                    经费申请报告生成步骤       
从2020年开始，经费支出报告形式将采用线上申请模式，取代以前线下纸质文档格式，统一线上审批。经费支出报告和2019年版本的经费申请《事项审批单》合并，报销人填写好《事项审批单》相关内容，待事项审批单全部审核通过后，打印出的审批单即为报告和审批单合并的经费申请报告。
1. 经费申请报告模板：（如图1）
经费申请报告自动生成，不可手工填入。必须填写完《事项审批单》或《出差审批单》相关内容后自动生成，报告中空白地方的内容将全部从系统单据中获取，扫描二维码将会显示申请单单据编号，此二维码供财务查询单据使用。当此经费属于大额资金时，“大额资金范畴”，“大额资金签署意见”一栏将会显示相关内容，否则不显示任何内容。
[image: 经费报告模板]
                       图1
2.经费申请报告生成步骤
第一步：填写经费申请单
如《事项审批单》，请仔细填写‘请求依据’、‘具体要求’、‘申请理由’并确认好申请经费是否属于大额资金。如图2
[image: ]
                            图2
第二步：生成经费申请报告
点击预览如图3，查看生成的报告内容是否合适，预览效果如图4
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                          图3
[bookmark: _GoBack][image: 大额资金审批情况0001]图4
第三步：打印经费申请报告
待事项审批单全部审核通过后，点击预览后，确认报告内容无误后，点击左上角‘打印’即可，最终打印效果如图5，最后将打印好的报告和票据一起送至财务处即可。
[image: 经费报告终版]
 图5
                                   
image1.jpeg
(IR T T I YT e L o

B #HIHIT AEXARS
ARBH
g
*
*
&
EhA: A PEAR:
#*
ES
4%
#
£
*®
E 3
E3
AMEE
fited
%8k A
T
[ [ HIAH
LHeH ¥: ¥:
EFERMEFET: S ERAEFET: EEZ S5
WIREAES B nEAES: S EARES





image2.png
EBR S

EREE R YT T A | | W] R Astm| mm | Rm |
F G H
e (TR = 8
‘wEe | weEn|
)FD202002280001 ] ¥20400 ¥204.00
i [2020 25288 | o2t ]
|02[&]
o] [L021semsames (Ast) 1 % [1020010228m

2017 FHREAERESLAARE —SRRETANMARAS L WaR- |+
AAtEsiEsE

RE#ES20178-96 , SEES1HT . AERESSSHRRRE.

FAT20175EEURERESGARRE —SRREEANMARASY WAR" AA2HEslfs  REES20178-96 , SEES177 , HEMIEI20175485 | s2AlEfiE201959A8. MSmd

Loo

Loo

Loo

*ERiE |
SARZRERRAANSESHRE | BF201959A27B#TARCR | RWEFIET. REEEENESEHRIER.
S EHFI HiEEE T 2E wE FEEH
1 100.00 L.oo 100.00
2 |10osiEmHHE 10000 1.00 100.00

100s| Eii\i

204.00





image3.png
TMFEF  AER

Sho | e | weove| WERR| LS| W | B |

FAF e E

@i: [rnz0z00zes0001

L |

)FD202002280001 \looiEEs | ETEE T ¥204.00 ¥204.00
2020% 28288 | 218542 B
02[&F]
1[r02mmans %)) 1020017055
2017 A A RS —SRRREANAR RS WO |- ¥ [RE#ES20178-96 | EBEBIH7 , FRSDEHAMIRIE. e
A

FAT20175FE TR RESRARRE —SRREEAVMARASY WHR" AA2REslis  REES20178-96 , SEES1057% , HEMIEI2017588 | seAlEdiE201959A8. HSmE |~
SARZRERRAANSESHRE | BF201959A27B#TARCR | RWEFIET. REEEENESEHRIER.

2s|  mEER FELT HHEH #E LA .
it 204,00
/) sty

‘ EHE | & asRe [

E seE \ [ \ 18 \ B \ . \ # \ L] \ 15 e
r—
DGR 1 100, 000,00 204,00 108 (HHEIME 02001 [HAGHE  FEUHRE R





image4.jpeg
WA s AREEAYARETARL

PHHT | REARF (AFL) AEXARL
AR | BAEE 02[F] |l
AAT175 ¥ H 2 AT AERAFAD—F ARG AEAE L “24Z
TATREREIAL, ABRETN17B-96, AFZRIFL, #EHE01758H, £
¥ AEEI201959A . ALREAFADFLAAAELE AR, TT2019F9A278 #47
SULHR, BAORAES. AT HREZ % FRRMRE.
#
£ FEAF
*
&
Z2hA: BER B F3 8 5: 20200228
% [OITEFHEAEAEERATR B —ERERAANE AR L SRR A%
% FEAFR
4%
#
i FERFNTBI6, AFBRIFL, PHELLRFRAMLK.
E 3
E3
XHEE
fd
XSEL
FRER
[EE L ] HIAHR
1008[8 % A A &] 100. 00 1.00
100904 A #4451 100.00 1.00
100547 81 1.00 1.00
100904 A #4451 1.00 1.00
1012058 #1 1.00
107[T 44 %] 1.00
St e ¥: 204.00 ¥: 4.00
EFERMAEFET: S ERAEFET: EEZ S5
BT AT mEREAES: s ER RS





image5.jpeg
WA s AREEAY AR AT AR

PHEFIT | REARF (AFR) AEXARS
EEETAEY T 02[%] |l
AAT017EF# A4 HESRAFA D —HREREANE ARAS L “2415
P ATREREIAAL, ABRETN17B-96, AFZR1FL, #EHEA01758H, £
g AR E201959A . AL HREARABFLAAALE AR, ©F201959A278 84T
HGULE, BAURAAE. AHPERESFFRAAK,
*
£ ! FRAFH
*
&
Z2hA: BER A F3 A 8: 20200228
#  [OI7TEPHEIAEFEFRAFA D ——FREREANLABRREL AR A%
£ |[FRAFZ
%
#
i FEASNTBI6, AFBRIFL, PHELLEFRAMLK.
E 3
ES
XHEE
fied
XSEL
FRER
AEA [ HIAH
1008[8 % A A&] 100. 00 1.00
10090 A #4451 100.00 1.00
100547 £ %1 1.00 1.00
10090 A #4451 1.00 1.00
1020 %] 1.00
107[T4a %] 1.00
St eH ¥: 204.00 ¥: 4.00
EERMAEFET: SERMEET: (0] |(MFRKREF:[ 5
A& E|g | A& ZIEN [Tk
20200229091450 2020029091348 | P & 2020029091631
BT AR ‘ | EmeamiAzs:: T mrmaresl 2
A aE | R # B[]
20200229091209 | 20200229091208 20200228091535





