Travel Reimbursement
-step by step-

*  When is Travel Reimbursement (TR) required?

* All travel that requires reimbursement or travel
advance issued on TA.

*  When is Travel Reimbursement not required?

* No Cost Travel
* Cancelled trip

*  Two ways to create TR document

* New document (only In-State Travel)
* New document from existing TA document
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Travel Reimbursement
-step by step-

Create new TR document
(in-state travel)

* Document Overview

* Trip Overview

*  Travel Advances

* Per Diem Expenses

* Actual Expenses

* Travel Expense Total

*  Special Circumstances

*  Group Travel

* View Reimbursement History
*  Contact Information

* Traveler Certification

*  Summary by Object Code
*  Assign Accounts

* Accounting Lines

*  Payment Information

Travel Reimbursement

 Document Overview

~ hide 8

* Description: :l(Description will be filled upon

Organization Document Number:

tubmit)

Financial Document Detail

|

> BankCc;de;_oz_%,E:M_E SO RSERMERE
Trip Overview > show L
Travel Advances » show \
Per Diem Expenses » show | E-\L
Actual Expenses » show k
Travel Expense Total » show \k
Special Circumstances ‘}7 Vsrhf')\yr_ \\\
Group Travel » show | —\'\
View Reimbursement History > showi\ --\'k
Contact Information > show g
Traveler Certification » show \
Summary by Object Code » show | »-.\‘\
Assign Accountis » show k
Accounting Lines » show \\'\
Payment Information iibr sthr[?\yr_ -‘\\
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Document Overview Tab financial systemss ITITTRN Maintemance  Administration s
[_]attbnlht :}]dncseardl] Logged in User: sarah.lowell@colostate-pushlo.edu topd
Both required fields (Description and Bank Doc b 0656376 Status: I\ TATED
Code) will auto fill after the Trip Overview tab TravelRembursement H Tnitiator: garah ovellfoolostate-puetloedy  Craated: 11:47 AN 10/26/2016
is completed and the document is saved, do TEM Doc #: ot Avalbl TR Statust In Process
not fill these out
eugand al [ colapse af
. * required field
Explanation Box ' Document Qverview v e
.. I . Document Qverview
* The Purpose and Justification is entered |
: s * Description: | Description wi o¢ fled upan subml
in this field -
. Any additional notes or genera| Organization Document Number: J
Information about travel information Financial Document Detai
should be entered here or in the Notes : 0 \
) BankCode =~ . .. ... Total Amount:
and Attachments section BE—




Trip Overview Tab

Traveler Section

* Traveler Lookup

* Clicking on the Magnifying Glass
will redirect to TEM Profile lookup

*  If Traveler does not populate it could be one of
the three items:
. Their TEM Profile is not created, or

. They are not in the system (not set up as A/R
Customer), or

. They are not set up as a Travel Arranger for
them
*  To return traveler select “return value” to
import traveler information

*  If you do not have the magnifying glass and
your name is populating there, you are only
able to do travel for yourself so you do not have
and option to search for anyone

4

Trip Overview

]\

Traveler Lookup: |8
* Traveler Type Code:
First Name: Last Name: |
Address Lookup: 4
Street Address Linel: Street Address Line2:
City Name: State Code: |
Country Code: Zip Code: ‘ i}
Email Address: Phone Number: |
Liability Insurance: E
TEM Profile Lookup [Z]
KIM Principal Name: %
First Name: |
Last Name: |LOPF_Z
Traveler Type Code: ﬂ
Primary Department Code:
Chart Code: | ﬂ LY
Account Number: %
Active: | ® ves O no O Both
| search || clear || cancel J
6 items retrieved, displaying all items.
Return Value_* Profile Id KIM Principal Name AR Customer Id First Name Last Name Street Address Linel City Name State Zip Co
return value 21 derek.lopez@colostate-pueblo.edu JOHN LOPEZ 2200 BONFORTE BLYD PUEBLO co 1001
Trip Overview \
Traveler Section
Traveler Lookup: (&
* Traveler Type Code: Employee
Principal Id: 2002245 Principal Name: |derek.lopez@colostate-puebla.edu
First Name: JOHN Last Name: |LOPEZ
Address Lookup: (%
Street Address Line1: 2200 BONFORTE BLVD Street Address Line2:
City Name: PUEBLO State Code: |CO
Country Code: United States Zip Code: (1001 3
Email Address: DEREK.LOPEZ@CSUPUEBLO.EDU Phone Number: |715-543-2535
Liability Insurance: [ ]



Trip formtion Section

" TrpTypeCade: [0S

* TrpBegin i 1209 J * Tipkd: s 12000 J

Trip Overview Tab

e Trip Information Section DEM’ERQ
) . " Drmary Destinaton
. I::g ;\;:?nC:n; Trip End WA g i
*  Primary Destination Primay DesinaionCounty State: C0LCRAL Primary Destination County: DENVER COUNTY
* Magnifying Glass allows search to return
destination information Destination

* Per Diem Links — Provides link to State per
diem webpage " Busness Pupose

* Business Purpose
* Input travel dates and destination

*  Final Reimbursement box- Check the box to
remove the full encumbrance. Final Reimbursement;

Return Date

* Travel Advances Tab / =
 Tab will only be populated when creating Travel Advances vhde) |

Travel reimbursement from existing TA




Per Diem Expenses vhige|

Trip Detail: 02/15/2016
~ CountryState | County | * PrimaryDestination  Personal | Breskfast = Lunch | Diner | Incidental  MealsandIncidentak | Llodging  Miles
COLORADO ELPASO COUNTY |y omepn somnnes i B 1200 i 478 430 0 0
destination not found
* Per Diem Expenses Tab ‘
Trip Deail: 02/16/2016
© CountryState | County | * PrimaryDestimation  Personal | Breskfasst | Lunch | Dimer | Incidental  MealsandIncidentak | Llodging  Mikes
* Tabwill only appear after Traveler sectionand  woun w0 | yppenesd 0 w | [sm | po | o 60 wo | b
Trip Information Section is entered and the
document is saved, and you click “create per R
diem table” ‘ Copy Down
Trip Detail: 02/17/2016
«  Per Diem Expenses include Meals, Incidentals, © CoutryState | County | Primary Destination  Personal | Breakfast | Lich | Dimer  Incidentl  MealsandIncidemtals | Lodging Miles
Lodging, and Mileage (OORD0 - ELPSOCONTY o gpuopspames S | [] b | s | pE 10 b i
destinaton nat found
* Lodging and Mileage can be entered on the d Tota
Actual Expenses tab as well, but not on both
’ Grand Totals: Meals & Incidentals: 165.00 Lodging: 178.00 Miles: Mileage Tof
tabs
y
)




Per Diem Expenses i

Per Diem Expenses

‘Trip Detail: 02/15/2016
| Country State | County | * Primary Destination |  Personal |  Breakfast | Lunch | Dinner |  Incidentals

COLORADO EL PASO COUNTY |51 0RADO SPRINGS (& O .25 [12.00 |25.50 [3.75
|

‘Trip Detail: 02/16/2016
| Country State | County | * Primary Destination | Personal | Breakfast | Lunch | Dinner | Incidentals

COLORADO EL PASO COUNTY | ~q0RADO SPRINGS (& O [11.00 [16.00 |34.00 [5.00
* Per Diem Expenses Tab |
‘Trip Detail: 02/17/2016
3 Per Di default b d | Country State | County | * Primary Destination | Personal |  Breakfast | Lunch | Dinner |  Incidentals
er .|en:] €Xpenses derault basea on COLORADO EL PASO COUNTY |01 0RADO SPRINGS (™ 0 625 [12.00 R5 50 375
Destination

Grand Totals

° Per Dlem meals Can be Chang_ed’ bUt the dally Grand Totals: Meals & Incidentals: 165.00 ‘ Lodging: 178.00 ‘
per diem amount cannot be increased
| Meals and Incidentals | Lodging | Miles | Mileage Rate |  Mileage Total |  Daily Total
g g 49.50 589.00 0 - o 0.00 133.50
+  Mileage and Lodging amounts can be manually | | [MP - 0.52|v]|
adjusted if necessary i
* The Copy down button will update the
change to each line
| Meals and Incidentals | Lodging | Miles | Mileage Rate | Mileage Total | Daily Total

_ ] |66.00 [ze.00 o MP - 0.52 | v| & 0.00 155.00
* Update Per Diem Table should be clicked after

any changes made i

* Per Diem table can be removed by clicking |

’ . . Meals and Incidentals | Lodging | Miles | Mileage Rate |  Mileage Total |  Daily Total
Remove Pel" Dlem Table bUttOﬂ 49.50 |E|.DD |D MP - O 52.V a, 0.00 49.50

Miles: O ‘ Mileage Total: 0.00 ‘ Daily Total: 343.00




Expenses

PueEBLO,_

Actual Expenses Tab

lorado

All fields with asterisks are required fields

Expense Date
Expense Type Code
Expense Amount

Notes — this field is required even though it doesn’t have an asterisk

Rate Conversion Site

*  Opens link to Oanda conversion website

Just like other Kuali documents, be sure to click add button to save each expense

[viige] \

* All fields required if section is used

,

NS

* Expense Date * Expense Type Code Company Name * Expense Amount Currency Rate Non-Reimbursable Taxable | Receipt Required Missing Receipt sUs Actions
— @ | | @ 000 i ] No N/A 0.00
add: Rate Conversion Site ’W'
Notes: |

rr




PueEBLO,_

Actual Expenses Tab

lorado

Expense Type Drop Down Box explains the

type of expense

Travel REIMBUR
-step by steg

Actual Expenses

w hide \

Actual Expenss
* All fields required if sec A\ _ Apstract Fees A "
* Expense Date AD - Advance Eees Company Name -
| "2 ||as - Agricultural Supplies | A
add: A - Airfare
Notes: AU - Automobile Rental/Fuel Expense

BO - Books/Periodicals/Subscriptions
lCH - Compiiter Hardware/Software




lorado

PueEBLO,_

Travel Expense Total

Provides a summary of all the trip actual expenses
Allows for Manual Per Diem Adjustments

was not a TA done (in-state travel)

Total can be recalculated as necessary by clicking “recalculate” button

Notice Travel Expense Limit is carried over from the Special Circumstances Tab (400 in this

Encumbrance Amount is the amount that was encumbered on the TA related to this travel,

Travel Expense Total \

Travel Expense Total

Total Expenses: 343.00

Less Manual Per Diem Adjustment: - ‘

Less Non-Reimbursable: - |IJ.DI:]

Eligible for Reimbursement: ‘343.00

Encumbrance Amount: |0.00

Apply Expense Limit: |400.00

Less CTS Charges: - 0.00

Amount due Corporate Credit Card: - |[].l]l]

Total Reimbursable: 343,00

Less Advances from this Trip: - ‘D.l]l]

Reimbursement from this Trip: 343.00




lorado

iversity
PueEBLO,_

Special Circumstances Tab

Optional information such as dept. budget
information and other misc. trip details

If Budget restrictions are entered here the amount
is carried to the Trip Detail Estimate Total Tab

If lodging is entered in expense section and not
per diem table, the justification for meals without
lodging will be entered here

Group Travel Tab

Group Travelers can be added by using magnifying
glass lookup and clicking add button

View Reimbursement History Tab

Shows reimbursement status (In Process in this
case) and amount of reimbursement

Special Circumstances E@ \ \

Special Circumstances

Ithere i an expense mit mposed by deparment o qrantor some fher budgetay estcionson this i, please nter the expense I here § H00Y

Questonfor TR ocuments - it you ty ovemitwith il or Friend?:

ATJ
s

Group Travel ML

Group Travel Section ]

* Traveler Type Code: Empoyee Group Traveler Id: 70759“§ * Name: il it Tene ‘ \:d_\ ‘
f ; . ; J— \

View Reimbursement istory vl

* TripBegin: o Shs ol
iln Process ‘faIse

Request Cancel ~ Amownt
fle 0 |




TravetCfcation | |
lorado
Bty e
Travel Reimbursement oty e emts ot e e sl sy gyt of B e fied s il o e e o e o a e s el petms o i bt cime
-step by step- s o by e on e s n o s e e of 2 e ol e oo e e ey St o oo Pl Rl nd et e o
e g gt of e o s o it cline
o e U g s of He ot 0 imosemet s chime e
6 Emplnyeeﬁerl'ﬁ”ualiun:‘ )
If traveler submits their own travel they will N —
need to check this box prior to submitting. / \
Summaty by bt o e |
If arranger submits travel the document will
route to the traveler.
Kecountig Ditriion
Traveler will need to open the document from , | , -
their action list and check the certification box O Epese S Ot e STt ‘ enating Aot
i i i 1S e Tl i 9
gk TealRemafin ‘516.50 5
Summary by Object Code

Expenses will be grouped by amount and
object code for the accounting distribution
DO NOT TOUCH THIS SECTION




lorado
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Assign Accounts Tab

All accounts to be used for reimbursement
should be entered here

All percent allocation will be applied to
accounts based on object code in the
Accounting Lines Tab

Click “add” to add your accounts, and then
click “Assign Accounts”

Accounting Lines Tab

All accounts will be added from the Assign
Accounts Tab.

add:

Assign Accounts \
Accounting Lines B
Assign Accounts
* Chart * Account Number Sub-Account Project Org RefId * Parcent *Amount " Adtions T
a1 g Y Y Y O IEEEAN |
CEURebb |pUSINESS FIMNCAL SERVCES
Accounting Lines \
Accounting Lines ] e et |
Source
¥ Chart * Account Number Sub-Account ¥ Object Sub-Object Project OrgRefld | *ExpenseSource  *Amount | Actions
B fomer |9 Y Y 9 y | OUTOFPOCKET»| | siea
CUPte  |BUSINESS FINANCIAL SERVICES T State Enploye Trave Pt Dien

Line Description




lorado
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Travel Reimbursement
-step by step-

* Payment Information Tab

* This tab is the same as the payment tab on a
DV

* Check Amount will auto populate

*  Payment method to choose from drop down
box is P- Check/ACH

* Select Check Enclosure box if you need a
physical check to come to Pueblo Campus

Payment Information

v i \

CekAnut: 411 eDae (05
Payment Type Khimpe (ther Consderations ﬁ i
: iderations;
() V485 Comleted
* Payment Nethod: P- Check/ACH Documentaton Location Codes 4 - Acouns Pyatle

‘ﬁ‘ﬁh_ﬂmn O T (0

“IF-Foren Dt -
CheckSubTe - e PéymentMethod !




Ad Hoc Recipients

— Documents will automatically route to the Fiscal Officer and Traveler but you MUST ad hoc the group *
section as “Approve.” If the Fiscal Officer is not the Supervisor for the traveler an “Approve” or “FYI” ad

‘ sent to them by searching for their name.

{%lorado
fveriy

Routing

Ad Hoc Recipients 1
..
Ad Hoc Recipients
< Person Requests:
>t Action Requested Y 4 * Person \ Actions
[APPROVE v | \ c—‘/
Ad Hoc Group Requests) v / \
Action Requested * Namespace Code y 4 * Name - N\ Actions
[APPROVE v ( T )
Group Loockup \ /
* required field
Group Id: | =1
Croup Mamespace: || -1 =
Croup Mame: |[Fustlo Trawvel =
Group Description: || =]
Type: || | =
Active?: | ® Yes O Mo O Both [F]
Principal Mame: || [N =1
[ search | [ clear | [ cancel )
One item retrieved.
turn Value Group Type Name I Group Namespace Group Name Group Description
return walue |Default |[ER-wikFLWwW |[Pueble Travel |[Pueble Trawvel
———
Ad Hoc Recipients -\L —

Paerson Regqueasts:

* Person

4 Actions\

* Action Requested
[aPPROVE - |

Supervisor (S

persan not found

[ Csaa ]

[APPROVE -

Ad Hoc Group Requests:
* Action Requested * Namespace Code * Name Actions
Pueblo Trawel | L2

A ) 4




lorado :
%&e Travel Reimbursement

-step by step-

For Out-of-State, International, Travel Advance, Ghost-Card Purchase Trips

Create new TR document from existing TA

A new TR document is created and auto filled from the TA document
 Document should be verified for accuracy

* Actual expenses can be entered so the proper reimbursement amount can be
made

* Follow step-by step instructions from slides 3-15 to complete TR




Travel Reimbursement
-step by step-

* Create TR from Existing
TA

* Open TA document that has not been
reimbursed by using the doc search button

e Enter document number in the document ID
field

e Choose document under the Document ID field
to Import into the TR

| fuali

financial systemss

Maintenance

Administration

(J action liff |7 doc search |

One item retrieved.

Document Id Document Type
5399483 Travel Authorization

Export options: CSV | spreadsheet | XML

. Backdoor Id gpolzer@colostate.edu is in use

Logged in User: gpolzer@colostate.edu Impersonal

detailed search || superuser search || clear saved searches

Document Type: v [7]
4[]

Initiator;

Document Id:

Date Created From: | ]

Date Created To: E| H
Name this search (optional): H

search clear cancel

_ Title | Status Initiat
Travel Authorization - Leathers, David 02/25/2015 XENIA FINAL Polzer, Grant Matthew




Travel Reimbursement

-step by step-

Information is pulled from the
TA document and many tabs
will auto fill

Enter document number in the document ID
field

Choose document under the Document ID field
to open the TA document

|fuali

financial systemss

Maintenance | Administration

] action Iigt || doc search

= Backdoor Id gpolzer@colostate.edu is in use

Document Seart

One item retrieved.

Logged in User: gpolzer@colostate.edu Impersonatin

detailed search || superuser search || clear saved searches

Document Type: A u
| 3G

Date Created From: | il ]

Date Created To: | I [7]

Name this search (optional): T 2]

search clear cancel

Initiator;

Documentld | Document Type Title | Status | Initiator
5399483 Travel Authorization Polzer, Grant Matthew

Export options: CSV | spreadsheet | XML

Travel Authorization - Leathers, David 02/25/2015 XENIA FINAL




lorado
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Travel Reimbursement
-step by step-

 Create new TR document from
existing TA

* Allinformation will auto populate

* At the bottom of the screen click on “new
reimbursement” button to open TR document

e bl ind

B Botchemchn Bl A bbb

N Lo

I, 02/26/2015 Aifare 5.0 EX I N | NA
1; 1 Notes iairfare
Status Document Number ‘ Card Type Expense Date Name \
Trip Detail Estimate Total bohow]
Accounting Lines whide|
0 ( es '_)
Source - .
f * Chart | * Account Number | Sub-Account * Object Sub-Object | Pry
Ico 11330000 | 6050
;C::\orad-’; State University |Departmental Academic Administration \ In State Employee Travel Miscellaneous
1 Line Description \
\

Pre-Disbursement Processor Status

AAAAA \

General Ledger Pending Entries

aiow]  \

" View Related Documents ¥ show| 4\\
Agency Links [ show| \
( Notes and Attachments (0) b show | \k
Ad Hoc Recipients \@ \
( Route Log [ show \

amend || cancel




