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This guide is designed to provide U travelers, A a)mprehensive

arrangers, fiscal officers, and processing staff with a .
the informationand resourcesequired for successful gu'g? totravel
traveling at Indiana University. p0||C|eS &resources
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How to Use This Guide

Who is this Guide For?

If you work at Indiana University and you
are involved in any aspect of university business
travel, this guide is for you!

It is not intended to be a traditional
fiUser Guideo or

i Man

a

It includes screen-shots and
step-by-step instructions to our online
system, but it is not a technical document.

Instead, this document intends to provide a global perspecitve of traveling at Indiana University.
It draws attention to common user errors and frequently asked questions, and introduces the
entire range of options available to IU travelers. We believe it provides a good first stop for
answers to your travel questions, and we hope you find it hepful!

Other Reso urces

This guide, while aiming to be comprehensive, it not the only reso urce available for IU travelers.

V Visit the_training tab in the Tra vel@IU portal to access a library of interactive training
tutorials, or to register for the next available training cla ss at a campus near you.

Bookmark the Travel Management Senices website for access to a range of tools and
resources, including polices, partnered vendor details, and a list of all available discounts.

\'%
V' Subscribe to our travel listserv to receive all the latest 1U travel news direct to your inbox.
\'

Email travelbl@indiana.edu whenever you have a question.
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3] How to Use This Guid

Travel Process Overview

Get Authorized

Create a Trip in the Travel@IU system. Satisfy all
required fields, includingull accounting info and a
detailed purposewith no acronyms

Request prepayment for registration fees or lodging
deposits by indicating details on the trip document.

Route for Approval.
\ J

/ Make Reservations \

For greater flexibility, Itravelers have two option$or travel reservations

1 Use personal funds with any travel vendoregehe original receipts,
and request reimbursementpon return.

1 Use a prepayment vendor to charge reservations direct to an IU acco
Hotels Airfare Rental Cars Indy Airport

Hotels.com Orbitz for Business Enterprise Campus Rental Limo Options
Designated Travel Agencies  Motor Pool (IUB only)

N -

QZ&(] NEaSNDI GA2ya NBIj dzA NB | ¢Ny
( Get Paid

There are two steps to most reimbursements:

1. Add information to the Travel@IU trip document:

o Mileage
o Per Diem
0 Reimbursabletravel expenses

Route for approval

2. Print theTravel@IUrip covasheet Follow the
\ instructions to submit required receipts. )
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Chapter 1: Before Traveln

Chapter 1.
Before Traveling

In this chapter, you will learn how to:

V  Create a new trip in the Travel@IU system to obtain authorization
V  Request prepayments for registration fees or one-night lodging deposits
V. Make travel reservations through

Overview

University policy requires prior authorization for out-of-state travel on university
business. To achieve this authorization, a trip must be created and routed in the
Travel@IU system. When all responsible parties have approved the trip, a

Trip ID # is populated and the trip status changest o 6 aut hori zedd.

prepayments or prepaid reservations can then be charged to the trip ..

Prior-authorization is not currently required for instate trips, but a Travel@IU trip
must be approved before any prepaid reservations or prepayments can be made.

For your convenience, this chapter is split into two sections:

V if you have questions about creating a trip in the Travel@IU system, read this
chapter in its entirety.

V i you are comfortable with Travel@IU , but have questions about the range
of prepayment options available for IU travel reservations, you can skip to the
Make Reservationssection of this chapter.

Prefer to watch the movie?

The information provided in this chapter can also be viewed in two
interactive tutorials, accessed below and on the Training tab in Travel@IU:
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Create a New Trip

Overview

Prior to a university business trip, a traveler consults his or her immediate supervisor
to ensure department approval. The traveler or arranger then makes basic travel
plans, determining what transportation and reservations will be needed.

See theprepayments sectioonf thischapter for a descriptionfo
L! Qa LINBptidn YSy i

A new Travel@IU trip document is then created by the traveler or the arranger.
Routing and approval of this trip document must be completed prior to departure for
any out-of-state trip, or for any trips requiring U prepayment.

TRAVEL.WARNING!

Always create trips as early as possible
A tripmust obtain all necessary approvals before any prepayments or prepaid
reservations can be made. Depending on the accounts, this may take several day

Instructions

To create a new trip in the Travel@IU system:

1. Navigate to the Travel@IU portal in OneStart.

Campus Services Notifications (1) My Groups My Zone

Services Home
Travel@IU

U Advancement 1Q -
Travel Tasks aining | System Info

Email

Administrative Systems

Employee Center
Travel Management Services | Pre-Travel Checklist | Reimbursement Checklist | IU Travel Discounts | Contact Us

Library

Workflow
Policies & Procedures Travel@IU

Travelen

» Create a new trip
» View my trips
Group Quick Links

¥ EPIC Testing User Id is waught
R User Name is Waugh, Travis
r Envlrunrrje!’wt User Organization is UA-PUR
EPIC Training User Campus is BL
Environment User Role is TRAVELER
¥ Classifieds
¥ Email
»
Srausebahionrd MORE INFO: travelbl@indiana.edu

x

2. Click the Create a New Trip link.

Step 2 varies when creating trips on behalf of others.
SeeChapter 3: Arrangerf®r details.

IU Travel Guide
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V_ The New Trip Selection
User: | waught Trip Id: Document Id:
Travel@i/ Role: | TRAVELER | Trip Type: Doc Type:
Traveler: | WAUGHT | Trip Status: Route Status:
New Trip Selection -Required fields are denoted by an asterisk. Country name is required for the foreign trip only. need help?
*Trip Type | state (within Indiana)
& Domestic (within the USA)
©  Foreign (outside the USA)
*Trip Dates | Start Date I— 3 (mm/ddiyyyy)
Return Date l— H [E Ry —
Initial Destination | *City | “State |select: |
Country  [UNITED STATES B |
[exit | ( continue |
3. Indicate a Trip Type.
OPTIONS DEFINITIONS
State Select this option if the traveler will not be leaving the state
Indianaduring this trip.
Domestic Select this option if the traveler will be leaving Indiana, but
not be leaving the United States of America.
Foreian Select this option if the traveler will be leaving American at
9 point during this trip.

4. Enter the Start Date and Return Date for this trip in mm/dd/yyyy format.

5. Type the full name of the destination City.

6. Selectthe

destination State from the drop-down list.

i

Is this a Foreign trip? If so, sel&éadreignas the State.

7. If this is foreign trip, select the destination Country from the drop-down list.

8. Click Continue.

i

If red textappears, review the fields and correct amyjssing values «
contradictions. Then clicdRontinueagain.

If atrip bannerappears at the bottom the page, another trip has
already been created for theame traveler on conflicting dates

Listed below are existing trips matching criteria specified above.
If you would like to create a new trip dlick ‘continue’. If you would like to take action on an existing trip select the appropriate option for that trip.

Trip Id Status

Depart Destination Trip Name Stage Options

05/01/2011 NEW YORK, NY TEST In Authorization | request authorization

If the newtripisaR dzLJ A OF S Ot A0] (K®
review and add data as neededf the existing trip is cancelled or
otherwise invalil, clickContinueto create anew trip.

IU Travel Guide
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Vv The Trip Overview

Trip and Prepayment Overview -Reguired fields are denoted by an asterisk need help?

Trip Name | Enter an abbreviated name for easy reference (e.g. ABC meeting, x¥Z conference, etc....).

*Trip Type

Domestic (within the USA)
Foreign (outside the USA)
*Trip Structure Round trip {single destination - e.g. A = B = A)
Multi-destination trip (e.g. A> B > C... = A)

One-way trip

DYDY ™|

*Method of Travel Air Delta and Northwest Airlines are the preferred suppliers for Indiana University business travel.

Method to Airport: lm
¢ Personal Car
¢ Motor Pool Rental
¢ Enterprise Campus Rental
¢ Other Rental Mational Car Rental has a preferred agreement with big 10 universities and is the

recommended car rental supplier for Indiana University business travel. Learn more about
National Car Rental.

¢~ Other method select: -

Prepayment Requests | S€/=ct any prepayments you would like to make and indicate the number of payments for each type. Details will be entered on
the next screen.

[T Registration |1 payment(s)
[T Lodging 1 payment(s)

[exit | [ continue |

9. Enter a Trip Name. This field is not required, but a descriptive trip name can
help differenti at diravel Acivisyopage. t he travel eros

10. Leave the Trip Type as specified on the previous page, unless a mistake has
been made.

11. Select an alternate Trip Structureifneeded. A Round tripd typically suffice

12. Select a Method of Travel.

OPTIONS DEFINITIONS

Air Selectthis option if air travel will be useidr this trip.

Select this option if the travetewill be travelling by personal
Personal Car car. This option allows travelers to be reimbursed for mileg
at the current ratefollowing the trip.

(IJUB ONLYq If seekinga motor pool reservation, fill out the
Motor Pool Request web forifavailable on the TMS website

Motor Pool A TMS staff member will create the Travel@IU &l finalize
the resenation for you.
. Select this option if renting an Enterprise Car in the state o
Enterprise

Indiana. The reservation cae Imade online and billed

Campus Rentaj directly to the trip account (SeeMlake Reservations

Select this option if renting a vehicle from amgoother than

Other Rental Bloomington Motor Pool or an Indianatérprise branch.

Select this option for any meaws$ travel not listed above, an
select the correct means from the drajownlist. Options
Other Method includedepartment car train, bus, courtesy car andlimo, in
addition topassenge(if the traveler isnot charging for
transportation) and NA (not applicable)

IU Travel Guide
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13. Indicate any prepayment requests for the trip. These prepayments are
processed by TMS staff and sent by check, to be charged back to the trip
account. Payment details will be specified later in the trip document.

OPTIONS

DEFINITIONS

Registration

Selectthis option torequest IU send a check foonference
registration fees. If more than one paymeistrequired,
indicate thetotal number in the payments field.

Lodging

Selectthis option to request IU send a check to covena-
night lodging deposit If more than one paymeti$ required,
indicate thetotal number in the payments field.

J Did you know IU travelers have 3 options for paying registration 1

V Request a prepayment as describe above.
V' Pay personally, and request reimbursement upon return.
V' Pay with a department®curement Card @ard)

14. Click Continue.

If red textappears, review the fields and correct any missing valu
contradictions. Then clidRontinueagain.

VvV The Trip Details page appears.

Trip and Prepayment Details -Required fields are denoted by an asterisk

Name: [Rock & Roll Hall of Fame Alternate Trip Id:

Comments: d Creator: waught

Trip

Traveler

Destinations

Traveler: WAUGH, TRAVIS N Network Id: WAUGHT
Dept Name: |pyr Organization: UA-PUR

*Address: [POPLARS ROOM 416
Campus: [ BLOOMINGTON ~[
*Phone: [

Email: waught@indiana.edu

*From City: |BLOOM[NGTON *From State: | INDIANA -
*To City: [cleveland *To State: | OHIO =

need help?

Structure: ROUND

15. Add any unsual information about this trip in the Comments field at the top of the
page. There are other places in the document to add comments specific to
particular aspects of the trip, but this is a focal area to save any special notes
that may be useful to reviewers or auditors.

16. Edit the Traveler information if needed. A Phone number is not required by
TMS staff, though it is currently a required field. Entering a space or a dash in

the field allows error-free completion of the trip document.

L¥

iKS GNF @St SNDa

Ay T2 Adirectorg y

should be updated. Refer tdITS Documentatiofor instructions.

IU Travel Guide
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VvV Scroll down to the Destinations section.

Destinations

*From City: | Kokomo *From State: |INDIANA -
*To City: [ cleveland o] =l
*Start Date: [06/01/2011 T (mm/ddiyyyy) *End Date: [06/03/2011 T (mmiddryyyy)
Method: Enterprise Campus Rental
*purpose/Conference Name: ;l
Comments: =]

17. Confirm that the From and To information is correct, as well as the Start and
End Dates.

TheFrom CityandState¥ A St Ra RSFl dzf G (2
station. They aabe changed herié needeal, but if so, an
explanation must be entered in tHexception to Policyield at the
bottom of the destinations section.

18. Enter a clear and thorough purpose for this trip in the Purpose/Conference
Name field.

TRAVEH.WARNING!
fnvited to anual NRCAA copforente.™ Never enter acronyms in the purpose field
Speaki DBC'Ad i
s éﬁg{gﬁg{fﬁgolo e, ees Re/??emper, the_purpose must be clear enough to '
satisly fiscal officers and auditors who may have little

or no knowledge of your field.

19. If any additional comments are required regarding this destination, use the
Comments field. This is generally not required.

IU Travel Guide
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VvV Scroll down to the Accounts section.

add Accounts delete Chart of *Acct # Sub Acct *0bj Cd | Sub Obj Cd Org Ref Id Proj Cd Limit |Rental
Acct Car
[ ] a 3 3 [e100 (&) ] EN o]

20. Acct # and Obj Cd are the only fields required by the Travel@IU system.

21. The Object Code auto-populates based on the type of trip being created, but it
may need to be revised to meet department specific guidelines.

22. Be sure to enter a valid Acct #.

23. Enter values in some or all of the remaining account fields as needed.

Chart of Acct - Not Required

Acct # - Account Number TRA\VE_ WAR\" NG'

Sub Acct - Sub Account Number . .
Ojb Cd i Travel Object Code Be sure to satisfy all the accounting
Sub Obj Cd i Rarely Required requirements set for this account

Org Ref IDT Organization Reference ID; . . . . '
ong, used by Ce,?ain organizations Contact the responsible fiscal officer if you

Proj Cd i Project code; may be required have any questions.
when travelling for specific projects.

24. Specify a whole dollar limit if known, or the fiscal officer may assign a limit during
approval. Trip expenses cannot exceed the value specified in this field.

25. If multiple accounts will be used for this trip, click the Add button. Another line
will appear. Follow the steps shown above to setup the additional account.
Repeat this procedure to add as many accounts as neccesary.

Fund allocation between multiple accounts is typically determine:
the fiscal officeroute level However, tere are two methods for
suggesing costdistribution prior to routing
V If a limit is entered for the first account, that limit will be m
before any funds are taken from the second account. Fol
example, if the limit for the firsaccount is set at $500, and
the total trip expenses come to $400, the additional accot
will not be charged. This is repeated down the account ro

V By default, any prepaid items will charge to the first accot
listed on the trip. Alternatively,ae the Rental Car Recon
Acctcolumnto select vhich account will be chargddr the
0NRALIQE NBydlf OF N SELSyas:

IU Travel Guide
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prepayments, scroll to the Prepaid section.

add | prepaid Registrations | | delete
r *Company Name: |
*Address: |
Address 2: |
*City and State: |
*Zip Code: |
*Amount: $I—
Attachments: [T select Attachments if additional documentation is needed to accompany the check.
Special Handling ;‘
Instructions
[

If Prepaymentswere not indicated on the Trip Overview page, the
fields will not appear.

Depending on the selections made, fields may appeaPfepaid
Registration Prepaid Lodgingone-night deposit only), or both.

If the fields appear by mistake, select the deleheckbox to the left
of theunnecessary prepayment amtickDelete.

26. Indicate the full Company Name and address in the provided fields.
27. Enter the Amount required for payment.

28. Select the Attachments check-box.

TRAVEL WARNING!

60 Att achment s 0 saqgueed fof prepayments.

Supporting documentation, like a registration form, must be submitted to TMS
before any prepayments can be processed. Select the attachments check-box,
and follow the submission instructions that appear after routing the document.

29. If neccesary, indicate any Special Handling Instructions for payment delivery.

If special handling instructions are not indicatad;heck is mad
the order of theCompany Namend mailed to the address provide

30. Click Save and Continue at the bottom of the page.

If red textappears, review the fields and correct any missing valu
contradictions. Then clidRontinueagain.

IU Travel Guide
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VvV The trip is saved for future access, and the Trip Summary page

appears.
; Trip
|_edit Trip Name: ROCK & ROLL HALL OF FAME Structure: ROUND
Trip Id: Alternate Trip 1d:
Agency:
Comments:
Created: 05/06/2011 14:52:18 Routed Authorization:
|_edit Traveler Traveler: WAUGH, TRAVIS N Network Id: WAUGHT
Dept Name: PUR Organization: UA-PUR
Address: POPLARS ROOM 416
Campus: BLOOMINGTON
Phone: -
Email: waught@indiana.edu
Arrangers: HUGHES, CYNTHIA R
add Destinations [_edt |
From City: BLOOMINGTON From State: INDIANA
To City: CLEVELAND To State: OHIO

31. Review the trip information for accuracy. Click the Edit buttons to update the
details shown in a section.

LF { Hnlltkdestidatio) W NA L) 6 Ay Of dzZRA y 3
more cities), click thédd button to the left of the destinations
section. Then entetthe location, dates, purpose, and means of
transportation for the additional cityAnd save the new detalils.

v Scroll to the Cost Summary section.

Cost Summary

500.00 | Prepaid Registration
Paid By IU Expenses $500.00
[edit
0.00 | Air Expenses Estimate (ticket, parking, and mileage to airport)
240.00 |Per Diem Estimate (4 days * $60.00/day)
480.00 | Lodging Estimate (3 nights * $160.00/night)
0.00 | Other Estimate (parking, phone, taxi, toll, fuel, luggage, or other expenses less deductions
Estimated Expenses  720.00
Total Trip Cost Estimate | $1220.00

32. For out-of-state trips, be sure to review the total Estimated Expenses. If the
estimate is too high, click the edit button and revise each component of the
estimate (Air, Per Diem, Lodging) to reflect actual cost expectations.

TRAVEL. WARNING!

Estimated Expenses determine the account encumbrance.

For out-of-state trijps, the value shown in the Estimated Expenses field will
encumber against the specific accounts for the year in which the trijp is scheduled
to occur. If the estimate is inaccurate, be sure to edit prior to routing.

IU Travel Guide
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33. When all trip details have been reviewed and determined accurate, click the
Route for Approval button at the bottom of the document.

Vv The Trip Confirmation  page appears, and the trip document

routes to the appropriate approvers for review.

User: | waught Trip Id: Document Id: 8153420
Travel@Il/ Role:| TRAVELER | Trip Type: DOMESTIC Doc Type: TravelTripAuthorization
Traveler:| WAUGHT | Trip Status: Route Status: ENROUTE
You have itted a req fora pay In order to process your req please c the following
» Print this confirmation page. Scan the confirmation and supporting doc such as a regi ion form, and any other associating
documents that need to accompany the check payment. Email the scanned file to Travel Services at indi edu,

If you prefer, these forms can be mailed to TMS, Poplars Bldg, RM 120, Bloomington Campus or faxed to 812.855.8866.

A check payment will be issued to the Company specified in the payment details.
The travel details have been submitted for approval through Workflow.

Name: | WAUGH, TRAVIS N

Email: | waught@indiana.edu
Document Id: 8153420

- Any equested prepayment checks cannot be processed until
. supporting documentation is received by TMS staff. The confirm
page provides instructions to mail, fabt, email this documentation.

=

What comes next?

Turnt hep a g €
The trip moves to

WORKFLOW, where i Want to understand trip routing, and how to track
automatically routes documents? Turn to the Workflow Appendix

throth the action lists ¢ Want to charge travel reservations directly to the
required approvers. trip? Turn to the next page.

Ready for reimbursement? Turn to Chapter 2

Reservations can b
made with partnerec

When the last approval i prepayment vendor:

registered, the TRIP ID using the Trip ID, an

populates and the statu: approved prepaymel
AKAFGA G2 checks are mailed t

TMS.

IU Travel Guide
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Make Reservations

Travel

Management Services

Discounts Policies Resources
LJ +

Traveling

Once a trip is authorized, 1U
travelers caruse personal funds to
make reservations with any travel
provider and seek reimbursement
upon return. This is often required
for conference hotel rates and
other unique travel opportunities.

Fortraveler convenience, IU also
hasa range of prepaynent vendors
that can be used to biltravel
reservations direct to IlU accounk

e Visit theTraveling taton the
= TMS website for a list of curren
options and instructions.

Direct Bill Prepayment Vendors

Rental Cars Airfare

Enterprise Camus Rental

Reserve an Indiana Enterprise rental using
the reservation link on the routed trip Doc
Instructions provided on the TMS website

Motor Pool (Bloomington only)

Submit a motor poolveb request to reserve
a motor pool rentaht 1UB.

Instructions provided on the TMS website

Airport Transportation

Classic Touch and Carey Limos

Both vendors provide shared limo transpor
to and from Indianapolis airport.
Instructions provided on the TMS website

Orbitz for Business

Fadlitates online reservations for a range of
airlines, withlUterms and discounts applied
Instructions provided on the TMS website

Designated Travel Agencies

Authorized to make direct bill airline
reservations on behalf of IU travelers.
Contact details provided on TMS website

Hotels

Hotels.com

Provides online access to competitive
hotel rates in cities around the world.
Instructions provided on the TMS website

Most of the above vendors require IU account details and a valid TRIP ID # to complete a
reservation. The Trip ID is displayed on the Travel Activity Page after the trip is authorized.

Travel Activity:
new trip

Depart Destination Trip Name Trip Id

07/01/2011 PARIS, FRANCE FRANCAPHONE CONFERENCE

need he

Stage Status Options

In Authorization . view
kkkkkkkkk

06/01/2011 NEW YORK, NY HARLEM JAZZ FESTIVAL Authorization Approved request prepayment

TMS Prepayment Checks

Travel Management Services can also send check payments to cover conference registration |
one-night lodging deposits for Itdavelers, with the fundsilled directlyto the trip account.
Requests are initiated through Travel@#d,defined in theCreate a New Triprocedure

IU Travel Guide
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Chapter 2:
After Traveling

In this chapter, you will learn how to:

V  Request a reimbursement for a standard trip
V Requestan additi onal eimbsrsepentbier mtepnt al r
V  Request reimbursement for accumulated mileage

TRAVEL WARNING!

Reimbursement requests must be processed within 60 days.

Al'l rei mbursement requests must be fu
return date. Written justification must be submitted for any requests that exceed
this deadline. Requests processed after 120 days cannot be reimbursed.

Process Overview

Following university business trips, travelers or arrangers can add reimbursement
reguests to the associated Travel@IU trip document. Requests may include per
diem, mileage, and other reimbursable trave | expenses.

The updated Travel@IU trip document is routed and a trip coversheet is generated.
The traveler or arranger follows the instructions on the coversheet to submit all
receipts, which are then scanned and linked to the trip record. TMS staff reviews
the full trip documentation for completion and policy adherence , then routes the
Travel@IU trip document on through WORKFLOW br account level approval.

When the final approval is registered, reimbursement is paid to the traveler . If
necessary, an additional 6 s u p p | erem@bursemdntocan be requested later to
accommodate any omitted or rejected expenses.

Prefer to watch the movie?
The information provided in this chapter is also available via online tutorials:

IU Travel Guide
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Request Reimbursement

Overview

Follow the instructions below to request reimbursement as soon as possible following
the trip, wel | before 60 days from the trip return date.

After entering reimbursement requests on the Travel@IU trip document, as defined
below, generate the trip coversheet (available on the confirmation page) and follow
its instructions to submit all required receipts.

TRAVEL WARNING!

This chapter assumes a Travel@IU trip has already been created.

U policy requires prior authorization for out -of-state travel and prepayments, so
most trips are created in the Travel@IU system prior to departure. However,

the online system also allows trip documents to be created after a trip has
occurred. View the instate reimbursement tutorial for instructions, or:

1. Follow the steps shown in the previous chapter to create the trip
document.

2. When you reach the Trip Summary page, begin with step 4 below to
request reimbursement prior to routing.

Instructions

To request reimbursements on a Travel@IU trip document:

1. Navigate to the Travel@IU portal in OneStart.

Services Notifications (1) My Groups My Zone

Services Home

IU Advancement 1Q

Travel@IU

Travel Tasks aining | System Info

Email

Administrative Systems

Employee Center
Travel Management Services | Pre-Travel Checklist | Reimbursement Checklist | |U Travel Discounts | Contact Us

Library
Workflow

Travel@iU

Policies & Procedures

Traveley

P Cr new tri
b View my trips
Group Quick Links
* EPIC Testing User Id is waught
i User Name is Waugh, Travis
» Envlrnnrr:\e!'\t User Organization i1s UA-PUR
EPIC Training User Campus is BL
Environment User Role is TRAVELER
¥ Classifieds
* Email
»
TSI MORE INFO: travelbl@indiana.edu

2. Click the View My Trips link.

Step 2 varies wheaccessing trips taken mthers.
SeeChapter 3: Arranger®r details.

IU Travel Guide

Page16 Procurement Servicelsindiana University


http://www.indiana.edu/~travel/training/instate_reimbursement.htm

17 |

Travel Activity:

new trip
Depart

06/01/2011

06/01/2011

06/01/2011

05/17/2011

05/01/2011

05/01/2011

04/15/2011

04/01/2011

Destination

NEW YORK, NY

NEW YORK, NY

DALLAS, TX

KOKOMQ, IN

NEW YORK, NY

INDIANAPOLIS, IN

KOKOMO, IN

KOKOMO, IN

Trip Name

HARLEM JAZZ FESTIVAL

NYU CONFERENCE

DALLAS CONF

TRAVEL@IU TRAINING

NYU CONFERENCE

CONFERENCE

KO CAMPUS VISIT TEST

TRAINING

Trip Id Stage
992715 Authorization Approved

In Authorization

In Authorization

In Prepayment
992716 In Reimbursement
992729 Waiting For Receipts
992771 Waiting For Receipts
992717 Reimbursement Approved

Chapter 2: Ater Traveling

Status

APPROVED
1
ATIENTION
1
ATIENTION
D
o/
ATTENTION
U

SAVED
=/

suemITTED

—

LN
SUBMITTED

APPROVED

[ request supplemental |

Options

view

Select Date Range:

Start Date [o4701/2011 L9

(mm/dd/yyyy)

(search ) show all trips |

End Date [o6/01/2011 [

(mm/dd/yyyy)

3. Click the green Request Reimbursement button for the appropriate trip. This
button only appears for authorized trips with a return date prior to today, that
have not already had a reimbursement requested.

i

vV The Trip Summary page appears.

Supplemental reimburgaents can be requesteftr trips that have
already received reimbursemerinstructions are provided in the
Request a Supplemesection of this chapter.

w INDIANA UNIVERSITY

User: | bbecker Trip 1d: 992716 Docume
Travel@ilJ Role:| TRAVELER | Trip Type: DOMESTIC Doc 1
Traveler: BBECKER | Trip Status: REIMBURSEMENT |Route Sti
Trip | | AUTHORIZATION
need help?
[edit | Trip Name: NYU CONFERENCE Structure: ROUND Type: DOMESTIC
Trip Id: 992716 Alternate Trip 1d: Creator: TLBEAN
Agency:
Comments:
Created: 05/11/2011 12:18:44 Routed Authorization: 05/11/2011 Processed Authorization: 05/11/2011 12:18:57
Reimbursement: 05/11/2011 12:20:32 Routed Reimbursement: Processed Reimbursement:
edit Teoveior Traveler: BECKER, BRIAN C Network 1d: BBECKER Type: EMPLOYEE/STUDENT
........ Dept Name: PUR Organization: UA-PUR
Address: POPLARS 414
Campus: BLOOMINGTON
Phone: -
Email: bbecker@indiana.edu
Arrangers: DE VOL, MARSHA K HUGHES, CYNTHIA R CAIN, THERESA
add | Destinations | ||_edit
From City: BLOOMINGTON From State: INDIANA
To City: NEW YORK To State: NEW YORK
Start Date: 05/01/2011 End Date: 05/03/2011
Start Time: 12:01 AM End Time: 12:01 AM
Travel Method: Air-NA Mileage: 102 miles
Purpose/Conference Name: DELIVERING A TALK AT THE NORTH AMERICAN CONFERENCE ON HIGHER EDUCATION.

4. Mileage and Per Diem reimbursements are requested in the Destinations
section. Scroll to the Desintations section and click Edit.

IU Travel Guide
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VvV The Edit Trip Destination

Edit Trip Destination -Required fields are denoted by an asterisk . From and To Country required for foreign trip only

Destination Segment Id: 756095
*From City: | BLOOMINGTON
*From State: |INDIANA hd

*To City: [NEW YORK

*To State: |NEW YORK 2
*Start Date: [95/01/2011 |9 (mm/dd/yyyy)
*Start Time: [—.— 'i

“End Date: [95/03/2011 L= (mm/dd/yyyy)
*End Time: [-—-;—- 'i

Method: g Air Method to Airport: |NA ~>| Total (mi): l Airport Name: l
¢ Personal Car Total (mi): l
¢ Motor Pool Rental  paconciling Account: UA/191503Uj'
o
o

Enterprise Recondiling Account: [UA/1915030 =]

Campus Rental
Other Rental

¢ Other method select: 2

Delta and Northwest Airlines are the preferred suppliers for Indiana University business travel.
National Car Rental has a preferred agreement with big 10 universities and is the recommended car rental supplier for Indiana University]
Learn more about National Car Rental.

*DUTDOSE/COHfﬁE”CE DELIVERING A TALK AT THE NORTH AMERICAN CONFERENCE ON HIGHER EDUCATION. d
ame:
=
Number Of IU—
Receipts?:

5. Select a Start Time and End Time for this trip.

Round to the nearest availablgnes, but be as accurate as
possible. The houiare neededto calculate Per Diem.

Times areequired for all outof-state trips and any instate trgfor
which per diem will belaimed

6. Verify the travel Method. Did the traveler use Air or Personal Car?

V Ifthe trip involved Airé

0 Select a Method to Airport:
o If the traveler drove a personal car to the airport, indicate the
round trip mileage in the Total (mi) field.

o Enter the Airport Name, or its three letter abbreviation.

V If the trip involved a Personal Caré

o If Travel@IU recognizes the destination city, the mileage between
that city and the travelerb6s home office
the Total (mi) field. Review this number for accuracy.

o If the miles do not appear, or if the actual mileage is more or less
than what is shown, enter the correct number in the Total (mi) field.

IU Travel Guide
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If the automatically populated mileage is left in place, or the
J number is revised down, no additional documentation is require

If the total mileage is raised, supporting dogentation must be
provided to Travel Management Services. This may include a
printed map reflecting the route taken, or a mileage record forn
See theAccumulated Mileagsection of this chaptefor more
details.

Scroll down to the Per Diem Questions .

A ti
re you reques L?\?enﬁsr Cyes @ no

Were any meals

provided?:
(in conference fee or by Cyes ®no
another means)

Was personal time
involved?: C ves @ no

refresh

Exception to Policy:

]

I =

Comments:

Kl

| save || cancel |

7. Answer the three per diem questions as defined in the table below.

QUESTIONS ANSWERS

SelectYesif the traveler paid for at least some meals
Are you requesting| living expensgeand is requestinger Diem reimbursemer

per diem? SelectNoif the traveler is not seekinany funds foPer
Diem. If this is the case, seleldb for all three questions

SelectYesif the traveleris requesting?er Diem, butid
Were any meals not pay for allof the mealsconsumedduring this trip

provided? SelectNoif the traveler paid for all of his or her own
meals. 6r if the traveler is not requesting any Per Diem

SelectYesif personal time wasakenduring the trip

SelectNoif the traveler did not take personal time durin
Was personal time | the trip.

involved? Note: Personal time is permissible before or after
business travel but cannot be taken on both eoids
trip.

8. I f the yowesanswetbd meals or personal
refresh button and use the subsequent table to indicate which meals were
provided or which days were taken as personal time. The value of these
selections will be subtracted from the total Per Diem reimbursement.

IU Travel Guide
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TRAVEL.WARNING!

Proof of lodging is required for Per Diem.
If you di d not pay for lodging, you must either:

V' Submit the hotels.com confirmation page.

V  Enter the name and associated Trip 1D of the IU traveler who paid for
lodging in the Exception to Policy  field (found below the Per Diem
questions). A copy of the lodging receipt must be submitted.

V  Enter the name, address, dates, and phone number of a friend or family
member who provided free lodging in the Exception to Policy  field.

V' Be sure to enter the correct start time and end time for single day trips. Only
trips lasting longer than twelve hours are entitled to Per Diem.

9. Click the save button at the bottom ofthe 6 Edi t De page.nat i ons o

Vv The Trip Summary page appears again, with the new mileage

and per diem information displayed in the destinations section.

Destinations |W‘
From City: BLOOMINGTON From State: INDIANA
To City: NEW YORK To State: NEW YORK
Start Date: 05/01/2011 End Date: 05/03/2011
Start Time: 09:00 AM End Time: 04:00 PM
Travel Method: Personal Car Mileage: 102 miles

Purpose/Conference Name: DELIVERING A TALK AT THE NORTH AMERICAN CONFERENCE ON HIGHER EDUCATION.
Number Of Receipts?: 0
Are you requesting per diem?: Yes

Were any meals provided?:

(in conference fee or by another means) Yes

Was personal time involved?: No

Per Diem: Dates Breakfast| Lunch | Dinner| Personal Day
05/01/2011
05/02/2011 - || Provided
05/03/2011

Exception to policy:
Comments:

Status: Pending

10. Scroll down to the Reimbursementssec t i on o f umintaeoOpagd.r i p

IU Travel Guide
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The Reimbursement

Reimbursements
| receipts |
|_add |A|r
|_add | Lodging
|_add | Rental Car
| add | Registration
|_add_| Parking
|_add | Phone
|_add |Ta><|
|_add |To||s
L_add | Fyel
| add | Luggage
|_add | Deductions
|_add | Other

section of the drip

Expense

Company ‘

Reimbursement
Amount

Chapter 2: After Traveling

Summarybdpage.

Paid

‘ Status

11. Click the add button to the left of a reimbursement category to request the total
reimbursment for that type of expense. Be sure to claim each expense to the
appropriate category, as defined in the Reimbursement Expense Categories

table on page 22.
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The Add Expense

Chapter 2: After Traveling

page appears for the selected category.

Add Lodging Expense

Expense

need help?

Total Amount: I0.00

*Number Of Receipts: IO
All Original Receipts?: [

Exception to Policy:

Comments:

\_' save | \_' cancel |

12. Enter the Total Amount the traveler paid in this expense category over the
duration of the trip.

13. Enter the Number Of Receipts to be submitted. For example, if the traveler
stayed in two different hotels, the number or receipts would be 2.

14. If original receipts are not available for any portion of this expense, uncheck the

All Original Receipts box. Then provide an explanation, and a description of
the substitute documents, in the Exception to Policy field.

TRAVEL.WARNING!

Keep and submit all original receipts.

Policy requires original receipts for every travel reimbursement. [If original
receipts are not available, be sure to provide suitable documentation and a
thorough explanation in the Exception to Policy  field. If you have any

15. Click Save.

V The Trip Summary displays the requested reimbursement.

li li 1 1 1 li 1
B g q —
Reimbursements Expense Reimbursement Status | Paid Requested All Original |Number Of xception To Policy
edit

Amount Amount Receipts? Receipts

receipts Lodging $0.00 Pending N $300.00 Y 2

add
add
add
add
add
add

Air

Rental Car
Registration
Parking
Phone

Taxi

add | Tolls
add

add
add
add

Fuel
Luggage
Deductions
Other

questions about acceptable documentation, contact Travel Management Services.

16. Repeat steps 11-15 until all reimbursable expenses have been requested. Use

the table on the following page as a guide.
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Tablel Reimbursement Expense Categories

CATEGORY DEFINTION TIPS
IUtravelers can only be reimbursed for coach or
economy air fare, and ticket status must be verified on
o ) the Add Air Expensgage.
Air Claim air &re paid for by the
traveler as part ofhis trip. If first class or business fare is selected, indicate whet
the expense has beesubstantiated. The difference
betweenthe economypriceand the paid fare musbe
made up (substantiated) by a nébl source.
Lodain Claim any lodging expenses Room rate and ta should be claimed toget.her in this
ging paid for by the traveler. category but other hotel c.harges (phone, internet
parking, etc.) must be claimed separately.
) Be sure to retain and submit a final itemized receipt.
Claim rental car expenses
Rental Car

paid for by the traveler.

Taxshould beincludedin the amount but insurance
should not be purchased and cannot tembursed.

Registration

Claim registration fees paid
for by the traveler.

If the registration fees were paid ayTravel
Management Services prepaymestteck or on a
department RCard, no expense claim is necessary.

If billed onthe hotelreceipt, add thetotal parking
amount and indicaté® additional receipts to submit.

Parkin Claim parking expenses. e PR
g parking exp Ly OKS O] GKS & boxand bkk B\ Y |
exception to policyfield to reference the hoteleceipt.
Phone Claimreimbursable Follow the parking tipshown above if the phone
telephoneexpenses charges are billed on the hotel receipt.
Taxi Claim taxi fare paid during | Indicate the total amount paid for all taxi rides on this
this trip. trip. The submitted receipts must add up to thigab
Tolls Claim highway or bridge toll§ Indicatethe total amountand submit receipts for all tolls
paid during this trip. paid during transit on this trip.
Euel Claim the cost of fuel paid fd This typically appli_es only to gpsrchased by the
by the traveler. trayeler \_/vhen r_e_fllllng a _rental car. Fuel costs cannot
claimed in addition to mileage.
Claim any luggage handling| Many airlines charge additional fees for checked bags
Luggage or transportation fees paid b] Receiptsdr these charges, typically provideti check in,
the traveler should be retained and submitted.
Indicate any deductions that| The \alue of travelawardsgiven to the travelecan be
Deductions should be subtracted from | indicated here andgubtracted fromthe total
the total reimbursement. reimbursement. (@en handled by TMS staff).
Claim any expenses paid by| This is the only expense category that can be aduked
Other the traveler that are not multiple entries forseparate amountsCommon

reflected elsewhere.

examples include internet charges and shuttle fees.
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17. When all reimbursement requests are reflected on the trip summary page,
click the Route for Approval button at
the bottom of the page.

VvV The Trip Confirmation  page appears.

| route for approval |

User: | bbecker Trip Id:| 992716 Document Id: | 8384191
TraveI@IU Role:  TRAVELER | Trip Type:  DOMESTIC Doc Type: | TravelTripReimbursement
Traveler: BBECKER | Trip Status: Route Status: INITIATED

You have submitted a request for a Reimbursement with receipts. In order to process your request please complete the following:

» Generate and print the Trip Coversheet
» Follow the instructions on the Trip Coversheet for document preparation and receipt handling.

The travel details have been submitted for approval through Workflow.

Trip Id: | 992716

Name: BECKER, BRIAN C

Email: bbecker@indiana.edu
Document Id: 8384101

| generate coversheet

[ return [ exit

The DocumenlD, displayd on the confirmation pageallowsyou to
track this trip as it moves through WORKFLOW approval routing
Details are provided iAppendix A: Routing and Tracking

18. Click the Generate Coversheet button.

VvV The Trip Coversheet appears.
(= = W] IT,’I v &% @& | ® ® [125% - &) Collaborate- A Sign- - = ] [Fina E

Travel Management Services Document Id: 8384191

*8384191*

Trip Coversheet

Instructions:
Print coversheet from the trip confirmation page
Write contact information (name, phone number. and date) in the space provided on the Trip Coversheet.
For each expense being claimed. a corresponding original receipt must be submitted.
Tape small receipts to a letter size sheet of blank paper.
Larger receipts. such as lodging receipts. do not need to be taped to a sheet of paper.
NOTE: Do not send loose receipts. The document will be returned if receipts are not properly submitted.
Write the Document Id 8384191 and the Trip Id 992716 at the top of each page of receipts.
Paper clip receipts to the back of the Trip Coversheet.
Mail Trip Coversheet and receipts via campus mail to the following address for processing:
Travel Management Services

Poplars Room 120
BL Campus

Trip Id Traveler Request Submitted By
992716 BBECKER TLBEAN
BRIAN C BECKER TAMMY L BEAN

EXPENSES # OF RECEIPTS
Lodging 2

TOTAL 2

Contact Name: Phone #:

19. Print the coversheet and follow its instructions to mail all receipts and other trip
documentation to the provided processing address.
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What comes next?

The receipts are scanne

and linked to the relevar
trip document.

If documentation is
complete and all
guidelines have been
followed, TMS staff

approvesthe trip.

The trip routes through

WORKFLOW to obtain t|
necessary fiscal officer «
delegateapprovals.

Chapter 2: After Traveling

Turnt hep ag €

Want to understand trip routing, and how
to track documents?
Turn to the Workflow Appendix

Want to request an additional
reimbursement for this trip?
Turn to the next page.

Want to request a special reimbursement
for accumulate mileage?
Turn to the end of this chapter

TRAVEL WARNING!

Submit the Hotels.com

Confirmation Page.

If requesting per diem on a Hotels.com
reserved trip, be sure to submit the
Hotels.com confirmation page along
with the other trip recelpts. This page
/s required for per diem calculation.

When the final
approval is recordec
a reimbursement
payment is issued t
the traveler, by chec
or electronic deposii

@ To sign up fodirect deposit of reimbursement payments:
1. Navigate to theServicegdab in OneStart.

2. ' YRSNJ dad

C A yDirgcCRpositSignddlink.O 1 G K S

3. Select theTravel Reimbursemenbption, and follow the prompts to
provide routing details for the associated baaccount.

IU Travel Guide
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Request a Supplement

Overview

If additional trip expenses are discovered after a reimbursement request has been
submitted, or if certain expenses have been rejected and must be claimed again,
travelers can request a fsupplemental reimbursement .0The steps are largely the
same as those outlined in the Reimbursement procedure, with a few key differences
as shown below.

TRAVEL WARNING!

The 60 -Day reimbursement deadline still applies.
All reimbursements, including supplemental requests, must be processed within
60 days of the trip & return date. If requesting a supplement after this deadline,

written justification for the delay is required. After 120 days from the trip 6 s
return date, no f urther reimbursement can be obtained.

Instructions

To request an additional reimbursement on a Travel@IU trip document:

1. Access the Travel@IU portal from the Services tab in Onestart.

Services Notifications (1) My Groups My Zone

Services Home

IU Advancement 1Q

Travel@IU

Travel Tasks aining | System Info

Email

Administrative Systems

Employee Center
Travel Management Services | Pre-Travel Checklist | Reimbursement Checklist | IU Travel Discounts | Contact Us

Library

Workflow
Policies & Procedures Travel@iU
Travelows
» Create a new trip
b View my trips
Group Quick Links
* EPIC Testing User Id is waught
i User Name is Waugh, Travis
» Envlrnnrr:\e!'\t User Organization i1s UA-PUR
EPIC Training User Campus is BL
Environment User Rele is TRAVELER
¥ Classifieds
* Email
»
TSI MORE INFO: travelbl@indiana.edu

2. Click the View My Trips link.

Step 2 varies wheaccessing trips taken thers.
SeeChapter 3: Arranger®r details.
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Travel Activity:
new trip
Depart Destination Trip Name Trip Id Stage Status Options

06/01/2011 NEW YORK, NY HARLEM JAZZ FESTIVAL 992715 Authorization Approved rva) [
APPROVED -

06/01/2011 NEW YORK, NY NYU CONFERENCE In Authorization : view
ATIENTION

06/01/2011 DALLAS, TX DALLAS CONF In Authorization L
ATTENTION

05/17/2011 KOKOMO, IN TRAVEL@IU TRAINING In Prepayment b — view
ATTENTION

T
05/01/2011 NEW YORK, NY NYU CONFERENCE 992716 In Reimbursement
SAVED

05/01/2011 INDIANAPOLIS, IN CONFERENCE 992729 Waiting For Receipts =p—
suemiTTED

04/15/2011 KOKOMO, IN KO CAMPUS VISIT TEST 992771 Waiting For Receipts s;é%{w

04/01/2011 KOKOMO, IN TRAINING 992717 Reimbursement Approved ova) [_request suppiemental |
AFPPROVED

Select Date Range:
startDate [oa/0172011 | [ EndDate [ogi01/5011 2] [ search ][ show all trips |
(mm/dd/yyyy) (mm/dd/yyyy)

3. Click the Request Supplemental button for the trip.

The Request Supplemental button only appears for trips that
J already finished processing an initial reimbursement. You mu:

wait until all receipts are received and the reimbursement is

approved before requesting a supplement.

VvV The Trip Su

Trip REIMBURSEMENT

edit Trip

Name: TRAINING
Trip Id: 992717
Agency:

Structure:

Alternate Trip Id:

ROUND

Comments:

Created:

05/11/2011 12:20:01

Reimbursement:

edit Traveler Traveler:
Dept Name:
Address:
Campus:
Phone:

Email :

BECKER, BRIAN C
PUR

POPLARS 414
BLOOMINGTON

bbecker@indiana.edu

Routed Authorization:

Routed Reimbursement: 05/11/2011 12:20:15

Network Id: BBECKER
Organization: UA-PUR

Arrangers: DE VOL, MARSHA K HUGHES, CYNTHIA R CAIN, THERESA

add Destinations copy to new

IU Travel Guide
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4. If Per Diem or Mileage need to be altered or reclaimed, scoll to the destinationsd
section and click the Copy to New button. Follow steps 5-9 of the Request
Reimbursement instructions to add or edit mileage and per diem details.

J If the supplemental request involves a new destination city, cli
the Add destinations button satisfy all required fieldgandfollow
steps 59 of theRequest Reimbursemeiristructions

J If corrected documentation is required and there are no other
receipts to submit
1. EnterlA Yy NutmBer df Receipts FTASE R 2y
destination page.
2. Saveandroute the trip for approval.

3. Generate atrip coversheefrom the confirmation page
anduse it tomailthe new documentation

5. If any other travel expenses need to be claimed, scoll to the Reimbursements
section of the trip summary and follow steps 11-19 of the Request
Reimbursement instructions to add all neccesary regests.

6. Be sure to route the document for approval and click the Generate a
Coversheet button on the cover page. Follow its instructions to submit any
additional documentation to the provided TMS processing address.

If the receipts have already been submitted as part of an origir

J reimbursement request, they should still be on file. Reference
any previously submitted receipts in ti&xception to Policyield
2y GKS a4a20A1 6SR  YWwRRWitlSTEMSIS y
staff if neccesary.

TRAVELWARNING!

Corrections for rejected requests must be added back manually.

If per diem, mileage, or other requested expenses were not approved with the
initial reimbursement, perhaps due to a lack of sufficient documentation, the
rejected requests will not remain on the trip document. Rejected requests will
need to be added again, with careful attention to correcting the initial mistake.
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Request Accumulated Mileage

Overview

If mileage is the only expense for a set of trips, and all those trips remain within the
state of Indiana, a Mileage Record Form can be used to claim the mileage in batch.
In this case, only one online trip document is required.

TRAVEL.WARNING!

Never let mileage accumulate for more than a month.

Documentation for mileage only trips can be combined for convenience, but each
departure and return is still a separate trip. Mileage reimbursement for each will be
subject to the 60/120 reimbursement deadlines and will be counted from the date
each journey ends, not from the end date on the accumu lated trip document.

Instructions

To complete a mileage record form and create a new trip in the Travel@IU system:

1. Print the Travel Mileage Record Form (PDF). It can be found on the Travel
Management Services website, at:

www.indiana.edu/~travel/resources/travelforms.shtml

Travel “

Management Services *
Home Traveling Discounts Policies Resources About
M ;
u 4 i
Resource Categories Home = Resources =» Travel Forms
Travel Forms s Travel Form Descriptions
Corporate Credit Card
Corporate Mesting Cards Disbursement Voucher Payee Certification (PDF) - Non-IU employee travelers who are
> b for travel must this form to certify that
Traveling to Big 10 Schools

claimed expenses are IU business related and that the traveler has not received
reimbursement from anv other source.

Sitemap

FAQ

@avel Mileage Record Form (F'DFD’he mileage record form is used to claim mileage
for multiple destinations. For example, traveling from Bloomington, to Kokomo, to
Indianapolis, and back to Bloomington. Another example would include trips within a city
from building to building.

External Resources

Passport Services

Weather Forecast Foreign Expense Worksheet (PDF) - Expense incurred during a foreign trip must be

Driving Directions & Mileage i on the foreign exp The traveler must provide additional
P 280 P

2. Fillin the form, satisfying every column for each journey.

TRAVEL.WARNING!

Only instate trips with no other expenses be accumulated.

This procedure works for instate mileage onl y. If a trip requires per diem,
parking, or any other reimbursement; or if it leaves the state of Indiana, it
cannot be included on the mileage record form.

3. Retain the form to submit at the end of this procedure. Be sure to note the total
accumulated mileage.
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4. Accessthe Travel@l U port al

from t

he
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iServiceso

Services Home

IU Advancement 1Q
Email

Administrative Systems
Employee Center
Library

Workflow

Policies & Procedures

I rave@

Group Quick Links

F EPIC Testing
Environment

» EPIC Training
Environment

¥ Classifieds

* Email

¥ Oncourse Dashboard

x

Notifications (1) My Groups

Travel@IU

Travel Tasks aining | System Info

-

options

Travel Management Services | Pre-Travel Checklist | Reimbursement Checklist | U Travel Discounts | Contact Us

User 1d is waught

User Name is Waugh, Travis
User Organization is UA-PUR
User Campus is BL

User Role is TRAVELER

MORE INFO: travelbl@indiana.edu

Travel@jU

P Create a new trip

b View my trips

5. Click the Create a New Trip link.

Step 2 varies when creating trips on behalf of others.

SeeChapter 3: Arranger®r details.

VvV The New Trip Selection

Travel@iU

User: | waught Trip Id: Document Id:
Role: | TRAVELER | Trip Type: Doc Type:
Traveler: | WAUGHT | Trip Status: Route Status:

Country  [UNITED STATES

=]

New Trip Selection -Required fields are denoted by an asterisk. Country name is required for the foreign trip only. need help?
*Trip Type | state (within Indiana)
& Domestic (within the USA)
©  Foreign (outside the USA)
“Trip Dates | StartDate [~ [ (movddsmn
Return Date l— ] [E Ty —
Initial Destination | “City | “State |select: |

6. Select Stateast h e fAypeadi

p T

Accumulagd mileagereimbursements are only allowed forstate
trips.

IU Travel Guide
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7. Enter the date of the first car journey in the Start Date field and the date of the
last in the Return Date field.

8. Typethewordfi Mi | e a g €iby fielchif multipke destinations were involved.
9. Select findianadfrom the State drop-down list.

10. Click Continue.

If red textappears, review the fields and correct any missing valu
J contradictions. Then clidRontinueagain.

If atrip bannerappears at the bottom of the page, another trip ha:
already been created for the same traveler on conflicting dates.

Listed below are existing trips matching criteria specified above.
If you would like to create a new trip click 'continue’, If you would like to take action on an existing trip select the appropriate option for that trip.

Depart Destination Trip Name Trip 1d Stage Status Options
05/01/2011 NEW YORK, NY TEST In Authorization -] request authorization

exit continue

LT GKA& GNRLI A& F RdzZLX AOI GSZ
review and add data as neededf the accumulated mileage dates
simply overlap with another trigglickContinue

VvV The Trip Overview page appears.

Trip and Prepayment Overview -Required fields are denoted by an asterisk need help?
Trip Name I— Enter an abbreviated name for easy reference (e.g. ABC meeting, XYZ conference, etc....).
*Trip Type | &  Domestic (within the USA)
" Foreign (outside the USA)
*Trip Structure | &  Round trip (single destination - e.g. &4 > B = A)
 Multi-destination trip (2.9- A = B = C... = A)
 One-way trip
*Method of Travel  Air Delta and Northwest Airlines are the preferred suppliers for Indiana University business travel.

Method to Airport: |NA -

¢ Personal Car

¢ Motor Pool Rental

¢ Enterprise Campus Rental

¢ Other Rental National Car Rental has a preferred agreement with big 10 universities and is the

recommended car rental supplier for Indiana University business travel. Learn more about
National Car Rental.

¢ Other method select: B

Prepayment Requests | Select any prepayments you would like to make and indicate the number of payments for each type. Details will be entered on
the next screen.

[T Registration |1 payment(s)
[T Lodging 1 payment(s)

[exit ] [ continue ]

11. Enter a Trip Name. This field is not required, but a descriptive trip name can
help differenti at diravel Acfvisyopage. t he travel er 6s

12. Select Personal Car as the fiMethod of Travela

Leave theReimbursemenbptions unselected for now. You will
| 4LSOATe B2dNJ YALSFAS 2y G(KS
in these instructions.
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13. Click Continue.

VvV The Trip Details page appears.

Trip Reimbursement Details -Required fields are denoted by an asterisk

Trip Name: lApm Mileage Alternate Trip Id:
Comments: :I Creator: bbecker
4
Traveler Traveler: BECKER, BRIAN C Network Id: BBECKER
Dept Name: lpUR Organization: UA-PUR

*Address: [pOPLARS 414

Campus: IBLOOMINGTON 'I

*Phone: l,

Email: bbecker@indiana.edu

Destinations
*From City: IBLOOMINGTON *From St
*To City: |Mi|eage *To St
*Start Date: [=715/on11 I \ *End D3

14. Add any unsual information about this trip in the Comments field at the top of the
page.

15. Edit the fiTravelerdinformation as needed. A Phone number is not required by
TMS staff, though it is currently set as a required field in the Travel@IU system.
Entering a space or a dash allows the document to be saved and routed.

LT GKS GNI @St SNRa AyT2 Aa 02y
should be updated. Refer tdITS Documentatiofor instructions.

Scroll down to the Destinations section.

Destinations
*From City: [BLOOMINGTON *From State: [INDIANA =
*To City: [Mileage *To State: [INDIANA |
*Start Date: [5715/2011 CE (mm/ddrvyyy) *End Date: [5/2a/2011 &
*Start Time: Iﬁ;” -I *End Time: I”;” vI
Method: Personal Car
*Purpose/Conference Name: :I
[
Comments: :I
E
Are you requesting per diem?: yes © no
Were any meals provided?: e o
(in conference fee or by another means) yes no
Was personal time involved?: ves o

16. Enter a purpose for the accumulated miles in the Purpose/Conference Name
field. The purpose entered online can remain at a high level in this case, as the
purpose of each individual trip is listed on the Mileage Record Form.

Invited to anual NRCAA conferente: -
| ' -
" Speaking on rece.r]t.DB'C"advances in
. . lied téchnologies.
Never enter acronyms in the purpose field . pppled Niwo tsthnologles

IU Travel Guide
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17. Select No for all three of the per diem questions.

Remember, Per Diem is not permitted on accumulated mileage t

As a resultyou do not need to specifystart time or anend timeon
this document

Scroll down to the Accounts section.

add Accounts delete Chart of *Acct # Sub Acct *0bj Cd | Sub Obj Cd Org Ref Id Proj Cd Limit |Rental
Acct Car
r a EN a [s100 (& | a EN o]

18. Enter a valid Acct # and verify that the Obj Cd is correct.

The Object Code automatically populates based on the type of tr
being created, but the value may need to be revised to accommc
departmentspecifications for certain trips.

19. Enter values in some or all of the remaining account fields as needed.

Chart of Acct - Not Required
Acct # - Account Number TRAVE— WARNI NG'
Sub Acct - Sub Account Number B ; ;
e sure to satisfy all the accountin
Ojb Cd i Travel Object Code . fy . 9
Sub Obj Cd i Rarely Required requirements set for this account .
Org Ref IDT Organization Reference ID; Contact the responsible fiscal officer if you
only used by certain organizations h 4
Proj Cd i Project code; may be required ave ary questions.
for specific projects.

20. Specify a whole dollar limit if known. Alterntively, the fiscal officer may assign a
limit during approval.

21. If multiple accounts will be used for this trip, click the Add button. Another
account line appears. Follow the steps shown above to setup the additional
account, and repeat until all neccesary accounts have been added.

the fiscal officer route level. However, account distribution can b
suggested using the limit fields, as defined below:

J Fund allocation between multiple accounts is typically determine:

If a limit is entered for the first account, that limit will be met befol
any funds are taken from the second account. For example if
limit for the first account is set at $500, and the total trip expense
come to $400, the additional accounts will not be charged. This i:
repeated down the account rows.
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22. Click Save and Continue at the bottom of the page.

VvV The trip is saved for

ure access, and the Trip Summary page

appears.
|
[edit | Trip Name: APRIL MILEAGE Structure: ROUND
Trip Id: Alternate Trip Id:
Agency:
Comments:
Created: 05/27/2011 10:27:37 Routed Authorization:
Reimbursement: Routed Reimbursement:
[Cedt | Travider Traveler: BECKER, BRIAN C Network Id: BBECKER
? Dept Name: PUR Organization: UA-PUR
Address: POPLARS 414
Campus: BLOOMINGTON
Phone: -
Email: bbecker@indiana.edu
Arrangers: DE VOL, MARSHA K HUGHES, CYNTHIA R CAIN, THERESA
|_add_ Destinations [Cedit |
From City: BLOOMINGTON From State: INDIANA
To City: MILEAGE To State: INDIANA
Start Date: 05/15/2011 End Date: 05/24/2011
Start Time: --:-- End Time: --:--
Travel Method: Personal Car
23.Scroll t o t he O0Des iamdiclektheeditddtonsect i on,

Vv The Edit Destinations page appears.

Edit Trip Destination

-Required fields are deted by an asterisk . From and To Country required for foreign trip only

756188

Destination Segment Id:

“From City: [BLOOMINGTON

*From State: |1NDIANA =l

*To City: |MILEAGE

*To State: IINDIANA ;l

*Start Date: |05/15/2011 T2l (mmsddryyyy)
*Start Time: l__;__ vI
*End Date: |05/24/2011 ___n_] (mm/dd/yyyy)
*End Time: l__;__ vi

Method: ~ Air Method to Airport: |NA -

(Total (mi): I—)

Reconciling Account: |UA/1915030 = |

Reconciling Account: IUA/1915030 vl

@ Personal Car

Motor Pool Rental

Enterprise
Campus Rental

Other Rental

00D

¢ Other method

I select: A |

*Purpose/Conference TRAVEL BETWEEN CAMPUSES TO ADMINISTER STAFF TRAINING. ;I
Name:

=

Q Number Of Receipts?: IO )

Are you requesting per
diem?: ® no

 yes
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24. Enter the accumulated miles from all of the trips listed on the Mileage Record
Form in the Total (mi) field.

25. Enter 1 in the Number of Receipts field. This facilitates submission of the
mileage record form.

26. Click the Save button at the bottom of the page.

Vv The Trip Summary page appears again, with the ®estinationsd
section displaying the total miles claimed.

Destinations |_edit |

From City: BLOOMINGTON From State: INDIANA
To City: MILEAGE To State: INDIANA
Start Date: 05/15/2011 End Date: 05/24/2011
Start Time: --:-- End Time: --:--
Travel Method: Personal Car ‘ Mileage: 437 miles

Purpose/Conference Name: TRAVEL BETWEEN CAMPUSES TO ADMINISTER STAFF TRAINING.
Number Of Receipts?: 1
Are you requesting per diem?: No

Were any meals provided?:
(in conference fee or by another means)

No
Was personal time involved?: No
Exception to policy:
Comments:
Status: Pending

Paid: N

27. Scroll to the bottom of the document and click Route for Approval.

Vv The Trip Confirmation  page appears.

User: | bbecker Trip Id:| 992716 Document Id: | 8384191
ﬁ'avel@!U Role: TRAVELER Trip Type: DOMESTIC Doc Type: | TravelTripReimbursement
Traveler: BBECKER | Trip Status: Route Status: | INITIATED

You have submitted a request for a Reimbursement with receipts. In order to process your request please complete the following:

» Generate and print the Trip Coversheet
» Follow the instructions on the Trip Coversheet for document preparation and receipt handling.

The travel details have been submitted for approval through Workflow.

Trip Id: | 992716
Name: BECKER, BRIAN C
Email: bbecker@indiana.edu
Document Id: 8384191

[ generate coversheet | return | [ exit

The Document ID, displayed on the confirmation page, will allow
to track this trip as it moves through WORKFLOW amdnmuting.
Details are provided iAppendix A: Routing and Tracking

28. Click the Generate Coversheet button.
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Vv The Trip Coversheet appears.

Travel Management Services
Trip Coversheet
Document Id: 8384295

*8384295*

- Write contact information (name. phone number. and date) in the space provided on the Trip Coversheet.

Instructions:
- Print coversheet from the trip confirmation page.

- For each expense being claimed. a corresponding original receipt must be submitted.
- Tape small receipts to a letter size sheet of blank paper.
Larger receipts. such as lodging receipts. do not need to be taped to a sheet of paper.
NOTE: Do not send loose receipts. The document will be returned if receipts are not properly submitted.
- Write the Document Id 8384295 and the Trip Id 992812 at the top of each page of receipts.
- Paper clip receipts to the back of the Trip Coversheet.

- Mail Trip Coversheet and receipts via campus mail to the following address for processing:

Travel Management Services

Poplars Room 120

BL Campus
Trip Id Traveler Request Submitted By
992812 BBECKER BBECKER
BRIAN C BECKER BRIAN C BECKER
EXPENSES # OF RECEIPTS
TOTAL 0
Contact Name: Phone #: Date: [/ /

29. Print the coversheet and follow its instructions to mail the Mileage Record Form
to the provided processing address.

What comes next?

_ Turnt hep ag e
The mileage record form

scannedand linked to the Want to understand trip routing, and track

Travel@IU trip documen the current status of your document?
Turn to the Workflow Appendix

The mileage is
reimbursed to the

The trip routes through | .
WORKFLOW to obtain traveler at the

necessary approvals. current rate.
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Chapter 3: Arrangers

In this chapter,  you will learn how to:

V  Become an @rranger6in the Travel@IU system

V  Add travelers to your traveler list

V  Create and maintain trips on behalf of your travelers

Process Overview

Certain IlU campuses and departmentsd e si gnhat e

documentation on behalf of other staff members. Departments might use one or
more arrangers for all their travel needs, or split responsibilities between arrangers
and travelers, or may elect not to have arrangers at all.

The Travel@IU sygem allows all IU faculty and staff to create and maintain their
own trips, but it also allows arrangers to perform these tasks on behalf of others.

Before this can occur a staff member must:

1. Obtain arranger permission in the Travel@IU system
If you do not see the additional arranger links in the Travel@IU portal but
believe you should, contact Travel Management Services.

2. Request travelers

to join your &6Travel

See Add Travelers on the following page for instructions.

3. The travelers must

approve the AArranger

Travelers receive Authorization Request eDocsin their WORKFLOWaction
list. Before their trips can be arranged, each traveler must answer all eight
security questions and approve the document.

When the above steps are complete, the arranger can begin to Create & Maintain

Trips on behalf of the authorized travelers.

Prefer to watch the movie?

The information provided in this
chapter is also addressed in the
Arrangers tutorial. Click the image
to view the tutorial.

Links to all tutorials can be found on

the Training tab in Travel@IU.

\\

TRAVEL@IU

GERS
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Add Travelers

Overview

Before any trips can be arranged, the arranger must be granted permission by the
traveler to process travel documents on his or her behalf. Follow the instructions
below to create an fAArranger Authorization Reques® for each traveler.

Instructions
Tocreatea n 6 Ar rutherigaBon Refduestofor a single traveler:
1. Navigate tothe Travel@lU portalon t he fiServicesodo tab in Onestart

2. Click the Add a New Traveler link.

| Travel@IU options |

Travel Tasks  Training | System Info

Travel Management Services | Pre-Travel Checklist | Reimbursement Checklist | U Travel Discounts | Contact Us

Travel@jJU

» Create a new trip
b View my trips

( b Add a new traveler )

MORE INFO: travelbl@indiana.edu

If you do not see the arranger links shown abdien you have noi
been setupas an arranger in the Travel@system. Confirm your
role with your supervisorand contact Travel Management Service
you believe your account settings should be changed.

Vv The New Traveler page appears.

New Trawveler(s) -Required fields are denoted by an asterisk need help?

*Network I— a
r Id:

(cancel | save )

3. Enter the IU Network ID for the traveler you intend to arrange for. Click the
Magnfying Glass icon to search for the traveler by name and return his or her ID
to the field.

4. Click Save.

IU Travel Guide
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Tocreatemul ti pl e 6Arranger Authori:zation Requests®d si mul
1. Navigate to the Travel @ U portal on the fAServicesbo

2. Click the View My Travlers link.

v ThelU Travelers page appears.

l.l.l INDIANA UNIVERSITY

User; | waught Trip Id: Document Id:

Travel@il/ Role: | ADMINISTRATOR | Trip Type: Doc Type:

Traveler: | waught Trip Status: Route Status:

IU Travelers need help?
add Il new traveler(s)

- | Ifyou have alreadgeceived authorization from othdtJ travelers,
the add__new travelersfield appears below th&aveler list.

3. Enter the total number of requested travelers in the Add __ new traveler(s)
field, and click Add.

4. A corresponding number of Network ID fields appear. Enter or select a network
ID for each traveler, and click Save to generate the authorization requests.

What comes next?

Turnt hepag e

Each traveler receives ¢

Yl NJ\lJ'}/HSNJ I Wanttost art processing
Wé |j dZS 3 l] O i reimbursements or prepayments?

. : Turn to the next page...
Action List.

The traveler move

CKS NI OGSt S FNEY (KS
2N Wy2Q (- WLISY RA Yy 3

authorization questions. YU NI g5t
then clicksApprove.

TRAVEL WARNING!

To avoid having to approve travel documents submitted on the t r av e |behalBby an arranger , the
travelermust sel ect o6yesd for .all 8 questions

/| f Asignature authorityo I s not provided, t he |
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Create & Maintain Trips for Others

Overview

After a traveler has authorized an arranger, the arranger can create and update trips
on t he t r avusihgehe idssructinesipravidéd in Chapter 1: Before Traveling
and Chapter 2: After Traveling. Only the initial steps will vary, as defined below.

Instructions

To create or update trips on behalf of an authorized traveler:
1. Navigate tothe Travel@lU portalon t he fiServicesodo tab in Onestart

2. Click the View My Travelers link.

Travel@iU
P Create a new trip
b View my trips

b View my travelers

v ThelU Travelers page appears.

IU Travelers need help?
Name User ID Document Type - Proxy? Saved Trips Options
BEAN, TAMMY L TLEBEAN REIMBURSEMENT - Yes
PREPAYMENT - Yes . M delata
0 new trip |[ delete |
SUPPLEMENT - Yes
AUTHORIZATION - Yes
GOTTDENKER, JAY S JGOTTDEN REIMBURSEMENT - Yes
PREPAYMENT - Yes 1 new trip | [ delete )
SUPPLEMENT - Yes
AUTHORIZATION - Yes
HARNER, JOHN C JHARNER REIMBURSEMENT - No
PREPAYMENT - Y
RE EN es 0 new trip | delete )
SUPPLEMENT - Yes
AUTHORIZATION - Yes
add 1 new traveler(s) | add
Pending Arranger Authorization Requests n help?
Name User ID Options Route Log
BECKER BRIAN C BBECKER view 3

L

If the traveler is not listed, use th&dd Travelermstructionsto
J request authorization

If the traveler is listed unddPending Arranger Authorization
Requests he or she still needs to approve the authorization eDo
The document can be found in the travelers WORKLFOW Actio
accessed via thNotificationstab in Onestart.
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3. To add or modify documents on behalf of authorized travelers:

V' To create anew trip, click the New Trip button in the far right column of that
travelerdéds row. Then f ol | €watetalNewTrimst ructi ons pro
or Request Accumulated Mileage procedures to complete the trip document.

V To modify an existing trip, adding a reimbursement or prepayment request
for example, click the travelerdés name.

V That t rTaavetActvityd page appears.

Use the Options button to initiate an additional request for any trip. Depending on
the current status of the trip, different options will appear:

V' Click View to view a copy of the document as last submitted for approval.
For certain trips and stages, this option could be used to access the
Enterprise Campus Rental link or to print a Trip Coversheet.

V' click Request Prepayment to request a TMS check to cover a conference
registration fee or a one-night lodging deposit. You can also use the Trip ID
at this stage to charge prepaid reservations directly to the trip account(s).

V' click Request Reimbursement to request per diem, mileage, or other
reimbursable expenses for the traveler; see Request Reimbursement.

V' click Request Supplemental to request an additional reimbursement for a
trip that has already been reimbursed; see Request a Supplement.

4. Complete and route the trip document for approval.

What comes next?

The trip routes to WORKFLOW
LT GKS GNJ @St SN

When the final
approval is recordec

signature authority questions on tf
Authorization eDogcthat traveler wil
be the first required approver.

the prepayment o
reimbursement is
generated.
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