NIS #14 -- News - EXPENSE REIMBURSEMENT

Many of you participated in the training for staff who enter and approve accounts payable (AP) documents (including invoices and expense reimbursements).  This is a follow-up relative to expense reimbursements.

The original intent of NIS was that the employee who incurs the expense enters the information into NIS through Employee Self Service.  Several things are standing in the way of that  --

Most parts of Employee Self Service are not working.

ESS did not include the expense detail necessary to comply with the IRS "accountable plan" required by DAS and explained in Administrative Memorandum #205.

There was not enough time to fix this without delaying the March 1 go live date for financials.

THEREFORE, for now expense reimbursement documents must be done on the current form, signed by the employee, entered into NIS by a document preparer, and approved by a document approver.  Refer to Administrative Memorandum #205, Employee Expense Reimbursement, for more information.  Staff in Central Accounting stand ready to assist you.

IN ADDITION, we learned last week that even if you have direct deposit for your paycheck, your expense reimbursement will be an actual warrant because the direct deposit piece is not working for expense reimbursements.
