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Learning Objective

Learn how Aggie Enterprise 

implementation has impacted 
AggieExpense reporting



Aggie Expense – PPM Allocation

When entering PPM Allocation: only the Financial Department/Project, Approver, and Expenditure Organization 
fields are required.
 *Activity cannot be used on Sponsored Projects, only Department or Faculty Projects when the task has the 
 activity assigned to it.

When entering GL Allocation: only use Entity, Fund, Financial Department/Project, and Approver. 
 *GL Project and Activity are optional – some CoAs require Program, GL Project and Activity like 

Advisor Support; GL Project and Activity for Start UP.



Business Purposes: 

Important Reminder 



Aggie Expense – Business Purpose

REMINDER:
In the Business Purpose field, clearly and fully indicate how the travel/event 
supports one of the university’s major functions of teaching, research, patient 
care, or public service. 

Examples: 



P-Card and Travel Card Reports



Aggie Expense – P-Card and Travel Card Reports

Aggie Expense Reports for Pcard or Travel Card – 1 Report

• If you have multiple travel and entertainment expenses a conference or business event,  
it should all go on one report.

• Up to 10 Pcard expenses can go on one report. 

• For either type they do not have to all be paid on the same CoA.  You can still charge 
them to separate CoA.  If you need help with this, please contact your BOC Team.



Allocation Favorites



Aggie Expense – Saving Groups of Allocations as Favorites

You can create and save groups of allocations as favorites. This is useful 
if you need to allocate multiple expenses across reports in a similar 
way.

To create allocation favorites:
1.Create an expense report and create the allocations.
2.In the Allocations for Report window, click Add to Favorites. The Add to Favorites screen 
opens.
3.Enter an allocation name and click Save. The allocation is added to your favorites.

To assign your allocation favorites:
1.Create a new expense report.
2.Click Allocate.
3.Click Favorites. A list of allocation favorite(s) displays.
4.Select the desired allocation and click Save.
5.Click OK and then Done.



AggieExpense Reporting – Allocation Steps

1. Click Allocate 

2. Select GL or PPM
1. For GL, fill out the Financial 

Department box

2. For PPM, fill out the 
Expenditure Organization box 
at the bottom of the allocation 
section of the report 
(screenshot to the right)

3. Hit Save



Update Information in Aggie 

Expense Instead of UC Path



Aggie Expense – Update Banking and Address Information

To prevent delays in 
mailouts of check 
reimbursement, update 
your mailing address and 
banking information in 
Aggie Expense. 

Doing so in UC Path is 
not sufficient for this 
purpose.  



Looking up Reimbursements



 Aggie Expense – Looking up Payments

We now can look up an Aggie Expense payment for an employee reimbursement or 
volunteer reimbursement.

Aggie Expense Report Key will be used as the invoice number

To get the report key you will need to log into Aggie Expense.
 If it is one of your reports you will need to open the report and clip on Print/Email 

The Report Key will be at the top of the report.



 Aggie Expense – Looking up Payments

.

Log Into Aggie Enterprise
Click on the Payables Tile

Click on Invoices Tile

Click on Tasks (sheet of paper icon) on right side of screen.

Click on Manage Invoices link.

Click Advanced



 Aggie Expense – Looking up Payments

Click on the Invoice number to get to the payment information.

.

Select Contains from Invoice Number drop-down

Enter the report key into the Invoice Number field and Search

Click on Payments



 Aggie Expense – Looking up Payments

.

Payment Information

Alternate Look Up – You can look up by Travelers Last 
name: 

Select Contains from the Supplier or Party drop down 

Enter the persons last name and click search

A box will appear for you to choose how 

many days back do you want to look for 

payments. 

Choose the number of days and click Go



 Aggie Expense – Looking up Payments

.

Any payments made during that period will appear.  

You can then follow the same steps to from before to see the payment details.



Questions? 

Tracy Roman

Associate Director

Business Operations Center

530-378-9780

tlroberts@ucanr.edu 

Veronica Geiger

Business Partner Lead – Team 2
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vlgeiger@ucanr.edu
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