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College of Agriculture, Runni ng S_AHR_61016405 for

Food and Envirorument Outstanding TRIP Expenses
STANDARD OPERATING PROCEDURE

e General Information
S_AHR_61016405 should be used to find outstanding TRIP expense reports as well as TRIP requests
processed through the TRIP system. This report can be ran by org unit or by individual.

e Process
1. Using t-code S_AHR_61016405, click on the dynamic selection tool for more options.
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2. Once the dynamic selection tool is open, click the arrow to the left of “Employee Org.
Assignment” to view possible selections. Double click on the “Organizational Unit” selection to
enter in org unit.
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3. Once the Org Unit is selected, click on the status tab below.

HR Data ~ General Trip Data .~ Status } Totals ~ Receipts  Cost Assignment -~ Srch Help
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4. Enter the number 4 (Approved Trip) in the “Request/Trip Indicator” box. Enter the number 3
(Canceled Trip) in the “Settlement Status” box. Right click in each of those boxes and select

“Options” to bring up the screen below. Once in this screen, click the [«@ Exclude fram Selection

button and then double-click on the &l Single Value ;4o By doing this it will exclude from
the results any approved trips as well as canceled trips since the results that are wanted are only
outstanding TRIPs.
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5. Click the Q’ execute button for results.
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6. Once you are in the results screen you can view the details of the outstanding TRIPs.
7. Another option to view more detail is to double-click on the TRIP number.
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16948 5 |07/29/2017|08:00:00)08/02/2017|14:00:00| Minneapalis, MN|US |Attend NACUBO Annual Meeting

8. The selection screen will pop up. Click on the TRIP to view the PRO5 report for this expense.
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E(‘;» Cost Distribution

" [DReceipts | ‘Additional Destinations | Trip Segments | (@ Deductions | Comments
Mo R... ExpTy Mame P... Amount currncy Exch. Rate Acc... Date Info Service Provider N
001 |?|AIRP Airfare Paid ]| 427.93 USD 1.00000 USD  07/29/2017 BC
002 |?|HIL Lodging W 1,038.72 USD 1.00000 UsD  07/29/2017
003 |?|REGI—‘ Registration - .. [¥ 1,030.00 USD 1.00000 UsD  07/29/2017 BC
004 |T|GRN3 Ground Transp.. [+ 10.00 USD 1.00000 USD 07/29/2017
005 | & |eRID Ground Transp.. [¥) 45.24 USD 1.00000  USD 07/28/2017
006 |§|P}\RK Parking, Tolls [/ 14.00 USD 1.00000 UsD 07/29/2017
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