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Prepare Travel Aut hori zati on

Create Travel Authorization

The Travel Authorization Entry form is used to authorize in state, out of statkinternational travel

for employees, prospective employees, consultants, guest speakers, and students who are traveling for
UT Arlington busines3he Travel Authorization form must be completed and approved before the

travel takes place.

1. To Create dravelAuthorization,navigat to the Travel and Expenses Homepagad click on
the Create Travel Authorizatiotile.

Travel & Expense v

Create Travel Authorization Financial Approvals View Travel Authorization

"o =0 3

Alternaely, navigate to the page using the NavBéavBar>Menu >Financials Iravel and
Expenses > Trav@luthorization> Create/Modify.

2. TheTravel Authorizationpage is displayed. From tiald a New Valudab, enter or lookup the
travelersEmpl IDand clickAdd.

3. Complete the required fields under Create Travel Authorization.

a. Sekct aBusiness Purposthat closely identifies the purpose of the tripRWill be the
prefix for all Travel Authorizations.

b. Provide a brief30 characters or lesgxplanation of the trip in th®escription field.
Enter or | ook wup t heDefaultdocationeld” s desti nati or

d. TheCommentfield can be used to enter additional remarks for the purpose and the
benefit of the travel to the University.

e. Enter the departure and return dates of the trip in tbete FromandDate Tofields.
f. Select é8Benefitthat most closely identifies the benefit of this trip to the University.

g. Select themost appropriateDisposition of DutiesT hi s f i el d i ndi cates h
responsibilities at the university will be mehile absent.

h. Select Yes or No if tHmusiness will be conducted in Washington, Die default value
is'No.1 f youYesefeom the | ist, you must indicatf
Note: If the traveler is traveling to Washington, DGt@age in activities related to
obtaining federal funds or to impact federal policies, Texas law requires travelers to submit
travel information to the Office of State and Federal Relations (OBMRPSFR form can be
found at: http://www.osfr.state.tx.us/.
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http://www.osfr.state.tx.us/

Create Travel Authorization

Sam Maverick (7

*Business Purpose

Comment

v

New Window | Help | Personalize Page

Save for Later | ¢§ Home | (@& Homg

-
Budget Information

Budget Status Nof Budget Checked
Budget Options

Quick Start | ._.Populate From

Reference Q. -Benefit
*Description |
_ *Date From El *DateTo [H  -Dpisposition of Duties

Default Location *Are you doing business in Washington, DC?

Projected Expenses (7 |  Washington, DC Purpose
At i .

Expand All | Collapse All Add: | f Quick-Fill e + Attachments Totals (0 Lines) 0.00 USD
Date *Expense Type Description *Payment Type *Amount Currency

] v e M 0.00 ygp =l

Expand All | Collapse Al

Totals (0 Lines) 0.00

usD

4. When creating a Travel Authorization, only one line should be filled uPdgected Expenses.

a.
b.
I

.

“TAForeignTravetAuth-Encunt

“Trvit Non Employeg f or

TheDate should be set as the first day of travel.
Expense Typshould be set to one of the following:
“TATrawel-Auth-EncumbranceAmt”

for

for

D o meBnployees Tr av e |

ForEnplgyees Tr av el

Domest i eNavEmplyeeése i g n

Descriptionshould be the same as above. A brief summary of the trip.

Amountfield.

Select thePayment Typde.g. Paid by Employee).

Enter the anticipated cost (e.g. Airfare, Hotal Car Rental) of thentire trip in the

If necessary, click th&ccounting Detaidrop-arrow to view or modify the chartfield

values for the expense line. Note, a default chartfield string will automatically populate
on the TAbased on the Travel Profile.

5. Once all required fields are completed:

a. ClickSave for LaterTheAuthorization ID number is assigned.
b. Click theBudget Optiondink.

Click theBudget Checkutton.

I f budget check
Budget Checked”

ing
t o

S

“Val

ClickOKto return to the main page of the TA.

cessdtul ,

S

u y
[

c
d

Note: If budget checking is unsuccessful, click Cancel and verify/correct the
Chartfield information and reun the budget checking process.

corner.

Authorization.

Once the TA is successfully budget checked, $lickmary and Submin the top right

From the Summary and Submit page, review the information and$ilibknit Travel
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Note: If changes are required, click the Travel Authorization Details link in the top right

corner to return to the main page.

e. Save Confirmatn is displayed detailing the Traveler and the Total Authorized Amount.

ClickOkto complete the TA.

View Travel Authorization

To view a Travel Authorization after it has been submitieshustbe accesedfromt h e

rather than Create/Modify

“ Vi

eWn

1. To View a Travdluthorization,begin by navigating tthe Travel and Expenses Homepagad

click on theView Travel Authorizatiortile.

ITraveI & Expense YI

Create Travel Authorization

27 “©

Financial Approvals

View Travel Authorization Create Expense Report

h

'

8:

Alternately, navigate to the page using the NavB&enu > Financials > Travel and Expenses > Travel

Authorization >View.

SCcCre

2. The Travel Authorization search page is displayed. You may perform a search by using one of the
following: Authorization ID, Authorization Name, Creation Date, Empl ID, Name, or Status.

Travel Authorization

ClickSearch.

If only one result
matches your search
criteria you vill go
directly to the TA
Summarylf multiple
results are available,
select the appropriate
TA.

Find an Existing Value

Search Criteria

Search by: |Empl ID

Search

Search Results
View All
Empl 1D
1000309768 0000125192
1000309768 0000125164
1000309768 0000125135
1000309768 0000125128
1000309768 0000125120

Authorization ID Authorization Name

Enter any information you have and click Search. Leave fields biank for a list of all values

v |begins with 1000309768

Advanced Search

First ‘& 1505 @

Name Status Creation Date

3rqrf Alexander, Nita Baxter Pending 04/26/2019
UAT Conference Alexander,Nita Baxter Approved 04/17/2019
TestTA2 Alexander,Nita Baxter Denied 04/10/2019
interview for BSA Alexander,Nita Baxter Denied  04/09/2019
Test Conference 1 LAX Alexander,Nita Baxter Closed  04/08/2019
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3. TheTravel Authorization Summarig displayed. To view accountidgtails,click theTravel
Authorization Detaildlink in the top right corner.

4. TheTravel Authorization Detailpage is displayed.his page is used to view the details of an
existing travel authorization in reaghly mode

a. Note:If the Travel Authorization Status is Pending, it can be modified from the
Create/Modify screen.

Modify a Travel Authorization

1. ToModify a TravelAuthorization,begin by navigating tthe Travel and Expenses Homepage
and click on theCreate Travel Authorizatioftile.

Travel & Expense |

Create Travel Authorization Financial Approvals View Travel Authorization

“37 =0 Ky

Alternately, navigate to the page using the NavB&enu > Financials > Travel and Expenses >
Travel Authorization > Create/Modify.

2. Click theFind an Existing Valueb. You may perform a search by using one of the following:
Authorization ID, Authorizainh Name, Creation Date, Empl ID, Name, or Status.

3. ClickSearchlf only one result matches your search criteria you will go directly to the TA
Summary. If multiple results are available, select the appropriate TA.

Split Expenses between Chartfield Values

From time to time it may be necessary to use multiple accounts to encumbeawval Euthorization.

If needed, click thé\ccounting Detailglropdown arrowto view the Chartfield String.

*Date *Expense Type *Description *Payment Type *Amount Currency
05/01/2019 @ TA-Travel-Auth-Encumbrance-Amt v *[Test Encumbrance / Paid By Employee v 500.00 usD El
“Billing Type| Expense ¥
Accounting Details (7
SpeedChart Q
Chartfields

PC Bus

Amount st Center Function Program Unit

Project Activity Affiliate Fund Affil

72 |q [foo Q Q Q, Q, Q, Q Q [#] [=]

4

1. The travel er’ s def aigdlayed.df headed, the fiest saingsanbel ng wi | |
replaced by using the SpeedChart field.
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2. To add a second or more accounts to split, click the + icon on the right end of the chartfield
string.

a. On the second line you must manually enter each chartfithé Speg@Chart cannot be
used and will override and remove the additional lines.

b. TheGL Unitand Accountfields will default with the appropriate values.

c. Complete the rest of the additional line and the amount to be encumbered until all
necessary fields are fitle

Accounting Details |2
SpeedChart Q.

Chartfields

Amount =GL Unit Account Fund Dept Cost Center Function Program
250.00) JUTARL |Gy 52491 Q, {4700 |Q [315202 |G 470084 |Q |500 Q. Q

250.00 |uTARL |@ B2481  |@ [3105|q [20105|q R10172 |@ [700 Q Q

d. The Amount fields must be split to add up to the total amount to be encumbered for the
Travel Authorization.

3. Continue with the Travel Authorization as normal.

Search for a Travel Location

Every Travel Authorization requires an ExpeDeéault Locatio to be associated to properly calculate
per diem and tax rates.

1. Click themagnifying glass iconext to Default Location topen theLook Up Default Location
screen to search bigxpense Locationr Description

2. TheExpense Locatiois ab-character code used to identify the location of the trip. If
performing a search by locations in the United States, the location code will be alpha characters.
The first two characters represent the state and the remaining characters represent the.gity (
San Diego, CA = CA3¥arForeign locations, the location code will be alghaneric. The first
two alpha characters represent the country and the last three characters will be numeric
representing the city (e.g. Madrid, Spain = ES087).

a. Note: Locatbn codes in Alaska, Hawaii, U.S. Territories and Possessions may also be
alpha-numeric.

3. If performing a search bescription the state or country must begin with theo-letter state
or country code followed by the city name.

a. Note: States may share coslevith Countries. Make note of it being alphabetical or
alpha-numeric to make this distinction. i.e. Califoraizd Canada
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4. Click theLook Upbutton to generate a list of
cities meeting your search criteria. If necessary
use theAdvanced Lookup linko search by
Containsrather thanBegins With

Look Up Default Location

Search by: | Expense Location ¥ |begins with |

Look Up Cancel | Advanced Lookup

5. Click on the appropriate city or nearest city to
thet r a v ddstmation$o associate it with the Travel Authorization.

Prepare Cash Advance

Create Cash Advance

A Cash Advance is a payment made taweler to cover oubf-pocket travel expenses. A traveler may

be eligible for a cash advance if any of the following are true: The advance request is a minimum of

$100.00, the destination is in an isolated area or region that does not accept credit taxds is for an

extended period of time, faculty traveling with a group of students abroad or traveling for educational
purposes, or if there’'s a financial hardship to t
trips that have a fully appwved Travel Authorization.

1. To Create a Cagkdvancepegin by navigating tthe Travel & Expenseélomepageand click on
the Create Cash Advandie.

I Travel & Expense YI

Create Travel Authorization

Financial Approvals

View Travel Authorization

[

Create Expense Report

0
Create Cash Advance View Expense Report Travel and Expense Center View Cash Advance
— 0 A
(o 5
2 2 I ®

Alternately, navigate to the page through the NavBaenu> Financials ¥ravel and Expenses

> Cash Advance Ereate/Modify.

2. TheCash Advancpage is displayed. From tiAeld a New Valuéab, enter or lookup the
travelersEmpl IDand clickAdd.

3. Complete the required fields under Create Cash Advance.

a. Select Business Purposthat closely identifies the purpose of the trip. This should be

the same as the Travel Authorization.

b. Provide a brief30 characters or lesexplanation of the trip in thédvance Description

field. This should match the Travel Authorization.

Last Revision: 2/25/2021
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c. TheAccouning Datewill default to the current date. This should not be modified.

d. TheCommentfield is used to provide additional details relating to the Cash Advance

and the reason for requesting/the purpose of the Cash Advance.

e. Enter the TA number into thRefererce Field Do not use the magnifier lookup.

Create Cash Advance Save for Later | ¢ Home
Nita Alexander
0 *Business Purpose A Reference Q
*Advance Description weo
@ 0 User Defaults
O‘Acmunting Date 04/15/2019 |5 [& Import ATM Advances
Comment
P
Cash Advance (7 & View Printable Version (2 Notes 4 Aftachments
*Source Description E *Amount Currency Details
B 0.00 USD Details [+ =]
Totals
Advance Amount 0.00 USD
I Submit Cash Advance |

4. Complete all fields under theash Advancéne,

a. Select Payment as tHeource.

b. Provide a brief statement regarding the trip in tBescriptionfield. It is recommended

to include the location.
c. TheAmountfield is the total to be advanced to the employee.

5. Once all required fields are completed:

a. ClickSubmit Cash Advanc@heSubmit Confirmationrsummary page will be displayed.

b. ClickOk.
6. The ViewCash Advance page will be displayéth the Cash Advance ID.

View Cash Advance

To view a&Cash Advancafter it has been submitted, it muste accesedf r o m t
than Create/Modify.

h e

“ Vi

eWn

1. To view a CashAdvancebegin by navigating tthe Travel & Expensélomepage, and click on

the Create Cash Advandie.

Last Revision: 2/25/2021
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I Travel & Expense vI

Create Travel Authorization

@

Financial Approvals

-©

View Travel Authorization

2

4

Create Expense Report

&:

Create Cash Advance

View Expense Report

Travel and Expense Center

View Cash Advance

il

.F p
)
la 1< @

Alternately, navigate to the page through the NavBaenu > Financials > Travel and Expenses > Cash
Advance > View.

2. From the Cash Advance search page, you can search for an advance by Advance ID, Advance
Description, Status, Creation Date, Empl ID or Name.

a. ClickSearchlf only one result matches your searciecia you will go directly to the CA
Summary. If multiple results are available, select the appropriate CA.

3. TheView Cash Advancgage is displayed. This page is used to view the details of a Cash
Advance Report in readnly mode.

a. If the CashAdvanceStatus is Pending, it can be modified from the Create/Modify screen.

Modify Cash Advance

1. To Modify a CasAdvancebpegin by navigatintp the Travel & Expenseélomepageand click on
the Create Cash Advandie.

Alternately, navigate to the pageribugh the NavBamenu > Financials > Travel and Expenses
> Cash Advance > Create/Modify.

2. Click theFind an Existing Valuab. You may perform a search by using one of the following:
Authorization ID, Authorization Name, Creation Date, Empl ID, Name, or Status.

3. ClickSearch If only one result matches your search criteria you will go directly t&Cthe
Summary. If multiplegsults are available, select the appropri&ia

Prepare EXpense
Create a Travel Expense Report

The Expense Report page is used to process reimbursements foravehand travel expenses. Travel
reimbursements will be made to individuals travelion behalf of the Universitihis includes
reimbursements for, but not limitetb meals, lodging, transportation, and mileage.

Report
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1. To Create a Travel Experigeport,begin by navigating tthe Travel & Expensélomepageand
click onthe CreateExpenseReporttile.

ITraveI & Expense VI

Create Travel Authorization Financial Approvals View Travel Authorization Create Expense Report

= “o ¥ Q=

Create Cash Advance View Expense Report Travel and Expense Center View Cash Advance

IF A
W
i &

el

Alternately, navigate to the page through the NavBaenu > Financials > Travel and Expenses >
Expense Report Create/Modify.

2. TheExpense Reponpage is displayed. From tiheld a New Valu¢ab, enter or lookup the
travelersEmpl 1Dof the person receiving the reimbursement and chald.

3. The Create Expense Report page will popul&iem theQuick Start, Populate From drajown
menu, selecfA Travel Authorizatiorand clickGo

4. A list of approved Travel Authorizations will appear. CliclS#lectbutton for the Travel
Authorization for the applicable trip. If the Travel Authorization dogsappear, verify the

dates on the Copy from Approved Travel Authorization screen are appropriate for the trip dates.

Note: If the Travel Authorization for the trip does not appear in the appropriate date range,
confirm that the Travel Authorization has letilly approved and has not already been applied
to another Expense report.

Copy from Approved Travel Authorization

Help
From Date | 11/24/2019 B Toj03242021 | | Search |
Travel Auth Description Authorization ID Date From Date To Amount Currency
Select Arlington, Tx 8/24-8/28 0000152979 08/24/2020 08/28/2020 500.00 USD
Return

5. The Expense Report will now be populated with information from the Travel Authorization,
along with the Travel Authorization Encumbrance line.

6. ClickSave for Latein the topright corner. The Report ID# will be displayed.

Delete the Travel Authorization Encumbrance lines i n g* taite t*he ri ght of

Last Revision: 2/25/2021 Page 10
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| [ My Wallet (0) | £% Quick-Fil Total 700.00 USD

se Type *Description *Payment Type *Amount *Currency

{ravel-Autn-Encumbrance-Amt v|  "|Teach 21Ls101004 AFJ [Paid By Employee ~] 700.00 USD Q
238 characters remaining
&nse ] B8 Receipt Spit Default Rate “Exchange Rate | 1.00000000) ., [
[ONon-Reimbursable  Base Currency Amount 700.00 USD
Cno Receipt
Details |7 SpeedChart Q

A Delete Confirmation pepp box will appear. Cli€RKto continue.

8. ClickSave for Latein the top right corner. The Report ID# will be displayed.
9. Complete theExpensesection. Individual lines are required for each receipt/expense.
a. Enter theDate of the expense.
b. Enter the appropriat&expense Typéor each line to be reimbursed:
i. For a TraveExpense Report, all Expense Types should beginmRith
TheDescriptionfield is used to provide additional comments about the expense.
Select thePayment Typde.g. Paid by Employee).

Enter in the exacAmountto be reimbursed.

=~ o 2 o

Depending on th&xpense Jpe selected, fill out all other required fields marked with
an asterisk *. Location will default from the TA.

g. Click theAccounting Detaibirop-arrow to view or modify the chartfield values for the
expense lineNote: a default chartfield string will autoatically populate on the TA
based on the Travel Profile.

*Date *Expense Type *Description *Payment Type *Amount Currency
04/26/2019 E{J TA-Travel-Auth-Encumbrance-Amt v | *[Encumbrance /@ Paid By Employee v 50000 UsD E|
*Billing Type| Expense v
DAccounting Details (7
SpeedChart Q,
Chartfields
Amount *GL Unit Account Fund Dept Cost Center Function Program EEiFUS Project Activity
500.000 |UTARL |Gy 52491 Q3105 | @ [320105|Q, P10172  |Q [T00 Q, Q Q Q a

h. Use thetandc links to the right of the line to add additional lines as needed.
10. Once all required fields are completed:
a. Click theBudget Optiondink.
i. Click theBudget Checkutton.

& =
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If budget checking is successfu
you will see the status change

from “Not Budg
“Valid”.

ClickOKto return to the main
page of the ER.

Note: If budget checking is
unsuccessful, click Cancel and
verify/correct the Chartfield
information andre-run the

budget checking process.

Commitment Control

Commitment Control Details

Source Transaction Type

Budget Checking Header Status
Commitment Control Amount Type
Commitment Control Tran ID

Commitment Control Tran Date

e

Go to Transaction Exceptions
OK Cancel

Expense Sheet
Valid
Encumbrance
0005091995
0471172019
Override Transaction

Go To Activity Log

b. Use theAttachmentslink to attach all documentation/receipts/cover sheets necessary
for the reimbursement. Travel Services prefers everything merged into one PDF
document.

c. Once the ER is successfully budget cheaketthe supporting documents attached
click theSummary ad Submitlink in the top right corner.

d. From the Summary and Submit page, review the information and clicRubeit
Expense Reporputton.

Note: If changes are required, click the Expense Details link in the top right corner to
return to the main page.

e. Suwmit Confirmation is displayed detailing the Traveler and the Amount Due to
Employee. Clic®kto complete the Expense Report into workflow approvals.

Create a Non-Travel Expense Report

The Expense Report page is used to process reimbursements foravehand travel expenses. Non
Travel reimbursements will be made to individuals for approved purchases made on behalf of the
University.This includes reimbursements for, but not limitedmeals, entertainment expenses,
registration fees or professional dsg@aid by the employee.

1. To Create a Travel Experigeport,begin by navigating tthe Travel & Expensélomepageand
click onthe CreateExpense Repotile.

ITraveI & Expense VI

Create Travel Authorization Financial Approvals View Travel Authorization Create Expense Report
D ‘ x
Create Cash Advance View Expense Report Travel and Expense Center View Cash Advance
_—— | A
b= 2 I=n| 2 € @
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Alternately, navigate to the page through the NavBdenu > Financials > Travel and Expenses >
Expense Report Create/Modify.

2. TheExpense Reponpage is displayed. From tiheld a New Valudab, enter or lookup th&Eampl
ID of the person receiving the nmeibursement and clicRdd.

3. Complete the required fields under Create Expense Report.
a. For NonTravel Expense ReporBusiness Purposshould be set aBlT-Other (Specify)

b. Provide a brie{30 characters or lesgxplanation of the expense in theport
Descriptionfield.

c. TheCommentfield can be used to enter additional remarks for the reimbursement.

d. Use theAttachmentslink to attach all documentation/receipts/cover sheets necessary
for the reimbursement. Accounts Payable prefers everything merged into one PDF
document.

4. Complete theExpensesection. Individual lines are required for each receipt/expense.
a. Enter theDate of the expense.
b. Enter the appropriat&Expense Typéor each line to be reimbursed:
i. For a NorTravel Expense Report, all Expense Types should begiNWith
TheDescriptionfield is used to provide additional comments about the expense.
Select thePaymentType(e.g. Paid by Employee).

Enter in the exacAmountto be reimbursed.

~ o o o

Depending on th&xpense Typeelected, fill out all other required fields marked with
an asterisk *.

g. Click theAccounting Detaibrop-arrow to view or modify the chartfield valuesrfthe
expense line. Note, a default chartfield string will automatically populate on the TA
based on the Travel Profile.

h. Use the+andc links to the right of the line to add additional lines as neede [*! [=]
5. Once all required fields are completed:
a. Click theBudget Optiondink.
ii. Click theBudget Checkutton.

ii. ' f budget checking is successful, you wi
BudgetCh c k e d ”  tGhickOKw aetuiin th the main page of the ER.

Note: If budget checking is unsuccessful, click Cancel and verify/correct the
Chartfield information and reun the budget checking process.

b. Once the ER is successfully budget checked tbbcBummary and Submiink in the
top right corner.

c. From the Summary and Submit page, review the information and$libknit Expense
Report.
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Note: If changes are required, click the Expense Details link in the top right corner to
return to the mainpage.

Submit Confirmation is displayed detailing the person being reimbursed and the
Amount Due. Clickto complete the Expense Report into workflow approvals.

Create Expense Report
Nita Alexander (7

[} Save for Later | ¢ Home | ¢& Home

Budget Information

Budget Status Mot Budget Checked
*Business Purpose | NT-Cther (Specify) v Default Location Q || Budget Options
*Report Description Emerg. Supplies reimb - NBA % Attachments Actions | _Choose an Action v GO
Reference Q
e Comment|Last minute office supplies needed for Last Updated 04/22/2019 2:26:26PM By
testing purposes. y
Expenses (7
Expand All | Collapse All Add: | [y My Wallet (0) | £F Quick-Fill Total 3257 USD
*Date *Expense Type *Description *Payment Type *Amount *Currency
04/17/2019 | [NT-Consum Office/Cmpir Suppl v | *[ofiice supplies /ﬁl Paid By Employee v 3257 |usD a

*Billing Type| Expense

v

239 characters remaining
Receipt Split

| Default Rate

*Exchange Rate

1.00000000 ¢, [

"I Non-Reimbursable  Base Currency Amount 3257 UsSD
I/ No Receipt
Accounting Details (7
SpeedChart G
Expand All | Collapse All Total 32.57 uso

Apply Cash Advance to Expense Report

When a Cash Advance is paid to a traveler, it musipéied to the Expense Report after travel to
calculate how much more the traveler needs to be reimbursed, or how much the traveler owes back to

UTA.

1. To Create a Travel ExperReport,begin by navigating tthe Travel & Expensélomepageand
click onthe CreateExpense Repotile.

I Travel & Expense vI

Create Travel Authorization

=7

Financial Approvals

©

View Travel Authorization

'S

"'ﬁty

8:

Create Expense Report

Create Cash Advance

|

View Expense Report

B

Travel and Expense Center

View Cash Advance

4

w
@
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Alternately, navigate to the page through the NavBdenu > Financials > Travel and Expenses >

Expense Report Create/Modify.

2. Select theFind an Existing Valugb and enter in the Report ID or Empl ID of the expense report
that will have the cash advance associated. Qedrch

3. After completing all expend@es,the cash advance must be applied to calculate how much the
traveler needs to be reimbursed or ntysy back. Click thactionsdrop down menu and select
Apply/View Cash Advance(snd clickGo.

Modify Expense Report

Nita Alexander (¢

=Business Purpose | 1RV-Attend Meeting, Conf, etc v Report 00002104565 Pending Budget Options
*Report Description UAT Conference Default Location CA LOS ANGELES a Actions [ Choose an Achon 1| Go
Reference 1000125154 a 4 Atachments
Choose an Action
Comment | Test Expense Report Last Updated 04/18/2019 11:45:24AM By 1000433597 Adjustment Cash Advance
4
Expenses (7 Apply/View Cash Mvance(s)“
Expand All | Collapse All Add | [ My Wallet (0) $ Quick-Fill Associate Travel Authorization
Copy Expense Lines
*Date *Expense Type Description *Payment Type P A
04/17/2019 |5 |TR-Out of StLodging v hotel 2 [Pad By Erppioyee v Default Accounting For Report =
/
249 characters remaining Expense Report Project Summary
*Billing Type| Expense ¥ Receipt Split ¥ Default Rate *Exchang{ i '
*Location ©A LOS ANGELES Q [Z] Per Diem Deductions Non-Reimbursable  Base Currency A Exportto Excel
*Merchant ) Preferred ® Non-Preferred No Receipt User Defaults
Test

Accounting Details (7

Save for Later

Budget Information

Budget Status Not Budget Checked

Expense Report
4. Atthe Apply Cash Ad_va_mce Apply Cash Advance(s)
screen, click thenagnlfylng ReportID 0000210465
glass |Comext to the Advance Cash Advance Information
ID. This will open the Look Up *Advance ID Advance Amount Balance AT Total Applied
Advance ID screen with any |! EI D3I i 0000 =l
Cash Advances that have bee Add Cash Advance Update Totals
pald to the employee Tota\AdvanceApPI\Ed 0.00 USD
Totals (3 Lines) 249.50 USD
Total Due Employee 249.50 USD
0K
Look Up Advance 1D 3
5. Click theAdvance I0ink to associate Help
the advance with the expense report. Empl ID 1000309768
DateTime Stamp 04/19/2019 11:49AM
Advance ID| begins with ¥ ||
Look Up Clear Cancel Basic Lookup
Search Results
View 100 First ‘&' 1o0r1 ‘B Last
Advance ID_ Advance Description Balance Currency Code

|-|0000008314 IJAT Conference 3 100 usD
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Page 15




6. UTShare will return to the
Apply Cash Adnce screen.
The selected advance will bg
listed with the total paid to

Expense Report

Apply Cash Advance(s)

ReportID 0000210465

Cash Advance Information

the employee, and the total *Advance ID Advance Amount Balance E;g:ange Total Applied
due, or the total the 0000008314 100.00 0.00 USD 1.00000000 100.00 USD [=]
employee needs to be Add Gash Advance Updats Totals
returned to the un|VerS|ty. Total Advance Applied 100.00 USD
Totals (3 Lines) 24950 USD
Total Due Employee 149.50 USD

OK

7. If necessary, click Add Cash Advance to add another advance to the report, or modify the Total
Applied and select update totals. Cliokto return to the Expense Report.
Commitment Control
8. Under Budget Information in the top right

corner, clickBudget Options This will ake
you to the Commitment Control Details.
The Budget Checking Header Status will
specify if it has been budget checked or
not. If Budget Check is stilquired,click
Budget CheckAfter processing, this page
will display whether the budget check is
valid or contains errors as well as the
transaction date. ClicKto return to the

Commitment Control Details

Source Transaction Type Expense Sheet

I Budget Checking Header Status Mot BEudget Checked I

Commitment Control Amount Type Encumbrance

Override Transaction

Go fo Transaction Exceptions
oK

Go To Activity Log
Cancel

Expense Report.

ClickSummary and Submin the top right corner. Review the Expense Report Summary and
clickSubmit Expense Repqgrthen OKto complete this process.

Modify Expense Report

Sam Maverick
*Business Purpose | TRV-Attend Meeting, Conf, etc. A Report
*Description UAT Conference Created
Reference 0000125164 a Last Updated

Post State

Totals (7 & View Printable Version Y View Analytics

Employee Expenses (3 Lines) 24950 USD Non-Reimbursable Expenses

Cash Advances Applied 100.00 USD Prepaid Expenses

Amount Due to Employee 149.50 USD

Submit Expense Report

| EG) Expense Details

Actions | ...Choose an Action v GO

0000210465 Pending
04/18/2019  Jane Doe
04/19/2018  Jane Doe
Not Applied

O Notes Céi Attachments
0.00 USD Employee Credits 0.00 USD
0.00 USD Supplier Credits 0.00 USD

Ameunt Due to Supplier 0.00 USD

Attach Document to Expense Report

Receipts are required to be attached to Expense Reports for all claimed reimbursements. Travel Services

requegs that all documentation be merged into one pdf file before being attached to the ER.
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1. From theModify Expense

Reportpage, clirl, the
Attachmentslink .

2. TheExpense Report

. Details Personalize | Find | View Al | &2 | B First ‘& 10f1 ‘&) Last
AttaChmentS page IS File Name Description User Date/Time Stamp
displayed. - .
3' CIICkAdd AttaChment' Adding large attachments can take some time to upload, therefore, it is advisable to save the
The F||e Attachment transaction before adding large attachments
popup screen will be [ sgaatacnment |
displayed. oK Cancel
a. ClickChoose File
to browse your computer for the relevant attachment.
b. ClickOpen.The He name will be displayed in théle Attachmentpopup.
c. ClickUploadto attach the file to the expense report.
4. The Attachment will now be listed on tii&xpense Report Attachmenfsage
a. ClickSaveto finalize the attachment.
View Expense Report
To view an Expense Repaifter it has been submitted, it musieaccesedf r om t he “ Vi ew”

rather than Create/Modify.

1. To Viewan Expens®eport,begin by navigating tthe Travel and Expense Homepagadclick
on theView Expense Repotile.

Expense Report Attachments

Report ID 0000210439

[Travel & Expense ']

Create Travel Authorization Financial Approvals View Travel Authorization Create Expense Report
D ‘ x 5
Create Cash Advance View Expense Report Travel and Expense Center View Cash Advance
— ] A
2 2 T=0 ®

Alternately, navigate to the page through the NavBdenu > Financials ¥ravel and Expenses

> Travel and Expense Centeard thenView under Expense Repart

2. TheExpense Repodearch page is displayed. You may perform a search by using one of the
following: ReportID,Report DescriptionCreation Date, Empl ID, Name, or Status.
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ClickSearchlf only one result matches your search criteria you will go directly tBfhe
Summary If multiple results are available, select the appropriake

3. TheTravel Authorization Summarig displayed. To view accountidgtails,click theTravel
Authorization Detaildlink in the top right corner.

4. TheView Expense Repogage is displayed.hispage is used to view the details of an existing
Expense Repoih readonly mode

a. Note:If the Expense Repo8tatus is Pending, it can be modified from the Create/Modify
screen.

Modify Expense Report

1. Tomodifya Travel ExpendReport,begin by navigating tthe Travel & Expenselomepageand
click onthe CreateExpense Repotile.

ITraveI & Expense vI

Create Travel Authorization Financial Approvals View Travel Authorization Create Expense Report

= o) K A=

Alternately, navigate to the page through the NavBdenu > Financials > Travel and Expenses
>Expense Report Create/Modify.

2. Click theFind anExisting Valugab. You may perform a search by using one of the following:
ReportlD,Report DescriptionCreation Date, Empl ID, Name, or Status.

3. ClickSearchlf only one result matches your search criteria you will go directly to the Modify
Expense Rept page. If multiple results are available, select the appropriate ER.

4. Make the appropriate changes to the BRI resubmit it for approval. If a change was made
affecting the dollar amount or fundingf the ER, a budget check will need to be run again.
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Quick-Fill

Quick Fil ¥ can be used to add multiple
lines of the same type at once.

1.

3. TheExpense Repomvill be

From the Expense Report page, clic
the QuickFill link above the
Expenses

TheQuickFill page is displayed.

a. Enter the date range you
want applied to the

Modify Expense Report

Sam Maverick (7

*Report Description UAT Conference

Reference

Post State Mot Applied
Comment

Expenses (2

Expand All | Collapze All

expenses you will be adding

*Business Purpose | | RV-Attend Meeting, Conf, etc.

Add: | [ My Wallet (0) | | £ Quick-Fill

to the report. Then choose the expense types and whether you want to add one

instance of the expense type or have an entry of that expense type for each day within

the date range.

b. Enter theDate Rangegou
want to have thdines
created for Scroll through
the Expense Typést and
check the box foAll Days
associated.

c. ClickOKfor the lines to be
generated.

displayed again. The requested line
will be created with the selected
Expense Type andgdilled with an
Amount if related to Per Diem.

Quick-Fill

Enter the date range you want applied o the expenses you will be adding to the report. Then choose the expense types
and whether you want fo add one instance of the expense type or have an entry of that expense type for each day

within the date range.

Date Range
Ir,om 04152018 |[5)

Add Expense Types:

To 041812019 |5

One Day All Days Expense Type

TR-Out of St-Lodging

TR-Out of St-Lodging - Tax

TR-Out of 5t-Meal Actuals

TR-Qut of S5t-Meals Per Diem
TR-Out of St-Mileage

TR-Cut of Si-Parking

TR-Out of St-Transpertation
TR-Out of St-Travel Incidental
TR-Prospec Empl-Airfare

TR-Prnener Fmnl-1 ndainn

QK Cancel
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Default Accounting for Report

Changing thé\ccountingformation forall expense lines
can be performed on the Bault Accounting for Report
page. This action can be used once the expense lines ha
beenentered.

1. From theActions dropdown menu, €lectDefault
Accounting for Reporaind clickGo.

2. The Accounting Defaults page will open. Enter the
cost center number or Project ID in the Speed Che
field to change the funding for the expense report.

a. To use the funding source entered on the
EmployeeProfile as their User Defaudt
click the Load Defaults button.
b. To view theEmployee Profileclick the blue
User Defaults link.
3. ClickOKto apply the accounting information chang

[ Save for Later |2 Summary and Submit

Budget Information

Budget Status Valid
Budget Options

Actions | Choose an Action = GO

Choose an Action

Adjustment Cash Advance

Apply/View Cash Advance(s)

Copy Expense Lines

Default Accounting For Report =

Expense Report Project Summary

Export to Excel

User Defaults

and return to the Expenseport.

4. A budget check with the new accounting information will need to be performed before the

Expense Report can be submitted for approval.

Correct Errors on Expense Report

Whenadding lines to an Expense Report, fields marked with an asterisk * are required and must be

filled out appropriately.

1. Inthe event of any missing fields,

> 04/12/2019 | | TR-Out of St-Lodging - Tax v
or invalid entriedines will be
. . *Billi Ex| v
marked with a red flag and fields e s
*Location CA ANG
to correct WI” be ﬂ”ed Wlth Ed *Merchant '/ Preferred ® Non-Preferred
after clickingSave for Later -]

Accounting Details (2
SpeedChart Q

Chartfields | |F=7w

Hotel Tax

245 characig

EHE Re
Q

2. Select an appropriate option or enter in the required information in the field to correct the error
and clickSave for LaterThe field previously highlighted should now display normal and the flag

will be removed.

3. If an error is accounting related it will be displayed after clicBndget Checkrom the Budget

Optionsmenu.
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Budget Checking has logged 'Error’ Exceptions. Do you want to Transfer to the Exceptions? (18021,1091)
Selecting "Yes" will fransfer you to the Transaction Exception Panel for this document while refreshing and minimizing the calling panel.

Selecting "Mo" will refresh the panel.
You can fransfer later by using the "Go to Transaction Exception Header" Fush Bution on this secondary panel.

Yes No Message

Budget Checking Errors Exist (18021,91)
Budget checking errors were logged for this document. Please check the budget exception page to view them.

OK

a. These errorsnust be corrected from thd@ransaction Exception PandllickOK,then
Yesto return to the Expense Report.

b. ClickBudget Optiorsthen the Go To Transaction Exceptiotisk to view any accounting

errors.

c. TheLine Exceptionsab will detail any accounting errors. Look under Eweeptionfor
the error and click thdlagnifying Glass under Detaits view the invalid chartfields
and which Expense Report line it is associated with.

Expense Sheet Exceptions Line Exceptions
Report ID 0000210438 F

*Exception Type | Error hd Override Transaction i =

Maximum Rows 100 More Budgets Exist

Search Advanced Budget Criteria

Budgets with Exceptions

Budget Chartfields

Personalize | Find | View All | @| L:@J
Budget Override

Ledger
Group

1 UTARL OFE

Override

Details Business Unit Budget

Exception More Detail

Mo Budget Exists

Transfer

Mare Detail GoTo.. §

First ‘4" 10f1 ‘»' Last

d. Verify the accounting details, check the budget etc. and follow instructions uhder

Modify Expense Reporection of this training document to make necessary changes.

Vi ew Accoumtnisragti ons
View Employee Payment History

f

o

r

Expenses

TheEmployee Payment Historgage is used to view payments to an employee for cash advances and

expense report reimbursements. This history can be helpful when tracking payment details for an

employee.

1. To view an empl oyee

S

e X p e MasBar >Mens>tFimancials > be gi n

Travel and Expenses > Process Expenses > Review Payments > Payment History
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2. TheEmployee Payment Historgage is
displayed.

a. From theFind an Existing Valueb,
you can perform a search by
Employee IDor Name Enter the
e mp | o ipfermdtian into the [Emovofoegrs vin ¢ al

. . Mame| begins with v

appropriate field. Payment Number| begins witn v

I SellD|= v UTARL

Bank Code| begins with »

Employee Payment History

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

felel fe)

Bank Account| begins with v

b. UTARL W|” prepopulate t@t 1D Payment Reference | begins with v
field. Replace that wittU TSHR. Case Sensitive

c. ClickSearch Search Clear | Basic Search B Save Search Criteria

Note: After clicking Search, if there is

only one Payment for the employee, the payment history page will disptagre are
multiple payments, a list will appear in a Search Results table. If applicable, click the
appropriate link for the payment that you want to view from the Search Results table.

d. TheEmployee Payment Historgage is displayed.

3. ThePayment Infosectiondisplg s t he payee’'s bank, the payment
payment method, and the payment date.

4. ThePaymentgable displays the report used to process the payment (Cash Advance or Expense
Report), description, status, creation date, and the dollar amount.

5. In order to view Employee Payment History

report used to Sam Maverick

process the Payment Info

payment’ yOU WI” Payment Reference 1000262042

need to na\”gate to Bank Code JPMorgan Chase Bank, N.A.

the appropriate page Bank Account UTARL Vendor / AP

elsewhere in the Payment Amount 1,000.00 USD

Travel & Expenses Pay Status Paid Status Posted

mOdUle. Payment Method ACH Payment Date 04/30/2018
Payee Address
Payments Personalize | Find | (2| (&8 First ‘&) 10f1 &' Last
Type ID Descr Status Created Amount
g?‘?gnce 0000006582 Knowledge 18 Reconciled 02/15/2018 1,000.00 USD

[@r Return to Search +=| Mextin List

View Employee Expense History

TheEmployee Expense Histopage is used to view an employee's expenses for travel authorizations,
cash advances, and expense reports. This history can be helpful when tracking expenses for an
employee.
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1. To view an empl oyee’ s expeNMNasBar>MensctFimangials>begin b
Travel and Expenses > Process Expenses > Review Payments > Employee Expense History

2. TheEmployee Expense Histopage is displayed.

a. From theFind an Existing Valugb, you can perform a search BEynployee 1Dor
NameEnt er t h e nfermmgtidn ity the dp@opnate field.

b. ClickSearch -
Employee Expense History

c. The Employee EXpenSE HiStOQage is Enter any information you have and click Search. Leave fields blank for a list of all values
displayed.

Find an Existing Value
3. TheEmployee Expense Histopage is used to
view all TAs, CAs, and ERs for an employee.
necessary, you can specify a date range for t| search by: [Empioyee 1D v |begins witn
expenses you want to display

Search Criteria

4. TheTransaction Typé i el d def a u|| semcn | Advancedsearch
necessary, this can be filtered to only CAs, TAS,
or ERs.

5. TheExpense Historyable displays the reports used to process the expense. This section
provides a brieflescription, the status, dates, and dollar amount.

6. Click theDlink to view the report used to process the expense.

Employee Expense History
Sam Maverick

Expense Dates
From Date P4/26/2018 |[]
Through Date [04/26/2019_|[5]

Transaction Type | Al

Search

Expense History

Type D Description Status From Date Eg:gugh Su:mi;fﬁﬂ
Expense Report 0000178676 Knowledge 18 Paid 7] 05/07/2018 05/10/2018 923.33 USD
Travel Authorization 0000097298 Knowledge 18 Closed ] 05/07/2018 05/10/2018 2,000.00 USD

[&r Return to Search [=] Motify

Mai ntain Employee Profile
View Employee Profile

The Employee Profile page stores default values and settings that the system useandise the

expense report entry. When a Travel Authorization or Expense Report is processed for an employee, the
system will apply the default Cost Center or Project information listed on the Employee Profile page.
This information can be updated if nexsary. With the appropriate security, a representative from the
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department can manage an employee's profile information from the Travel and Expenses menu or by
using the User Defaults link located on various expense pages in UTShare.

1. To access the Employ®&eofile,begin by navigating tdllavBar > Menu> Financials ¥ravel and
Expenses > Manage Employee Information > Update Profile.

2. TheEmployee profilepage is
displayed. You may perform a
search byEmployee IDor Name.

a. Click theSearchbutton to
proceed.

Employee Profile (Edit)

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Search by: |Employee ID  |begins with

D Correct History

Search | Advanced Search

Find an Existing Value | Add a New Value

3. TheEmployee Datgage is
displayed. When processing a Travel
Authorization or Expense Report in UT
Share, a default chartfield string will be
applied to the report. Initially, the
default chartfield string is pulled from
the employee’ s HR
be the acconting information that you
want to use for t#H
reimbursement. Note, when updating
the Employee Profile page, this does n
impact the employee's HR record. This
change will only apply to future
reimbursements through the Travel and
Expense pages

4. TheOrganizational Datgage is used to
review organizational information for a
specific employee. This includes the
employee HR status, hire data,
department, supervisor, and the default
chartfield values that will be used in
travel modules in UTShar€lickSave
after changes are made as needed.

© ©

Employee Data

Sam Maverick

Employee Information

Last Name Maverick

Telephone

Personnel Status Employee

Phone Number (7

Phone Type

1

Home Address

Country
Address 1

Address 2
Address 3
City
County

State

Mailing Address
Country
Address 1
Address 2
Address 3

City
County

State

[Gh Return to Search

Organizational Data

International Prefix

e

User Defaults

First Name Sam

Employee Base: Home

Office
Payments Sent To: Home Address

Mailing Address

Phone Extension Description

[=] Motify
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a. Il f the employee’'s travel profile should def
on this screen under the Default ChartField Values. Cost Centers require GITARIL
and the appropriatd-und, CosCenter, Functionand Dept

b. I f the employee’s default travel account st
required:GL Unit¢ UTARL, Fund, Function, Dept.

Note: PC Business Unit, Project, and Activity are entered on the User Defaults Page.

Employee Data Organizational Data User Defaults
Sam Maverick

Expenses Processing Data Find | View All First ‘&' 10f1 ‘&' Last

¥| Default Profile
Ignore Authorized Amounts
Ignore Group Location Amounts
Per Diem Amount Type | Active Amounts v

Valid for Expenses Yes

Reason for Status Passed All Validation Edits

HR Information Supervisor Information
Employee Status | Active M *ID 5001030714 |Q,
Hire Date |12/16/2008 [
Name Jane Doe
*GL Unit UTARL Q UT Arlington
*Department 320105 Q. Business Technology Services _
Designated Approver Q

Hours Per Period ¥ Use Business Unit Default

Default ChartField Values Personalize | Find | @| E First ‘&' 10f1 &/ Last

Default ChartField Values

*GL Unit Fund Cost Center Function Program Affiliate Fund Affil Dept
UTARL |Gy 3105 q, 31072 Q, [foo aQ, aQ, aQ, Q320105 aQ,
Cash Advance Level
* Business Unit 100,000,000.00 USD
Specific Amount
None

Expense Role

'If desired, an expenses role can be associated with this employee. Please note that only one role can be assigned, per
employee, no matter how many jobs they hold within the company.”

Expense Processing Role M

[Glsave ||[@h Returnto Search | |[=] Motify =+ Add

5. TheUser Defaultgage is used to review or modify general default preferences for travel
authorizations and expense reports. Additionally, if a Project ID has been set up as the employee
default chartfield values, this page will display the accountingriétion that will be used on
various transaction pages in UTShare for the employee. &debafter changes are made as
needed.

i. If using a Project as the default funding soussect the Enabled checkbox
and enter thePC Business Unit (UTASP, Pragjéattivity, and Percentage (100
unless splitting costs with multiple account§)r the Project to be charged.
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Note: If necessary, you can click the plus sign located at the end of the row to
split the default chartfield string between several accountingdi The
distribution must equal 100%.

Employee Data || Organizational Data || User Defaults
Sam Maverick
Default Creation Method
*Expense Report| Open a Blank Report v
*Time Report| Open a Blank Report v
*Travel Authorization | Open & Blank Authorization v
Expense Defaults
Report Description Per Diem Range | v]
Business Purpose | v Billing Type | v
Originating Location Q Payment Type Q
Expense Location Q Credit Card | v
Transportation ID Q Number of Nights
Accounting Detail Default View | Collapsed v
Expense Type Defaults Personalize | Find | Ed] | @ First ‘4’ 10f1 '‘» Last
Expense Type || Merchant | [F=H
*Expense Type Payment Type Billing Type
| v] | v | ] R[E
Project Defaults for Expenses Personalize | Find | View Al | G| E First ‘4 10f1 &' Last
Project Defaults for Expenses | [F=5F
Enabled EgiPusiness Project Description Activity Description Percentage
O a a Q &l =
Time Defaults
Country aQ Select Project ChartFields Display :
State Q '® Default : Codes
Locality a ) Descriptions
Billing Type| v - Codes
Project Defaults for Time Personalize | Find | View All | (2| E First ‘4’ 10f1 ‘b Last
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