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INTRODUCTION

The eTravel Reimbursement module has been designed to enhance sustainability by moving paper processes and approvals
online, reduce time for reimbursement and provide notifications & online status of travel authorizations and expense claims.
The eTravel service will also allow users to scan and upload receipts from their mobile devices.

This guide is designed to provide information to successfully use the eTravel Reimbursement module, including the following

topics:

e Accessing My Wallet

e Adding Expenses

e Scanning Receipts

e Adding Scanned Receipts to an Expense Report

All employees with an active job record in Human Resources will have access as a Traveler. No application is required to

request access.

WHO DO | CONTACT FOR HELP?

Create a Service Request to Solar Financials or email solarfin@csun.edu. For immediate assistance contact SOLAR Financials
by phone (818) 677-1000, option #2 — option #1.
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ACCESSING MY WALLET

Android Users: The official CSUN Mobile App can be accessed through any mobile browser at m.csun.edu.

iOS Users: The official CSUN Mobile App can be downloaded through the iTunes App Store.
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https://itunes.apple.com/us/app/csun/id677332861

3. Login using your CSUN User ID and Password.

California State University

Northridge
Login

Enter your user ID and password. New
applicants should enter the email address
and temporary password that you
received from the University.

For increased security, your connection
will expire after 27 minutes of inactivity.

User ID:

[ ]

Password:

[ J

ADDING EXPENSES

The expense item information must be completed before a receipt can be uploaded.

1. Select the Add Quick Expenses icon.

ORACLE’ Expenses Notices

Add Quick /My Wallet Expense
History

My Wallet by Type (USD)

@® 1,450 - Conf & Wrk
@ 328 - Air - Dom

A

© ®
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2. Fill out the mobile form for each expense item. All fields are required.

X Cancel Add Expense
Expense Type
Air Travel - Domestic O 44—
Date
Feb 5, 2014 .‘_
Payment Type
Traveler Paid 0 4
Transaction Amount
133.00 ‘_
Transaction Currency
US Dollar O 44—
Description
Departure from LAX ‘_

3. Once the form is complete, select the checkmark in the upper righthand corner.

¥ Cancel Add Expense

Expense Type

ORACLE' Expenses Notices

Expense
Expense History

My Wallet by Type (USD)

® 1,450 - Conf & Wrk
@ 461 - Air - Dom

® 35 - BaggageFee
@ 12 - Breakfast
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SCANNING RECEIPTS

1. To add an image of your receipt, select the paperclip icon next to the expense line. A white paperclip icon indicates

that no receipts have been attached to the expense line.

% Back My Wallet v Edit +

All

Air Travel - Dom...

B Breakfast
Air Travel - Dom...
Travel to

Baggage Fees
Baggage ticket to

W Conference & W...

0

Wednesday, February 5, 2014

Departure from LAX <+

Thursday, January 30, 2014

Monday, January 27, 2014

o

133.00 USD

12.00 USD .
328.00 USD ‘
35.00 USD .

1,450.00 USD 4

®

2. The Wallet Receipts page will display. Select the paperclip icon on the upper righthand corner. A prompt will display
allowing the traveler to select their camera or select an existing image stored on their phone. Attach as many receipts
as necessary for each expense line.

Wallet Receipts (1)

v | Edit

Air Travel - Domestic

3. Once the image of the receipt is uploaded, select the Back button to return to the My Wallet page.

Wallet Receipts (1) v iR

Air Travel - Domestic

. 1392744299916.jpg

REV: 9/14/15



4. The My Wallet page will display a blue paperclip icon, indicating that a receipt has been attached to the expense line.

Tuesday, February 18, 2014
Air Travel - Domestic 100.00 USD
O @

5. To delete any unwanted expense lines, select the Edit button on the My Wallet page. The same can be done for

unwanted images/receipts on the Wallet Receipts page.

9 Back My Wallet Vil I

All (V)

|
Tuesday, February 18, 2014

Air Travel - Domestic 100.00 USD
LAX

6. To Delete an expense line, select the Checkmark, followed by the Delete button. A confirmation window will display.
Select Delete.

X Cancel My Wallet W Delete(1)

Confirmation

Are you sure you wish to delete the
selected items?

Tuesday, February 18,2014 .
_ flArthroavBe&;Domstlc 100.00 USD o Delete Cancel
2}

7. To exit the edit mode, click Cancel on the My Wallet page.
8. Select the Back button to return to the main screen.

ADDING SCANNED RECEIPTS TO AN EXPENSE REPORT (MY WALLET)

Receipts scanned using My Wallet can be added while creating an Expense Report. Review the Adding Expenses from My
Wallet section of the Creating a Travel Expense Report guide for further instructions.
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http://www.csun.edu/sites/default/files/etravel-exp-rpt.pdf

