap Van

(Mileage is audit-
ed using Google

standard fleet vehi-
cle

HQ Address (first line
only)

Destination Address

Destination Location

Miles

issued by DPM

Maps in BFM)
Mileage Mileage incurred on Home Address (if left (e  Originating Location N/A
personal vehicle from or returned to) L .
Motorcycle Destination Location
HQ Address (first line Miles
(Mileage is audit- only)
ed using Google Destination Address
Maps in BFM)
Misc. Travel When travel ar- Description of ar- e Location Original Receipt
S lier F rangements change rangement changes
upplier rees outside of the em-
ployees control
Moving Household trans- Dates of transferor |e  Location Invoice
Sti d portation and relat- hire Copy of contractual
tlpen B ed costs
Dates of move agreement
Taxable

1-2 estimates
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Job Aid: Creating an Expense Report

Expense Type When Description Field Additional Fields Supporting

Documentation

(Required)

Applicable

Parking Parking expenses N/A Original receipts for
associated with expense over $25
business travel

Passport/VISA Passport/Visa fees |e  Dates of impending N/A Original receipts for
incurred for official trip expense over $25
state business Written justification

if expedition fees
are incurred
Phone for Business phone N/A Original receipt for
Busi U calls only while in expense over S5 per
usiness use the field call
Phone for Business phone N/A Original receipt for

. calls only while in expense over $5 per

Business Use - ,
the field call

Taxable

Phone Business phone N/A Original receipt for
| . | calls only while in expense over $10
nternationa the field ver day

Porterage Fee Porterage fees in- N/A N/A
curred for buses
and airports (S1 per
piece of luggage)

Postage/ When mailing busi- N/A Original Receipt
Maili F ness related mate-
arling rees rial via carrier ser-
vice
Registration Registration fees e Date of event/s N/A Original receipts >
for work related $25
Fee
events
Safety/Special Required job spe- N/A Original Receipt
. cific work attire
Clothing Rqrd
Safety/Special Required job spe- N/A Original Receipt
. cific work attire
Clothing -
Taxable
Self Moving Household trans- N/A Invoice
portation and relat-
Fees >CY17 Copy of contractual

ed costs

agreement

1-2 estimates

19




Expense Type

When
Applicable

(Required)

Job Aid: Creating an Expense Report

Description Field Additional Fields

Supporting

Documentation

Special Mode Transportation for (e  Dates of use of spe- N/A e  Original Receipt
. specialized field cial mode transporta- and/or list of actual
T
ransportation trips and other tion out-of-pocket ex-
situations where penses
traditional mod
raditional modes e Explanation of the
of transportation .
circumstances
are not available
When incurred e Please type “tax pen- N/A e N/A
Tax Penalty
expenses are origi- alty” into the descrip-
nally submitted > tion field
60 days
Use in conjunction
with Tax Penalty
Correction line
When incurred e Please type “tax pen- N/A e N/A
Tax Penalty
C . expenses are origi- alty correction” into
orrection nally submitted > the description field
60 days
Use in conjunction
with Tax Penalty
line
Taxi/ShuttIe Taxi or shuttled Originating location N/A e  Original receipt re-
used for state busi- e Destination location quired over $25 for
ness one way fare includ-
ing tip
Temporary Refer to Chapter Location e  Original Receipt
774 of the Wiscon-
: Number of Nights
LOdglng sin Human Re- 8
sources Handbook
entitled
“Reimbursement
for Temporary
Lodging”
Toll fees incurred e Originating Location N/A e Original Receipt
Tolls
when traveling for e Destination Location over $25
state business
H Travel via train e Originating Location N/A e  Original Receipt
Train

limited to coach if
available for state
business

Destination Location
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https://dpm.wi.gov/Documents/BMRS/Handbook%20Chapters/Chapter%20774%20-%20Temp%20Lodging%20_3rd%20Draft__2651.pdf
https://dpm.wi.gov/Documents/BMRS/Handbook%20Chapters/Chapter%20774%20-%20Temp%20Lodging%20_3rd%20Draft__2651.pdf
https://dpm.wi.gov/Documents/BMRS/Handbook%20Chapters/Chapter%20774%20-%20Temp%20Lodging%20_3rd%20Draft__2651.pdf
https://dpm.wi.gov/Documents/BMRS/Handbook%20Chapters/Chapter%20774%20-%20Temp%20Lodging%20_3rd%20Draft__2651.pdf
https://dpm.wi.gov/Documents/BMRS/Handbook%20Chapters/Chapter%20774%20-%20Temp%20Lodging%20_3rd%20Draft__2651.pdf
https://dpm.wi.gov/Documents/BMRS/Handbook%20Chapters/Chapter%20774%20-%20Temp%20Lodging%20_3rd%20Draft__2651.pdf
https://dpm.wi.gov/Documents/BMRS/Handbook%20Chapters/Chapter%20774%20-%20Temp%20Lodging%20_3rd%20Draft__2651.pdf
https://dpm.wi.gov/Documents/BMRS/Handbook%20Chapters/Chapter%20774%20-%20Temp%20Lodging%20_3rd%20Draft__2651.pdf

Job Aid: Creating an Expense Report

Expense Type When Description Field Additional Fields Supporting

Applicable (Required) Documentation

Travel * Whentravel ar- e N/A e  Original Receipt
Incid | rangements change
ncidentals outside of the em-

ployees control

Vehicle Rental |®* When most cost e Originating Location [e  Merchant Type e  Original Receipt
efficient mode e Destination Location |[e  Rental Company e Rental Agreement
transportation for

Name

state business
Additional Resources
Chart of Accounts Job Aid: Copying an Existing Expense Report
Chapter 774 - Reimbursement for temporary lodging Job Aid: Copying Lines within an Expense Report
DOA-5171 - Training Authorization Form Section F - UTSA
DOA-6264 - Out-of-State Authorization Form Section G - Compensation Plan
DOA- 5276 - Non-state Employee Travel Voucher STAR Finance
DPM-0480-CC/TSA - High rates Out-of-State Cities Wisconsin Accounting Manual - Section 06-07

Frequently Asked Questions

Why is my business unit highlighted in red?

When the business unit is highlighted in red, this means there is a chartfield coding error in Accounting De-
tails. Please verify the proper coding strings are being utilized. Refer to the Chart of Accounts or check with

your travel coordinator if you’re unsure of which coding to use.

What budget reference should | use?

Always use the current fiscal year’s budget reference. Each fiscal year begins on July 1st. Please watch for
posted deadlines during the transition between fiscal years.

Should | change the account codes in the Accounting Details?

No. After choosing your expense type DO NOT change the account code that defaults into your chartfield.
The default account code is correct.
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https://doa-star.wisconsin.gov/BFM/_layouts/15/start.aspx#/Chart%20of%20Accounts/Forms/AllItems.aspx
http://starconnection.wi.gov/Documents/JobAids/FinProc/ExpenseReporting/copyexpensereport.pdf
https://dpm.wi.gov/Documents/BMRS/Handbook%20Chapters/Chapter%20774%20-%20Temp%20Lodging%20_3rd%20Draft__2651.pdf
http://starconnection.wi.gov/Documents/JobAids/FinProc/ExpenseReporting/copyexpensereportlines.pdf
https://doa-star.wisconsin.gov/BFM/_layouts/15/start.aspx#/Shared%20Documents/Forms/AllItems.aspx
https://dpm.wi.gov/Documents/BCER/Compensation/Section_F_19-21.pdf
https://doa-star.wisconsin.gov/BFM/_layouts/15/start.aspx#/Shared%20Documents/Forms/AllItems.aspx
https://dpm.wi.gov/Documents/BCER/Compensation/15-17%20Comp%20Plan%20Materials/Section%20G.pdf
https://doa-star.wisconsin.gov/BFM/_layouts/15/start.aspx#/Shared%20Documents/Forms/AllItems.aspx
https://starfin.wi.gov/
https://dpm.wi.gov/Bulletins/DPM-0480-CC-TSA.pdf
https://doa.wi.gov/budget/SCO/Wisconsin%20Accounting%20Manual%2006%20Exp%20and%20Travel%2006-07%20Meetings-Breaks%20and%20Meals.pdf
https://doa-star.wisconsin.gov/BFM/_layouts/15/start.aspx#/Chart%20of%20Accounts/Forms/AllItems.aspx

Frequently Asked Questions [cont’d]

Why can’t | find my expense reports?

Employees should use the view function. Go to Main Menu > Employee Self Service > Travel and Expenses >
Expense Reports > View in STAR. Search by Name “begins with” and type in your last name. All expense
reports you created and their status will appear. Click on the expense report hyperlink to view a specific
expense report.

Can | put another employee’s expense on my expense report?

No. All employees must submit their own expense reports.

Does Fleet still issue Non-Availability Forms for vehicles?

Yes.

Do | need to provide detailed addresses for mileage trips that include multiple stops?

Only municipalities with an area over 30 square miles require a full address. (Refer to list below)

Caledonia, WI Janesville, WI Muskego, WI

Eau Claire, WI Kronenwetter, WI New Berlin, WI
Fitchburg, WI Madison, WI Pleasant Prairie, WI
Franklin, WI Menomonee Falls, WI Reserve, WI
Germantown, WI Mequon, WI Richfield, WI

Green Bay, WI Milwaukee, Wi Suamico, WI
Hobart, WI Mount Pleasant, WI Superior, WI

All other stops only require a city and state name.

Why was my expense report returned?

When an expense report is sent back, the expense approver create a comment with the necessary edits. To
access this, the employee must click into the Expense Details hyperlink in the upper right hand of the
expense report, and the comments will show up in red.

Why didn’t | receive an email that my expense report was returned?

The most likely cause for this is that the employee does not have an email listed in their STAR profile.
Employees should contact DOA BFM Travel Claims to have a valid email address added to their profile.

Can | submit expense reports on behalf of another employee?

Yes, please refer to the STAR Job Aid Delegation of Entry Authority. Employees must fill out and sign the

Authorization to Submit Travel Claims on Behalf of an Employee. Completed forms should be emailed to DOA
STAR Security FIN Roles.
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mailto:doabfmtravelclaims@wisconsin.gov
http://starconnection.wi.gov/Documents/JobAids/FinProc/ExpenseReporting/delegatingentry.pdf
https://doa-star.wisconsin.gov/BFM/_layouts/15/start.aspx#/Shared%20Documents/Forms/AllItems.aspx
mailto:doastarsecurityfinroles@wisconsin.gov
mailto:doastarsecurityfinroles@wisconsin.gov

Frequently Asked Questions [cont’d]

My lodging in Wisconsin did not honor the state rate, how much can | get reimbursed?

Employees are reimbursed for the state rate. Employees must justify requests for amounts over the limit by
using the Authorized Amount Exceeded Comment and adding a note explaining why. For longer explanations,
please add justification in the Notes section of the Summary page of the expense report.

What is the lodging reimbursement rate for travel to high cost out-of-state cities?

Please refer to DPM-0480-CC/TSA.

Who is my travel coordinator?

Each department should have a designated travel coordinator who can assist employees with expense
reports. Please refer to the Travel Coordinator Contacts list.

Do | attach my documentation, agendas, receipts, etc. to the expense report in STAR or do |
send them to BFM?

Please refer to the Expense Type Requirements to determine whether or not you will need to send original

receipts to BFM. Receipts attached in STAR do NOT constitute original receipts.

How do | print out a copy of my expense report?

In the View function, look for the printer icon and click the View Printable Version hyperlink. On the next
screen, click the Print Expense Report hyperlink. Print from there.

How does catering get reimbursed for an off-site meeting?

Please reference the guidelines in Section 06-07 of the Wisconsin Accounting Manual.

How often should | submit my expense reports?

Please refer to the Policy section of this manual.

What role do | need to have to approve my employee’s expenses?

You will need the Expense Approver role referred to in the Definitions section of this manual. To obtain this
role, please email DOA STAR Security FIN Roles.

What should | put in the report description field?

The report description should always be your dates of travel.

What role do | need to have to approve my employee’s expenses?

You will need the Expense Approver role referred to in the Definitions section of this manual. To obtain this

role, please email DOA STAR Security FIN Roles.
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https://dpm.wi.gov/Bulletins/DPM-0480-CC-TSA.pdf
https://doa-star.wisconsin.gov/BFM/_layouts/15/start.aspx#/Lists/Travel%20Coordinator%20Contacts/AllItems.aspx
https://doa.wi.gov/budget/SCO/Wisconsin%20Accounting%20Manual%2006%20Exp%20and%20Travel%2006-07%20Meetings-Breaks%20and%20Meals.pdf
mailto:doastarsecurityfinroles@wisconsin.gov
mailto:doastarsecurityfinroles@wisconsin.gov

Frequently Asked Questions [cont’d]

What should | put in the report description field?

The report description should always be your dates of travel.

How do | check the status of my expense report?

Go to Main Menu > Employee Self Service > Travel and Expenses > Expense Reports > View in STAR. Search
by your name. Refer to list below for definitions of each status type.

Status Definition

Pending The expense employee has not submitted their report to their HR supervisor.

In Process The expense approver currently has it open.

Submitted for Approval The expense report has been submitted to the HR supervisor for their approval.
Approvals in Process The HR supervisor has approved the expense report, and it is waiting for the final audit/

approval by the prepay auditor.

Approved All approvals are complete. The expense report will be sent to Payroll.
Staged Waiting for Payroll to confirm payment.
Paid The payment has been processed and confirmed from payroll.

Do | need additional approval for travel within my headquarter city?

Documentation of approval by the agency head or their designee is required for any travel being claimed

within one’s headquarter city.

When do | need to add tax penalty lines?

Tax penalty lines must be added for all expenses that are originally submitted more than 60 days after they
were incurred by the traveler. Only the lines that were originally submitted after 60 days require tax penalty.

To add the tax penalty lines, please review the job aid on page 12.

If my expense report becomes over 60 days old because of a delay due to approvals, correc-

tions, or resubmission, am | expected to add the tax penalty lines?

No. The 60 days for the tax penalty rule is calculated from the traveler’s original submission date. Subsequent

resubmissions or delays in approval will not affect the 60 day rule.

How do | modify my expense report?

Please review Topic 2 on page 27 of STAR Job Aid: Creating and Modifying an Expense Report.
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http://starconnection.wi.gov/Documents/JobAids/FinProc/ExpenseReporting/createexpensereport.pdf

