Supervisor Mileage Reimbursement Instructions

Adding Kari Mahannah as your proxy:

1. https://www.obfs.uillinois.edu/tem-resources/

C | & Secure | httpa//www obfs.uilinois.edu tem 14 ! * €
Apst Werk [Y Soatoghn X 8 [) ot [ CotE fans rome Spemth G Gof - Crher boot

TEM Resource Page

OBFS » TEM | Trave! & Expense Management | UIUC, UIC, VIS

TEM | Travel & Travel and Expense
Expensa Management (TEM)

M nt |
UIuC, UIc, uts TEM is 8 web-based system for submitting,
TEM Quick Tips approving, and tracking requests for:

* Travel and Miscellancous

Course Registration Reimbursements
FAQs * Non-Purchase Order Payments to
Vendors
Glossary o Pre-Trip Approval (optional)
2. Before logaing into TEM, watch the TEM U_’:‘,‘_(_\'_“,'_)T."._?":.,z__

'Eﬁ Expense Management

Wovel & espense maragement
My Int
clidatin @
Documents

CroateNew B R Fdwsh oo | Anceos

.",‘) * You can 200 the cument Univensty Payabies Drocessing datie Dy accessn
. UPay Frocessng Date” iocated 00 I 1t 508 Of yOUr 540000 Lnoer W


https://www.obfs.uillinois.edu/tem-resources/

TEM oo

travel & exponse managemeont

4.
'Eﬁ Expense Manageme
trirewd & eaponse management
MTAAAAN 1 Corter Dot Cost Center
g Detaut Degarment
0 300 3 Creator OrQury, anter 31 T TeUUTND
Acpication  User 1D User Name o
NO Cala 10 08l
5.

Submitting Expense Report in TEM:

| have created your September mileage Expense Report. Next, you will login to the TEM system to
actually submit the Expense Report. You have the ability to view it before clicking “submit.” If you see
anything that looks questionable, please contact me. Please do not make changes yourself. Once you
submit your expense report, it goes to the Business Office in the College of Education. Then it goes to
University Payables.

1. Goto TEM. Hint: you can also google “TEM UIUC” for the link.
https://www.obfs.uillinois.edu/tem-resources/. Remember, you must be on a university-owned
computer or use a Virtual Private Network to login. (VPN info:
https://techservices.illinois.edu/services/virtual-private-networking-vpn/details)

2. Use your net ID and password to login.
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3. Click the View/Edit Document icon.
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4. Review the Expense Report details by clicking and reviewing information under the Overview, Summary,
Items, Notes, Linked Documents, and Exceptions tabs
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5. Click the “Submit” button.
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6. Click the “Continue” button. (No photo available.)

7. If a message comes up for you to explain that taxes will be taken out because the report
contains dates 60 days prior, list your excuse: | forgot to turn the reimbursement in to
my proxy; my proxy has been busy; no excuse; I've been out of the country.

8. Please let me know if you have any questions or just stop by if you need to use my
computer.



