MYSCEMPLOYEE ESS TRAVEL Copy Expense

SCEIS Business Process Procedure (BPP) Report

When to Use This Business Process Procedure

Functional Area(s)

MYSCEMPLOYEE ESS Travel Management
Transaction Code

MYSCEMPLOYEE ESS TRAVEL

Roles

Travel Management roles as assigned by the agency
Purpose

Use this procedure to copy an existing Expense Report to enable creation of a new similar expense
report.

Trigger
You want to copy an existing Expense Report into a new Expense Report.
Prerequisites

. An Expense Report must already exist.
. Employee must be able to log into the ESS portal.

Tips and Tricks

o None.
Helpful Hints
° None.

Related Transactions

° None.
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SCEIS Business Process Procedure (BPP)

1. Start the transaction using the menu path or transaction code.

Universal Worklist - SAP NetWeaver Portal
g ysCEmployee
T L |

Employee Self-Servic

2. Click the Employee Self-Service tab
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My Overview - SAP NetWeaver Portal
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3. Click the My Travel and Expenses tab

PageBuilder

|

2 Travel Bsquasts and Expanss Reparts

Doy CBGR CEGy, 4 CRROH S0 B P BRI RCLBI O SEpROE RO

o+ Bpciemst £ oo ool for Traved m regured

Snae Fasician R

Tonate # wmzaeen oot B BT VDS GO CBY NS EoRAt DRtRe oot for oo el mumdeg B
R

Eoks Ceta oiE Sesdaiesh
TIGAS: FOE: REMBUSEEAENT FOR TRAVIL AND FUSSSTANCE EVPENSES

A et e denren Adeg gt e
FeZomemic Fp DemRater
R —
L e aeaa R L

Paranal baliamastian
gy Berygpnnd Spongi

& Euggegay

Bhpe e atl daprier Sries Pa Nior se

Thursday, August 11, 2016 3




MYSCEMPLOYEE ESS TRAVEL Copy Expense

SCEIS Business Process Procedure (BPP)

Report
Click the My Trips and Expenses label = -
Traveler Work Center
Ry Trigs and Expesrass (ALICE WONDERLAND, $0008313)
1 Ly P aniry Sunen eats 014 ity Frivegt a1 anury Boppmpp e o] IRy o et 95 ||| ommt e e

example, select Trip Number 197.

7. Click the Copy button [Copy].
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5. Click the All My Expense Reports tab.
Traveler Work Center
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6. Select the Expense Report to copy by clicking the Gray Box next to the correct row. For this
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Report
Expense Report
Copy Expense Report
Cagrg From
Capy Ta
8. Click the New Start Date search box .
9. Select the New Start Date for the new trip. For this example, select day 5.

10.  Click the Start button [L_Sar]

11. Click the Save Draft button after making the necessary changes. From this step
onwards, follow the same process as creating a new Expense Report, which can be found in the
BPP titled Portal_Expense Report - Create.
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SCEIS Business Process Procedure (BPP)

You have successfully copied an existing Expense Report into a new Expense Report.
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SCEIS Business Process Procedure (BPP)

None.
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