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If your Travel Coordinator enters trip details on your behalf, you
only need to focus on
Chapter 8: Approving (or Rejecting) your Travel Expense Report.
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Introduction
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UCR'’s central Accounting Office.

be routed through a unit’'s Travel

at a minimum.
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 iTravel enables Travelers to electronically
submit travel reimbursement requests to

But first, all Travel Expense Reports must

Coordinator, Traveler, and Final Approver,
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* iTravel is designed to flexibly
accommodate the diverse needs of
campus control units and departments.

o

Travelers' User Guide Slide 5
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e This User Guide outlines how a Traveler can use
iTravel.

» Since control units and departments may
customize the iTravel implementation to suit their
own specifications, this User Guide may need to
be used with other, unit-specific, guidelines.

—
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* In some departments, Travelers will enter
their own travel information into iTravel for
submission to their Travel Coordinators.

 In other departments, Travelers will submit
their receipts with a worksheet, and their
Travel Coordinators will enter the actual trip
data into iTravel.

Travelers' User Guide Slide 7

» Some departments have Travel Coordinators
who book flights and hotels and make all
arrangements for their Travelers

 In other departments Travelers make their
own arrangements.

* iTravel is designed to accommodate any of
these structures.
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Chapter 1
First Use of iTravel

g
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e Touse iTravel you need a valid UCnd password, which is
normally assigned by your Tel Coordinator at the time you become a career
employee at UCR.

¢ Students are automatically assigned a Net ID when they matriculate.

Campus Telephone Directory

Monday, July 31, 2006 DLL ¥er: 0.1
Your Search Results

Click on a person's Mame to view all their information. If yrour browser has ermail capahilities, you can send a message to a person below by clicking on their email
arddress. For on-campus calls, dial the 5 digits highlighted in Red.

1 narme(z) found:

Phone Dept Name Title Email UCR NetID

Adams, Michael E {951) 827-4746 | Entomology Professor of | michael.adams@ucr.ed l@
Entomology
&

Entomologist
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ENTERPRISE ACCESS
CONTROL SYSTEM

SAA Username GARRISON

Available Applications:

Facilities Management System (FMS)
Physical Plant Work Order

\Weh Recharge

eBuy - UCR Purchasing System
Communications YWork Order

Fleet Services

PR Work Qrder

Iail Services

Travel

SuperDope

UCRF Statals

PAMIS

Enterprize Reporting System (ERS)
UCRF3

UCR PAN
eBuy PG+

Back to User List

Application Access for BYRNEF

Application Role Org

Travel TRAVELER

Account Fund

Select?

O

Function

« After you have a NetID, your Systems Access
Administrator (SAA) must set you up in
UCR’s Enterprise Access Control System
(EACS) with the role of Traveler.

Travelers' User Guide
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Good Morning. GARRISON

Please visit UCR's EACS site to learn
more about becoming authorized to
use UCR’s enterprise systems.

i) authorized Applications

© Web Recharge
© eBuy - UCR Pur

@ UCRFStotals

& Quick Links

Gpraain

UCR Tel

UC At Your Service

Fidelity llet Benefits
Ouicken Statement

Audit & Advisory

..6"0 ' campus News

Logout

=]

Tools
~ @ Pulicies and Procedures
Q Trouble Tickets
= Q Storehouse Online
@ On-Line Payroll Inquiry
v
Ed @ UCRFS Golden Tree Viewer

Travelers' User Guide
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To access
iTravel, log in to
iViews and click
on “Travel” in
your
“Authorized
Applications”
list.

iViews Access & Training

© UCR Enterprise Directory

@ Enterprise Access Control System

Systems Access
Instructions,

@ EACS Accountability Report

& Video Tutorials

Slide 12
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Chapter 2

Roles and Responsibilities

Travelers' User Guide
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A Traveler is an individual who travels on

University business. Once an individual is
assigned the Traveler role in iTravel, he is
authorized to:

Customize his own Traveler Profile.

Enter data into the optional Travel
Planning module.

Enter his own detailed expenses in the
Travel Expense Reporting module.

Approve or reject his Travel Expense
Report.

Use the search engine.

Travelers' User Guide

Traveler Options
Q Traveler Profile

9 Travel Planningi1}
9 Traveler Expense Reportingi0)
9 Traveler Expense Approvalil)

9 Search Engine
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1 TRAVEL

Traveler Coordinators must review all
Travel Expense Reports that are
routed through iTravel. A Travel

Coordinator can:
Q Traveler Profiles

¢ Customize any Traveler Profile in her

accountability structure. () Travel Planning(22)
« Enter data into the optional Travel () Traveler Expense Reporting(7}
Planning module. 9 Request a Non-Emplovee Traveler
» Enter detailed expenses in the () Search Endine

Travel Expense Reporting module.

¢ Request a Non-Employee be
established as a Traveler

¢ Use the Search Engine

Travelers' User Guide Slide 15

The Pre-Approver role is optional. The
establishment of this role for a

department depends on how it
implements iTravel and the approval
requirements associated with an

individual Traveler. Pre-approvers () TravelExpense Pre Approval(0)
can: § )
. 9 Search Engine
* Approve or reject Travel Expense
Reports.

— If a Travel Expense Report is
approved, it is automatically routed to
the designated Final Approver(s).

— If a Travel Expense Report is rejected,
it is returned to the Travel
Coordinator(s).

¢ Use the search engine.

Travelers' User Guide Slide 16
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A Final Approver is the last person to review a
Travel Expense Report before it routes to the
Accounting Office for reimbursement. The
Final Approver’s access and rights are
identical to those of a Pre-approver, except
that no additional approval is necessary. () Tiavel Expense Final Approval(3)
Final approvers can:

« Approve or reject Travel Expense Reports.

— If a Travel Expense Report is approved, it is
automatically routed to the Accounting Office

— If a Travel Expense Report is rejected, it is
returned to the Travel Coordinator(s).

« Use the search engine.

Q Search Engine

Travelers' User Guide Slide 17
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¢ Accounting Office Staff Responsibilities. After Travel
Expense Reports receive final approval and are submitted for
reimbursement, Accounting Office Staff can:

« Approve Travel Expense Reports and queue them for
reimbursement.

* Reject Travel Expense Reports, an action which returns them to
the appropriate Travel Coordinators in the accountability
structure.

e Add comments, which are optional when a Travel Expense
Report is approved, but mandatory when it is rejected.

e Scan supplemental documents associated with the trip.

Travelers' User Guide Slide 18
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Chapter 3
Using the Search Engine
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General Options
9 Exit Application

Traveler Options

9 Traveler Profile » After logging into iTravel, click on

the Search Engine under Traveler

9 Travel Planning2) I/ Options.
9 Traveler Expense Re| ing1)

9 Traveler Exp Approvali1)

9 Search Engine
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Trip 1d

End Date

Status

1TRAVEL

Traveler Id

Begin Date

Traveler Last Name

Adams, Michael (E854277293)
Alena. Kobelkowa, (E650261370)
Allen, Lauris (EB57839131)
Allison. Jeremy (EB52308663)
Alvaraco, Martha (E853077506)

Alsarez, Kanwal (EB55508825) :l
Anderson, Darren (E854078622)

Angle. Steven (EG50533083)

Antonova, Yevgeniya (ES58680027)
Arenshurger, Peter (EG55474135)

Arias, Margarita (EB54093068)

Amold, Elena (EB54277635)

Arara, Arinder (E656995674)

Arredaondo, Jose (EB58873754)

Atkinson. Peter (EB51975846)

Ballmer. Gregory (E852240604)

Barillas Mury. Caralina (v000000023)

Baste Pena. Lorena (E859732215)

Baurn, Jim (vV000041042)

Baum, James (¥000042147)

Bayoun, Imad (E651205426)

Beasley, Donald (v000000042)

Beckage, Nancy (E850040154)

Bellows, Tom (E652924454)

Bennett, \Williarn (000048678)

Berezovskiy. Wladimir (EB59684077)

Berhane, Tedros (EBH3030676)

Bernard, Jana (E855704655)

Bethke, James (E552030318) v

Travelers' User Guide

One of several ways to
search for existing trips is to
click on the arrow to the
right of the Traveler ID field

and select your name.

The result will be all of your

trips that have been

processed in iTravel.

Slide 21
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Trip ID
T101231
1401234

Ti01252
Ti01280

T102716
T103052
T404024

Search Results

Back To Search

Traveler I
E354277289
E254277200
E354277289
E254277200
E854277200
E354277289
E254277200

Traveler Name Purpose
ATTEND THE 2004 ESA ANNUAL MEETI
Aftend the 46th Annual Drosophil
ATTEND NEURDSCIENCE 2004 MEETING
PRESENT SYMPOSIUM LECTURE AT THE
Aftend conference and present le
ATTEND ANNUAL DROSOPHILA CONFERE
Tao wisit BSF Co-Investigator Dr.

Status

APPROVED

APPROVED

APPROYED

COORDINATOR I PROGREES
TRAYELER IM PROGRESS
TRAYELER IN PROGRESS
SUBMITTED

A sample search result

Travelers' User Guide

htenu

Conditien
Mormal
Martmal
Mormal
Withdrawn
Marmal
Mormal
Martmal
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1TRAVEL
Search Existing Trips /

Traveler Id | o v

Trip Id Prefix|T  Number 103325 Sufﬂxl:l
Begin Date [ =
End Date l:lﬂ

Status | o v |

Traveler Last Name | |

[Searcn 1 Reset ] Menu |

« Another way to search for existing trips is to enter
the Trip ID, if you know it.

Travelers' User Guide Slide 23

UNIVERSITY of
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Search Existing Trips

Traveler Id |— vl

Tiip 14 promT wumeer |sum_ | * You can search existing trips

Begin Date [0yt 200 |7 by entering the begin or end

End Date I | dates of the trip.

Status |- \ v 3 ..

Traveler Last Name | N * When entering dates, it is
best to use the calendar

popup window so the
formatting is correct.

2l Calendar - Mic

30031 1) 2] 3[4 S
6| 7| 8| g8|10f11)12
EHEEQE}’
21 22| 23|24
28|29 30
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Search Existing Trips

Traveler Id |- v|

Trip Id Prefix ’T_ Number|:| Sufﬁxl:l

Begin Date :IH

End Date l:lﬂ /

Status |— { v|
Traveler Last Name |J0nes |

[Searcn 1 Feset ] enu ]

* You can search by entering the traveler’s last name.

« If there are others in your accountability structure with the same last name,

it may be better to use the Traveler ID search dropdown menu.

Travelers' User Guide

Slide 25
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Chapter 4
Setting up a Traveler Profile

Travelers' User Guide
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General Options
9 Exit Application

Traveler Options

9 Traveler Profile

9 Travel Planning1)

9 Traveler Expense Reporting(1)
9 Traveler Expense Approval (0

9 Search Engine

Pre Approver Options
9 Travel Expense Pre Approval(0)

9 Search Engine

Final Approver Options
9 Travel Expense Final Approval(0)

9 Search Engine

On the opening iTravel screen,
under Traveler Options, click on
Traveler Profile.

Creating a Traveler Profile is only
necessary once — and may be
done by either the Traveler or the
Travel Coordinator.

The Traveler Profile may,
however, be changed when
necessary — and changes will be
reflected on the next Travel
Expense Report.

The Travel Coordinator is the only
one who can enter the optional
FAU portion of the Traveler
Profile.

Travelers' User Guide Slide 27

There are three required
profile fields on the

“Personal Information”

tab—the ones with red

labels.

* Be sure to click on the
save button before

moving to the “Contact
Information” tab, where
there is one more
required field.

uide Slide 28
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Profibe; Milie Garrivon

'M‘. L B "'. - -
R R s e es| oo )

1 TRAVEL

Phone Numbess.

51) 6273006

% Phone I
Hame Phine
Fae 51 270005
Coll Phone
Pagir

4

Wail To
Addrass |
[
iy [ state | Ip
Coustey [
Emrgency Contect
feiest beame | Midefia Nama Lt

[ E-Mul Addrasses

ide

Work Phone is the only
required field on the
Traveler Profile “Contact
Information” tab. Be sure to
press the Save button
before moving on.

There are no other required
fields — but even optional
fields are useful.

Many fields in the Traveler's
Profile are used to populate
fields in a Travel Expense
Report.

Slide 29

[Profile: Milie Garrison

ERSONAL M CONTA }

IN';OR IATION | INFORMET ON[méﬁﬁcEJ[PRQQEEGEJ FAU }

Flight Time Preferences

Notes

Departure |- T Artval |- X

Preferred Alport |
” j Mileage From Humel |

Seat Prefarences
C\assl' j Row Lucatmnl' j
Section Location |- 7

Preferred Form Of
—

[ Maximurm Flight Changes | [

Airine Preferences

| | | |

All Traveler Profile fields
on the “Flight Preferences”
tab are optional, but would
provide useful information
to Travel Coordinators who
make arrangements for
Travelers.

Slide 30
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Hatiel Profeninces ° A” flelds On the uother
T T Preferences” _tab of the
Traveler Profile are
Brofened Pgroend Wethod—— [- =] optional.

Ehgible Descounts

I s I Cortarance wes
[ s oo I Business fae
FF 1wz Empieren I Sensord Rite
I coeprste it I tpacist mate

I Tux Exurrgt Rt
Cther <]

Car Rentsl Prafarences

Car Rurlils
Rental Agency  Membership# U.C. Contract

Prefemed Vehicle Type - hd

de Slide 31

Profile: Millie Garrison
Cueue Results Menu

T TTTTNBN R [MCTNTCTs N RTCTTT rTR

Project P
[Activity Fund Function Cost Center Coée Percent |(for remainder put
| | [ [ [ , ,
= = = = =
| Add_]

FAU Information

| Activity | Fund | Function | Cost Center | Project Code | Percent | Amount | Status [Remove]
Fauz1  frois58  Jisooo Jea | N | | 100] Jralid Remove

« Travel Coordinators (not Travelers) can enter FAU information. If desired,
more than one FAU may be entered for a Traveler Profile.
« While FAU information entered in a Traveler Profile will populate a

Traveler's expense report, that information may be edited from within each
separate report.

Travelers' User Guide Slide 32
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1 TRAVEL

Chapter 5
Using the Optional Travel Planning
Module

L
s
e )

Travelers' User Guide Slide 33

General Options
9 Exit Application

» Travel Planning is not a required step in

Leslegirtions submitting a request for reimbursement.

9 Tiavelet Plofle » However, when Travel Planning is used, the
() Tuavel Planning 1} screens may be prepared by either the Travel
Q Traveler Expense Reportingi1) Coordinator or the Traveler.

() Tuaveler Expense Approval(0) » Travel Planning can be a good way for

Travelers to communicate with Travel
Coordinators who book their flights and make
Pre Approver Options other travel arrangements on their behalf.

Q Travel Expense Pre Approval((l)

Q Search Engine

Q Search Engine

Final Approver Options
Q Travel Expense Final Approval(0)

Q Search Engine

Travelers' User Guide Slide 34
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P acaal Tow Days 04 Trg: 1075

Within Travel Planning, the
“General” tab has several required
fields, which are those labeled in
red.

Fields whose backgrounds are
shaded have been populated from
the Traveler Profile fields (except
for the “Prepared Date” field).

1aveiers user Guide Slide 35

UNIVERSITY of
ALIFORMIA

Trip Numibee: T10533
Queue Fesulls . Meny
item | q Cost Notes e The “Travel

Regitation Fee [N @ ] s ! Planning” tab can
Transportation  [es =] W s [ro7.40 Nr1ooz0z19 2 be Used to requeSt
Lodgog o= r ol 3] cash advances.

i
Misals m B ] B

=
Incidantals Mo = [ ] |

|
Other Mo = (] 1 | |

]
Total ] (LR
T L sve on psinaraons 11
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g Razghs

[T T e S———

Traveler Hamme: DAVID HUAKS | subma ] een Apsicuton |
Traveler Wt EBSSIS972
Trip M TH3533

* The “Advances” tab is used
to request and justify a cash
| advance, details of which

would be listed on the

Ady I

“Travel Planning” tab.

At ,—
| ¢ (Please note that there are
s stringent policy restrictions
s on cash advances.)
| save ]
Aivance FAU b ]
FAL Information

Acwity | Fand | Functiem | Cost Cemter ProjectCode Puicent  Amount | Stahws

Travelers' User Guide Slide 37

Traveler Name: DAVID HAWKS

Traveler ki E859239922 Exit-Application
Trip Number: T103533
Gueue Results Meny

GENERAL [ B ][ ADVANCES MPREPAVMENTM CDMMENTE]

Prepayments are not available at this time:

The “Prepayment” tab is currently a placeholder for future enhancements to
iTravel that would allow purchasing and prepayment capability similar to
that now available in eBuy, UCR’s online Purchasing System.

Travelers' User Guide Slide 38
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ot comonmEmm ¢ Travelers should enter the FAU
r— desired in the Comments section
e e so their Travel Coordinators will
know what to enter in the Travel
FIaEiE ante! any comments befors SubmBIng of Febumming e Pivel INRMasn. d Expense RepOrtS.
« Judicious use of the comments
- section can save others having
Fﬁ"ﬂl to ask you questions and spare
L you the annoyance of having a
lt:::mcamm«n (<< a]r]p>] tl’lp rejected-
'r‘;“_w ¢« Comments form a record that
! can be accessed during the
iTravel expense report routing by
various processors. They also
remain part of the permanent
record after the trip is complete.
Travelers' User Guide Slide 39

Chapter 6
Preparing a Domestic Travel
Expense Report

g

Travelers' User Guide Slide 40
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General Options
9 Exit Application

Traveler Options

9 Traveler Profile

9 Travel Planningi1)

9 Traveler Expense Reporting(1)
9 Traveler Expense Approvalid)

9 Search Engine

Pre Approver Options
9 Travel Expense Pre Approval(0)

9 Search Engine

Final Approver Options
9 Travel Expense Final Approval {0}

9 Search Engine

1 TRAVEL

« Travel Expense Reporting data may
be entered by either the Traveler or
the Travel Coordinator.

« Travel expense reports may have
been initiated in the travel planning
module.

« If Travelers enter their own data, their
iTravel packets will be routed to their
Travel Coordinators for review and
scanning of substantiating documents.

Travelers' User Guide Slide 41

Traveler Name: Millie Garrison
Traveler li: EB58703282

Trip Humber: T103674

Queue Results

gete, | o | pIEAESG [ _l{

PSubmit ] ExtAppiication
Meny
T MEALS ][ LODGING M OTHER [ FAU M commsmsv ﬁg';gw]

« There are 12 tabs available in Travel Expense Reporting.

« The “Expense Summary” and “Approval History” tabs are populated
automatically by the system and cannot be altered by the user.

« “Prepayment” is not currently in use, but is a placeholder for future
innovations.

Travelers' User Guide Slide 42
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e suomn ] o soicaien ]

Traveles Mk ERSATOI2E2

Tiip Mumsbiaa: 1903674 .

e g « Start with the “General”

B A o rmmm— e rpe— | wmulr

tab when entering travel

Estimatid Location And it

ongn | Destination |
hate <] Dt B

Departure Retum

e @

I Copy Exmabed Location And Disbe To Achusl LocaSon Asd Dite

Gamson, Milie (E58113280) =) 548 [GARFISON [D9108) expenses_ You can do
L 5o OGTTIRE TAZAPM nothing else until the
UCRENTOMOLOGY, RVERSIDE. CA, 97521, USA 7] 1
e mandatory fields (those
[Freecroncran TR e D in red) are completed.
Tt D sonphonAndamation —.I
onrmmbre| | * Note that the default for
Testing iTravel/Butte, AT _'I “ 1 LU
| Foreign Travel” is No.
.. [rraveler nas chronic memory Failure (CHF) as B . R
pocimenies vy artache £l * Most fields with colored
Fereign Travel. ho & as © Typé of Travel -

chualLocatien hid Date module.
DR . A
e [0ED0AM @ - T {OT00FM ) aneat Ters Davs O T 354 i
He Slide 43

PUPREP TSR L J—

backgrounds have been
populated from the
Traveler's Profile (except
“Prepared Date”) and can
only be changed in that

Traveler Name: Millie Garrison
Traveler |d: EB58703282

Trip Number: T103674

Queue Results

[ Submit ] Exit-Application

Menu

gies, | ommema | oZKRG | Il i

T MEALS M LODGING ][ umsnT FAU ][ CDMMENTSW AR ‘F{‘\}LW

Type = =
Other [
Departure BED -~
Time B
Departure Location |
Destination Location|
Return Date =
Timel—®
Retun Logation [

Purpose of Trip

Liability Insurance  es ¢ Ha €

Vehicle License br - [ _|
Odometer reading begin|

Odometer reading end |

Total miles I

Amount per mile 445 445 Maximum
Amount in USD $
Expense Type InState -

I Prepayment By UCR
Mote/SubPO#

«  Enter detailed information in the top part of the “Transportation screen”. Red-labeled fields are

mandatory. Other field are optional, but often useful.
Choose In-State or Out of State for “Expense Type”.
Different fields become mandatory depending on the type of transportation chosen, e.g. air fare,
baggage, private vehicle, taxis, tolls, etc.
Red-labeled fields are mandatory.
Travelers' User Guide Slide 44
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Transportation Expenses

lAmt Receipt
Dept | Dept | Dest Ret Lic (0dom Odom Total usn Exch[Forei Prepay- eeded| , .
Ret Date Insur q oo per Cumncy| 7 Ustfctn SubPO Action
L v Date | Lec | Loc Lec Nbr Begin| End Mllesr:lile Amt Rate| Amt ment : View
Rules
Ontario o
tir (iTravel e (Out of 65 Rormove
Fare [Tesing PB00AM Riveside, fibo';, D100 PM A e e J = state "' add]  |[Eait
F— hazs
rivate; * 2 Ontaria In Rormove
S LN g Sl il o L O 00 | 0| 03 e g 2 Far
aiport 9y
utte lAnacanda Out ot Remaovel
e fipert  nn e T JN" tate |2 Edif
lIn- Remaovel
e e i e o

After completing transportation details at the top of the screen, click the “Add” button
to populate the summary portion located at the bottom of the screen.

Remove or edit any line items as necessary.

Click the tan box with the ellipsis in the column labeled “Jstfctn” to read any

justification that has been entered above.

Deliver original receipts to your Travel Coordinator, who will scan and attach them as

appropriate.

Travelers' User Guide

Slide 45

1t D WAl G f
raveder b ERSATH 1S | sutma ] Eus Annncation ] f
T Beandn: 113474 { °
ot Frvity o . Mewy
FrTLTT BN [romeemgy (R 7 T oy ————(— ppuy - "“J
— . .- 1
{
[ apanae 8 iniaw Cpmogs Dok 024 J
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Enter details of meal
expenses in the upper portion
of the screen. To populate the
lower portion, press the “Add”
button.

“Reporting Type” choices are
Actuals or Per Diem. (Per
Diem is only appropriate for
domestic travel longer than
30 days.)

The choices for “Type of
meals” are Breakfast, Lunch,
Dinner, and All.

Choose In-State or Out of
State for “Expense Type”.
Red-labeled fields are
mandatory.

Slide 46
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Trip

:d

Par

Translor Nosern: Ml G it [“Sutmit |

Tranmlen I ERSHTOS82

Quiui Risults L)
ERE, | cenena ?fmllm"mmvammJ wess Nueooomonl omen | rau 1| comments | o

Reporting Type: I =]

Humber: T103674

g Address .

Mumber of rooms
C Diaily Rate Plus Taxes
Diem Number of days

Enter lodging details in the upper part of the screen.
“Reporting Type” options are Per Diem, which is only allowed on domestic
travel for trips over 30 days, or Actuals.
Choose In-State or Out of State for “Expense Type”.
Clicking the “Add” button populates the lower portion of the screen.
Red-labeled fields are mandatory.
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Lodging Expenses
Receipt
q Rate Nbr A
Begin | End Expense Pay Per . Nbr of| usp ExchForeign| o . [Needed q
Date | Date | Type & Type auhpoDiem Name = Loativy rooms| P ,nf Amt By Rate| Amt ct View getion
- Rules
62008 peaaszons| L of  [Peid upen [Anaconda Inn Bulte, 20 50001 J aid 125 Remoye
State anthval Montana 2 [Add] Edif

After completing lodging details at the top of the screen, click the “Add”
button to populate the summary portion located at the bottom of the screen.

Add scanned documents to your iTravel expense report from this summary
when the “Receipts Needed” column is marked Yes.

Remove or edit any line items as necessary.

Click the tan box with the ellipsis in the column labeled “Jstfctn” to read any
justification that has been entered above.
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UNIVERSITY of
IF HiA

1 TRAVEL:

Trimsten M Mallie Garrison
Trimslen bt ERSETO3202

Trip Humber: 1105674

Queue Fesulls

[ Submit- ] Exit Application

a0y

gransr | coense | JBh | avences (encreenr (mansronomon]  wews | oooms | omen | e

T commens | 5o |
or Buingss Expensos, qits to1aling §25 or meoro must have 8 el ]
L Dt =)
~ Timo| &
i Diate |
T r||r|— @

ity/State/Country

™ Prepamment By UCR

ote/SubPO#

« Enter details of “Other” expenses in this top part of the screen.

e The choices for “Types” of other expenses are Business Expenses,
Conference/Event Fees, and Removal Expenses.

¢ Choose In-State or Out of State for “Expense Type”.
¢ Red-labeled fields are mandatory.
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“Add
Other Expenses
Receipt
Begin End . .| usD Exch g Prepay- .
Date e Datormime LoCation|  Type Curney e At Jstemn | EP A sunpo SRS Status NESUE Action
Rules
i Ot of Remove)
B/07/2008  PE/ME/2008 [Business Expense @ 1880 Ho alid
BiE o J state Edit
or2 days.
Travel Training utor " es Remove
6/06/2008 16002008 Fees Fympasium EERAT J"“ [State M fadd E i

« After completing “other” expense details at the top of the screen, click the
“Add” button to populate the summary portion located at the bottom of the
screen.

* Remove or edit any line items as necessary.

* Click the tan box with the ellipsis in the column labeled “Jstfctn” to read any
justification that has been entered above.

« Deliver original receipts to your Travel Coordinator, who will scan and attach
them as appropriate.
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UNIVERSITY of
ALIF HiA

1 TRAVEL

Tuaveler Mtk Wille G5 e Only Travel
51 Exit Application . .
ol Coordinators can edit
i) e e e, | nformation,
which is done on this
Activity  Fund Function  CostCenter ProjectCode Percent [‘:'«"ﬁ‘::w _ screen.
| @ @ @ @ Q| I o Travelers can enter
== FAU information
T under Comments for
| Activity | Fund  Function  Cost Conter  Project Cado | Parcent | Amoust  Stamss | Action their Travel
[FALEL  ANTAST 10900 44 NEAT 100 Makd Remao .
1 Coordinator to enter
) here.

* The default FAU
information on this
screen comes from
the Traveler Profile.
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Traveler Name: Millie Garrisol “Submit | Exit Application
ubrmt Exit Application ;

Traveler kil: EB58703282 l
Trip Number: T103674
Clueue Results Menu

EXPRNSE, [ GENERAL ][ ARG ][ ADVANCES ][PHEF’AYMENT][‘I‘RANSPUHTATIONT MEALS ][ LODGING ][ OTHER ][ FAU ][ commems]‘}
Flease enter any comments before submitting or returning the travel information
Willie, plemse review carefully the "Other” tab to verify that I entered |
the correct number of days for internet usage at the hotel.
Last Baved On 07/04/2006 02:26:11 PM
Previous Comments ﬁ a B j
Usermname:
Date:
Location:

¢ Add new comments in the box above.

« This is the place to enter the FAU your Travel Coordinator should use, if you
have not already done so in Travel Planning.

* Click on the arrow buttons below to review all previous comments.
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EXPEN
{ i

My Trip's
Routing
Location

M GENERAL w[ PG e ]{ ADVANGES MPREPAVMENT][TRANSPDRTA“OI\J MEALS ][ LODGING M OTHER V FAU M cOMMENTsW AR ‘A‘Q.L]

Expense
| approval ||
(Log)

Regular Trip Routing

FINAL TRIP
TRAVELER } P TRAVELER 3 ERRRER 3 ACCOUNTING 3 APPROVED
Trip Approvals

Yourmp is currently located in the white hox,

From the “Approval History” tab, clicking on “My Trip’s Routing Location”
opens another window that shows this trip’s routing.

The white box indicates its current location.

Travelers' User Guide
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UNIVERSITY of
ALIFORMIA

Taanvelen Name: Milke Gastison [ saoma |
Trarvulen Ik DESOTOO 02
Taip Meeribea: TA0I6T4
Queue Results———— -
L—Mrm [wmml\[mmmmq wews | wooows || onien T
Euintes Erigndly
UCR TRAVEL EXPENSE SUMMARY
7EENERALS. ]
TRAVELER NAME Wilic
[TRAVELER ADDRESS LUCRENTOMOLOGY, RIVERSIDE, CA, 50571, USA
[ TRIP HUMBER il i
VENDOR NUMBER ERSETOZRER
UICR EMBLOYEE Yor
1.5, CITIZEN Yes {
[PAYMENT TYPE EFT
CHECK DELIVERY OPTION
PURPOSE OF TRIP & LOCATION Testewg TeavelBulle, MT
TYPE OF TRAVEL
TRIF ORIGIN Fwvarside. CA
[ TRIP DESTINATION Eutle, MT
TRIP BEGIN DATE DE062006
| TRIF BEGIN TIME D6 0 A
(TRIP COMPLETION DATE CEA2006
TRIP COMPLETION TIME 0500 PM ‘
[FOREIGN TRAVEL NO

Travelers' User Guide

The “Expense
Summary” screen is
divided into several
sections.

The top section
summarizes information
from the “General” tab.
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Traveler Id: E858703282
Trip Nurmber: T103674

Traveler Name: Millie Garrison Exit Application

(Queue Results Menu
BiEe [ GENERAL ][ PR " ADVANCES ”PREPA\'ME [mmsvumnou EALS M LODGING w OTHER [ FAl M cummsms]
=
AR i, s 28 AP b s e TR ot 5 st 2 bt i
Transportation Expenses
lAmt Receipt!
Dept | Dept | Dest Ret -, |0dom|OdomTotal Prepay- Needed
TypefPurpose) poio | jge | Loc [tetDatel o [nsur Lic# Begin| End Miles P Amt | gnt | SUbPO [Typ View
mile;
Rules
Ontar
Butte
ir  (Traval . | ut of
Fare [Testing D200 AM Rwarsidz‘:u;:ﬂ‘MT 100 P |CA Mo DYt 220014810y 4, Malid [Yes
Prvate] * 2 o Ontaris  PEDGIR008 In
car ;;:’D“ 00 M Riveiids, ot (Hooaw S0 10 UEREAD o0 | 4| 209N state "
A
Bufte  [Anaconds Out ot
Tax S Mo 150040 o walia
in
T o e R Mo 1600 o Valid
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The next section
on the “Expense
Summary” tab is a
list of items from
the
“Transportation”
tab.
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Traveler Name: Mille Garrison Exit Application
Traveler Id: E858703282
Trip Number: T103674
(Queue Results Menu
Bl [ GENERAL ][ PR " ADVANCES ”pnsmwzwr}[mmspnmn [ FAU M chMsms]
Meal Expenses
1 Receipt Needed
Date/Time Amount Status View Rules
o6 062008 20 00y alid
lo6 32008 20 00(yalid
092008 5.00valid
Lodging Expenses
Receipt
Begin End  [Expense Pay . #of $per #of Needed
Date/Time Date/Time, Type | Type O Name e Locaiion day View
Rules
Outof  [Faid upon Butte,
tste el lanasonda Inn wontans ! 120 a000valid  Yes
it s o A At s o 8 AR, A o A RAEA S, 8 S Al AT A0, B A8 AP A MR 10

Next on the
“Expense
Summary” tab
are reviews of
meal and
lodging
expenses
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Traveler Name: Millie Garrison
Traveler Id: E858703282

Trip Nurmber: T103674

(Queue Results

|
]

o
3

4
m|
2
>
k]

2
5
2
H
3

P

| Bime | coenn | BN

][ ADVANCES ”PREPA\'MENT}[TRANSFDRIAHON‘[ MEALS M LODGING

At et camidS o A b e
o B N1 e A8 e P e L AR A R Fa gt S At et Pyt b e e
Other Expense
Receipt
Begin End q q Prepay- Expense
a . Location)  Type Explanation  Amount ¥ ppo NP Statug ik
Date/Time |Date/Time ment Type View
Rules
Hotel ¢harge for intemet
0632008 Business Expense [connection @ §3 85 per 19.80H0 Out of State [Walid
day far 2 daye,
DE0BEZO06  PEMSAO05 [confarence/Buent [ Travel Training 205,000 Qutof State Malid ez
Fees lSympasium

FAU Information

| Activity | Fund | Funcion | CostCenter | ProjectCode | Percent | Amount | Status

FAUE1  hotosa [ean0 a4

sz | [ 100]

S e o

R — o

Travelers' User Guide

“Other” and
“FAU”
expenses come
next on the
“Expense
Summary” tab.
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Traveler Name: Millie Garrison
Traveler Id: E858703282

Trip Number: T103674

(Queue Results

Exit Application
Meny

EXPEN
EUMM%{

[ GENERAL ][ pmﬁfhe " ADVANCES ”PREPA\’MENr“‘mANsmmnoMT MEALS M LODGING 1 OTHER [ FAU M GDMMENTS]

EXPENSE SUMMARY
Less: Direct Charges Total Re-
Type Of Expense  Total Cost For Trip |Paid By Purchase Order, Form 5 For FAUZ1

01 Non-UC Source Expenses
|-Other Transport 3603 o 303 36.03 710130
0-Airfare 958,00 558.00 ] 0o 711110
0-Other Transport 15.00 ] 15.00 15.00] 711130
0-Lodging 360.00) o 360.00 360.00/ 711140
0-Meals 4300 ] 48.00 48,00/ 711150
0-Business Expense 19.90) o 19.90 19.90] 711160
Conference/Event Fees 255 00) ] 295,00 295,00/ 714110
[Total 1731.93 558.00 773.93 773.93 |
[BALANCE DUE TO TRAVELER (POSITIVE AMOUNTS) | 775.59

DIRECT CHARGES
SOURCE IF UCR, Sub-PO or Form5 DATE AMOUNT

Transportation 200115 a52.00)
ITOTAL 5200

Travelers' User Guide

Finally there is
a summarized
list of all
expenses and
a list of all
direct charges.

Note the
difference
between the
total cost of the
trip and the
total expenses
to be
reimbursed to
the Traveler.
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Traveler Name: Millie Garrison [
i 5uomiTo Traveler | Submit To-Approver-] Reject —] “Exit Appiication | e The final
Trip Number: T103674 .
(Queue Results Menu section of the
“
BiEe [ GENERAL ][ plRARY ][ ADVANGES ”PREPA\'MENT}[TRANSFDRIAHON‘[ MEALS M LODGING w OTHER [ FAU M cummsms] Expense
”
\mes . o i . s
Summary
- i e screen contains
TRIP APPROVALS the tri
USER NAME NAME [TITLE EXTENSION DATETIME e rlp
[Traveler - itted Planning:
[Travel Coordinator - Reviewed Planning: approvals and
[Traveler - itted Expense Reportin GARRISON Millie Gamison [FAD  [951)827-3008 (070412006 02:57 P comment
Travel Coordinator - Reviewed Expense Reporting: X
Traveler . Approved Expense Reporting: hlStOI‘y,
Pre Approval:
Final Approval:
Accounting Approval:
Rejected:
. I certify that this expense voucher is a true statement. The expenses
[Traveler’s Signature And Date claimed were incurred by me on official university business on the
dates shown. | have attached orginal receipts as required by U.C.
Business & Finance Bulletin #G-28, UCR campus travel policies #900-20
& #90040
COMMENT HISTORY
USER
NAME DATE | COMMENT TEXT
[Travel Coordinatar- Raviewsd Millie 07042006 Millis, please review carsfully the "Ciher’ tab to verify that | sntered the comect
BepenseBepenting o oo o Garmieen | DB2GANEM L e e umber et das forintemet ysage atthe hgtel o e
Travelers' User Guide Slide 59

UNIVERSITY of
IF A

Traveler Name: Millie Garrison e
Submit ]| Exit Application

Traveler ld: E858703282
Trip Number: 7103674

Queue Results

Menu
{ GENERAL ][ PG M ADVANGES MPREPAVMENT][THANSPOHTAHONI MEALS ]{ LODGING H umen?[ FAU ]{ cammem] s ‘F‘{H

* When you are satisfied, click the “Submit” button, which will electronically
deliver your Travel Expense Report to your Travel Coordinator.

« Next, mail or hand-carry all required original receipts, along with any other
relevant documentation, to your Travel Coordinator, so they can be scanned
and attached to the electronic Travel Expense Report.

« When your Travel Coordinator has finished reviewing your Travel Expense
Report and has attached all relevant documentation, she will electronically
submit it back to you for approval.

e After your approval, it will go to your assigned Approver(s), and then on to
the Accounting Office staff for reimbursement.
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1 TRAVEL

Chapter 7
Preparing a Foreign Travel
Expense Report
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[Trcrveien Mame: Joseph G Merse

ramsbe b€ SNOMAFY | Svomis J Exit Avpicaiion ]

i Humboer 1103071

A Tomaamear Back To Saarch Masy
e PRI O (PSSR SRSSHS— S —— (T grpeee p—

Mare, Joseph [EB5S002727) = sad [GARFISON (D01046)
BsB00z727 workProne  [[381) BZ7SATA
[ESTELLAD raparect Do [IF/U7/R006 0332 AN
[UGRENTOMOLOGY, RIVERSIDE. CA 97571, USA, 5]

Dot

EFT-ELECTROMI FUND TRANSFER 7] T [Frefusscr & Entomatogint

[AVOCADO RESEARCE N SMM DIEGO

Fereign nmu © \mu arTwed [3]

cagn | Destnaton [

Dt Dt

Departre Ritum

el 0

I Coay Estmated Location And Duate To Actual Lotabon Asd Date
Wetual Lecatien Aad Dt
[FIVERSIDE

.., e [DRER2006
e [DE30 ML

S

‘Acksat Total Cus OF Trig: 1.00

st Gaved O 4T

7008093317 AN

Non-Foreign Travel Example

Preparing foreign Travel Expense
Reports is different in several ways
from preparing domestic Travel
Expense Reports.

This guide to preparing foreign travel
describes only these differences.

If you are not familiar with domestic
travel preparation, it may be useful to
review the chapter on Preparing a
Domestic Travel Expense Report
before proceeding.

To the left is the “General Tab” that
shows the default layout when
Foreign Travel is marked “No”.

Travelers' User Guide Slide 62

Travelers' User Guide

31



Trirvmter W Py Can e
Trinveter b ERSEYSOOTS
i R 150150

Rt Lscation ivd Dats

I ooy Eabrmuti Locabion heef Dals Ta Actial Lix sbon hevt Date

o [EETHO05
T MOI0FM

[FrirsnE oA swtenstirs [WAGENNGEN THE METRERLAN

Ak Total Davs OF T 267

Frate Ernplanation

3l

st Baved O BROBC004 041971 P

e When Foreign Travel is marked “Yes”,
a new section labeled “Foreign
Travel” is appended at the bottom of
the non-foreign screen.

*  This section, which is for default
exchange rates, is optional.

* If no exchange rate is entered,
expenses entered for transportation,
meals, lodging, and other expenses,
must be computed manually.

:r Guide Slide 63

Foreign Travel

Default exchange rates:

Exchange Rate Currency Rate Explanation
$1USD = B = [ [ Add
E Rate Currency Rate E | Action
1 USD = 7818 e ura (EUR) 70908 |[Eemove
1 USD = .TE49 =ure (EUR) 70708 [Rernove]
4 USD = 7833 sura (EUR) 7 IDEOE |[Remove
1 USD = 7821 e ura (EUR) 7 03-0H06 Remove!
1 USD = 7E11 2ure (EUR) 7 /0505 [Remaove]

Exchange rate information is available at www.oanda.corm.

Last Saved On 07/09r2006 035813 PM

¢ This example shows how the “Foreign Travel” section looks when several exchange
rates have been filled in.

« The exchange rate site www.oanda.com has an option for historical currency
exchange rates that was used to prepare this table.
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Traveler Name: Estella Davalos m Exit Application

Traveler Id: E857643653
Trip Number: T103874
(Queus Results Menu

55% GeNEFAL | plRfWEvG | ADVANCES | PREPAYMENT |TRANSPORTATION|  MEALS | LobGiNG | oTiER FAU | COMMENTS

Type Purpose of Trip
Other Liabilty Insurance ~ Yes © No €

Wehicle License Nbr J
Departure

Odorneter reading begin

Odorneter reading end

1T

Destination Lacation [ Shutle Total mies
Retu Armount per rile 445 445 Madmumn

Amount | | j
Retum Location Exchangs Rate [ [ B

Other Currency Code Rate information is available af wivw.oanda.com

Amount in USD §

anﬂ:atmn

5

4

e Type anraiqn 7 ]

T PRy UUT

Note/3ubPO#

When Foreign is
selected for
“Expense Type”,
two sections,
those circled in
red, are added on
the screens for
the tabs for
“Transportation”,
“Meals”,
“Lodging”, and
“Other.”
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Traveler Name: Estella Davalos

Traveler I EB57643653 | ‘Sutimit- ] Exit Application |
Trip Number: T103874
(Queue Resutts ey

Brewe [ GENERAL M PR V ADVANGES MPREPAVMENTMTRANSFORTAHOMT MEALS. M LopaiNG l DTHEKT FAU 1 COMMENTS

Type Taxi [ Purpose of Trip
Other l— Liability Insurance Yes o &

Datemﬂ \Vehicle License Nor ,—J
Depatre T\me,—® Odorneter reading begin ,—
Departure Location W Odometer reading end ,—
Destination Location IHENE\— Total miles ,—
Retum Datel—ﬂ Arnount per rile ,445— A45 Mairnurn

Time ® Amount [r3 ewo (1 USD = 7821 EUR) 17030406

Retum Location -
Bzl il e (1USD = 7919 EUR) 07/09/06

Other Curency Code euro (1USD = 7843EUR) ”7/32/['5

Amount in USD§ 16.62 8

Justification

Foreign ¥,

I” Prepayment By UCR

Hote/SubPO#

Expanse Type

e T

If default
exchange rates
were entered on
the “General” tab,
you may enter the
amount spent in
the local currency
and then select
the appropriate
exchange rate.

Slide 66

Travelers' User Guide

33



Trmveben Home: Latetla Davalos
Traveter Wk ESST643653
i Mo 1103872

Daparturs

Date[07032008 [
@

Time

o [Oriatiodirpen, Oriesis; CA
ston [Mednd Span
Tmel @

Retum

Savo | Gancol |

Queus Fasully = 4 : 2 . e :
|m].rmfm||_m|fwl:“__ uens, )| vooosa I omeen | o || comues
Foph [AFam = Purpose of Trip |

Other Lisbilfy Ingurance Yoz @ o @

* A useful feature in foreign travel mode is the automatic prompt when a justification is
required, as it is in the example above.
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Vihicle License Nt
Odometer reading begin
Odomater reading end

Total miles =1
Amaurd par mile FE s mmmum
Amouri [ [
Exchange Rate [ I-
CRner Cumency Coge | Fste infoematson 5 svailabls 31wy 0anda com
An 5 [FEe7s
[Thia im the accuml cost incurced by the =
Justification travelar for aic fare, as svidenced by the
attached recespe. =l
= [Foesign =]

I Prepayment 8 UCR
Note/SubPO#

Traveler Name: Estella Davalos
Traveler Id: EB57643653

Trip Number: 7103874

Clueue Results

Foreign travel allows a traveler to
choose either Per Diem or actual
expenditures for reimbursement.

Ieny

B [ GENERAL M LN M ADVANGES Mpnsmusm][mmsmmnour MEALS M LODGING l oTHER r’ Per Diem allowances are found at

www.state.govim/a/als/prdm.

be reimbursed for meal expenses.
IFor Foreign expense type, please follow Campus Policy 800-20

JFor In-Gtate and Out of State expense types, actual meal expenses up to a maximum of $50 per day and $33 for partial days can| .

Travelers may not request
reimbursement of actual expenses

Reporting Type: [PerDiem =

for one portion of a trip and Per Diem
for the remainder. The method
selected must be used for the entire

\Begin Date W E

\End Date W E

(Gounty Spam—

ity Wadrid

Number of Days 4—

\Per Diem Rate [mom
ofal Calculated Amount oo

Total Claimed Amount [anm0

Foreign ~ x
Hotel comes u/breakfast, so deduct |
§20 per G-28 hppendix | |

Please visit wiw.state, gowrmja/alsiprdrn for Foreign Per Diem information.

trip.

* However, a Per Diem may be used
for meals and incidental expenses
(M&IE) and actual costs used for
lodging.

*  When Per Diem is chosen for meals,
the pro-ration method for any unpaid
meals is in Appendix D of UC
Business and Finance Bulletin G-28.
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Traveler Name: Estella Davalos

TravelerI:EB5764365 | Suvmiv: ] €xst Appacation
Trip Number: T103874 .
Queue Results Meny

EEENSE | ceneRL [Fﬂﬁ)"%‘; [mvmcss [PREPAVMENTW[ LoDGiNG [ omsnT FAU
Reporting Type: [Achals x

Begin Date ,W 0 Hatel Name W

End Date ,W i Address ,—

Expense Type |Foreign ¥/ City/State/Country  Madhid, Spain

Payment Type ,m Mumber of rooms ,_

Note/SubPO # ,— Daily Rate Plus Taxes ,ED_

Palem | Nimberofdays
Amount |250 | j
Exchange Rate |7E | j

Other Curency Code |EUR Rate information is available at www.oanda, com

AmountinUSD$ 32895

The exchange rate of .76 is docwmented by 4|
Justiication the attached copy of the traveler's credit
card bill. |

Add

Travelers' User Guide

Different exchange rates from
those listed at www.oanda.com
may be used, but appropriate
backup documentation should
be attached.

If you enter the amount and the
exchange rate manually, as is
the case with this example’s
expense, you must complete
the “Other Currency Code” field
before clicking the “Add” button.
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Traveler Name: Estella Davalos [“Submit- | Exit-Appiication |

Traveler I: EB57643653
Trip Number: T103874
Queue Results Menuy

Sy [ GENERAL M TS M ADVANCES ”Pnsmvusmv-mmsmnnmou{ MEALS " LODGING ] m}gqn_,ir

[For Business Expenses, gifts totaling §25 or mare must have a receipt |

: Date| i
Biegin —_—
Time @
Dale; ‘E
End —
Time ‘@
City/State/Country
Tipe Business Expense "l
Credit card service fee for
Expranation foreign charges
{Amount ‘ “— Vl
Exchange Rate ‘ ‘!- v
Other Currency Code | Rate infarrmation is available at v oanda.com

{amount in USD § 462 |

no receipt needed for this |

Hustification

Expense Tjpe [Fareign ¥
[ Prepayrrent By UCR
Note/SubPO#

Saie Y Carc

e A credit card service fee is
an example of an expense
eligible for reimbursement
for a traveler who uses a
credit card on a trip to a
foreign countries.

¢ Note that there is no
exchange rate, even
though the appropriate
expense type is foreign.
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1 TRAVEL

Chapter 8
Preparing an OCONUS Travel
Expense Report
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UNIVERSITY of
CALIFORMIA

OCONUS travel is a trip whose
destination is not foreign but is Outside
the CONtinental United States —
specifically Hawaii, Alaska, and all US
possessions.

This iTravel module is under
construction.
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5 1TRAVEL

Chapter 9

Expense Report

Travelers' User Guide

Approving (or Rejecting) Your Travel

Slide 73

travehlwebmaster@ucr.edu

This message has been replied to or Forwarded.

To: GARRISON@ucr.edu
Attachments: E message, txk (792 B)

Millie Garrison - T103897 - COORDINATOR APPROVED - Traveler Expense Approval

part is now required

Travelers' User Guide

» After your Travel Coordinator has finished working on
your Travel Expense Report, you will receive an email
such as the one above, indicating that action on your

Slide 74
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ALIFORMIA

ity Rpt Trouble

Good Morning. GARRISON

00
Please visit UCR's EACS site to learn . o Campus News
mere about becoming authorized to 'oo
use UCR's enterprise systems.

Log in to iViews,
and select “Travel”
from the available
applications.

i authorized Applications

© Web Recharge
© eBuy - UCR PurgHasing System

© UCRFStotals v

1= Quick Links T Tools @ iviews Access & Training
- @ Policies and Procedures ~ © UCR Enterprise Directory

prain @ Trouble Tickets @ Enterprise Access Control System

UCR Tel o Enterprise Systems Access

UC At Your Service — @ Storehouse Online B Instructions

Fidelity llet Benefits © On-Line Payroll nquiry © EACS Accountability Report

Duicken Statement b N N ) @ Training & Video Tutorials
< | = © UCRFS Golden Tree Viewer (4
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* From the “Traveler

Welcome, Millie Garrison

Options” menu you
should see that you have
a “Travel Expense

Traveler Options ” e
© Tt proe Approval” awaiting your
o action.

General Options
9 Exit Application

Q Travel Planningi1)
9 Traveler Expense Reporting(()

9 Traveler Expense Approval(

9 Search Engine
Final Approver Options
9 Travel Expense Final Approval(

9 Search Engine
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UNIVERSITY of
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1 TRAVEL

Traveler Expense Approval

henu
Trip ID Purpose Status
T10z807 Wotking on travel documentation COORDINATOR APPROVED

» Select the appropriate Travel Expense Report (if there is
more than one).
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Trawwtor Mama: Millie Garsison

Trmatar ek CREATO3202

| View Documants ]
THiy Mumter: 1103997 [“Approves] [ Reisct -] Exit Appiication]

= Ras "
.- aesrrar || TS || sovamces [[ererwvuenr [ruseosomon]  smews || sooome [ omen || e [ coms || AzERgaL |
Pt Frondty

[ UCR TRAVEL EXPENSE SUMMARY — |
GEMERAL ]

TRAVELER NAME Millie Ciarison

TRAVELER ADDRESS LICRENTOMOLOG Y, RIVERSIDE, CA, 504531, LISA

TRIP HUMBER T103E47

VENDOR NUMUER ERSRTIEZ

UCH EMPLOYEE Yus

LS. CITIZEN Yoz

PAYMENT TYPE EFT

CHECK DELIVERY OPTION

PURPOSE OF TRIP & LOCATION ‘Warking on travel decumentation commiltee at UiC0P

TYPE OF TRAVEL

TRIP ORIGIN Ortanio, Ca

TRIP DESTINATION Crakiand, CA

TRIP BEGIN DATE 07172006

TRIP BEGIN TIME 01:00 AM

TRIP COMPLETION DATE 07 1EV2005

TRIP COMPLETION TIME 01:00 AM

FOREIGH TRAVEL NO

« Your first view is the upper portion of the “Expense Summary” tab, which
summarizes information from the “General” tab.

* You may view any documents that have been attached by your Travel
Coordinator.
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Transportation Expenses
) Amt Receipt
Type Purpose gzr; Ii?: Iljjsct Ret Date f:é InsurL’;cg:;ir:OEd:;"L"i::; pglr Amt P::::‘v'SuhPOTypeStatust_le::"
. Rules
EN 17 2000 B 1verside, Daklandy7 g opg Fversite. by, 1as0luo o vaia es
o = B I (o v
Lodging Expenses ]
R Receipt
Begin End  Expense Payment Hotel/Motel o | #of §per #of Needed
Date/Time Date/Time Type Type =) Name (dlibz{los i rooms room AtlaysA""""'(S(muS ?{? |Ne
Rules
DTITZO08  OTATIZO006  In-State :fri':a‘l‘w" i‘f:'"‘“"'-’" E;"‘-’"“‘ 145 00valid  Yes
Other Expenses ]
¥ Receipt
Da?:?T'i':"E Dmi?rdime Location Type Explanation Amuump::s:ly'SuhPO E?’y‘;‘f" Status. vNeerled
fiew Rules
Business [intemet Connection 0050 e State lvatia
[Expense
FAU Information |
Activity | Fund | Function Cost Center Project Code Percent | Amount | Status
FAU1 A01865 19900 44 MNKAZ 100 jwalid
« Scrolling down, you will see summaries for Transportation, Lodging, and Other
Expenses, as well as FAU Information. Details for each of these groups is found by
clicking on the corresponding tab at the top of the screen.
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UNIVERSITY of
CALIFORMIA

EXPENSE SUMMARY

Less: Direct Charges Total Re-
Type Of Expense Total Cost For Trip Paid By Purchase Order, Form 5 Imburseable Amount For FAUZ1 Account
Or Non-UC Source Expenses
I-Airfare 145.00 oo 145.00 145000 F10110
1-Other Transport 16.50 oo 16.50 16.50 710130
-Lodging 145.00 oo 145.00 145.00 710140
I-Business Expense 9.95 oo 9.95) 9.95 710160
Total 516.45 oo 316.45 316.45
[BALANCE DUE TO TRAVELER (POSITIVE AMOUNTS) | S16.45]
[ TRIP APPROVALS |
USER
(ol NAME TITLE EXTENSION DATE/TIME
Traveler - Submitted Planning:
Travel Coordinator - Reviewed Planning:
. . Wil Financial & Administrativa G80zz008 0155

Traveler - Submitted Expense Reporting:  [earmison  Me mane (a5 13 527-3008 221
Travel Coordinator - Reviewed Expense corELLAn  Estela [ncrmimict atioe Acsiotart (61 Br-aras DSMZ2Z000 0157
Reporting: Davales Fra
Traveler - Approved Expense Reporting:

Pre Approval:

Final Approwval:
Accounting Approval:

Rejected:

I certify that this is a true The

|[Traveler’'s Signature And Date

claimed were incurred by me on of
shown. | have attached orginal receipts as required by U.C.

al university business on the

|& #3900 40

#G-28, UCR travel icies #900-20

At the bottom is the Expense Summary and Trip Approvals log.
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1TRAVEL

Traveler Name: Millie Garrison
Traveler Id: E858703282
Trip Number; T103897

Queue Results

Ll Dnens
B COCEED

Me

¢ Scroll back to the top and revie!
information.

mandatory.
« If you click the “Reject” button,

assigned Approver(s) and then

11N
B ][ GENERAL M T ][ ADIANCES MPnemmeur][mmspomnonl MEALS M LODGING ][ oTHER ][ AU M comm] ot }‘{{SLW

« Comments, which would be added by clicking on the “Comments” tab, are optional
unless you intend to reject the Travel Expense Report, when they become

Travel Coordinator, who will make corrections and then re-submit it to you.
« If you click the “Approve” button, The Travel Expense Report will be routed to your

w an of the remaining tabs if you want more detailed

the Travel Expense Report will be routed back to your

on to the Accounting Office staff for reimbursement.

Travelers' User Guide Slide 81

Links and Additional Resources

« UCR'’s comprehensive iTravel website: http://www.cnc.ucr.edu/travel/
¢ UCR'’s Travel Office website: http://www.accounting.ucr.edu/travel.htm

Email thoughts and comments
« Login to iViews (to use iTravel)

to: TravelFeedback@ucr.edu
. http://iviews.ucr.edu/iviews/iviews _eacs.main
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