
Transaction	Name:	ZAP_ENTRY	

Menu	Path:	Accounting>Financial	Accounting>Accounts	Payable>Document	Entry	

 

	

Initial	Screen:	Select	Miscellaneous	Reimbursement	

 

 

 

 

 

 

 

 



Entering	and	parking	a	miscellaneous	reimbursement:	

	

Begin	by	selecting	the	employee’s	“4”	vendor	number.	You	can	use	the	matchbox	function	to	find	
the	vendor	number.	The	most	accurate	way	to	locate	the	employee’s	vendor	number	is	to	enter	his	
or	her	personnel	number	in	the	personnel	number	field.	

 

 

	

	

	

	

	



BASIC	DATA	TAB:	

The	document	date	will	be	either	the	date	of	entry	or	the	date	of	the	receipt.		

Ignore	the	payee	field	for	miscellaneous	reimbursements.	(The	field	will	disappear	after	you	
complete	all	fields	and	hit	enter).	

The	“petty	cash	ref”	field	must	read:	PC-LASTNAME	(using	the	employee’s	last	name).	

The	“Amount”	field	should	be	populated	with	the	total	of	all	receipts.	

The	“remittance	text”	field	should	read:	PC-LASTNAME	and	the	date(s)	of	receipt(s)	or	the	entry	
date.	

	



LINE	ITEM	TABLE:	

Each	receipt	should	be	entered	on	as	its	own	line	item.		

The	“G/L	Acct”	field	should	be	populated	with	the	appropriate	expense	GL	code.	The	GL	Acct	
Definitions	are	located	on	the	UT	Controller’s	Web	Page:	https://controller.tennessee.edu/general-
accounting/iris-general-ledger/	

The	“Amount”	field	should	be	populated	with	the	receipt	total.		

The	“Assignment”	field	should	be	populated	with	the	vendor’s	name	(i.e.	name	of	restaurant,	name	
retail	store,	etc.)	

The	“Text”	field	should	document	the	reason	for	the	expense	(i.e.	Lunch	with	donor	John	Doe).	

The	“Cost	Center”	fields	should	be	populated	with	the	appropriate	account	to	which	the	expense	is	
being	charged.		

Workflow	notes	are	for	approvers	to	read	during	the	workflow	approval	process,	and	they	will	
disappear	after	all	approvals	are	complete.	

	

**To	save	notes	permanently,	click	on	the	“Extras”	link	at	the	top	of	the	screen.	Select	“Document	
texts”	from	the	drop-down	menu.	Double	click	in	the	notes	section,	write	notes,	click	on	the	green	
“back”	arrow,	and	click	on	the	green	checkmark.	

	

	

	

	



Once	you’ve	completed	the	document	entry,	click	the	“Park”	link	at	the	top	of	the	screen.	

	

	

The	message	at	the	bottom	of	the	screen	will	confirm	the	miscellaneous	reimbursement	has	been	
parked.	

 

  

	

	

	

	



Attaching	receipts	and	saving	miscellaneous	reimbursement	as	completed:	

	

Scan	all	receipts	and	ensure	they	are	legible.	Audit	will	reject	misc.	reimbursements	if	the	receipts	
are	not	legible.			

After	the	miscellaneous	reimbursement	is	parked,	you	will	need	to	click	on	the	“Documents”	link	at	
the	top	of	the	page.		

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	



Click	on	the	“Attach	and	Complete”	link	at	the	top	of	the	page	to	open	the	attachment	window.	

Navigate	to	the	pdf	file	you	want	to	attach,	double-click	to	select	the	file,	add	the	attachment	
description,	and	click	the	green	check	mark	to	attach	the	file	and	save	the	miscellaneous	
reimbursement	as	complete.	

	

	



	

	

	

	



	

	

	

 

The	message	at	the	bottom	of	the	screen	will	confirm	the	miscellaneous	reimbursement	has	been	
saved	as	completed	and	entered	into	workflow. 


