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Creating a New Overnight Trip %IRLS

Click on
Employee Self
Service (ESS)

Employee Services

- Map | Dirsctory | Index

Employee Search Performance Management

Search for University colleagues and find basic information about theirpositions. Once you have searched ManageMfiew your performanc e evaluations .
using the employee name, you may click on the presented last name to see more detail (such as the
Organizational Unit and Supervisor of the employee).

Working Time
Quwick Links

Whao's Who Review your leave balance statement, submit leave requests, and ente

Benefits and Payment Perzonal Information

@i® /50
Display the plans in w hich you are currentlty enrclled, enrollin new benefit plans and dow nlcad an enroliment Manage your addresses, bank information, and informafion about family

form
Display your salary statement.

|—¢IJ Travel and Expenses
Training (!)‘C@

Create and manage requests vel and expensze reports

Search for UK offered courses, register for courses, review your training history.

UK Accounts and Services

Access to accounts and servic ez offered by the University of Kentueky.

Click on Travel and
Expenses
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New Overnight Trip

Integrated Resource
Information System

RIRIS
V

As the travel document creator, you will be able to create a travel
request or a travel expense report for yourself through the
Traveler Work Center or as a Proxy for another traveler through

On Behalf Of.

Employee Services Area

Back
* Service Map
|—‘=":J Activities
)i Traveler Work Center
-

On Behalf OF

Manage the list of people for whomyou prepare travel documents.
Create/manage travel doc uments on their behalf.

- Create New
o/ .". Create Travel Document
\fﬁ'\l

You can create new travel documents.

University Information

E-5-2 Travel Advance and Repayments Policy and Procedure

LK Travel Management Services

% General Information
|- Check the Weather at Vour Destination

Find Currency Exchange Rates - OANDA
Find Subsistence Rates for Your Destination

Create, display, and edit your travel documents.

E-5-1 Reimbursement of Trave! Expenses Policy and Procedure

Traveler Work Center - Click
this link to open the work
center displaying your trips.

On Behalf Of - Click this
link to open the listing of
people for whom you
manage travel documents
and the work center
displaying their trips.

Create Travel Document - A
quick link to create a new
travel document for
yourself without opening
your work center.
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New Overnight Trip - As the Traveler b

The Traveler Work Center will provide a summary of your
travel document history for the past 12 months. Review the
existing trips to ensure a travel document has not been
started for this trip previously. To start a new travel
document, click on Create New Travel Document. (Skip
ahead to Slide 14.)

Traveler Work Center

Click on Create
My Trips and Expenses (Cara Nelson, 22000025) N ew Trave I
ity e (1 | Document

“iew : |[Standard View] - | Create Mew Travel Document
TEy | Trip Country Trip Mumber Trip Region Region Desc ription Start Date End Date Destination Additienal Trip Information Reimbursable Amount | Currency

us 825 THAB Arlington, TN 12/09/2015 121002015 Meeting 11200  USD

us 324 DCAWA ‘Washington, DC 10/15/2015 10M18/2015 Meeting 7832  USD
DCANVA Washington, DC 1200412015 121052015 Meeting »1

us 822 DCAWA ‘Washington, DC 12/0212015 12/03/2015 Meeting 181.86  USD

us 771 MY AA Adams, NY 10/M212015 101412015 Conference 153.00  USD

us 770 TMNICG Concord, TH 02/13/2015 021412015 anyw here Original trip: 538 150.00  USD

us 769 UTICC Colton, UT 10/09/2015 10M10:2015 Meeting 18423  USD
THICG Concord, TH 08/29/2015 08/3/2015 heeting 152.00  USD

us 761 THNBD Brentw ood, TN 110112015 11012015 Meetings 17.25  USD

us 760 THAB Arlington, TN 09/23/2015 09/24/2015 Meeting 197.45  USD

Last Refresh 03/16/2016 14:42:29 EST Refresh

Fix Query Lock
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RIRIS
V

Integrated Resource
Information System

Create New Overnight Trip

From this point forward, the process for creating a new Overnight Trip is the
same for you as the traveler and for you as the proxy.
Verify the employee
listed is the correct
traveler for the travel

Create Travel Document

Employee Tony M Day [ 00011596 )

document.
Select a Trip Template Choose
Template: * | [+] .

Overnight Trip Overni g ht

Trav&lié«ﬂ':j:ndn'ent Trlp and CI|Ck
Day Trip(s) \ Sta I’t 0

1. Overnight Trip - The Overnight Trip template is to be selected when the trip
requires an overnight stay at the business destination.

2. Day Trip - The Day Trip template is to be selected for same day trips. Meal per diem
and lodging cannot be claimed on day trips. The Day Trip should also be used to
process monthly mileage only claims. See Day Trip training guide for instructions.

3. Travel Amendment - The Travel Amendment template is to be selected when an
expense was not reimbursed on the original Overnight Trip or Day Trip and the original
document has already been approved by AP. See Travel Amendment training guide for

instructions.
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Create New Overnight Trip &éIRlS
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Each travel document will consist of 3 sections:

Create Travel Document

1 2 3
u A A

k'
General Data Enter Receipts Review and Send

Employee Tony M Day ( 00011625 )  Trip Tem plate Cwvernight Trip

Previous Step | Enter Receipts k | | Save Draft |

1. 'General Data - The General Data section will gather information
such as when, where and why. Information to determine meal per
diem and mileage reimbursement will also be gathered in the
General Data section.

2. Enter Receipts - All expenses of the trip except meal per diem and
mileage are to be itemized in the Enter Receipts section.

3. [Review and Send - The Review and Send section allows the
document creator to review a high level summary of the expenses
and allows for the review of the travel document PDF. Workflow will
be started from the Review and Send section.

UK vrivERSITY OF KENTUCKY
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Create New Overnight Trip

Integrated Resource
Information System

Create Travel Document

The General Data section

1

a4 A _
General Data Enter Receipts Review and Sen
Employee Tony MDay (00011696 )  Trip Template Overnight Trip

[ 4 Previous Step | [ Enter Receipts #| | [ Save Draft |

[» Calendar of Trips | [» Attachments (D) |

General Data
Start Date: * | [ [00:00 |  [Departure from First Workplace |
End Date: | [omoo | [Arrival at First Workplace -|
De stination
Country: * | v| Regom:[ (7]
Specific Destinati | |

Additional Destinations: | Mo destinations entered

Additional Inform ation

gathers all of the when,
where, and why data. Each
field requirement will be
addressed on the next
several slides.

Enter Additional Destinafions.

Type of Trip:
Applicable Per Diem Rate: | Federal Rate -|
Purpose of Trip: * | -]
Additional Trip Information: * [l
Comment:
Cost Assignment: | 100.00 % Cost Center 1012013100 (CONTROLLER-A-P), Funds Center 1012013100 (CON | Change Cost Assignment

Per Diems for Meals
Per Diem Reimbursement for Meals:

Mileage

Total Distance: 0| mie | Enter Mieage Details |

Airfare Purchased Through
UK Travel A8A: []
UK Travel Avant.: [ |
UK Travel Concur: [
Other: []

Trip Attributes

Trip is Subject to Pay Only Amount, | Amount: 0.00

Trip Includes Amounts Paid by 3rd Party: [
Trip Includes Personal Travel: [INe [Jes

| [Enter Receipts & | [Save Draft |

UK vrivERSITY OF KENTUCKY
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New Overnight Trip - General Data }‘éIRlS

General Data / Start and end

S R — dates and
End Date: | B (0000 | [Arrival at First Workplace times are
mandatory.

If using the Calendar of Trips, click on the first date of the trip, hold down the shift key, and
click on the last date of the trip to populate the date fields. Otherwise, type in the start and
end dates in format MM/DD/YYYY.

Travel times are required for every trip and must be entered in 24-hour clock format. A
conversion chart has been provided for your convenience.

CivilianTime Military Time {24-hour  Civilian Time military Time {24-hour
clock) clock)
12 MIDMIGHT 24:00 12 NOON 1z:00
12:05 Ald no:o05 12:05 P 12:03
12:15 Ald 0o:15 12:15 P 12:15
1:00 AR 01:00 1:00 PR 13:00
2:00 AR 0z:00 2:00 PR 1400
3:00 ARA 03:00 3:00 PR 15:00
4:00 ARA 04:00 4:00 PR 16:00
5:00 Ahd 0s:00 5:00 PRA 1700
6:00 AR 0&: 00 6:00 PM 1s:00
F:00 AR 0y.oo 7:00 PM 19:00
8:00 AR 0g:00 8:00 PR 20:00
9:00 ARA 05:00 9:00 PR 21:00
10:00 Ahd 10:00 10:00 P 22:00
11:00 Ahld 11:00 11:00 P 23:00
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New Overnight Trip - General Data }‘,fIRlS

Once the country is selected, select the destination Region.

Destination
Country: [USA | Regom|[  [usa
Specific Destination: | 7|
Additional Destinations: | Mo destinations entered [ Enter Additional Destinations |

Click on the
Region search

Results List: There are more than 500 results for Region Personal Value List Seftings Show Searcl Criteria
Trip Country Trip Region Destination City key .
us ALIAB Abbevile, AL -
us ALAA Aberfoil, AL -1
us ALAC Abernant, AL
us AKIAD Adak, AK
us ALAD Addison, AL

us ALIAE Akron, AL CIiCk on Show
. e e Search Criteria

. i e .| | \tosearch by
City name.

Cancel

NOTE: If you would like the Region search to open immediately to
Show Search Criteria, see QRC TRIP Region Settings.

UK vrivERSITY OF KENTUCKY Overnight Trip - SAP Travel Document Solution TRIP
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New Overnight Trip - General Data Pre=ns

If traveling within the USA, enter the State abbreviation
followed by an asterisk (*) in the Region field. Otherwise,
leave this field blank and complete the Destination City

field.

| All Values: Trip Country/Trip Country Group/Trip Region

| Search Criteria

Trip Country: =|
Regon: @[ |

Destination City: < |

L8

Start Search || Reset

Results List: There are

Trip Country
us
us
us
us
us
us
us
us
us

ALIAA
ALAC
AKIAD
ALAD
ALMAE

ALIAF
ALIAG
ALAH

=3
nn\l Enter the city name

Restrict Number of Value List Entries To

If traveling in the USA, enter the state
abbreviation followed by an asterisk
(*) in the Region field. Otherwise,
leave the field blank.

|

surrounded by asterisks (*)
in the Destination City field.
NOTE: This field is case
sensitive.

Destination City
Abbeville, AL

abaster, — .
Alberta, AL CI Ick Sta rt
Alberville, AL = \‘ Se arc h :

Cancel

UK vrivERSITY OF KENTUCKY
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New Overnight Trip - General Data }‘,,“RIS

If the destination city appears, select the city and click OK. If the
destination city is not found, the Results List will show “No
Results found for Region”. If No Results are found, continue to
the next slide to select a Region.

Alll Values: Trip Country/Trip Country Group/Trip Region 0=
Search Criteria Personal Value List Settings Hide Search Criteria
Trip Country: =| o
ion: [#l[cos | (= - - -
Regon: [l[co” | If the desired location is

Destination City: [#] | *Boulder* | &

in the listing, click the
grey selection box to the
left of the destination.

Restrict Mumber of Value List Entries To

E Start Search §| Reset |

Results List: 2 results found £

Trip Country Trip Regicn Destination City
CO/BU Boulder County, CO
us CO/BT Boulder, CO

|

Click OK. The selected City
and State will now
populate the region field.

UK vrivERSITY OF KENTUCKY Overnight Trip - SAP Travel Document Solution TRIP
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New Overnight Trip - General Data

%IRIS

Inlvqratea R 000000
ttttttttttt

If no results are found type *Other* in the city field and click start search

search Criteria

Trip Country: =||U5 ' &
Region: ["‘l | =
| &

d Destinaton Gty: [=1 E"‘_dt_hé'r;“

[¥] Restrict Mumber of Value List Entries To |

F Start Search || Resst |

- Results List: 1 results found for Region

Trip Country
us

Trip Region
covol

Destination City
Other, CO

Perzonal Value List Settings Hide Search Criteria

—

Select Other and Click
OK. The selected City
and State will now

populate the region
field.

Any time Other is selected for the Country or Region, the Specific Destination
field will become mandatory. The traveler’s actual destination (City, State,
Country) must be typed into this field.

Destination

Country: |USA

|

Region: [fcrica [Tlother, Koy

Specific Destination: |

Enter the
traveler’s specific
destination (City,

State, Country).

NOTE: Although the Specific Destination field is only required on travel
documents with a destination of “Other”, the field may be used on any trip to
provide the approvers additional information about the destination if necessary.

UK vrivERSITY OF KENTUCKY
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New Overnight Trip - General Data HIRIS

Type of Trip - The Type of Trip field is populated by TRIP based
upon the destination Country and Region selected.

The type of trip determines the expense GL for the travel
document.

Type of Trip: GL:

In-State Travel 530019
Out-of-State Travel 530019
Foreign Travel 530039

Overnight Trip - SAP Travel Document Solution TRIP
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New Overnight Trip - General Data %'Bls

Information System

Three applicable meal per diem rates are available in Trip.

Federal Rate: The Federal Rate is the default rate on all travel documents and is
calculated from the US Government Department of Defense web site based upon
the Country and Region selected previously. If the cost assignment for the trip is

changed to a state-funded WBS element, a state rate must be selected for this
trip.

State Rates: Reimbursement of travel expenses charged to WBS elements funded
by the Commonwealth of Kentucky, directly or indirectly, are limited to the meal
per diem rates authorized for state employees. The state maintains 2 rates: High
Rate and Low Rate. The high rate should only be selected if the traveler’s
destination is listed as a high rate locality on the state web site at:

http://finance.ky.qgov/services/statewideacct/Pages/travel.aspx. State Low Rate
should be selected for all other localities.

Applicable Per Diem Rate: Any trip can choose

Applicable Per Diem Rate: [Federal Rate [~] a State- High or State-Low rate although trips

Purpose of Trp: = | e charging a state-funded WBS element will be
ctional TP ermton ™ | state - Low Rate required to choose a state rate.

NOTE: If a department wishes to reimburse the traveler the full federal rate, the
travel document must charge a cost center. The department will then have to
process a JV to move the allowable travel expenses to the grant.

UK vrivERSITY OF KENTUCKY
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RIRIS

New Overnight Trip - General Data by s
Purpose of Trip: * =l Purpose of Trip: Use the dropdown arrow
e form=ter:” D [ A to review the Purpose of Trip menu and
Comment: | 01-GonferencefTraining click on the purpose that best describes
02-Development/Donor Relations .
o Pt et the general purpose of the travel. Special
Gost Assignment. | O+Recruiment . purposes are listed for Capital
05-Cinical Coverage Construction and Athletics. Only those
0&-Researc hiTeaching . 0. .0 . .
07-Gtner (Descrioe in Commnts) individuals traveling for Capital
irsement for Meals: | | . ] . .
03-Capital Construction Construction or Athletics are to select
those purposes.
Addonal Trp pfomefon: Additional Trip Information: Type a
Comne more specific business purpose of the

travel such as conference name, event
name, collaborators, etc. Use the
Comment field to provide additional
information about the business
purpose of the trip.
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For county travel, we will only be using:

00-Collaboration/Meeting (to be used for regular county travel conducting various programs)

01-Conference/Training (to be used for travel related to professional improvement)



New Overnight Trip - General Data ¥|R|S

P; Information System

Additional business destinations may occur on some trips. After the required
fields of Purpose of Trip and Additional Trip Information are completed, each
additional destination and the time the traveler departed for the destination must

be entered. Click on Enter
Destination Additional
Country: [USA ~]  Region: [COIOE _[J/Other, CO Destinations
Specific Destination: | Boulder, CO, USA \ /
Additicnal Destinations: | Mo destinations entered Enter Additional Destinations |

Enter the date and time
the traveler leaves for
the additional * Addéorel T rformaion

Additional Destinations

Add Addtional Destination  Delete

T Eventin Enerary Date

satef T destination.
Trip Desfination
Adional Desfination 150272018 Aspen CO Anather Meefing

ol s Use the same procedures as
Agpcabe Dt Pt ; < listed on the previous screens

RupseciTip: 13700k Felatins. v to select the correct Pu rpose

o | o IS of Trlp and find the Cou ntry
[ Aczept ][ Avezptend A Addone esireton | | Dokt and Reglon for the addltlonal
i Click on Accept or Accept and destination(s).
Add Additional Destination if

another destination needs to
be added.

Overnight Trip - SAP Travel Document Solution TRIP
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New Overnight Trip - General Data D=

The cost assignment for the trip will default to the Master Cost Center
assigned to the traveler’s position in HR unless an alternate TRIP cost

center has been established in HR Infotype 0017.

Cost Assignment: | 100.00 % Cost Center 1012013100 (CONTROLLER-A-F), Funds Center 1012013100 (COR | Change Cost Assignment |

/\a

Click on Change Cost
Assignment to change the
assignment for this
specific trip.

If the majority of a traveler’s trips will charge a specific cost center other
than the default HR Master Cost Center, see the QRC Trip Cost
Assignment to establish the cost center in HR Infotype 0017. NOTE: A
WBS element cannot be established as the default cost assignment for
Trip. The cost assignment must be changed to the WBS element on each

trip individually.

WK vniversiTy oF kexTUCKY Overnight Trip - SAP Travel Document Solution TRIP
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For UK funded travel (i.e. state fair, new agent orientation, core training) the cost center will need to be changed accordingly.
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Sticky Note
For county travelers, the appropriate county income cost center has been listed as the alternate cost center on each employee's HR Infotype 0017.



Information System

§
New Overnight Trip - Cost Assignment %IRIS

The cost assignment can be changed or split by percentage. The cost

assignment will default to 100% assigned to the HR default for the
traveler.

NOTE: Remember to add any Statistical Internal Orders that may apply to
this travel document in the Change Cost Assignment section even if the

cost assignment does not need to be changed.

Verify or change the
Cost Assignmentfor Trip percentage to be charged to

Rt S alr m_ﬂ;—l this cost assignment. .
| Cost Assign (%) Accounting Object Value

100,00 University of Kentucky UK w /o component units v Al v 1012013100/1012013100/0011002000/GMNR - /CONTROLLER-A-PIGM NOT RELEVANT
st oo |%| | Delete the existing cost
WS Benert: | 5l center and fund if
Funds Center: | 1012013100 CONTROLLER-A-P Fund: (0011002000 fall necessary before ente ring
|| Accept][ Accept and New Entry | | [ Check| | [ Delete | the new COSt assignment

If no errors in red appear, click
Accept and New Entry to add
another cost assignment or Accept
if 100% will be expensed to the new
cost assignment.

UK vrivERSITY OF KENTUCKY
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New Overnight Trip - Cost Assignment IRIS

Information System

Cost Assignment for Trip
New Entry Check Delete
s Cost Assion (%) | Company Code Business Area Accounting Object Accounting Object Valie
' 5000 f University of Kentuky '; UK w /o component units - 5):.| o | 1012013100/1012013100 - CONTROLLER-A-PICONTROLLERA-P
j SD.Dﬂ.E-Lhivers'rty.nf Kentucky _:.L!(w.‘n component units - é.AI ~ | 1012013010/1012013010/0011002000/GMNR - CONTROLLER- OPERS/OONTROLLER- OPERSH

4 Previous Step | [ Accept] | [Save Draft

Cost Assignment. |2 Assignments: 50.00 % Cost Center 1012013100 (CONTROLLER-A-P), Funds Center 10 | Change Cost Assignment |

WK vNiveRsiTY OF KENTUCKY Overnight Trip - SAP Travel Document Solution TRIP
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New Overnight Trip - General Data ML

Per Diems for Meals
Per Diem Reimbursement for Meals: [ |

Overnight Trip - SAP Travel Document Solution TRIP
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New Overnight Trip - General Data s

Meals provided by the conference/event must be deducted
by selecting the proper check box for the meals provided.
If personal time is included in the trip, be certain to deduct
all meals that occur during the personal time.

Per Diems for Meals

Per Diem Reimbursement for Meals: |+ Meo. of Deductions: 0 | Enter Deducions for Meals |

N

——— | Click on Enter
Deductions for
L Click on the box for Meals to select the
Thursday | 051212016 each individual meal meals to be
oy to be deducted and deducted.
click Accept.

The number of deductions
will now be displayed on
the General Data screen.

Previous Step | Accept| | Save Draft

Per Diems for Meals

Per Diem Reimbursement for Meals: |« Mo. of Deductions: 1 | Enter Deductions for Meals |

WK vniversiTy oF kexTUCKY Overnight Trip - SAP Travel Document Solution TRIP
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New Overnight Trip - Mileage Details %IR]S

Mileage details are to be entered per day.

To enter mileage
Mileage information for
Total Distance: 0| Mile Enter Mizage Detailz thIS trip, CIiCk on

Enter Mileage

The Mileage Details screen will open with a new mileage entry started
for the first day of the trip. The amount to be reimbursed for mileage
will be calculated by Trip based on the number of miles driven and the
Applicable Mileage Rate selected.

Reminders

Before a traveler drives a vehicle for University Business, the Motor Vehicle Record(MVR) Release and Information Form must be completed :hitp.ifww w uly edu/BVPEA/Controllen/files/ris WMV B .doc

The form must be updated anytime infermation criginally provided becomes cutdated.

Total Distanc e Driven: 0| Mile
Mileage Details
New Entry Copy Delete

Date: Miles Driven Start Location End Lecation |

{ | D5M22016 10 Office-Peterson Service Bldg Lexington Airport x
Appiicable Mieags Rate: |Federal Rate -|
Comment: | -
[[ Accept |[ Acceptand New Entry | | [ Copy | [ Delete |
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New Overnight Trip - Mileage Details %IR]S

Applicable Mileage Rate: Three mileage rates are available for selection
in the applicable mileage rate field.

1. Federal Rate: The Federal Rate is the IRS Standard Business Mileage
Rate. The IRS mileage rates can by located at: https://www.irs.gov/Tax-
Professionals/Standard-Mileage—Rates

2. State Rate: Reimbursement of travel expenses charged to WBS
elements funded by the Commonwealth of Kentucky, directly or
indirectly, are limited to the mileage rate authorized for state
employees. The state mileage rate is updated quarterly and can be
review on the state web site at:
http://finance.ky.gov/services/statewideacct/Pages/travel.aspx.

3. Reduced Federal Rate: The Reduced Federal Rate will be updated each
time the Federal Rate is updated by the IRS. The Reduced Federal Rate is
50% of the Federal Rate.

UK vrivERSITY OF KENTUCKY

Overnight Trip - SAP Travel Document Solution TRIP


csshot2
Highlight

csshot2
Highlight


New Overnight Trip - Mileage Details

Integrated Resource
Information System

RIRIS
V

Mileage Details Per Day:

Mileage details are to be entered per day. The mileage screen will begin with the
start date from the General Data section of the trip. Verify/change the date, enter
the Miles Driven, Start Location and End Location. The Applicable Mileage Rate
will default to the Federal Rate. Choose the appropriate rate for this travel
document. Any travel document charged to a State Funded WBS element will be
required to choose either State Rate or Reduced Federal Rate for each entry. Enter
any additional explanation necessary for review and approval of the mileage in
the Comment field.

Reminders

Before atraveler drives a vehicle for University Business, the Motor Vehicle Record(MVR) Release and Information Form must be completed :hitpo/fw ww uky edw'BVPRAIControllenfiles friskiviv R doc

The form must be updated anytime information originally provided becomes outdated.

Total Distance Driven: 0| Mile
Mileage Details
Mew Entry Copy Delete
Date Miles Driven Start Loc ation End Location

| 10ms2015 o

L4)

Appiicable Mieage Rate; |Federal Rate

S| | After the information is
- complete, click on Accept
| Accept||AcceptandN&wEntw| |G1&ngeCnstAssignnEnt| |Cc:-py||D&letf:|

or Accept and New Entry to
 ‘ start another line.

WK vniversiTy oF kexTUCKY Overnight Trip - SAP Travel Document Solution TRIP


csshot2
Highlight

csshot2
Highlight


g
New Overnight Trip - Mileage Details }f,IRlS

Information System

If the traveler chooses to drive over 400 miles, a reminder will pop-up
containing policy information regarding the decision to drive rather than
fly.

Driving distance greater than 400 miles

In all cazes when the traveler chooses to drive to & destination that is
mare than 400 miles one-way from the travelers workstation or residence, o
the maximum reimbursement is limted to no more than the normal expenses

that would have been incurred if commercial air had been used.

A wvaild cost compatizon and Air ws Auto form must be attached to the
trawvel document. For complete guidelines on completing a walid cost
comparzion and to obtain the Lir vs Auto form, see BPM section E-5-1.
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New Overnight Trip - Mileage Details %IRIS

Information System

Mileage Details

Mew Entry Copy Delste

Date hiiles Driven Start Location End Location
12006802015 10 Work Lexington Airport
12/08/2015 10 Lexington Airport Home|

Applicable Micage Rate: [FederalRate |

| After all of the mileage
[ Aceept ]| Acceptand New Eniry | [ Copy |[ Dekete | entries are complete, click
Accept.

After all mileage entries are complete, review the mileage for accuracy

Reminders

Before a traveler drives a vehicle for University Business, the Motor Vehicle Record{MVR) Release and Information Form must be completed :hitp:/fw ww uly edwEVPEA/Controller/fiesris kvl R doc

The formmust be updated anytime information originally provided becomes outdated,

Total Distance Driven: 20| Mie
Mileage Details
Mew Entry Copy Delete

Date: Miles Driven Start Location End Location
| 12/06/2015 10 Work Lexington Airport
| 1210812015 10 Lexington Airport Home

Review the
mileage for
accuracy and

T click Accept.

{ Pray - | Accept
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Information System

Trip Attributes

Trip is Subject to Pay Only Amount: Amount: |
Trip Includes Amounts Paid by 3rd Party: [

Trip In¢ludes Personal Travel: [InNo []ves

Trip Attributes

Trip is Subject to Pay Only Amount: L Amount:
Trip Includes Amounts Paid by 3rd Party: [

5:DEI{H]1><}<

If the traveler’s reimbursement
will be limited to a specific
amount, check the Trip is
Subject to Pay Only Amount box
and type in the Pay Only
amount.

0.00

Trip Includes Personal Travel: D Mo DYES

If any of the traveler’s
expenses will be covered by a
3rd Party, check the box next
to Trip Includes Amounts Paid

by 31 Party.
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Trip Includes Personal Travel: [INe [¥]Yes Trlp |nC|l:ldES Personal Travel
Enter the dates, times andlor destinations of Personal Travel included in this trip below will require one of the boxes

to be checked. If YES is
checked, the mandatory
Comment box will appear.
Comment: Enter the dates, times and/or
locations of Personal Travel
included in this trip.

After all data on the General Data section is completed, a
reminder message will pop-up regarding policy
requirements when choosing to combine personal time
with a business trip.

Perzonal Travel Indicator o

In all cases when personal and business travel are combined,a valid cost

comparison

must be completed for what the airfare would have cost if the traveler was flying
on official UK business only and must be paid using perscnal funds

and not with the University Procurement Card.

See BPM section E-5-1 for complete guidelines on completing a valid cost
comparison.
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New Overnight Trip - Airfare &éIRlS

Airfare Purchased Through If the method Of
Pl g transportation is airfare,
UK Travel Coneur: [] select thg correct option on
Other: I the Airfare Purchased

Through section.

If a country other than USA is selected as the destination country and
the cost assignment has been changed to a federally funded WBS
element, a reminder that the airfare must comply with the Fly America
Act will pop-up when any of the options for Airfare Purchased Through

is checked.

Adir travel to be funded by a sponored project that included federal funds,

@ direchy or indirectly, must comphy with the Fly America Act.

for additional detailz on the Fly America Act, pleaze see the Travel Management

website:
hitp-ifweww uky edu/Travel'Fhy%20America%204ct% 202 himl
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Information System

In all cazes when an alternate
vendor iz used to arrange
airfare the airfare must be
charged to a personal credit card
and a valid cest comparizon must
be completed

and attached to the travel
document.

For complete guidelines on
completing a valid cost
comparison, see BPM section E-5-
1.

[oK]
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The travel document will not be saved until you click on
Save Draft. To avoid losing your work, it is recommended
that Save Draft be clicked on each section of the trip.

Click on Save

Frevious Step | | Enter Receipts Ir| | Save Draft| \| Draft

A Trip number has now been

"""""" ) _ _ _ assigned and the trip is saved in
Traueld::-..un‘ent 0000001107 was saved with status "Draft without checking the TraVEIer’S Work Center and in

your On Behalf Of Employee
details list. NOTE: Saving the travel
document as a Draft does not
encumber funds.

NOTE: Attachments cannot be added to the travel
document until the draft is saved.
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If the travel document is a travel expense report and the
document is created more than 60 days from the end date
of the trip, a reminder will pop-up with the policy
regarding travel expense reports not processed within the
established reasonable timeframe.

University Travel Policies must comply with
IRS regulations that require

a traveler to file for expense reimbursement
within reasonable time,

not to exceed 60 days after the last date of
travel. Otherwise, the amount

reimburzed iz =ubject to taxation and shall
be reported on the traveler's Form W-2.

Mote: A traveler may request exemption
from taxation by completing and attachinga |
REQUEST FOR EXEMPTION FROM
TAXATION FORM
hitp:/fwowew  uky. edu/eforms/formRequestte
20forte20Exemption%20Froma
20Taxation.pdf
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—_—— — Once the Draft is saved,
click on Enter Receipts to
move to the next section.

The Enter Receipts screen allows for the entry of all of the
expenses for the trip except for meal per diem and mileage.

u}

Create Travel Document

To enter the expense
information, click on
New Entry.

1 2 3 S
ua ata H
General Data Enter Receipts Review and Send

Employee Terrel Baker ( 22000044 )  Trip Template Overnight Trip  Start Date 02/02/2016  End Date 02/04/2016

| 4| Previous Step H Review k | | Save Draft \

Receipts in This Travel Dog
New Entry
Fy | Mo, Status Expense Type Esfimated Amount = Expense Amount Expense Date Expense Paid By Ay

Receipts Total in This Travel Document

Actual Expense Total: 0.00 Estimated Total Cost:  0.00 Total Difference: 0.00

4 Previous Step | [ Review #| | [ Save Draft

WK vniversiTy oF kexTUCKY Overnight Trip - SAP Travel Document Solution TRIP


csshot2
Highlight

csshot2
Highlight

csshot2
Highlight


g
New Overnight Trip - Enter Receipts %L&L?

Receipts in This Travel Document.
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To select the Expense Type for the receipt use the selection
arrow to display all of the expense type options. There are 11
Expense Types to choose from.

Click the selection
arrow to see the

Expense Type . .
. listing of Expense

Expense Type i
Airfare
Baggage ~
Car Rental 1
et Cor ) Click on the Expense
G Tarspter Type for the first
Lodging - Int'l = Per Diem re Ce i pt-
OCther Expenses
Parking, Tolls v
Registration

The dropdown box cannot display them all so remember to scroll
down to see all options.
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Expense amount must be populated.

[l Accept |[ Accept and hew Entry Enter ftemization |

Enter the
expense amount.

The amount is to be type in the Expense Amount column
even though it may be an estimate if the travel document is
a travel request. (NOTE: Once the travel request becomes a
travel expense report after the trip, the estimated amounts
will move to the Estimated Amount column.)
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Expense Paid By field must be reviewed and the correct
option selected.

'Ts.'ecef'ipls: in This Travel Document

Mew Entry Copy Delete

o o : T T e .
FromDate: [02/02/2016 [ To Date: [02/042016] x 7
Trip Country: |USA ~| Trip Region: [KY/OA  [J|Other, KY
[ccept| [ Accept and tiew iry | | | i femsios
Click the selection
REamaRED arrow to open the
| P2 by Employee M | dropdown box of
Faid by Employes .
Paid by 3rd Party Expense Paid By
:Eﬁ:},m options and click on
the appropriate
\ option to bring it into
Selection options the field.
for Expense Paia
By
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Information System

Expense fields should be populated (or verified).

Receipts in Thiz Travel Document
Mew Entry Copy Delste
5| MNo. Status Expense Type Estimated Amount | Expense Amount Expense Date Expense Paid By
(V1] < Airfare - 0.00 T48.36 02022016 Paid by ProCard|

FromDate: (02022016 [ 7o Date: [02042016 |
Trip Country: |USA ~| Trip Region: [KY/OA  [J[Other, KY

Comment:

Complete the fields as
I m—— required for the
expense types as
defined on the next
several slides.

To save this receipt and enter
another receipt, click on Accept
and New Entry. If this is the last
receipt to enter, click on Accept.

/ Click on Save
4 Previous Step | [ Review #| | [ Save Draft | Draft when all

Receipts have
been entered.
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Click on Review to move
forward to the Review and
Send Section of the Trip.

1 Previous Step || Review F | [ =ave Oraft |

In the Review and Send section of the trip you will add attachments, review
a summary of the trip, and be able to review the PDF version of the trip.

Create Travel Document

x‘ E] yzz i
General Data Enter Rec cipts

Review and Send

Employee Terrell Baker (22000044 )  Trip Template Overnight Trip  Start Date 02/02/2016  End Date 02/04/2016

[ 4 Frevious Step | [[ Save and Close |

»_ Attachments (0]

Final Action

=) Save and Close lonly want to save my travel document and send it later

*) Save and Send for Approval | want to save my travel document and send it now for further processing
Icertify that the expenses included in this travel document are accurate, in compliance with the University's Policy on Reimbursement of Travel Expenses, E-5-1, and incurred in performance of official University duties

Hone of the expenses are personal or unallow able. No expenses are claimed that have been or will be reimbursed from another source, w ere provided free of charge or were covered by conference registration fees.

Summary

Meals per Diem 138.00 USD
Reimbursable Receipts 172.25 USD
Paid by UKi3rd Party 74836 USD
Total Travel Expenses 1,058.61 USD
Paid by UKi3rd Party - 74836 USD
Reimbursable Amount 310.25 UsSD
Amount to be Paid 310.25 USD

Cost Assignment

310.25

USD  Company Code UKD (University of Kentucky), Business Area 0500 (UK Athistics), Cost Center 1013185000 (BASEBALL), Funds Center 1013138000 (BASEBALL), Fund 0011674100 (0011674100), Gr:

Display Travel Document

|4 Frevious Step | [[ Save and Close

UNIVERSITY OF KENTUCKY
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] = B i —
General Data Enter Receipts Review and Send Completed

Employee Terrell Baker ( 22000044 )  Trip Template Overnight Trip  Start Date 02/02/2016  End Date 02/04/2016

| 4 Previous Step || Save and Close |

T -
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R B R A A 1 TR B ) el o o e B T PR B LR e A i §

[ 4 Previous Step || Save Draft

= Attac hments (0 ) 2

Delete Attac hment
Title Added By | Added On | Description | File Name
E| The table does not contain any data

Add Attachment

() Mote () Business Document CI|Ck on
File Path: | || Browse. . | \I Browse.
L Trip 1103 after FIPasting 31172016 10:24 Ap
'E] Trip 1103 at Save and Send for Approval 312016 10:13 Ab
Click on the Attachment @Trip 1107-Paid by Emplayee 3/18/2016 11:22 Ap
Name then CI'Ck on O en. Trip 1107-Paid By Procard 82172015 11:19 Ap |
. h h p 'E] Trip 1107-Supporting Documentation 34182016 11:22 AK T
NOTE' Eac a‘t.tac ment =R Trip Testing Terms 02-22-16 272672016 8:30 &hd—
must be added individually. &) Trip Testing Items 9/8/2015 12:07 PM
|E_|’|TRIF' Mi¥arning Messages-3E91 31472016 8:59 Ak -~
1| (1] k
arne: | + | &llFiles ¢~ v
[ Open l ’ Cancel ]
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+ Attachments (0 )

Title Added By | Added On | Description | File Name
|1| The table does not contain any data

Add Attachment CI ICk on

Mote (¢ Business Document

File Path: |CiUsers\cjnels0\Documen|  Browse... U pload

Description: |Airfare Estimate

[Tplosd I — |

Document stored successfully .
You should receive a

Document stored
~ Aftachments (17 successfully message.
The attachment button
will show the number

Title: Added By | Added On | Description | File Name of attachments and the
[ Travel Receipt (PDF)  Cara Nelson | 03/18/2016 trip 1107-paid by employee.pdf attachments will be
Add Attachment listed below the
I Note (%) Business Document attachment button.
File Path: | | Browse... Repeat this process
Description: | until all attachments
 Uninad have been added.

UK vrivERSITY OF KENTUCKY Overnight Trip - SAP Travel Document Solution TRIP


csshot2
Highlight

csshot2
Highlight


g
New Overnight Trip - Review and Send &!f

rrrrrrrrrrrrrrrr

The summary screen will break down Meals Per Diem, Mileage,
Reimbursable Receipts (Receipts expenses) entered with Paid by
Employee, Paid by UK/3 Party, and Pay Only.

The Summary and the Cost Assignment should be reviewed for
accuracy. The PDF version of the travel document can be viewed
by clicking on Display Travel Document.

Summary
Meals per Diem 133.00 USD
Mileage 11.50 USD
Reimbursable Receipts 172.25 USD
Paid by UKY3rd Party 74838 USD
Total Travel Expenses 1,070.11 USD
Paid by UKY3rd Party - 74335 UsD
Reimbursable Amount 321.75 USD
Amount to be Paid 321.756 USD
Cost Assignment Click display travel

32175 USD Company Code UKDO (University of Kentucky), Business Area 0500 (UK Athletics), Cost Center 104 | L), Fund 0011674100 (0011674100), Grant GMNR (GMNR)

document to open
[Dssley Travei Dosument]  the PDF for review.
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All of the trip information entered and all of the reminder
messages will be summarized on the pdf.

Terrell Baker Terrell Baker
22000044 75 Travel Management Dr.
" 22000044 Lexington KY 40507
UNIVERSITY OF KENTUCKY Main Campus
Reg FT Date. Mar 18, 2016
AG STATE INSTR FORES Page:1 /3

Expense Report/Travel Expense Statement (Simulation)
For Termell Baker For Trip 1107 From Feb 2, 2016 To Feb 4, 2016
Trip Template: Overnight Trip

General Data

Purpose of Trip: 01-Conference/Training

Type of Trip: In-State Travel

Applicable Per Diem Rate: Federal Rate

Additional Trip Comments: Attending conference to leam more informations
Trip Includes Personal Travel PERSONAL DAYS

Airfare Purchased Through Other

Itinerary

Date  Time Event Cniry Region Specific Destination Additional Trip Info]
2/2/16 | 05:00 Start of Trip Us [UsA

2/2/16 | 05:00 Trip Destination US| Other, KY Murray Conference

2/4116 | 23:00 End of Trip Us UsA
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After the travel document has been reviewed for accuracy, the final action is to
save and send the travel document for approval.

Click on the radio
=) Save and Send for Approval Ty button next to the
| certify that the expenses included in this travel document are accurate, in compliance with the University’s Policy on Reimbursement of Trave O

option to be

e ¢laimed that have been or will be reimbursed from another source, were
selected.

Final Action
Save and Close

|l only w ant to save my travel document and send it later

Mone of the expenses are personal or unallow able. No expenses ar

Summary
Meals per Dism 138.00 USD
Mieage 11.50 USD
Reimbursable Receipts 172.25 USD
Paid by UK/3rd Party 748.36 USD
Total Travel Expenses 1,070.11 USD
Paid by Uk/3rd Party - 74838 USD
Reimbursable Amount 321.75 USD
Amount to be Paid 321.75 USD

Cost Assignment CIiCk On the Save and LR
32175 USD Company Code UKDO (University of Kentucky), Business Area 0500 (UK Athletics), Cost Center 10131328000 (BASEBALL), b u tto n . Th i S b u tto n Wi I I

change based upon the
radio button selected

above.,

|4 Previous Step | [| Save and Send for Approval |
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The travel document will now

workflow to the required approvers:
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Overnight Trip - After Approval %‘R'S

After the expense report has been approved by AP, a vendor

create, vendor update, trip settlement, and trip posting job will
be processed each evening.

® All travelers will be compared to the vendor master file and new

vendors will be automatically created as necessary. Vendor master
data will be copied from the traveler’s HR record.

® All existing travel vendors will be updated every evening to capture
changes made to the traveler’s HR record.

Reimbursement of travel expenses will be via the HR payment
method.

® The majority of travelers will be reimbursed via direct deposit to the
traveler’s Main Bank account in HR.

® Travelers that receive a Payroll check will be reimbursed via check mailed
to the traveler’s Permanent Residence.
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