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UNIVERSITY Training Document

Disbursements Office
When should a Missing Receipt Affidavit be used?

The Missing Receipt Affidavit should be used when the merchant has not provided a receipt or a duplicate receipt
cannot be obtained. By using the Affidavit, you are stating that the related expense is in compliance with University
Policy and qualifies as a legitimate business expense. If the original receipt is located or received, it should be
attached to the Expense Report at that time. In completing the Affidavit, please provide the following information in
the Comments section in the expense entry: description, quantity purchased, and unit price.

Please note that the Missing Receipt Affidavit is only available to the actual end user. The end user, who is
responsible for the expense, will be accepting the Affidavit's conditions when the Affidavit is generated, therefore a
delegate cannot generate a Missing Receipt Affidavit on behalf of an end user.

How it Works — What the User will see:

You can access the Affidavit two ways; one is using the ‘Attach Receipt’ button in the expense line entry and the
second uses the ‘Receipts’ button at the top of the report. Both methods are explained below with screenshots.

Adding the Affidavit at the Expense Line Item:

1. Inthe Expense Line Item window, click ‘Attach Receipt'.

PESRELTEN  Submit Report

mpori Expenses Details ~ Receipts ~ Print / Email

=R View <« | Expense Available Recsipls
V] Date v Expense Amoun t Requested
v 06/29/2015 Office Supplies 7142 51.00 $1.00 Expense Type Transaction Date
test, Big Rapids, Michigan | Office Supplies 7142 l 06/29/2015
Business Purpose Vendor Name
I test Itesi
City Payment Type
Big Rapids, Michigan l Cash
Amount Personal Expense (do nol reimburse)
I 1.00 usD

Comment

TOTAL AMOUNT TOTAL REQUESTED

$100 $100 ‘ Itemize H Allocate || Aftach Receipt || Cancel ‘
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2. An ‘Attach Receipt’ window will appear. If you do not have the vendor receipt, click the link on the word ‘here’ after
the question “No Receipt? Create a missing Receipt Affidavit here.”

Attach Receipt x

Click Browse and select a .png, .jpg, .jpeg, .pdf, .h tiff file for upload. 5 ME limit per file.

Mo Receipt? Create a missing Receipt Affidavit here.

File Selected for uploading:

Mo file selected

Or choose an image from your Available Receipts.

Available Receipts

Cancel

3. The ‘Missing Receipt Affidavit’ window will appear. Please read the conditions for using the Affidavit at the top.
Select the expense(s) for which an Affidavit is necessary by checking the box to the left of the expense(s). Please
read the acknowledgement at the bottom of the window. Click ‘Accept & Create’ when the appropriate expense(s)
have been selected.

Missing Receipt Affidavit *

1. This will inifiate the creation of a Missing Receipt Affidavit. The Affidavit should be used when the
merchant has not provided a receipt or a duplicate cannot be obtained. By initiating the Affidavit you
are stating that the related expense is in compliance with University Policy and qualifies as a
legitimate business expense.

2. If the original receipt is located or received, it should be attached to the Report at that time.

3. Please provide the following information in the Comments; description, gty, and unit price.

To create an affidavit, choose from the Expense(s) below that require a Receipt

| Expense Date « Amount

Dffice Supplies 7142 06/29/2015 51.00
test, Big Rapids, Michigan

| acknowledge that the detail and amount shown above is a legitimate business expense and is in
compliance with University Business Policies. | will also make reasonable attempts to secure/obtain a

receipt and to replace the affidavit.
Accept & Create Cancel
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4. The Missing Receipt Affidavit icon will now appear next to the expense that has the Affidavit attached. You can
hover over the Affidavit icon to view a copy of the Affidavit or select the Receipt Image tab in the right window.

Expenses m View v & | Expense || Receiptimage Available Receipts

| Date v | Expense | Ami

06/29/2015 Office Supplies 71 5 |
test, Big Rapids, M o

Missing Receipt Affidavit - Office Supplies 7142 I

Date of Expense:  06/29/2015
Vendor: test
Amount:  $1.00
City:  Big Rapids, Michigan
Business Reason:  test

m

I acknowledge that the detail and amount shown above is a legitimate business expense and is in
compliance with University Business Policies. I will also make reasonable attempts to secure/obtain a
receipt and to replace the affidavit.

Emily Zoet

06/29/2015

1:52 PM Greenwich Mean Time

5. If a copy of the original receipt is found or a duplicate copy from the vendor is obtained, you can delete the Affidavit
by first hovering over the Missing Receipt Affidavit icon. Next, a window will appear showing you a copy of the
Affidavit. To delete the Affidavit, select ‘Detach From Entry’ at the bottom right-hand corner of the window.

-------------------------------------

i = New Expense || < Quick Expenses E Import Expenses Dretails = Receipts = Print / Email ~
Expense I s : i x
.1 Missing Receipt Affidavit -

Missing Receipt Affidavit - Office Supplies 7142 1

Date of Expense:  06/29/2015
Vendor: test
Amount  $1.00
City: Big Rapids, Michigan
Business Reason:  test

m

T acknowledge that the detail and amount shown above is a legitimate business expense and isin
compliance with University Business Policies. I will also make reasonable attempts to secure/obtain a
receipt and to replace the affidavit.

Emily Zoet

06/29/2015

1:52 PM Greenwich Mean Time

i Detach From Entry
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Adding the Affidavit Using the ‘Receipts’ button:

1. In the main Expense window, select the ‘Receipts’ button located at the top of the report in the row of options.

te St Delete Report

-------------------------------------

. % New Expense | = Quick Expenses Import Expenses Details * Receipts * Print / Email *

______________________________________
Receipts Required
Expenses Move * §l Delete § Copy JRNE . . .
p = - - - Check Recelpts Available Receipts
|Z| | Diate » Expense | Amount | Reques .
: Attach Receipt Images i ion Date
¥ 06/29/2015 Office Supplies 7142 $1.00 5 —
test, Big Rapids, Michic View Available Receipts [ 0sr2er2015 =
Missing Receipt Affidavit Vendor Name
test | I test |
City Payment Type
| Big Rapids, Michigan | ICash | w |
Amount [7] Personal Expense (do not reimburse)
I 1.00 | | uso | b |
‘Comment

2. See steps 3-5 in the previous section.
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