CME and DEA Reimbursement Process
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2) Click on Go to KP Onelink on top right of screen
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3) Create new expense report.

Also can be used to view, modify or delete a previous expense report.
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4) Example for CME Reimbursement with illustrated
Submit when complete

Expense Type. Click Summary and
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»
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onel_ink All ~| Search » | Advanced Search
New Window | Help | Personalize Page
Create Expense Report Save for Late | [5) Summary and Submit
Michael J
Riley (7
*BUsIness I Jrpose | General Expense Reimbursement Detault LAKEWOOD, CO @, Actioas .Choose an Action GO
. . Location
Report Descr.,*/on [CME Reimbursement
Reference @,
Expenses (7
Expand Al | Collapse All Add: | [2 My Wallet 0) | £F Quick-Fil Totals (1 Line) 985.00 USD
. “Expense Type *Payment Type *Amount *Currency Allowance Group Biling Type ltemized Group # ltemized Sub-Total
05/04/2.16 |5 | EmpDev Union Emp Training Qut of Pocket Expenses 98500 [USD @, Internal =
Receipt Spit @ Default Rate “Exchange Rate | 1.00000000]
Locatlon LAKEWOOD, CO @ Relmbursement Amt 98500 USD
*Merchant _Preferred ©Non-Preferred ~No Recelpt
CE Direc{
Business Purpose Detall
CME Reimbursement
Accounting Detalls (7

Expand All | Collapse All

Totals (1 Line) 985.00 USD

** See Below



5) Example for DEA Reimbursement with Expense Type. Click Summary and Submit when

complete.
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onel_ink All ~| Search » | Advanced Search
New Window | Help | Personalize Page
Create Expense Report Save for Later | [ Summary and Submit
Michael J
Riley (7
. . Actions Cheose an Action GO
Business Pur.0se | General Expense Reimbursement Default LAKEWOOD, CO @ -
. . - Location
Report Descriy.'on [DEA Reimbursement . iscal Approver @, Lindsay M Reitzer
Reference Q}
Expenses (7
Expand Al | Collapse All Add: | [2 My Wallet (0) | 7 QuickFil Totals (1 Line) 731.00 USD
. . *Payment Type *Amount *Currency Allowance Group Biling Type ltemized Group # ltemized Sub-Total
Date Expense Type i yp
05/04/2016 |5 Employee Prof Lic & Fees Out of Pocket Expenses 73100 [USD @, Internal =
Receipt Spit @ Default Rate “Exchange Rate | 1.00000000]
Locatlon |LAKEWOOD, CO Y Relmbursement Amt 73100 USD

*Merchant () Preferred ©Non-Preferred
DEA: Office of Diversion Control

Business Purpose Detall

7] No Receipt

CME Reimbursement

Accounting Details (7 A

Expand All | Collapse All

Totals (1 Line) 731.00 USD




6) When you are ready to submit receipts for your expense, go to view expense report and

select either fax or email receipts.
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View Expense Report

[ Summary
Michael J
Riley (7
Fax Receipts Email Receipts View Receipts
Business Purpose General Expense Reimbursement Report 0000302342 ~Paid Actlons | _Choose an Action Go
Report Description CME Expense Fiscal Approver Yammill —— Post Statws. Posied
Last Updated 04/19/16 7:54:44AM
Reference AEEED
Updated By 1848949
Expenses (7

Submit Date  04/15/2016
Expand All | Collapse All Totals (1 Line) 220.22 USD

“Date *Expense Type *Payment Type “Amount *Currency Allowance Group Billing Type Itemized Group #  Itemized Sub-Total
a 04/15/2016 EmpDev Union Emp Training Out of Pocket Expenses 22922 USD Internal
Default Rate Exchange Rate  1.00000000 =)
*Location LAKEWOOD, CO Reimbursement Amt 22922 USD
Merchant  Preferred Non-Preferred No Receipt
Medisave
Business Purpose Detail
CME Expense Stethoscope
Accounting Details (7 P 4

Expand All | Collapse All Totals (1 Line) 229.22 USD
Expense Approval
SHEET_ID=0000902342: Approved

National Expense

** See Below



7)

Example of fax report with highlighted phone number.
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1. MAKE SURE THIS COVERSHEET IS THE FIRST PAGE ON YOUR FAX TRANSMISSICON,

2. Print Transmittal page using a Black and White laser printer to avoid any delay in faxes aftaching to the expense reports.
3. Small receipts may be assembled into a single page for faxing purposes.

4. Fax to the number listed below

5. To print this report, click this link and use your browser's print feature.

Expense Report 0000902342

Michael J Riley
Description CME Expense Empl ID )
Bus Purpose General Expense Reimbursement Report Status Paid
ExpDateRange  04/152016 To  04/15/2016 Fiscal Appr L]
Bus Unit 1608 Appr Name O
Fax Number 7716750849 Ref Number STETHOSGOP

Date Expense Type Merchant Location Amount Currency Receipt Status

04/15(2016  EmpDev Union Medisave LAKEWOOD, CO sp002 USD

Emp Training
Employee Expenses 22022 USD Non-Reimbursable Expenses 0.00 USD
Cash Advances Applied 0.00 UsSD Prepaid Expenses 0.00 USD

Amount Due to Supplier 0.00 USD Amount Due to Employee 22922 USD




