In order to facilitate the monthly review and reconciliation process, additional key information is now provided on select data
warehouse reports. Starting on May 2, 2008, the JE Line Description field on the Consolidated Transaction Detail Report will

display the following additional information:

eEMS Itinerary and/or EMS Item Comments — This information will be provided when present.

entered in these fields, the report will display the Expenditure Type description as it currently does.

¢ EMS Merchant Name - This information will be provided for transactions representing out-of-pocket expenses.

Note: If purchasing at the request of another person, identify that person by name as the Initiator in the EMS Item Comment field.

To avoid redundancy in reports, do not repeat information in the EMS Itinerary and EMS Item Comment fields.

If no information is
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