DIRECTOR OF STATE COURTS

OFFICE OF MANAGEMENT SERVICES

ATTACHING RECEIPTS IN STAR EXPENSE VOUCHERS

e To attach a receipt at the header level that relates to the entire expense report, i.e. conference agenda,
click on Attach Receipt.

General Information

*Business Purpose | ConfiConvTraining-In State_ v | T N
| oo remngh e T ach Receipt
“Description [Judicial Conference Nov 2023 |
- [ Accounting Defaults 1
Default Location [Ekhart Lake, WI a|

e An Attachments box will be displayed with attachment information. Click on the Add Attachment button.

NOTE: RDA (Records Disposition Authorization) information is pre-populated based upon the type of
transaction. Do not change this!

[ cancel| Attachments w
Expense Report
Select RDA
Description STAR Training Default: FISH0020-FIS00020: RECEIFTS AND DISBURSEMENT TRAN

Report ID 0000921766

Attachments Details

Mo attachments exist Upload an existing file or capture receipt image

4+ Add Attachment




e A pop-up File Attachment window will appear. Click My Device to search for an attachment from your

device.

Choose From

e This will display a directory to the files on your device from where you can choose the file you wish to

File Attachment

attach. Once you have chosen the file and it appears in the File Name field, click the Open button.

{22 Choose File to Upload
%v‘- Desktop - | 3 | | Search Desktop R |
Organize v New folder =~ 0 @

3L Favorites MName Size Itemn type Date mod‘ified o

R WSE Hile_2 43KB  PNGimage 12/20/ 2018 12:22 ...

B Desktop M| WSE File 133KB  PNG image 12/20/201812:21 ...

‘4:" oo [R&] Voucher 2107 60KE PNGimage 12/20/201811:31 ...
dlllRecenthloces [R] SFNUAT_Announcernents 48KB  PNGimage 12/19/201811:42 .. K
A Payment Request Approval Screenshots 295KB  Microsoft Word D...  12/19/201811:32 ... H

-_ De;.ktu? 3 |R&] Payment Request Approval_Line Details 36 KB PNGimage 12/15/201811:27 ...

i Libraries |Rs] Payment Request Approval 3 63KB PNGimage 12/19/201811:26 ...

B DOCl._ImEHtS |R&] Payment Request Approval 2 80KB PNGimage 12/19/201811:25 ...

< Mu;lc |Rs] Payment Request Approval 103KB PNG image 12/19/201811:23 ...

(&l Pictures [B| Regular Voucher - Nav Collection 36KE  PNG image 12/18/2018 2:08 PM

H videos ~ [Ma| Unpost Voucher 75KE  PNGimage 12/18/2018 2:03 PM

A2 Beattie, Stacey - DOA (STAR) ER_Updates 19KB  Microsoft Excel W...  12/18/2018 9:33 AM

W .cisco |B| Reinemann 33KE PNGimage 12/18/2018 8:15 AM

l AppData R Payment Request Fields 73KB PNGimage 12/17/2018 9:48 AM

b Contacts |Ba Batch Team Expense Processing 62KE PNGimage 12/13/2018 7:40 AM

Iz Desktop M| Central Payrall Step 32KB PNGimage 12/13/2018 7:39 AM

% Downloads (R Expense Processing 59KE PNG image 12/12/201811:12 ..

St Favorites 5] Notify Expenses 3LKE PNGimage 12/12/201811:12 ..

-1 Links R4 Perz 110KB PNG image 12/12/2018 7:45 AM

& My D°C‘f’"e”t‘ WI_EX_STAGED_ERs_TO_BE_FIXED_2018_SAB_12112.. 1418KE  Microsoft Excel W...  12/11/2018 405 PM

'_.h My MUSIC || Expense_Reports Manual_Close PP14-PP19_And L. 2KB Text Document 12/11/2018 3:57 PM

Bl My Pictures || Expense_Reports Manual_Checks PP14-PP19_And._.. 181KB  Text Document 12/11/2018 3:55 PM

& MheVidane

File name: Expense Processing

+ | All Files (*.*) -
| | Open | | Cancel




. Once a file is selected, click Upload.

File Attachment %
Choose From
=
Expense Lab.docx
@ File Sizer 307KB
. The upload will show as complete. Click Done.

File Attachment @l

Choose From

Expense Lab.docx
@ File Size: 307KB

Upload Complete

° The Attachments Uploader will again be displayed to show that the attachment has been uploaded.

The Description field is available and can be used if necessary. An Attachment Type is required. The default
attachment type for expense reports is Travel Receipts. The types that are available for expense reports are:

Break Expenses

Conference Agendas

Fleet Non-Availability Slip

Hotel Receipts

Non-Travel Expense Documents
Other Related Documents
Travel Authorization

Travel Receipts



Attachments m

Expense Report
Select RDA
Description STAR Training Default: FIS00020-FIS00020: RECEIFTS AND DISBURSEMENT TRAN
Report ID 0000921766
Attachments Details

Add Attachment

Receipt Defaults.png

Enter Description
*
Attachment Travel Receipts v
Type

Select RDA
FIS00020

Cancel is available to cancel adding this attachment in case the incorrect attachment was chosen.

NOTE: This is the only time that the Cancel of adding this attachment to this expense line will be available. Once
the attachment has been added, it will no longer be able to be deleted. The description field would need to be
used to note any errors in the attachment(s).

The User and Name fields will be populated after the attachment has been added.

Attachments m

Expense Report
Select RDA
Description STAR Training Default: FIS00020-FIS00020: RECEIFTS AND DISEURSEMENT TRAN
Report ID 0000921766
Attachments Details

Add Attachment

Receipt_Defaults.png

Enter Description

« 02/20/2023 11:10:59AM
Attachment Travel Receipts 4

Stacey Beattie

Select RDA
FIS00020
. The number of attachments will show in to the far right in the Attach Receipt section.
General Information
“Business Purpose | Business Travel-In State & Attach Receipt
“Description | Training Classes - STAR
[ Accounting Defaults 1y
Default Location Q
Creation Date 01/16/2019 Stacey Beattie
Reference Q
Updated on  01/16/2019
° Now that you have entered the requisite information for your expense report, you can enter your

expenses. You do this in the Expenses section of the page.




