TRIP Instructions for DAY TRIP

PROCESS/PROCEDURE

1. Log onto myUK and click on the
Employee Self Service (ESS) Tab.

TRIP is the University of Kentucky’s system for reimbursements to employees for business
travel related expenses. Use the Day TRIP for Monthly Travel that does not include
lodging. For any questions, please feel free to contact your District Support Staff or
Extension Financial Operations team.

INSTRUCTIONS

Employee Self Service

2. Click “Travel Requests and
Travel Expenses”

E{ Personal Information

IManage your preferred first name, addresses, bank information, and
information about family members and dependents.

I a TravEI Requests and Travel Expenses

Cre d manage travel requests and travel expense reports.

Giving

IMake donations to UK Gift and United Way:.

3. Click “Create Travel Document”

Create/manage travel documents on their behalf.

- Create New

&eat Travel Document

Youc eate or change travel documents.
=T=1 Unive nformation
B S Trip FAQs

E-5-1 Reimbursement of Travel Expenses Policy and f

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

4. Select “Day Trip(s)” from the
drop down menu and then click
“Start” at the top of the page.

= ===

Select a Trip Template

* Template: | ~ |

1. Click the down
arrow and choose
"Day Trip(s)"

Day Tripis)

Owvernight Trnip

Travel Amendment
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TRIP Instructions for DAY TRIP

5. General Data /Destination

NOTE: If filing a monthly
mileage report, the dates
should be the first and last
dates of the month. The times
should reflect the beginning
time of the first trip and the
ending time of the last trip.

e Time is Military Time Format.

General Data

Entire Month
1210112017 - 1213172017

Destination

Monthly Mileage - "manth year"

* Sfart Date:
nd Date:

Country:

finafion:

Addtional Desfinations:

Military Time
1200112017 m 0500 Departure from First Workplace v
1203112017 m 16:30 Amival at First Workplace
USA v | Region: | yn3
Monthly Mileage - Dec. 2017 il

No destinations entered

‘-:u

Region: Search for
"KY/™" and find your
countylcity

v

Enter Additional Destinations

See Chart for help -(iuiﬁdlﬂim[- military Time (24-hour Civilian Time Military Time (24-hour
. lock) clock)
_ “« k% c
* Region - Search for “KY/ 12 MIDNIGHT 2800 12 NOON 12:00
and find your county or city. 12:05 Al 00:05 12:05 PM 12:05
f . . 12:15 AM 00:15 12:15 PR 1215
e Specific Destination —enter 1:00 Ahd 01:00 1:00 PHA 13:00
“Monthly Mileage — 2:00 AM 02:00 2:00 PR 14:00
” 3:00 AkA 03:00 3:00 PR 15:00
Month/Year 1:00 AM 04:00 4:00 PM 16:00
5:00 Ak 05:00 5:00 P 17:00
6:00 Ak H 6:00 PR 18:00
7:00 Ak 700 7:00 PM 1%:00
8:00 Ak 08:00 8:00 PR 2000
9:00 AN 05:00 9:00 P 21:00
10:00 AM 10:00 10:00 PR 22.00
11:00 AM 11:00 11:00 PR 23:00
6. Additional Information
00-Collaboration/Meeting
e Purpose of Trip 01-ConferenceTraining
00 - Collaboration/Meeting (county U2-DevelopmentDonor Relations B3
travel) (03-Public Relations
01-C /T . | 04-Recruitment
B onf ere/n;e 7ammg 05-Clinical Coverage
(p I’Of essionai aevelop ment) (05-Research/Teaching
» 07-Other (Describe in Commnis)
Additional Informalion
Tyee of T | (o State Travel 08-Capital Canstruction

e Additional Trip Info

Enter “See attached monthly
mileage log”

e Comments

Provide notes related to the TRIP
that approvers need to take note
of (state fair, funding source,
shared rental car, anything odd,
etc.)

e Cost Assignment

Will default to county cost center
— must be changed for any UK
funded travel (core training, state
fair, SNAP-Ed, etc.)

* Purpase of Trip:

See Dropdown ‘
* Addtional Trip Informafion:

Comment:

Cost Assignment:

00-CollaborafionMesting

l See Attached Mieage Log l
Notes for approvers.

L

Be as detalled as
possible

1

100.00 % Cost Center 1012583060 (AG SE BUSINESS CTR), Funds center 101256308/ Change Cost Assignment
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TRIP Instructions for DAY TRIP

7. Mileage Mileage
Total Distance: 0 Mile | Enter Milzage Details
Click the Enter Mileage Details
Trip Attributes Airfare Purchazed Through
button Trip is Subject to Pay Only Amount: Amount: 0.00 UK Travel AAA:

LUK Travel Avant.:
Trip Includes Amounts Paid by 3rd Pary: ravel Avan

ThiS WI” brin | d | Trip Includes Personal Travel: | Mo | | Yes UK Travel Concur
g up mileage etails Other:

screen. (see step 8)

8. Mileage Details
1. Enter first day of month

Reminders

travel OCCU rred in a pess, the Motor Vehicle Record{MVR) Rel nd Information Form must be completed :http:/www. uky edw/EVPFA/Controllerfiles/risk/MVR doc
H 1 Total Monthly Miles (fi
2. Enter total miles for the R
month being reported
(Day Trip Miles only —

Mies Driven Start Location End Location

Date

from KERS m||eage Iog) 267 ___ County Extension Office Monthly Travel
3. Enteryour start Iocatlion [— o 3 See Atached
4. For regular county paid Commrt Mileage Log

travel' the federal mlleage | Actept and New Entry | | | Change Gost Assignment |

rate should be used. e

5. Enter “See attached )
mileage log” in the
comment section

6. Click Accept

9. Click Accept to go back to the R,

p reVi ous screen Before a traveler drives a vehicle for University Business, the Motor Vehicle Record(MVR) Release and Information Form must be completed :hitp: /v uky edu/EVPFA/Controllerflesiisk/MVR. doc
The form must be updated anytime information originally provided becomes ouldated

Total Distance Driven 267 | Mile

Mileage Details

Date Miles Driven Start Location End Location
0173172018 267 County Extension Office Monthly Trave!

< Previous Step

W3

10. “Trip Includes Personal Travel”

. . Trip Attributes Airfare Purchased Through
IS a reqUIrEd Yes Oor no answer. Trip is Subject to Pay Only Amount: Amount: 0.00 UK Travel AAA:
ShOUId be ”NO” fOf' monthly Trip Includes Amounts Paid by 3rd Parly: AL A\rant.f
. . Trip Includes Personal Travel: [ Mol | |ved Required LS ST AT
mlleage reimbursements. e Other:
< Previous Step || Enter Receipts ¥ | | Save Draft | ™
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TRIP Instructions for DAY TRIP

11. Click the Enter Receipts
Button at the top or bottom of the

page.

Previous Step || Enter Receirs > Save Draft

Calendar of Trips Aftach me;ts )

General Data
“StatDate: |gu012016  [7]] 08:00 Departure from First Workplace  ~
EndDale: | 91312018 [7]|[ 16:30 Amival at First Workplace v
Destination
Country: [ yga v | Region [gyn3  [7|Lexington, KY
Specific Destinalion: | ponthly Travel [l

Additional Desinalions: | o gestinations entered

Additional Information

Type of THD: | In_Siate Travel

* Purpose of Trip: | gg.Collaboration/Mesting v

* Additional Trip Information: Monthly Mileage - Jan 2018 l

Enter Additional Destinations

12. Expenses other than mileage
need to be entered into the cells
on this page. Click New Entry if
you incur any other expenses and
enter the required information.
Remember you must have a
receipt for each expense.

e Save Draft

e System will assign a TRIP
number

e Use the TRIP number assigned
(see #2 in screenshot) when
naming your attachments (i.e.
#receipt, #document)
Do4/20/2018 not use spaces
or punctuation when naming
files

e Click review to move to next
screen

o (G Expensa o p00a03353

Create Travel Document
Cereraifady  FréerRecephs  Reviewand Send

Cmgioyee Tomolele: Dy Trods)  Stert Dule 08012088 End Due 0021208

TP S | Heew )| Sl

5208 W 320 D wihout heckng

Us this numiber when naming your
aftachments in e nast step.

Recaipts in This Travel Document
PER, (i et
M e Sain

Diperat Troe Erperse Dae

Expense Aot

Use this page only if you have receipts for other expenses incumed. (1e. Parking, A
registration fee that was pad by the employee, etc.) Receipts of expenditures on this page
must be uploaded on the next page.

USE THE NEW ENTRY BUTTON HIGHLIGHTED TO DO 80.

"D not enter mileage here™

Recelpts Total In This Travel Document

Achol Fipemse Toial - 000 ofiruated Tobad Coet .00 Tobad Oiflverce: R0

¢ Preiews S | Revew .o,m

Experse Faid Iy

Acidlioral by
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TRIP Instructions for DAY TRIP

13. Use “Attachments” button to
upload your mileage log and any
other required receipts.
Remember to click the save and
close button at the bottom of the
screen.

Click Display Travel Document and
review for accuracy before
sending fro approval. This will
open the pdf form for review.

**YOU’RE NOT FINISHED YET**

“Save and Close” — Parks this
request in your Traveler Work
Center but does not send for
approval (not recommended)

“Save and Send for Approval” —
Sends this request to the proper
approver (recommended when
finished adding attachments)

http://bit.ly/REGIONSEARCH

CONTACT INFO

E— — — toan FrELT Lay 1HPS) WS asem Y SV D i e U OWET U

| € Previous Step

1 Click on Attachments and
attach mileage log

[ Attachments (0 )
o

Selact appropriate radio button.

Final Action

Save and Close | only 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

| certify that the expenses included in this reimbursement request are accurate, in compliance with the University's Polis
If charged to sponsored project(s), | further certify that all travel charges provide direct benefit to the project(s) in accorc
Mone of the expenses are personal or unallowable. No expenses are claimed that have been or will be reimbursed from

Summary
Total Mileage 104.64 USD
Total Travel Expenses 104.64 USD
Reimbursable Amount 104.64 USD
Amount to be Pald 104.64 USD

Cost Assignment
104.64 USD Company Code UKOO (Universily of Kentucky), Business Area 0101 (UK w/o component units), Ca

[ Displ-ay ‘I‘ravel-Document [

Click appropriate save button

< Previous Step

TIPS & TRICKS

e Tip: Region — Search for (KY/**). Build your personal value list (aka favorites) for use next time.

e Tip: Receipts — Scan documents into a central folder and name according to date.
e Tip: Copy from prior TRIP for future monthly reimbursements http://bit.ly/COPYTRIP
e Tip: Set yourself up as a proxy to enter request for another employee. http://bit.|

TRIPPROXY

Contact District Support Staff or the Extension Financial Operations team, with any questions or issues.
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