Getting started with LSI expense reports.  Note that there is no useful link from the sections in Insight named "Expense Reports."  Even the instructions are hidden elsewhere.  

If you get stuck and need extra help:

Debbie Cavanaugh

x 21-7667

From the LSI Insight Homepage, Select Quicklinks >> My World (SAP Portal)
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Log in with your SAP credentials (I think this is your LDAP username and password.)  This will take you back to the Insight Homepage, but now you have new options.  

Select Common Transaction from the blue bar at the top
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Select Travel and Expense >> Expense Reports from the sidebar navigation menu
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This pops up a new window (Do you need to log into Webcycle first?)  Select Create Travel Expense Report from here:
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Now the real hell begins.  Pick Domestic or International from the drop down menu, and click the little green checkmark:
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Start filling out the report.  The little checkboxes indicate required fields.  As you complete the Expense Receipts at the bottom, it will create a new line for each item.
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When you are done and have saved the report, you need to print it out.  Select Menu >> Goto >> Results.  This will result in something that looks like a receipt.  Print it out directly from your web browser.  Scan it and all your receipts to a TIFF file (our copy/scanners will do this) and email a copy to Payroll.
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