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TEM Profile
-step by step-

First step in initiating travel

e Arranger and traveler must
have their TEM Profile
created before any travel
documents can be created

Located on Main Menu

* Lookup and Maintenance

* Travel => TEM Profile

Lookup and Maintenance

Capital Asset Builder

* Pre-Asszet Tagging

Capital Asset Management

Asset

Asset Fabrication
Asset Global (Add)
Asset Location Global

Asset Payment
Aszet Betirement Global

Chart of Accounts

Account

Account Global

Account Delegate

Account Delegate Global

Account Delegate Model

Account Delegate Global From Model
Object Code

Jbject Code Global

QOrganization

Project Code
Sub-Account

Sub-0Object Code
Sub-0Object Code Global

Financial Processing

+ Dishbursement Youcher Travel Company

* TEM Profile
Vendor

+ Vendor
* Vendor Contracts




Provide Feedback

I [ [ ogo

create my profile

* required field

Logged in User: gpolzer@colostate.edu Impersonating User: sleaming@colostate.edu

Y

TEM Profile

KIM Principal Name: ,7 q,
-StEP by Step' AR t:u-stomer Id: g
Last Name: l—

* TEM Profile for ALL Kuali Users Traveler Type Code: | M
Primary Department Code:

Chart Code: I ﬂ A
e All Kuali users have an option to setup their Account Number: 3

own TEM PrOfile Return Only my Travelers?: F Yes F No I'T' Both
Active: I'T' Yes F No F Both

search clear cancel

* Oncein TEM Profile Lookup screen, click
“create my profile” tab in upper right hand
corner

*  Before a travel arranger can create TEM Profiles
or travel documents for a traveler, they first
must create their own TEM Profile.

ights reserved.

*  Once your TEM Profile is created you will no this software are copyrighted by other paries as descrbed n the Acknowlsdgments screen.
longer have the option to “create my profile”,
but you can search by your first and last name
to make any necessary edits to your profile




TEM Profile
-step by step-

!Euali ——

inancial systemsa Maintenance  Administration

] action it Logged in User: sleaming@colostate.edu Impersonating User: jerry.hall@colostate-pueblo.edu

Backdoor Id jerry.hall@colostate-pueblo.edu is in use Doc Nbr: | 7008433
ToN Pl i

nitiatar: |jerry.hall Bcolostate-pushlo.edu
*  TEM Profile for ALL Kuali Users

e Document Overview Tab | Document Overview I vhte| |
. Daocument Overview
*  Document number and description "
. e ¢ Descrpton: Ve T e AL ERRY LEE
automatically generated Explanation:
Organization Document Numbes;

» Explanation and Org. Doc Number fields ' it TenProf i)\

appear same as in other Kuali documents

New

* Description
*  For new TEM Profiles the description
automatically populates

*  For edits to TEM Profiles something must be
entered by the user or the document will not
submit as this isn’t auto-populated




lorado

versi
PuEBLO_

TEM Profile
-step by step-

TEM Profile for ALL Kuali Users
Edit Tem Profile Tab

Document automatically pulls information
from Kuali
*  Traveler Type (employee vs non employee)
*  First, Last Name, Middle Initial
*  Employee ID, Dept. Code
*  CSU-Pueblo Address and Contact Info

Asterisks denote required field entered by user

. DOB
. Employee Default to 01/01/1900
. Student Default to 01/01/1915

*  C(Citizenship
. Resident Status, Gender
*  Accounting Chart Code (CO, BG, GC, PB)

*  Must enter in an account number, the account
number can be changed at any time in the TA,
TR, or the TEM Profile

Edit TemProfile

New

TEM Profile

Default Accounting

Address

Contact Info

 hide L

Traveler Type Code:

Last Update:

Updated By:

First Name:

Middle Name:

Last Name:

Employee ID:

Primary Department Code:

Driver's License Number:
Driver's License State:

Driver's License Expiration Date:
Motor Vehicle Record Check:

* Date Of Birth:

* (itizenship:

* Non Resident Alien: | ()

* Gender:

* Chart Code:
Account Number:
Sub-Account Number:

Project Code:

Street Address Linel:
Street Address Line2:
City Name:

State:

Zip Code:

Country:

Phone Number:

Email:

Emergency Contacts

New Emergency Contacts

~ hide L

Employee

JERRY

LEE

HALL
PID073868
PB-P314

) Male L) Female

|PB - c5U Pueblo

’7‘\
,_
,7

2200 BONFORTE BLVD

PUEBLO

Ca

81001

United States

719-549-214%
JERRY.HALL@CSUPUEBLO.EDU

* Contact Relation Type Code:
* Contact Name:
Contact Phone Number:

Email Address:

|
—

add



' Emergency Contacts * hide |
New Emergency Contacts
* Contact Relation Type Code:
* Contact Name: |
Contact Phone Number:
Email Address: |
* TEM Profile for ALL Kuali Users e
*  Asterisks denote required field entered by v 1% Emergency Contacts ( John Doe )
user * Contact Relation Type Code:
hall + |lJohn Dog
Emergency Profile Tab Contact Phone Number: [718.555 5555
*  Emergency contact relation and name Email Address: |
delete
*  Must enter phone number even _
though there is not an asterisk /" bayment Method ]\
* Once entered make sure to clickadd |,
e Emergency Contacts cannot be snimic el
deleted, but the information can be ACH Transaction Type:
changed to another individual \
Arrangers * hide \
Payment Method
. Automatic — do not update New Arranger Information
Arrangers Tab * Principal Name:] (%
. Arranger Principal Name Allow to initiate TA document: | [ |
, Arranger is able to create travel on Allow to initiate TR/RELO/ENT document: | [ |
behalf of the traveler Primary: | [ |
* Initiator can assign arranger by ctive: V]
clicking the magnifying glass next to a0
Pri nf:l RS | Name v hide Arranger Information ( leeanne.martinez@colostate-pueblo.edu )
* To give access to create TA and TR T _ X
must check the boxes rincipal Name: ||eeanne.martinez@colostate-pueblo.edu
Allow to initiate TA document: | ||
*  One and only one Arranger must/can
be primary Allow to initiate TR/RELO/ENT document: | ||
*  Once entered, make sure to click add Primary: |/
Active: E
> delete




TEM Profile
-step by step-

*  Email Notifications

*  Any box that is checked will send the traveler an
email based on that information

. We recommend if traveler does not want this
information to not check the boxes as this
creates a lot of emails

* If the traveler has not updated their action list
preferences they will automatically receive
emails when they have travel documents that
need their approval

*  Administrator — Credit Card
e DO NOT FILL OUT THIS SECTION
*  Once document is complete hit submit
*  Once submitted, document is final
* If document isn’t complete, click save and you
can return at any point to document
* It can be retrieved in your action list

’ Email Notification Preferences

New

vhde| \

Travel Authorization (TA) FINAL: F
Travel Authorization (TA) Status Change: F
Travel Expense Report (TR, ENT, RELO) FINAL: F

Travel Expense Report (TR, ENT, RELO) Status Change: F

f Administrator

New Corporate Credit Card and External Agency Accounts

Profile Status

whde| |

* Credit Card Or Agency Name: | |4

* Account Number: ‘

Expiration Date: H
Effective Date: H

Note:

* Active: E

add

KIM Principal Id: 44050
AR Customer Id:

* Active: F

J Notes and Attachments (0)

pshow| L,

J Ad Hoc Recipients

pshow| L,

f Route Log

pshow| L,

submit save || close || cancel



Provide Feedback
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Logged in User: gpolzer@colostate.edu Impersonating User: jriba@colostate.eg
PueEBLO,_
— | create new from kim || create new from customer |
EMPLOYEES:

* required field

* All designated Dept. Travel Arrangers can set up TEM
Profiles for Dept. travelers

KIM Principal Name: A
* Recommend dept. has two arrangers for backup rincipatiame

. 9
purposes AR Customer Id:
First Name:
Last Name:

* Oncein TEM Profile Lookup screen, click “create new

from kim” for current CSU-Pueblo employees Traveler Type Code; | V]
* If you do not have this option, you are not set up as an Primary Department Code:
arranger Chart Code: | V@&
*  To get this access fill out the TEM Arranger Application Accomt Number: |

NON-EMPLOYEES: Return Only my Travelers?: | O vyes ’_ No|® Both

* Dept. travel arrangers fill out the A/R Customer Form o Yes":_:' vl 0 Bt
so the non-employee can be added to the system to
create their profile

* Seeslide 11 for guide

| search || clear | | cancel |

7 Copyright 2005-2014 Kuali, Inc. All rights reserved.
this software are copyrighted by other parties as described in the Acknowledgments screen.



http://busfin.colostate.edu/forms/fmTEMApplication.pdf
http://busfin.colostate.edu/trv/AR Customer Form.pdf

Logi Logout
Legged in User: gpolzer@colostate.edu Impersonating User: jriba@colostate.ed g _ =

create new from kim ) create new from customer

# required field

EMPLOYEES: KIM Principal Name: | &
* Oncein TEM Profile Lookup screen, click “create new AR Customer1d: [ &
from kim” for current CSU-Pueblo employees FirstName: |
* If you do not have this option, you are not set up as an lastName: |
arranger for anyone Traveler Type Code: | v
*  To get this access fill out the TEM Arranger Application Primary Department Code: |
Chart Code: | M
* By clicking “create new from KIM” it takes you to the Account Number: [ %
“TEM Profile from KIM Person Lookup” screen shown Return Only my Travelers?: [0 ves O No[® gotr
on the next slide Acive: [©ves[0 o0 gt
+  KIM-Kuali Identity Management — L B P

this software are copyrighted by other parties as described in the Acknowledgments screen.



http://busfin.colostate.edu/forms/fmTEMApplication.pdf

EMPLOYEES:

Search for an employee using the numerous
criteria shown to the right

Create New Profile under Actions means the
TEM Profile has not been created and you have
access to create it

Edit Profile under actions means the TEM
Profile has been created, and you have access
to edit it at any point

If under actions is blank, it means you do not
have access to the traveler

. To get this access fill out the TEM Arranger Application

By clicking “create new profile” you will follow
the process on pages 3-6

uah

financial systemss Maintenance = Administration

(53 action list | (2] doc search |

TEM Profile From Kim Person LﬂOkllp ll:kdcrcrr 1d sleaming@colostate.edu is in use

All
Searchable—=<
Fields

Principal Name: '7
Principal Id: ’20(]*7
Employee Id: ’7

EntityId: | |
First Name: ’7
Middle Name: ,7
Last Name: ||hall

Logged in User: s

Email Address: |

Phone Number: |
Employee Status Code:
Employee Type Code:

Primary Deparitment Code:

Phone Number
719-34%-2147
719-549-2149
719-54%-2100

& Campus Code:

Active: | ® ves O np O Both
search clear

3 items retrieved, displaying all items.

Actions Principal Name Principal Id | Employee Id | Entity Id | First Name @ Middle Name | Last Name Email Address
create new profile  \cindy.hall@colostate-pueblo.edu 2001650 PIDO75304 44812 CINDY K HALL cindy.hall@csupueblo.edu
create new profile  ferry.hall@colostate-pueblo.edu 2001651 PIDO75868 44813 JERRY LEE HALL jerry.hall@csupueblo.edu
justin.hall@colostate-pueblo.edu 2001652 PID0E1686 44814 JUSTIN RICHARD HALL justin.hall@csupueblo.edu



http://busfin.colostate.edu/forms/fmTEMApplication.pdf

( Document Overview + hide \

¥ Description: | :
Explanation:
Organization Document Number;
it TemProie < e | ——
old New
TEM Profile TEM Profile
Traveler Type Code: Employee Traveler Type Code: Employee
E M P LOYE ES Last Update: 01/13/2016 Last Update: 01/19/2016
. i “ - . ) . Updated By: |epillshu@colostate.edu Updated By: epillsbu@colostate.edu
* By clicking “edit” on the previous slide it takes First Name: 101 First Name: 101
2 Middle Name: DEREK Middle Name: DEREK
you to the screen on the rlght Last Name: LOPEZ Last Name: LOPEZ
Employee ID: PID081021 Employee ID: PID081021
Primary Department Code: P8-P506 Primary Department Code: PB-PS06
. . Driver's License Number: Driver's License Number:
* The left side of the document is the e e
Driver's License State: Driver's License State:
O | d i nfo rm at i O n p a n d t h e rig ht S i d e i s Driver's License Expiration Date: Driver's License Expiration Date: i
h . f . Motor Vehicle Record Check: No Moter Vehicle Record Check: [ ]
t e n eW I n O rm at I O n yo u a re Date Of Birth: |01/01/1500 * Date Of Birth: |01/01/1900 E
. - P #® .y P .
e nte rl n g Citizenship: United States Citizenship: |Umted States
] . ] Non Resident Alien: o * Non Resident Alien:| () ves ® yp
*  The old information is populated on the new o  Gender ® e O rerae
side, but the editable fields can be changed Default Accounting el i
. Once the document is saved or submitted Chart Code: |P3 - C3U Pueblo * Chart Code: [PB - C5U Pushlo v]a
yellow asterisks will be displayed next to the Account Number: 1310453 Account Number: izipsg S
information that was updated Sub-Account Number: Sub-Account Number:
Project Code: Project Code:
Address Address
Street Address Line1: | 2200 BONFORTE BLVD Street Address Linel1: 2200 BONFORTE BLVD
Street Address Line2: Street Address Line2:
City Name: PUEBLO City Name: PUEBLO
State: CO State: CO
Zip Code: 81001 Zip Code: 81001
Country: United States Country: United States
Contact Info Contact Info
Phone Number: 713-549-2535 Phone Number: 719-543-2535
Email: | DEREK,LOPEZ@CSUPUEBLO.EDU Email: | DEREK.LOPEZ@CSUPUEBLO.EDU
‘ Emergency Contacts  hide \L
1 O New Emergency Contacts
* Contact Relation Type Code:
P n




Logged in User: gpolzer@colostate.edu Impersonating User: jriba@colostate.edu

— craate naw from ki

create new from customer

PueEBLO

TEM Profile: Non CSU-
Pueblo Employee

* required field

'Step bV Step' KIM Principal Name: A
NON-EMPLOYEE AR Customer Id: A
* Create New From Customer R
. NonI-Emponee (Inbcludlng Students) N ’—
* Non-Employee must be set up as existing
customer in Kuali Traveler Type Code: ]V
*  To set up you must fill out the A/R Customer Primary Department Code:
Form
I Chart Code: ﬂ A
*  When form is complete, the department
contact on the form will receive email saying it Account Number: 3
has been created Return Only my Travelers?: | () Yes|'i_:1' No|® Bath
*  When you receive the email, in TEM Profile Adiive: |© YEEEND 0 Bath

Lookup, click “create new from customer”

search clear cancel



http://busfin.colostate.edu/trv/AR Customer Form.pdf
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TEM Profile
-step by step-

Choose create new profile for non-
employees with no existing profile

Follow the same Process as New
Profile (pages 3-6)

If they already exists, select edit
profile for non-employees with
existing profile

Tem Profile Fom Customer Lookup 2

* required field

——

Customer Number:

Customer Name:

RECRUT

Customer Phone Number:

Customer Tax Number:

Customer Tax Number Type Code:

O O son @ wone

AI I Active: ) ves (1o O guth

= I L1 AddressName:\
SCdilladbic Street Address Linel: |
F i e I d S Street Address Lined: ‘
City Name:

Shte:| V]
Zip Code:
International Prvince: \
Costomer Email Address: |

| search || clear |

11 items retrieved, displaying &l items,

! Customer | Customer Type Customer Phone | Customer Tax | Customer Tax Number | Street Addrass | Street Address ) International .
/Actmh Number (ol Customer Name b b Toeldle Active  Address Name —M —M (ity Name State|Zip Code orince Customer Email Address
Create new WOMENS SOCCER sesiessis WOMENS SOCCER 0120 CAMPUS (3 §0523- -

e (e RECRUT " e DELVERY s SRANDON BALEYBCOLOSTATEE0U
(reafe nen erereren 0120 CAMPUS (sl 80523
ol Mlﬂﬂﬁl 1 MENS GOLF RECRUIT Yes  MENS GOLF RECRUIT ELERY s | - BRANDON, BAILEYRCOLOSTATE EDU
o 0120 CAMPUS ] §0523-

FrTeTe] F‘
edit profle iFZDBE 1 SOFTBALL RECRUIT Yes  SOFTBALL RECRUIT ELERY s | - BRANDON, BAILEYRCOLOSTATE EDU
L 0120 CAMPUS il 80523-

EEE R EEH]
edit profile 7002077 1 FOOTBALL RECRUIT Ve FOOTBALL RECRUIT DELVERY RS ] i BRANDON.BAILEY@COLOSTATE.EDU




