University of lowa

fi

ProTrav Travel Training

Accounts Payable/Purchasing/Travel 202 PCO lowa City, 1A 52242

9/25/2013
L:\AP_Purchasing\Purchasing\JBergeon\Web Docs\ProtravTravelTrain_092513v2.docx



The UnNiverstry OfF lowa

[ Profrav

Acoounts Poyoble,/PurchosingTravel
PROTRAV TRAVEL TRAINING DOCUMENT

Contents
SIENING INTO PrOTraV ... iieuiiiiiiieeiiiiiiiiiiieniiteeienitrasistnesstaessrssssreessrsssstensssessssssssssnsssssssssssssssssssssssssnsssenssssnssssnssssnssssans 1
Y [l o= T = = O PP PP PPPPPPPPPPPRE

My Payments

Payment Information for my Travelers

INEW THIDS 1ettteeeiiiiiiitteeeeeiit ettt e e s sttt eeeessausttteeeesssassasbaaeeeeasassseteeeesaasssseeeeeesaassssaeeaeseeaassseaeeeeesaanssbaeeeesssaassbaaeeeessanasssaeeeessaansssneeeesssnnnssnneeenns 2
Travel FOrms AWaiting YOUT APPIOVal.....uci i iiiieeciieee ettt ere e et e e e te e e s sttee e etteeeesaeeessaeeeassaeeeassaseeassasesasseseaasseeeaasseeesasseeesanseeesansenennnes 2
Travel EXPENSE VOUCNEIS IN-PrOZIESS......uiiiiiiieiiieeeiiiteeeeiteeeesteeessteeeesteeeesaseeeasseeaassseaasseeeassssesassasesasseseeassesesansesesnssssesansesesnnsesesnsenennnes 2
(O] =1 o Lo T T=40 Yo AV o ol Y- OO U PSSP PUPPPPPTON 2
Overview Of the SIAEDar. ... ...ttt r s s sesa s s resasssssensssssssssssssenssssssasssssssenssssssnnes 3
Create New trip, Create TEV @nd CoPY Trip . ittt e e e e e et e e e e e e e eestbbtaeeeeeeesantaaaeeaaaeeaasasseaaaeesaasssaeneaesseassssraneaeesanes 3
My Travel
1YL I T o PSPPSR
YA =T 0] oYU Y=Y a1 o £ S PPRPSRN 4
YAV Yo V7 [ Yol TSP PPSNE 4
1Y AV 1T =Tot D LT o T 1] RO PP PP P PP PP OPPPPP 4
LY A = Y72 1T OO S P PP PR PPPPRROPPPRRE 5
IMIY PrEIEIEINCES .. .veeevieiieeieestee sttt et e sttt e st e et e e et e e saae e saeesseeesseessseessaeenseeasseeaseeanseeenseeasseeaseeansaeaateesaseesseeanseeanteesaseesnseassaeenseesnsaesnsenssnnane 5

Searches

Reports and More Forms

Create NEW TP . ieeiiieiiiiiiieiiieniiieeiieniiiesiitnessiesisissssrsessrsssssenssssssssssssssnssssasssssssssesssssnsssansssenssssnsssssssssanssssnsssanssssnsssen 8
Step One — Travel Information
B[ T 3T LAY OO PP PSP PTOTPPPOTPRINE
Traveler CONTACT INTOIMIETION .....eiiiiiei ettt ettt b e b e bt e s bt e a s e e bt et e e aeeeb e e bt eat e bt eabeshe e bt eabesbe et e eabesbeenbesanenbeennenas 13
[ 1] o T ] OO PP PP PP PPPPUPPPRRPPOt 13
FiYe [o [ dleTa - M@ eTa K [o 1= =Y oY o OO TSP PTUPTUURUSROPPRN 14
Step 2 - Funding Information and Cash @OVANCES ........eei ittt e e et e e e e e s e e bt e e e e e e s e e ataaseeaeeeesasbaeaeaeeeesassaraeeaans 14
Step 3 - Review Trip Details @nd SUBMIT .......eiiiiiie e e et e e et e e e s rete e e e e atteeeentaeessnsaeeeanteeesassseesnnsaeassnsseesannes

Step 4 - Submit to Workflow
Editing Trip Information after Trip has been Created

(60o] o) VA I £ IO T T T T T O TP T TP PP PP
CrEAte TEV ... ittt ettt e r s e s s e s e ra e sa et taas s sass s enesssassstassstassstassstessstanssssnsssensssrnsssrnsssranssnannss 21
1D q o= 1T T I/ ¢ 1N 22
Splitting Expenses/Travel Reimbursement for Expense/s Claimed on Behalf of another Ul Traveler.........ccccovvveeieevieeceeccieecieene 31
JANololo 10T oY A1 oY= o= V= PPNt 33
SUDMITEING TO WOTKFIOW ...eiiiieiie ettt e vt e st e e te e et e e s sa e e baeeaseeeateessaeeasaeenteessseessseassesenseeenteesaseessseenseesnseesnseessnennnn 35
How to Reconcile a Travel Related Transaction 0N the PCArd ..ottt ettt et e st esaee e bt e sbeesaeeesaeean 35
SPILEING Travel EXPENSE ON PCAIT.....cuuiiiiiiieecciiee ettt e ettt e et e e et e e e e ve e e st e e e eaaaeeeessaeeeassaeeeassaeeeasseeeaassaseaassaeesasseeesansesesanseeesnnseeesanseeennnes 38
JOUNAL 1D S iiiuiiiiiinniiiieaniieiieneiiiiieneeiirssssetiesssseriesssssttessssssssssssssesssssstesssssstssssssssesssssssesssssssssssssssssssssssssssssssnsssssssnnes 40

ProTrav Travel Training Guide



Signing Into ProTrav

Access ProTrav though the Employee Self Service Portal at https://hris.uiowa.edu/portal/. Enter your HawkID and

password and click Sign In.

«.. il Employee Self Service
4T

Welcome to the Finance and Operations (FO) Web Applications Portal

This is your single point of access for FO Web Applications including Self Serice, Workflow, PCard, GL DS5,

and the HR Data Access Applications. Please sign in using:

1. Your Hawk 1D, and
2. Your Hawk ID Password

IMPORTANT INFORMATION

+« Employees using shared computers are advised to click sign out and then exit the browser after
completing their session.

"~

Hawk ID Login

Hawlk I0:

Password:

Links to Common Questions
+ Don't know vour hawkid?

# Forgot yvour password?
* More hawkid infermation...

This will take you to the Self Service Menu screen. Click on the Administration Tab to find the link for ProTrav (PCard

Vouchers & Travel).

ADMINISTRATION

Data Access

AP-PO Freight Web Tools

AP-PO People5oft
PMO (Property Management)

Systems

Cash Handling Audit Procedures
[ E-Pro(E Vouchers & PReqs)
Jobs@UIOVWA

|:c ProTrav (Pcard Vouchers & Travel)
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https://hris.uiowa.edu/portal/

Start Page
Your Travel Start Page will appear on the right side of the window. This page displays the following travel information at
a glance:

The Universtry oF lows . *

[ Profrav J

_ Mot Fuyible P ochosing o Plard  Travel
ssss Tacting wees Travel information lor: JOHN DOE

my Payments Travel news
Gt new tiiD Mo travel payments disbursed for you in the past 30 davs. % Massage from tha Travel Taam:
Create TEY Chedk payments will be processed i the nest scheduled dieck run after the date posted here, %
Start Page T generad, checks are ssued theee times per week, Diect Depost payments aoe processed $Flenive 5/1/2011 b

T

hinly andl should be n your account the next bisaness day Following the posted day.

my Travel

Y Tor my hen 3 Travel paymant has boan made to you by direct

Mo travel paymants disbursed for you or your travelars in the past 30 days. -
Chek here for *Other Traviel Retatid Nows*
my Travelers

[s]poe. John Hurwe Trips g
{infg, Iravel Forms Awaiting Your Approval
= Na recont trips faund departing o returmning within 30 days far you or any of your “my -
my Preferences travalare”, No transactions are waiting in your inbosx,
My Travel/ srn Resquessls iting Your
No Request were found that require your approval.
Searches
Search Conl Travel Expense Vouchers In-Progress
Search tnps
No TEVs found that are in-pregress.
Reparhs
Trawel spend Outstanding Advances
TEVS gver 100 days
Na outstanding Cash advances found for you or vour travelers.
mare Farmy

My Payments

This section will display advances and/or reimbursements processed for you in the past 30 days.

Payment Information for my Travelers

This section will display advances and/or reimbursements processed for anyone in your “my travelers” in the past 30
days.

New Trips

Trips will be displayed in this section from the time the trip is created until 30 days after the trip end date. Trips will be
displayed in this section for the traveler and for the person who initiated the trip setup.

Travel Forms Awaiting Your Approval
This section includes travel forms awaiting your workflow approval.

Travel Expense Vouchers In-Progress

This section contains any travel voucher that has been started by you or is for you, but has not been completed or
routed to workflow for departmental approval. The voucher has to have at least one “out of pocket” expense saved in
order to be displayed.

Outstanding Advances

This section contains any advance that has been issued but has not been cleared (TEV has not been submitted and
processed by the Travel Office). Outstanding advances will display for you as the traveler, trip owner, reconciler
(voucher initiator), and/or users with upper level access.
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Overview of the Sidebar

Create new trip, Create TEV and Copy Trip

Use the Create new trip link to set up a trip and/or request a cash advance for individuals not listed in your my Travelers.

Use the Create TEV link to document expenses and request reimbursement for individuals not listed in your my

Travelers. You may create a trip for any Ul employee, student or non-ui employee.

Use the Copy trip link to create a new trip by copying the information from a previous trip. You may change the traveler

&/or trip dates during creation. Once the trip has been created additional details may be edited.

My Travel

PCard Travel Admin

Create new trip

Create TEV
Start page
Copy trip

my Travel
my Trips

Shows travel information specific to you, the traveler.

My Trips

my Travel

my Trips

my Reimbursemeants
my Advances

my Direct deposit

Displays all of your visible trips, the Create a Trip link takes you to the trip wizard and automatically enters you as the
traveler. From this window, you can also search for trips for other travelers by entering information in the search

section, then click

Search Trips I

**Note: Hidden trips are trips that are no longer active and do not display on your search results. If you wish to view
hidden trips, change the display field from “Visible trips” to "Hidden trips".

Trip Manager

Browsing trips for JDOE: (5 Trips found) Display: | Visible trips %
Sort by: i

Create a trip for this traveler

Search: |Trﬂveler last name % | | = " || | Search Trips |

Do, Johin MNome, AK 12/17/2008-12/21/2008
Testing 1224

Edit Trip | Create/View TEV | Trip Summary | Reimbursements | Copy Trip | Hide Trip
Doe, John Fayettaville NC 11/26/2008-11/29/2008

Ponual Ikeeting
Edit Trip | Create/View TEV | Trip Summary | Reimbursements | Copy Trip | Hide Trip

Do, John Torente,ON,Canada 11/12/2008-11/22,/2008
2008 Conference

Edit Trip | Create/View TEV | Trip Summary | Reimbursements | Copy Trip | Hide Trip
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My Reimbursements

This section displays reimbursements to you for the last six months, last twelve months, or forever, depending on how
you choose to view your information. You can review the trip details by clicking on the Voucher ID.

Browsing reimbursements for JDOE: Show: ILastSmorrths vI Apply |

(1 reimbursements found)

Voucher ID Payment Amount Paid via Paid an

Conooos4 $80.00 Direct Deposit 713172008

Update your deposit information

My Advances

This section displays advances to you for the last six months. You may click on the down arrow next to the “Show
search to review all advances issued to you.

Browsing advances for JDOE Show: |LastEmDrrths 'I Apply |

(13 advances found)

2

Amt Pay Dt Advance Pymt Method Status
type
$80.00  B/25/2008 Standard Direct Deposit Advance denied in View/Edit
workflow

Denver,CO [06/29/2008-07 02r2003)

$80.00 TI1/2008 Standard Direct Deposit Advance approved in View/Edit
warkflow

Baltirmore,MD (054 020065-054 2/2008)

My Direct Deposit

This link will open a new screen with the Employee Self Service page to be able to review or update your direct deposit
information. This section provides you with the ability to define a different account for travel reimbursements than
payroll deposits if you wish.

Sign in with your HAWKID and password, and then click on the Personal tab.
L

INIVERSITY Finance and Cperations Web Applications
OF lowa

Welcome to the Finance and Operations (FO) Web Applications Portal
Hawk ID Login

This is your single point of access for FO Web Applications including Self Service, Workflow, PCard. GL DSS,

and the HR Data Access Applications. Please sign in using: Hawle ID: I:I
1. Your Hawk ID, and Bassword: I:I
2. Your Hawk ID Password

Links to Common Questions

IMPORTANT INFORMATION s Don't know vour hawkid?
# Forgot vour password?

e More hawkid information...

+ Employees using shared computers are advised to click sign out and then exit the browser after
completing their session.

= ' ' P o .r “a
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Under the Payroll header, click Direct Deposit. This will take you to your current Direct Deposit information and allow
you to edit the entries.

_lhl_g\,;@_Emp|oyee Self Service

OF lowa
PERSONAL
General Payroll
Annual Salary Letter Direct Deposig—
Appointment & Salary History ' Paycheck Review
Change Password Savings Bonds Enrollment
Demographics W-4 Tax Withholding
Emergency Contacts Year-End Taxes

Ny Faculty Cataloq Information

My Travelers

This section lists all travelers you have reconciling or viewing rights to. You may create a trip for any Ul employee,
student or non-ui employee without them being listed under your my Traveler’s section. If you create the trip, you have
access to that particular trip and do not need access to all trips for a traveler.

my Travelers
L[] Doe, John

{infa)

Trips
Reimbursemeants
Advances

When you click on [ next to an individual traveler’s name from my Travelers section, links will display so you can select
which information you wish to access. You may view trips, reimbursements and advances. Selecting Trips takes you to

the Trip Manager. From this one panel you can view trips created for this traveler, access trip information and create,
edit or view forms.

My Preferences

This section allows a user to add Favorite MFK’s, select to receive e-mail notifications and request or assign access to
Travel.

my Preferences

Fawvorite MFKs

Email MNotifications

[JAaccess to Travel
Panding requests (0]
Request or assign access

rights

Maintain access rights

Favorite MFK’s-ProTrav users can store favorite MFK’s in ProTrav for any form including Procurement Card Vouchers,
agreements and travel related forms (Trips, Cash Advances or Travel Expense Vouchers). This link can be found under
both the PCard and Travel components.

E-mail Notifications-ProTrav users can elect to receive email notifications in the following situations:

As a cardholder, or reconciler of a Procurement Card Voucher, a user can be notified when the current Procurement
Card billing cycle has ended and their assigned Procurement Card Voucher has been assigned and is ready for
completion/submission.

*Notification will only be sent if transactions have posted.

Travelers may be notified when any travel related payment has been made to them by direct deposit.
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Access to Travel
From this section travelers can be added, removed or reconcilers for your travel can be requested.

e Pending Requests- This screen will display any requests that need your attention. By clicking on the action it will

either grant access or deny access.

Pending Requests

Individuals Requesting access to your Trawvel

User Role Regquested ORG/DEPT Action
JANE DOE (DOEJAN) TRAVELER_RECONCILER  05/0310 Approve [ Deny

Travelers requesting that you have access to their Travel

Role Requested ORG/DEPT Action

TRAVELER_RECONCILER 05/0311 Accept [

ROBERT SMITH {RSMITH) Dedli
ecline

e Request or assign access rights- This link is where you request or assign access. You may request to be a

reconciler/viewer for another traveler, or you can request that another University employee have access to

reconcile/view your travel.
Assign a Reconciler/Viewer Rights to your Travel Information

Request or Assign Access Rights

Please select one of the options below

0 Request Reconcile/View Rights for another Traveler

You want to reconcile or view ancother traveler's information

(*) Assign a Reconciler/Viewer Rights to your travel information
Send a request to another user inviting them to reconcile or view your travel information

1. Select if you wish to grant the user reconciler or viewer rights
2. Search for the user by HAWK ID or Name
3. Send the request

Assign a Reconciler/Viewer to your travel information

Allow the following individual to do the following with my travel information:

* Reconciler This request provides another user
. access to create trips and TEVs for
O viewer your travel, and request cash advances

on your behalf.

Search Users By:

® Hawk ID
O Name

HawkID of Reconciler/Viewer: | idoe Next =

(find & HawkID)

Name Department Position
(& Doe, John WPFO-Purchasing Clerk IV

This request will be emailed to the reconciler/viewer and requires their acceptance. Upon acceptance,
access will be granted.

Requesting Access for another traveler
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Request or Assign Access Rights
Please select one of the options below

(3 Request Reconcile/View Rights for another Traveler

You want to reconcile or view another traveler's information

) Assign a Reconciler/Viewer Rights to your travel information
Send a request to ancther user inviting them to reconcile or view your travel information

1. Select if you which to obtain reconciler or viewer rights

2. Search for the traveler you are requesting access by HAWK ID or Name
3. Send the request

Request Reconcile/View rights for another traveler

Request access to the following traveler and allow me to perform one of the roles below:

® Reconciler This provides you access to create trips

- and TEVs, and request cash advances
O viewer for this traveler.

Search Users By:

& Hawk ID
O Name

HawkID of Traveler: | jdoe Next >
(find & HawhkID)

Name Department Position
& Doe, John VPFO-Purchasing Clerk Iv
Send Request

This request will be emailed to the traveler and requires their approval. Upon their approval, access will be
granted.

e Maintain access rights- From this screen, you may review or edit the users who have access to your travel
information. It will also list any traveler you have access to. If you no longer wish someone to have access to
your trips or if you no longer need access to someone’s’ trips, click Remove.

Maintain Access Rights (Travel)
my Travelers

Travelers for whom I have rights to view/reconcile their travel information

Org/Dept Action
JOHMN DOE (JDOEY TRAVELER_RECOMNCILER 05/0310 Wiew

SALLY SMITH (SEMITH? TRAVELER_RECONCILER 05/0311 View | Remove

Send a reguest to another Traveler requesting access to reconcilefview their travel information.
Reconcilers fviewers of my travel

Users who have explicit access to my travel information
User Role Org fDept Action
JAMES SMITH (JSMITH) TRAVELER_RECONCILER 05,/0310 Femove

Send a reguest to another user inviting them to become a reconciler/viewer for my travel information.

Searches

Search Contracts-Provides you with a listing of vendors the University of lowa has established contracts.
Search Trips allows you to search for trips you have access to.
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Reports and More Forms

Users can generate a travel spend summary report for you, your travelers, or your Org/Dept. Reports are limited to only
those travelers you have access to and only those expenditures that have been sent to General Ledger (TEV’s in progress
are not included).

Users can generate a report for aging TEVs. Reports are limited to only those travelers you have access to and only
those TEVs with at least 1 out of pocket expense on them.

Reports

Travel spend
TEVs over 100 days

more Forms

Non-UI Acknowledgement of
Expenses

Access request form

Travel forms

The Non Ul Acknowledgement of Expenses form can be used for travelers to sign and use as their approval for the
Travel Expense Voucher if they do not have access to e-mail.

Access Request form is to be used by individuals requesting access to additional roles for either the PCard or Travel
component of ProTrav. Card owners and Travelers do not need to complete this form to access their own card or travel
information, or support staff to add travelers to their “my Travelers” or to process TEVs.

Travel forms Take you to the Travel Website that lists the Tax Exempt forms and information as well as the printable
version of the Non Ul Acknowledgement of Expenses.

Create New Trip

A trip should be created for anyone traveling on behalf of the University, regardless if the University is funding the trip
ora3™ party is paying the expenses. Registering a trip will ensure that there is necessary information to get ahold of a
traveler should the need arise due to an emergency situation.

PCard

Create new trip
Create TEV
Start page

Copy trip

Travel

my Travel
my Trips

Click Create new trip on the sidebar to the left.

You may create a trip for any Ul employee, student or non-ui employee without them being listed under your “my
Travelers” section.

Step One - Travel Information

Principal Traveler-Who is Traveling: Indicate whether the traveler is yourself or another individual. When “Myself” is
selected, it will enter you as the traveler.
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Create a Trip

- 2 Funding 3 Submit

* denotes required fields
A Principal Traveler

~ Myself Someone else

Name ( Department | Location )

ProTrav - protrav@uiowa.ed|

@ JohnADoe (VPFQ-Accounts Payable & Travel | 202 PCQ )

If you select someone else, you may search for Ul Faculty/Staff, Ul student or Non-ui Traveler. If searching for Ul
employee or student, you may search by their HAWK ID.

A Principal Traveler

Myself Someone else

Add the principal travler for this trip.

Fing traveler by type and name

Fing traveler by HawkiD
Traveler Type HawkID
Ul Faculty/staff - oF
- select -

Search HawklDs

1l Faculty /st aff

1l Student
Fon-Ul Traveler

A

Add traveler

Name | Department | Address

* Please select the individual traveling on University of Iowa business.

Click “Add traveler”, a list of all who match the criteria you listed will be returned. If there is only one result, the name
will automatically populate.

* denotes required fields
A Principal Traveler

Myself -/ Someone else

Name ( Department | Location )

() James D Doe ( Cend-Cad-Research Engineering | 127 NADS )

(C) John ADoe  ( VPFO-Facilities Management | 105 MSSB )

If more than one result, select the appropriate traveler by clicking on the radio button to the left of their name.

Trip Essentials
Purpose of Travel

Enter Trip Description, Purpose of Travel, select Individual or Group travel and Type of travel. Comments may be added
but are not required.
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¥ T

Trip

rip Essentials

Description *

Purpose of travel *
- select - =]

Type of travel

Ind

Trip

ividual

comments

Itinerary Destination-Where and when travel will take place

Enter the Destination Country, state and city. If the desired city is not listed, select other and type the city name in

Other City box. Enter
1]

the traveler’s departure and return dates.

Itinerary Destinations

* Please enter at least one destination
Country
United States [=]
State
lowa =]
City

Other [=]

Other City

Departure date

05/10/2011 m
Return date
Save destination
Cry, State Country Arrival Departure

Click Save Destination

M Trip Destinations

+ Add a destination

City, State

Anchorage [Incl Nav Res], Alaska

Country Arrival Departure

United States 05/17/2011

05/20/2011

Advisory

Advisory

& Edit @ Delete

To add additional destinations to this trip, select Add a destination. Be sure to not use the same travel dates as already
saved. For exampe, The traveler is in Alaska 5/17-5/20, then going to California 5/20-5/22.
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M Trip Destinations

+ Add a destination

* Please enter at least one destination

Country

United States =]
State

Alaska =]
City

Other =]
Other City

Departure date

05/17/2011 %

Return date

City, State Country

Anchorage [Incl Nav Res], Alaska United States

Click Save destination. To add more destinations, continue to select Add a destination. Once all destinations have been
added scroll to the next section.

Originating Location — For Ul employee travel to lowa City

Once the destination of lowa City, IA has been entered for a Ul employee, this section appears which requests additional
required information.

¥ Originating Location @ help

*# QOriginating location is required when the trip destination is lowa City and the traveler is a Ul employee.

Country

United States v
State

lowa -
City

- select a city - -

Justification

City, State Justification Actions

Once the information has been entered, select Save Location.
International destinations with travel advisories

If a trip is being created to a destination that has been issues a travel warning or alert by the US State Department, a link
will appear that the user may click to review the travel warning or alert.
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B Trip Destinations @ nelp

#* Please enter at least one destination

Departure date Return date
10/19/2011 E 10/19/2011 E
Country

Afghanistan A

I State Department Advisory

City
Kabul

Once the user clicks on the link, a window will open with the complete text of the advisory which includes additional
links to the US State Department website. This advisory may be accessed through the trip summary after the trip has
been created.

Advisory e-mail notifications- If a new advisory is issued after a trip has been created, an e-mail notification will be sent
to the traveler and workflow approvers announcing details of the new advisory.

Destination Address - where the traveler will be staying.

If it is known at the time the trip is being created, it is requested you enter where the traveler will be staying. In case of
an emergency, it will be known where they are.

9 Destination Addresses (optional)

Add a destination address.
Addresses assist the Ul in locating travelers during an emergency.

Associated Destination

- select a destination - (=]
Type
- select - -

Address Linel

Address Line2

Country

United States -
State

- select - -
City

If the traveler is staying multiple places, you may enter additional addresses. Click Add an address

¥ Destination Addresses (optional)

+ Add an address

Parent Dest Tvpe Address City, State Country

Testing, N/A Hotel 123 Lark Lane Testing, - select - Albania & Delete
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Traveler Contact Information

Contact information directly to the traveler or other designated contact

This information is being requested in case of an emergency, departments may get a hold of the traveler quickly.
Information includes traveler’s cell phone, e-mail, hotel phone number or other means of contact.

Click Add contact

&, Traveler Contact Information (optional)

+ Add contact

Name/Method Type MNumber/Address

The screen will open to an editable state. Enter the traveler your contact information or Other/Personal contact
information it may be a cell phone or e-mail address. Click Save contact.

8. Traveler Contact Information (optional)

+ Add contact

How can we get ahold of the traveler during this trip?

Contact type
- Other/Personal i

Self/Traveler
Other/Personal

Contact method

- select - (=]

Number / Email

Click Add contact if there are multiple points of contact for the traveler.
Y. Traveler Contact Information (optional)

+ Add contact

Name/Method Tipe Number/Address

Self (Cell Phone) Self/Traveler 319-555-9525 & Delete

Passport
This information is only requested for Ul faculty/Staff or Students traveling internationally

Click Add passport to provide the Issuing Country, Passport number, and date of issue. ProTrav will default the
expiration date to 10 years past the date of issue. Once this information has been entered, it will default into future
trips up to the expiration date of the passport. If the traveler has passports for multiple countries, they may all be added
to the traveler profile. Click save passport. If you need to add another passport, click Add passport.
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B8 Ppassport Information (optional)

+ Add passport

Input passport information.

Issuing Country
United States (=]
Passport number

Issue date

&
=

Expiration date

Save passport

Additional Considerations

Select whether the trip is being funded by University of lowa funds or not. If yes is selected the user clicks continue,
they will be taken to the Funding screen to enter the funding MFK and Cash Advance information if one is needed. If no
is selected, you will be taken to the trip summary screen to review the trip information entered in Step 1.

= Additional Considerations

1. *Is the University of lowa funding all or part of this trip? (This includes grants that are administered through the University accounts)
2 Yes

./ No

Step 2 - Funding Information and Cash advances
Funding MFK- Enter the funding information for this trip

You may only enter one funding MFK during trip set up. If multiple sources are funding this trip, you may add them at
the time you are claiming out of pocket reimbursement to the traveler.

You may add the funding MFK by utilizing your favorites =2, enter a funding MFK and add it to your favorites, or hand
type the funding MFK into the spaces. Once the MFK is populated, click Save MFK

F N
M Funding MFK

Please input the MFEK for this trip.
FND  ORGC DEPT SDEPT GRNT/PRCM I|ACCT OQACCT DACCT FNC CCTR

W 6027 Save MFK
S
MFK

Cash Advance-If a traveler meets certain eligibility requirements or is traveling internationally, a cash advance may be
requested.

ﬁ Cash Advance

Would vou like to add a cash advance?

+ Add cash advance

Amount Payment Method Justification (if required)
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+ Add cash advance

Click

A cash advance is intended to cover minor daily expenditures that will be incurred while in travel status (taxi, meals, tips
etc.) A standard advance is limited to $60 the first day in travel status and $20 for each additional day. Cash Advances in
general are limited to Ul Students, and to Faculty/Staff earning <$50,000/year. The Standard amount will default in

based on the trip dates. If a different amount is requested, an email will need to be sent to protrav@uiowa.edu
requesting a different amount.

If traveling internationally, the user will type in the amount requested and provide justification.

Select payment method, for University employees, it will default direct deposit for all other travelers, it will default
check mail.

If you do not wish to request a cash advance, skip this step.
W Cash Advance

Would you like to add a cash advance?

+ Add cash advance

Cash advance information

A cash advance is intended to cover minor daily expenditures that will be incurred while in travel status (taxi, meals, tips, etc)

A standard advance is limited to $60 for the first day in travel status and $20 for each additional day. Additional amounts will be allowed for domestic travel over 14 days, all
foreign travel, and emergencies. A statement of explanation and itemized estimate of expenses must be provided with any request for more than the standard amount. Cash
advances in general are limited to Ul students and to Faculty and Staff eaming <$50,000/year.
Reqguested amount

0.00

Payment method
Direct deposit =l

Justification

Terms and Conditions for TRAVELER

THE TRAVELER understands and agrees to the following: The advance 1) is to be used only for
University business travel expenses; 2) must be cleared by submission of a travel voucher or repaid
within 2 weeks of tip end date; 3) will be withheld from the Ul travelers payroll or billed through
Accounts Receivable non Ul} if not cleared or repaid within the reqguired time; 4) will be reported as
taxable income per IRS guidelines if left outstanding more than 120 days

Terms and Conditions for DEPARTMENT

THE DEPARTMENT verifies that the trip and advance requested herein are for official university
business travel, that funding is available to cover the advance, and that the trip, advance reguest,
and funding have been reviewed and approved by the appropriate individual(s) who has designated
approval authority for this department and/or funding source. As a designated departmental
"Approver” of expenses incurred in the name of The University of lowa via this form, | understand

-
E|

Amount Payment Method Justification (if required)

Click, add cash advance. The advance amount will populate below the request box.

Amount FPayment Method Justification {if required)

120.00 Direct deposit test W Delete

Click continue to move to step 3
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Step 3 - Review Trip Details and Submit

This is a summary view of the trip information entered in steps 1 and 2. If all the information is correct, click Submit Trip.
If any corrections need to be made click “Prev” to the screen in which the change needs to be made. Edit or delete and
re-enter the information and then click Continue until you are back to the Review Trip Details panel.

There is also a link so the user may print the itinerary of the trip.

Review Trip Details & Submit

& Print the itinerary

A Principal Traveler

Name; Jane Doe
Department: Testing
Campus Address: 123 Testing

% Trip Essentials

Trip Description: Trip set up

Purpose of Travel; Conference/Professional Development
Type of Trip: Individual

Trip Comments:

P Trip Destinations

City, State Country Arrival Departure Advisory

Las Cruces, NM United States 05/18/2011 05/21/2011
¥ Destination Addresses

Parent Dest Type Address City, State Country

Las Cruces, NM Hotel Marriott 123 Lark Lane Las Cruces, NM USA

&, Traveler Contact Information

Name Contact Method Phone Number/Email Address
Sally Do Email xyz@noemail.com
Tialksn Cell Phone 319-555-5555

I pynding Information

MFK

240 - 05 - 03210 - 00000 - 50508250 - 6026 - 000 - 00000 - 60 - QOO0

Cash Advance Amount Payment Method

120.00 Direct deposit

Prev | Cancel

Step 4 - Submit to Workflow

Electronic pre-trip approval through Workflow may or may not be required by the funding department.

If the funding department does not require electronic approval, and there is no cash advance requested, the trip
creation is complete.

If your department does require electronic pre-trip approval, or if a cash advance has been requested, the form must
now be submitted to Workflow.

Create a trip wizard

Steps Your trip has been created successfully
Please note the following tracking numbers for referencing this trip when communicating with the Travel office.
1. Enter trip data_\ls - corr!plete Trip 1D: 123
g' EEE;;;”E?S"%;:;EE:W - sanzles Add attachments for this transaction (optional)
7o Silgaleim o sl Note: The Travel Office does not require any documentation for this form type. However, if your department requires documentation related to your trip

or cash advance request (i.e. estimate of trip cost), you may attach those files electronically here.
Your transaction must now be routed in Workflow

Your transactions require routing through the Workflow System for approval. Please click the "*Continue with Workflow™ button below to start the
routing process.

Continue with Workflov
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Editing Trip Information after Trip has been Created

If any changes need to be made to the trip information after creating the trip, this can be done from the Trip Summary
screen. From the list of trips, click on Edit Trip for the one that needs to have edits done.

Trip Manager

Browsing trips for JOOE: (5 Trips found) Display: | Visible trips |%
Sort by: b

Create a trip for this traveler

Search: |Tra'.feler last name v|| = v|| | Search Trips |
Doe, John Nome, AK 12f17/2008-12/21/2008
Testing 1224
Create/View TEV | Trip Summary | Reimbursements | Copy Trip | Hide Trip
Doe, John Fayetteville, HC 11/26/2008-11/29/2008
Annual Isting
Edit Trip | Create/View TEV | Trip Summary | Reimbursements | Copy Trip | Hide Trip
D, Jokin Teronto,ON,Canada 11/12/2008-11/22/2008
200% Confenznce

Edit Trip | Create/View TEV | Trip Summary | Reimbursements | Copy Trip | Hide Trip

Click on Edit to make any changes to the information already on the trip. To add new information, click on Add new for
the appropriate section.

Trip destinations

» Add new destination
Dest ID Location Depart - Return Actions

313993 Jackson, WY, USA 10/26/2011 - 10/28/2011 Edit | Remove

Destination addresses

» Add new address
Type Address Parent Dest ID Actions

Home 3243 Winding Lane; Jackson, WY 313993 Edit | Remove
Cash advances
Request new cash advance

Cash Adv. ID Type Amt. Req. Sch. Pay Dt. Amt. Paid Date paid Actions

No cash advances requested/paid.
Contacts

» Add new contact
Type Name Method Value Actions

No contact(s) for this traveler.

Attachments

Add/Edit | Show/hide thumbs
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Copy Trip
Function allows user to copy an existing trip already in ProTrav. The traveler &/or trip dates may remain the same or be
changed. After the trip has been created the user will be able to make further edits.

PCard Travel Admin

Create new trip
Create TEV
Start page
Copy trip

my Travel
my Trips

Click Copy trip on the sidebar to the left.
This will open a search screen which will allow the user to search for an existing trip to copy.

From this screen you can search existing trips from which to copy. The traveler can
remain the same or be changed to a different traveler on the next screen. After the
trip is created you will be able to make further edits.

What trip do you want to copy?
Display: | Visible trips [+ |
Sort by: [l

Search: Traveler last name|v | = [+] Search Trips

Once the user has entered the search criteria and selected search trips, the results will be displayed similar to the below.

From this screen you can search existing trips from which to copy. The traveler can
remain the same or be changed to a different traveler on the next screen. After the
trip is created you will be able to make further edits.
What trip do you want to copy?
Display: Visible trips [+ |
Sort by: [x]
Search: Traveler last name|~ | Contains [« | dos Search Trips
Doe, John A TLZTE.E.POIIS!SI:- Paul, MN 10/26/2011-10/31/2011
Copy Trip
Iowa City,IA 09/23/2011-09/23/2011
Doe, JohnA  meeing
Copy Trip

Select Copy Trip for the trip you wish to copy.
The next screen will look similar to the below. Review the trip information. Only the traveler and/or the destination

dates may be edited at this time.
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Required Information

Traveler lohn A Doe (JDOE)
Purpose of travel Research
Type of travel Individual travel
Trip description SRR
MFK 050-05-0311-23000 - 00000000 - 6026 - 000 - 00000 - 60 - 0000
Destinations Minneapolis/St. Paul MN, USA
Depart  10/26/2011 E Return  10/31/2011 E

Create Trip Cancel

Select Create Trip to create the copied trip.
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The next screen will be the trip summary page, similar to the below. Additional changes may be entered and the trip
may be submitted to workflow if required.

Workflow approver history:

Seq # Received Approver/Title Approval Routing YIN Comments

0 Initiator John A Doe / CLERK TV Required Y

Key to ¥Y/N Column: (R) Requested Returned; (¥) Approved; (V) Voided; (N%
Not Approved; (T) Tacit Approva

Update Trip Submit to Workflow Cancel Trip

Trip information: Traveler information:
Trip ID: 264678 The traveler cannot be changed once a trip is created. If
this trip is for someone else, please cancel this trip and
Descr.: cgonference create a new trip.
Comments: Traveler: John A Doe {JDOE)

Travel type: ® Individual travel

. Group/Team travel
Assigned No TEVs assigned
TEVs:

Campus address: VPFO-Accounts Payable & Travel

Eirsl;l';lrs'llf:? View changes 202 PCO
purpose: Research El Record history:
Departing: 10/26/2011 00:00 Created by: IDOE
Returning: 10/31/2011 00:00 Last updt.: JDOE on 10/17/2011 16-10

Users with access to this trip

Update trip dates

Default MFK
MFK Actions
050 - 05 - 0311 - 23000 - 00000000 - 6026 - 000 - ODOOOD - 60 - DOOOD Edit

Trip destinations

» Add new destination
DestID Location Depart - Return Actions

317987 Minneapolis/St. Paul, MN, USA 10/26/2011 - 10/31/2011 Edit | Remove

Destination addresses

» Add new address
Type Address Parent Dest ID Actions

No address(es) for this trip.

Cash advances

» Request new cash advance

Cash Adv. 1D Type Amt. Req. Sch. Pay Dt. Amt. Paid Date paid Actions

No cash advances requested /paid.

Contacts

» Add new contact
Type Name Method Value Actions

No contact(s) for this traveler.

Attachments

Add/Edit | Show/hide thumbs

Mo attachments available

Update Trip Submit to Workflow Cancel Trip
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Create TEV

PCard " Travel

Create new trip
Create TEV

Start page
Copy trip

my Travel
my Trips

Click on Create TEV on the sidebar to the left.

The trip manager displays and asks you to choose a trip or create a new trip. To search for a traveler enter the

requested information and click—==2r<h Trips

Trip Manager

A TEV cannot be created unless a trip has been created. Search for a
specific traveler/trip first and select the appropriate trip or create a new
trip if one deoes not already exist.

Display: | Visible trips |+

Sort by: 1"""|

Search: |Tra'.reler last name v|| = v|| | Search Trips I

A listing of all current trips for the traveler will appear. Select the appropriate trip and click on Create/View TEV.

Trip Manager

A TEV cannot be created unless a trip has been created. Either select trip
below or create a new trip.

7 trips found Display: | Visible trips |

Sort by: Vl
Search: |Tra'.reler lazt name VH = Y||DDE | Search Trips I
Doe,Diana Cedar Rapids,IA 06/ 14/2005-06/18/2005

Predict
Edit Trip | Create/View TEV | Trip Summary | Reimbursements | Copy Trip | Hide Trip

Doe, John Des Moines,. IA 10/17/2005-10/17/2005
HIT Freject Mesting

Edit Trip | Create,View TEV | Trip Summary | Reimbursements | Copy Trip | Hide Trip

Doe, John 5t. Louis, MO 10/24/2008-10/28/2008
Conference

Edit Trip | Create/View TEV | Trip Summary | Reimbursements | Copy Trip | Hide Trip

Doe,Michelle Iowa City,IA 06/14/2005-06/18/2005
Predict

Edit Trip | Create/View TEV | Trip Summary | Reimbursements | Copy Trip | Hide Trip

The Voucher editor is where out of pocket expenses are claimed for reimbursement.
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Voucher editor: TEV# T0207939 Step 1 of 4

If any expenszes for this trip were paid with a Ul Procurement Card please reconcile those charges on the Procurement Card
Woucher (PCV) before adding out of pocket expenses to this TEVY. Any Procurement Card charges previously reconciled to this
trip should already appear below. Please reconcile (on the PCV) any new Procurement Card charges associated with this trip at
this time. (FLEASE NOTE-The PCV does NOT have to be completed in its entirety prior to submission of your TEV, but any
transactions/lines related to this trip should be processed.)

Traveler: John Doe (NONUI) Destinations:

Trip description: Conferance & 5t Louis,MO, USA (10/24/2008-10/28/2008)
Trip dates: Friday 10/24/2008 - Tuesday 10/28/2008

Edit trip details

Expense Editor: Expenses for this TEV: attach file
New line Total itemized expenses: $0.00

Expense type: | Transportation
Paolicy for
this expense type Mileage LY

Mileage expense
*Date of | rrj 102412008
axp

*Destination: | St. Louis, MO, USA (10/24/08-10/28/08)

Comments:

*Miles traveled: I:I X

Miles Rate
Mileage calculator

Save Expense

Expense Editor-the left side of the screen is where you add out of pocket expenses.

Expense Type
Transportation is the default expense type when the screen opens. For each type of expense, there is a link “Policy for
this expense type”. Click this link to view the Operations Manual text on each particular type of expense. Throughout
ProTrav, there are additional links which give you more information on specific types of expenses.

Transportation expense has sub expense types which are listed below.

Expense type: |Transpurtatiun V|

Policy for
this expense type | Mieage W
[-Chooze—]
ge expense Aus

*Date of | yyey o7/ Car rental
Date of | veg, 07/

Mileage

testination: Indianapg Private plane 11

Taxi'Shuttle
Comments: Tols

Train
Travel agency fees

e BT 1 I 1

Airfare & Car Rental: When claiming airfare &/or car rental, select the appropriate vendor and enter the amount of the

expense.
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Expense Editor:

Mew line

Expense type:
Palicy for

this expense type | Airfare

| Tranzportation w |

v]

Airfare expense

Destination: | St Louiz, MO, USA (10/24/2008-10/28/2008) v|

Airline: | |niteg Airlines M

Comments:

Amount: 395 00

| Save Expense I

Expense Editor:

Mew line

Expense type: Tansporation w
Policy for

this expense type Carrental

Car rental expense
Date of Mon, 09/03/2012
expense:

Destination: New Odeans LA, USA (09/03/2012-05/03/°2012)

*Rental I [— Choose —]
Company: [ hoose —]
Comments:

[+

BUDGET REMT-ACAR
ENMTERPRISE RENT-ACAR
HERTZ RENT-ACAR
NATIOMAL CAR REMTAL
COther

*Amount:

_Save Expense |

Mileage Expense: ProTrav has business rules in place so when you enter your mileage the correct rate will default into
the rate field and the total reimbursement will be calculated for you. An “Approved Travel Office Mileage Calculator”
link is provided to determine or check mileage between points of travel.

You have the ability to edit the mileage rate by entering the applicable rate into the rate section of this screen. A drop-

down box will appear and you will be required to specify the exception category that applies. Click

Expense Editor:

MNew line

Expense type: | Transporation w
Policy for
this expense type | Mieage

Milzage expense
*Date of
e P S

*Destination: | 51 | gyis MO, USA (10/24/08-10/28/08) w |

(Fri, 102472008 %]
Comments: |

*Miles traveled: w0 40
Miles  Rate
Milzage calculator

*Amount: |

Save Expense I

Save Expense I

Expense Editor:

New line

Expense type:
Palicy for

| Transportation W
this expense type | fieage

Mileage expense
*Date of expense: | yweq 13262008 +

*Destination: | paas,TX, USA (03/26/08-03/28/08) V|

Comments: |

*Miles traveled: | 150 ] % l:l a5 |
Milas  Rate
Mileage calculatar
*Amount: 3750 |

Save Expense
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Tolls, taxi/shuttle, bus, and train: These expenses are listed under Transportation and are entered in a similar manner.
Complete the expense editor for the transportation expense by selecting the date of expense, entering the amount and

Save Expense

click Ifor each item.

Expense Editor:

Mew ling

Expense type: | Tranzportation |+

Palicy for
this expense type | Taxi'Shuttle V|

Taxi expense

Date of | £ 1024/2008 ||

expanse:

Destination: | St. Louis, MO, USA [10/24/2008-10/28/2008) +

Comments:

Sawve Expense |

Hotel expenses Travelers are encouraged to ask for the discounted rate when making reservations (i.e. the
government/educational/corporate rate). Lodging rates set by federal regulations will be used as a guide in determining

whether cost is reasonable.

Expense type: | Huotel v|
Palicy for

[ Hotel room
Hotel credit
Hotel deposit

Once Hotel has been selected, you will need to then select the sub expense type.

You can change the date of expense, or if this is a multiple destination trip, you can change the destination in which you
are expensing. Once you have entered the base room rate, the taxes and number of nights stayed, the total should be
listed in Total hotel expenses. This should match the folio, excluding any additional charges such as parking or internet

service or a prepaid deposit.

Palicy for

this expense type | Hotel room

Hotel room expense

Date of | £ 1pzam008  w
expense:

Destination: | St. Louis, MO, USA (10/24/2008-10/28/2008)

Comments:

Please enter the daily hotel/room expenses as
reguested below:

194.00[+ | 11.62)x (4|

Base room Daily room # of
rate taxes business days

View daily maximum allowsnces
Total hotel 522 48
expansea: .
Was hotel the official conference site/headquarters
hotel?

@No OYes

Once you have entered the hotel rate information, select if the hotel was the official conference site, then click

| Save Expense

| . The expense will then be displayed on the right hand side.
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Expense Editor:

Policy for
this expense type

Expenses for this TEV:

Mew line Hotal
edit|del|split 10/24/08 Hotel room
Expense type: £194.00 + $11.62(tax) X 4 nights

Total:
-
Total itemized expenses:

Each time you save an expense it will appear on the right side with a running total shown.

attach file

£822.48

$822.48
$822.48

Meal expense Select Meal in the Expense Type drop-down box. A new section, "Additional trip information required"
will appear. You will be required to enter departure and return times before the meal grid will appear.

Expense Editor:

Mew line

Palicy for
this expense type

Additional trip information required
Mo departure AND return time has been
specified for this trip. You may not enter
meal expenses until the time of day of your
departure and return has been supplied.

Departing: 542008 [12]:[00]
Returning: 10/28/2008 :

If you need to update the dates of your departure or
return, please use the expanded edit form to edit the
destinations within the trip.

Update Trip

Enter the time of departure and return for the trip and cIicle. For example, 10/24/13 7:00 AM through
10/26/13 10:00 PM. The meal grid displays available meals for this trip. It also lists the daily allowance for the
destination city. For partial days of travel the eligible meals are listed and the amount is prorated to the amount
allowed. Enter the actual meal expenses up to the maximum daily allowance. Once you have entered an amountin a
box, tab out of the box to save the expense.

Meal expenses

Enter the actual amount you spent on each meal in the boxes
below. You should not claim straight per diem, only the actual cost
of the meal. The actual amount entered may not exceed the
maximum allowance for that meal based on your travel destination.

+ If the meal was provided as a part of the event or
conference, please indicate by checking the
correspending box under the specific meal.

If a meal was provided, but you did not attend the
meal and have additional meal expenses, please
provide a business justification for why you should be
reimbursed for a meal that was already paid for on
your behalf.

If another University employee paid for your meals,
you should not enter an amount. The other employee
will need to claim the expense on your behalf.

Breakfast Lunch Dinner
10/24/13
Max. allowance: $44.80 Total claimed: $0.00
[o] 0

Meal provided at ] ]

event:

10/25/13

Max. allowance: $56.00 Total claimed: $0.00
0 o o]

Meal provided at B ] B

event:

10/26/13

Max. allowance: $56.00 Total claimed: $0.00
] o o

Meal provided at ] ) @l

event:

Comments: ~

Save Expense
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If you go over the max allowance for the day, a justification box will appear requiring an explanation of the situation.
Once the justification has been updated it will be add to the Total Claimed amount.

10/25/13

Max. allowance: $56.00 Total claimed: $70.00
10.00 20.00 40.00

Meal provided at [l [l [l

event:

Maximum allowance for this day is $56.00. Please
reduce the claim or provide an explanation,i.e.-——meal
for multiple persons(specify who). You will be notified

if this exception can not be approved or if additional
information is required.

Justification: meal for 2 N

. Save Expense
Once the meals have been expensed, click g
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Conference/Workshop Provided Meals:

Per University policy, travelers should not incur expense or request reimbursement for meals provided by a conference
or host. To facilitate this policy, ProTrav has been updated to include a check box for departments and Accounts Payable
to identify meals provided. If meals have been marked as provided, the daily allowance will be adjusted accordingly.

Departments are expected to review conference/meeting materials (i.e. agenda, itinerary, brochures) and denote on the
travelers expense voucher any meals provided. If Accounts Payable has identified a meal as provided and the traveler
claims that meal as procurement card or out of pocket expense, the traveler will need to provide a justification as to
why they did not participate in the meal.

From the Travel Expense Editor, within the meal grid, check boxes have been added to indicate if a meal has been
provided at the conference/event. The check boxes correspond with meal and date.

New line
Expense type: | Meal (=]

Policy for
this expense type

Meal expenses

Enter the actuwal amount you spent on each meal in the boxes
below. You should not claim straight per diem, only the actual cost
of the meal. The actual amount entered may not exceed the
maximum allowance for that meal based on your travel destination.

» If the meal was provided as a part of the event or
conference, please indicate by checking the
corresponding box under the specific meal.

+ If a meal was provided, but you did not attend the
meal and have additional meal expenses, please
provide a business justification for why you should be
reimbursed for a meal that was already paid for on
your behalf.

« If another University employee paid for your meals,
you should not enter an amount. The other employee
will need to claim the expense on your behalf.

Breakfast Lunch Dinner

08/12/13
Max. allowance: $71.00 Total claimed: $0.00

E 0 0

Meal provided at [ | [
event:

08/13/13
Max. allowance: $71.00 Total claimed: $0.00

a a 0

Once a meal has been marked as provided, the maximum daily allowance for that date will recalculate. The meal will
display as “Provided” on the right side under “Expenses for this TEV”.
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Expense Editor:
New line
Expense type: | Meal

Policy for
this expense type
Meal expenses
Enter the actual amount you spent on each meal in the boxes
below. You should not claim straight per diem, only the actual cost
of the meal. The actual amount entered may not exceed the
maximum allowance for that meal based on your travel destination.

» If the meal was provided as a part of the event or
conference, please indicate by checking the
corresponding box under the specific meal.

If a meal was provided, but you did not attend the
meal and have additional meal expenses, please
provide a business justification for why you should be
reimbursed for a meal that was already paid for on
your behalf.

If another University employee paid for your meals,
you should not enter an amount. The cther employee
will need to claim the expense on your behalf.

kfast Lunch Dinner

T08/12/13

Max. allowance: $35.50 Total claimed: $0.00

Meal provided at 0 ]
event:

Expenses for this TEV:

Meal
edit 08/12/13 Dinner {Domestic) Pravide
edit ooy I T rovided
edit|del|split 08/14/13 Lunch (Domestic) $10.00

Justification: unable to attend, transport returning us to site for lunch
broke down, returned after lunch had been provided

edit|del|split 08/14/13 Dinner (Domestic) $20.00

08/15/13  Breakfast {Domestic) $10.00
(PCard P0244173)

08/15/13 Lunch (Domestic) (PCard $20.01| _

P0244173) T

Dinner (Domestic) $30.00
(PCard P0244173)

08/15/13

Reviewers Comments about meals:

8/13-8/14 breakfast & lunches were provided
08/29/2013 13:53 by DHUNGANA

Total: $99.91
Miscellaneous

08/12/13 Registration (PCard $51.22
P0244173)

Total: $51.22 ~

Return to TEV Summary

attach file

If meals have been marked as provided by the AP audit staff, they will also display as “Provided”. Any comments added
by the AP audit staff regarding meals will display at the bottom of the meal section.

Expenses for this TEV: attach file

Meal
edit 08/12/13
edit 08/13/13
edit 08/13/13
edit 08/14/13
edit 08/14/13

Dinner (Domestic)
Breakfast (Domestic)
Lunch (Domestic)
Breakfast (Domestic)
Lunch (Domestic)

Total itemized expenses:

Reviewers Comments about meals:

8/13-8/14 breakfast & lunches were provided
08/29/2013 13:53 by DHUNGAMNA

Total:
Total Out-of-pocket expenses:

Provided
Provided
Provided
Provided
Provided

$0.00
$0.00
$0.00

If a meal is unchecked which was previously identified as provided by the AP audit staff, the system will require a

justification be provided.

08/14/13

Max. allowance: $56.80 Total claimed: $30.00
10 20

Meal provided at 0 0

event:

The Accounts Payable office has identified this meal as
being provided by the event/conference. If a meal wa
provided, but you did not attend, justification is
required before the expense can be claimed.

Justification should include why you should be
reimbursed for a meal that was already paid f
your behalf.

on

Lunch: nable to attend, -
08/14/13 yransport returning us
to site for lunch broke -

Meal
edit|del|split 08/12/13  Breakfast {Domestic) £10.00
edit|del|split 08/12/13 Lunch {Domestic) £10.00
edit 08/12/13 Dinner (Domestic) Provided
edit 08/13/13  Breakfast (Domestic) Provided
edit 08/13/13 Lunch {Domestic) Provided
edit|del|split 08/13/13 Dinner (Domestic) $15.00
edit 08/14/13  Breakfast (Domestic) Provided
edit|del|split 08/14/13 Lunch {Domestic) £10.00

Justification: unable to attend, transport returning us to site for lunch
broke down, returned after lunch had been provided

edit|del|split 08/14/13 Dinner (Domestic) $£20.00
08/15/13  Breakfast (Domestic) £10.00
(PCard P0244173)
08/15/13 Lunch {Domestic) (PCard £29.91
P0244173)
08/15/13 Dinner {Domestic) £30.00

(PCard P0244173)

Reviewers Comments about meals:

8/13-8/14 breakfast & lunches were provided
08/29/2013 13:53 by DHUNGANA

»

m
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Meals on the TEV summary screen will display similar to the below. If marked as “Provided” by AP staff, their comments

will display.

Expenses: View/Edit expenses

Meal
08/12/13 Breakfast (Domestic) $10.00
08/12/13 Lunch {Domestic) $10.00
08/12/13 Dinner {Domestic) Provided
08/13/13 Breakfast (Domestic) Provided
08/13/13 Lunch {Domestic) Provided
08/12/13 Dinner {Domestic) $15.00
08/14/13 Breakfast (Domestic) Provided
08/14/132 Lunch {Domestic) $10.00

Justification: unable to attend, transport returning us fo site for lunch broke down, returned after lunch

had been provided

08/14/13 Dinner {Domestic)

08/15/13 Breakfast (Domestic) (PCard P0244173)
08/15/13 Lunch {Domestic) (PCard P0244173)
08/15/13 Dinner (Domestic) (PCard P0244173)

Reviewers Comments about meals:

8/13-8/14 brealkfast & lunches were provided
08/29/2013 13:53 by DHUNGANA

Total:

$20.00
$10.00
$29.91
$30.00

$134.91

Editing Expenses-While on this screen you can make changes to a saved expense by clicking on one of the options to the

edit|del | =plit

left of the expense.

Expenses for this TEV: attach file

Hotel
edit|del|split 10/24/08 Hotel room
£194.00 + £11,62(tax) X 4 nights

Total:

Meal

edit|del|split 10/24/08 Lunch (Domestic)
edit|del|split 10/24/08 Dinner (Domestic)
edit|del|split 10/25/08 Breakfast (Domestic)
edit|del|split 10/25/08 Lunch (Domestic)
edit|del|split 10/25/08 Dinner {Domestic)

Total:
Transportation
edit|del|split 10/24/08 Airfare
edit|del|split 10/24/08 Mileage
RT to the airport and back
25 miles @ % 0.585/mi.
Total:

Total itemized expenses

$822.48

£3.
£20.
%35,
£30.
£15.
%95,

$395.
514,

£8272.

£400,
: $1,327.

48

oo
oo
oo
oo
oo
oo

oo
&3

63
11

e  Edit-provides you with the ability to change any part of the expense that you have entered. Once you have
made the change you will need to click on Update Expense and this will change the information on the right

hand side of the screen.

e Delete, it will remove the expense from the voucher.

e Split- if the traveler has paid for another University of lowa traveler’s portion of an expense, such as they shared
a hotel room, the other traveler needs to be identified. Instructions on how to split an expense is shown later in

this document.

Miscellaneous expenses Select Miscellaneous in the Expense Type drop-down box. Then choose the specific expense
category such as Baggage/Other tip in the drop-down box below it. Change the date if necessary, make any comments

you want recorded, and enter the total dollar amount.
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Click Save Expenze I

Expense type: | \jizcelansous v
Policy for

this expense type | [-Choose—] ™

Baggage/Other tip
Buginess phone call
Parking

Registration

Other expense should be used when the item you are expensing doesn’t fall under any of the other categories. The
system requires a description to be entered when using this expense.

New line
Expense type: v
Paolicy for

this expense type

Other expense
Date of Wed, 07/09/2008
exp

Destination: | Indianapolis/Carmel, (07/09/2008-07/11/2008) v|

Description: | |

Comments:

——
Save Expense
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Splitting Expenses/Travel Reimbursement for Expense/s Claimed on Behalf of
another Ul Traveler

When a traveler has paid for their own expense along with another University employee’s portion, this is referred to as a
“split expense”. Examples of such claims may include shared hotel, travel meals, taxi, cab or shuttle.

Before the expense can be claimed each traveler must have an existing and approved trip in ProTrav.

The traveler who incurred the expense (primary) enters the entire amount incurred. Once this has been saved, then
click on Split, this will split the expense between the travelers.

Expense Editor:

New line
Expense details
Expense type: Meal: Dinner (Domestic)
Date of expense: Thursday, 05/23/2013
Amount: £50.00

Traveler expense split

You are attempting to allocate an expense to another traveler. Please define traveler and
amount. Then click "Search trips for this traveler”.

jdoe 25.00

Last name HawkID Expense amount for this traveler
or Search HawkIDs

Search trips for
First name this traveler

In order to split this expense, the assigned traveler must have an existing trip in
ProTrav. Please select the appropriate trip for this traveler. This expense will
display on the split traveler's voucher for future reference. The expense will be
paid to the primary traveler.

Split to this trip Trip# 331223: Chicago,IL 05/23/2013-05/24/2013

Didn't find the trip you were looking for? Create a trip for John
Doe [JDOE).

Travelers assigned to this expense
JSMITH JOHN 5MITH £50.00

You may search for the other (secondary) traveler either by last/first name combination or HawkID. Enter the traveler
and expense amount, the select search trips for this traveler. The system will return a list of trips which contain the

same date as the expense to choose from. Select the appropriate trip by clicking Split to this trip

trip is not returned, or there are no trips, then you may select create a trip for the traveler.

. If the appropriate

The system will mark this transaction as a split expense.

Meal
edit|del| split 05/23/13 Dinner (Domestic) m £50.00

The additional person(s) will be added to the Travelers assigned to this expense box. In the right column you will see an
icon that indicates the expense is for multiple people. The MFK split for the two travelers will be assigned later in the
TEV creation process.
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Form Type: TEVFS

Traveler: John Smith (JSMITH)

Trip description: 5.20 test

Trip purpose: Research

Trip dates: Thursday 05/23/2013 - Friday 05/24/2013
Edit trip details

Expense Editor:
New line
Expense details

Expense type: Meal: Dinner (Domestic)
Date of expense: Thursday, 05/23/2013
Amount: £50.00

Traveler expense split

You are attempting to allocate an expense to another traveler. Please define traveler and
amount. Then click "Search trips for this traveler”.

.00
Last name HawkID Expense amount for this traveler
or Search HawkIDs
Search trips for
First name this traveler

Travelers assigned to this exp
Chicago,IL £25.00 edit | del
John Doe (JDOE '
s Cm (T (05/23/2013-05/24/2013)
JSMITH  John Smith (JSMITH) $25.00

Destinations:
+ Chicago,IL, USA (05/23/2013-05/24/2013)

Expenses for this TEV:

Hotel
edit| del |split 05/23/13 Hotel room
$100.00 + $10.00(tax) X 1 nights
Total:
Meal
edit|del|split  05/23/13 Breakfast (Domestic)
edit|del|split  05/23/13 Lunch (Domestic)
edit|del|split  05/23/13 Dinner (Domestic) m
edit|del|split  05/24/13 Breakfast (Domestic)
edit|del|split  05/24/13 Lunch (Domestic)
edit|del|split  05/24/13 Dinner {Domestic)
Total:
Transportation
edit| del |split 05/23/13 Mileage
600 miles @ $ 0.283/mi.
Total:

Total Out-of-pocket expenses:
Total itemized expenses:

| Save and Proceed to Accounting Page |

After you have added all the expenses to this voucher and you are ready to complete the voucher, click

Save and Proceed to Accounting Page |

attach file|

$110.00

$110.00

$5.00
$10.00
$50.00
$5.00
$25.00
$10.00
$105.00

5169.80
$169.80

$384.80
$384.80

The secondary traveler (for which expense is claimed on their behalf) will receive an automated email message from
ProTrav. This message will contain details of the claimed expense, and statement that the same expense cannot be
claimed on their travel expense voucher. Questions related to the claimed expense are expected to be directed to the

individual requesting reimbursement.
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Accounting Page

The top section shows a summary of the trip expense totals. This is where you would enter the Department Funding
Limit if there is one. If the traveler has direct deposit set up, that will be the default payment method. If the traveler
does not have direct deposit set up, the check will be mailed to their home address. The third option is check-pickup, if
you select this option, once the check is printed; the Accounts Payable, Travel and Purchasing department will contact
you when the check is ready to be picked up at their office.

Voucher editor: TEV# T0207939 Step 2 of 4 [\

For this TEV:
Total itemized expenses on this TEV:

Department funding limit:
(if less than total expense)

Less cash advance(s):

Amount due to traveler on this TEV:

Payment method:

For this trip:
£1,327.11 Current TEV: £1,327.11
PCard expenses for this trip: 50.00
£0.00 Additional vouchers: none
1327 11 Total expense for this trip: £1,327.11

O Check - pickup

@Chetk-l‘l‘la”
MFKs to be charged on this TEV:
How do I change or add MFK's?
FND» ORG DEPT SDEPT GRNT/PRGM IACCT OACCT DACCT FNC CCTR Amt
W Ve [050] ‘0311 [23000] [oooooooo | [enze| [ooo) [oooool
Traveler: John Doe New line for this traveler
W log0) ‘0311 [2z000] [oooooooo | (eo0zé| |ooo) [ooooo

Traveler: Susan Doe

Traveler split expense summary:

Traveler Total Expenses
John Doe £915.87
Susan Doe 5411.24

New line for this traveler

Amount to reconcile: 1327.11

Total reconciled: 1327.11

Balance to reconcile: 0.00

Save and Proceed to TEV Summary/Review |

Return to Expense Editor |

The bottom section, MFKs to be charged on this TEV, reflects the distribution of the MFKs. To edit an MFK click on the
section you want to change and enter the new information, once changes are made click

Save and Proceed to TEV Summary/Review

If you want to allocate more than 1 MFK to a traveler, first change the dollar amount of the MFK listed and then click
Mewline for this traveler this will bring up another line where you will be able to edit the MFK either by entering in the
new one or selecting one from your favorites by clicking on the star.

MFKs to be charged on this TEV:
How do I change or add MFK's?

Please add/delete lines or edit amounts to match the current total expense or funding limit on this voucher.

FMD ©ORG DEPT SDEPT GRNT/PRGM IACCT OACCT DACCT FNC CCTR Amt

W |os0 [0311] [23000| [oooooooo | [eo0ze| |ooo| [ooooql loona) | coo0.o0
Traveler: John Doe Mew line for this traveler

W 050 |0311| 23000 |0ooooooo | (eoze| |ooo| [ooooo ‘0000] | 411 .24]
Traveler: Susan Doe Mew line faor this traveler

W 3§ Remoeve [(gp [0311] [23000| [oooooooo | [eo0ze| |ooo| [ooooql loona) | 415 27

Traveler:

DOE,JOHN hd

Once all changes have been made and all the information looks correct click

Save and Proceed to TEV Summary/Review
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This will take you to the Voucher Editor screen which is a summary of the TEV you have created. This gives you a chance
to review the expenses to ensure all has been entered accurately. If any changes need to be made click

View/Edit =xpenses on the section needing changes. Once you have made the change, click
Save and Proceed to Accounting Page 54 yoy will be returned to the Accounting page.

Voucher editor: TEV# T0O207939 ] [
Below is a summary of this Travel Expense Voucher (TEV).
Trip details: Expenses: View/Edit expenses
Traveler: Hotel
Name: John Dos 10/24/08 Hotel room m 822,48
REnE Ll £194.00 + $11.62(tax) X 4 nights
Addr: ANY STREET Total: $322.48
ANY TOWN Meal
IA . .
24/ ;
e 10/24/08 Lunch (Domestic) £5.00
Trip info: 10/24/08 Dinner (Domestic) £20.00
Desc: Conference 10/25/08 Breakfast (Domestic) £25.00
Purpose: Conference/Professional Development 10/25/08 Lunch (Domestic) $30.00
Type: Individual travel 10/25/08 Dinner {Domestic) $15.00
Trip destinations: Total: $95.00
(10/24/2008-10/28/2008) St. Louis,MO, USA Transportation
View/Edit trip details 10/24/08 Airfare $395.00
10/24/08 Mileage $14.63
Funding details: View/Edit funding A7 to the sirport and back
25 miles @ £ 0.585/mi.
030-05-0311-23000-00000000-6026-000-00000-60-0000
Total: £400.62
For: John Doe £500.00
Total itemized expenses: £1,327.11
050-05-0311-23000-00000000-5026-000-00000-60-0000
For: John Doe £415.87
030-05-0311-22000-00000000-6026-000-00000-60-0000 Taxable expenses:
For: Susan Doe £411.24 Traveler Taxable Amt.
Dept funding limit: $0.00 Susan Doe (DOES) i $0.00
Total reconciled amount: $1,327.11
Amount due to traveler on this TEV: 1227.11 : i :
The following actions are now required:
Payment details: s Attach file/s (upload files/documents) to this voucher

Attaching Receipts-It is required that the receipts be scanned and electronically attached to the voucher.
Click Attach file/s and a new window will open.

Attachments: TEV: TO188835 Help

File description *: | |

File to upload *: | | Browse... |

Comments:

Cancel | Add Attachment |

. . . . . 0
Click , havigate to the file you wish to add, then click

File narne: |0221 03_CWS_Receipt pdf ﬂ Open |
Files of type: |8l Files 7] ~| Cancel
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You may edit the File description name and add comments. Once you have everything added this screen you can click on

Add Attachment |you do not need to send the hard copy receipts to the Accounts Payable office. At the minimum

the original receipts should be kept by the department until the transaction has been audited and approved by our

department.
Attachments: TEV: TO188835 Help

File description *: 77108_CVS_Receipt . pdf |
File to upload *: |C:\Dacuments and SettingsH Browse... |
Comments:
Cancel | Add Attachment |

If scanning is not an option, you do have the ability to print the TEV coversheet to attach your receipts to it. Please
provide a letter of explanation of why you were unable to scan the attachment.

OR

# Print out the TEV coversheet

Staple or paperclip all receipts to the coversheet

& Mail the coversheet with paper documentation to the
Accounts Payable Department - 202 PCO

« Submit the TEV to workflow for approwval

Submitting to Workflow
When you click Submit to workflow, you will see the following screen.

Workflow: Choose routing path for form TEYFS

If sub-level routing is required for this form, select
from the routing options bhelow.

This form will route to this path AFTER it has routed to
the traveler and traveler's supervisor.

Routing options:

O fus-Accounts Payable & Travel (05/0311) - Test

Continue I

Choose the routing option and cIickm. You will be sent to other verification screens. Keep clicking continue
until you see the screen below.

Your Tranzaction has been routed to the traveler (John Doe) far
approval. Mo addtional steps are required by you.

After the form has been submitted electronically you will be able to track the status of the voucher through the approval
and payment process within ProTrav.

How to Reconcile a Travel Related Transaction on the PCard
Log into ProTrav through Self-Service and click on the PCard tab on the left-hand navigation

Start Page
Apply for Procurement Card

myCards
Doe, James:
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Click on the + next to the cardholder’s name you wish to reconcile. Select Reconcile

PCard ~ Travel

Start Page Reconcile Manager:
Apply for Procurement Card

Wouchers for Doe, James (D09952)

myCards arganize
[ Doe, James Vouchers awaiting reconciliation
Transactions
Vouchers Voucher ID Billing Cycle
Reconcile
Aceaunt Info? TempPCV169369 May 2008 Reconcile

_ Mew Line 07/01/2008 HAMETON INN 492,68 0.00

attach file MNew line will default with IACCT 8026

Click on new line and the line editor box will appear.

PCV: Line Editor B

Create a new accounting line for line: 3

FND ORG DEPT SDEPT GRNT/PRGM IACCT OACCT DACCT FNC CCTR LINE AMT

7 v#|os0|0s| [0310]/00000] [s0649100 | [e0ze|[000] [oooool|eo|[ooon[ 492 e8]

E | | SLID/SLACH | |
{Optional)

Trip:

| Process Line I

Clear selected trip | Search for trip | Create new trip

Designate the MFK and amount to be charged. Click on the link “Search for the trip” to locate the trip related to the
charge. If trip has not already been set up create a new trip. You may search by HAWK ID or traveler name

Search for trips:

Search travelers:

You may search for any visible trip that you have view access to or greater.

Last name: | |

First name: | |

Search |

Click Reconcile to this trip to attach the appropriate trip to the expense.

Doe, John

Chicago,IL 11/04/2008- Reconcile to this

Meeting 11/06/2008 trip

St. Louis, MO 10/24/2008- Reconcile to this

Cenference 10/28/2008 trip

Des Moines, 1A 10/17/2005- Reconcile to this

HIT Project Meeting 10/17/2005 trip
11/02/2004- Reconcile to this

Attend GMAC 11/04/2004 trip
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This will enter the travel information to the line.

PCV: Line Editor X |

Create a new accounting line for line: 3

FND ORG DEPT SDEPT GRNT/PRGM IACCT OACCT DACCT FNC CCTR LINE AMT
7 7% 050/ [o5] [0310| ooooo (50649100 |[en26| 000] [ooooo/|eo|oooo]| 492 68|

Line Desc: | |

SLID/SLAC |/ |

(Optional)
Trip:
Doe, John{11/04/2008) - Chicago,IL |

Process Line I

Clear selected trip | Search for trip | Create new trip

Once you've clicked on process line, this will bring up the Travel expense line editor for this transaction. This step links
the travel related expense to your Travel Expense Voucher.

You will need to define:
e Expense type
e Details about the expense
e Dollar Amount

PCV: Travel expense editor: Expenses for line: 3
Apply travel expense to: Sub Line 3: 050-05-0310-00000-50649100-6026-000-00000-60-0000 492.68

Expense type:
Palicy for
this expense type

| Tranzportation |

Mileage v

Mileage expense Trip details
*Date of expense: | Tue, 11/04/2008 |~ TEV: TOZ07940
Traveler: John Doe
*Destination: ;
ALEIRD L | Chicago I, USA [11/04/08-11/06/08) |» e e
Comments: Dates: 11/04,/2008-11/06/2008

Travel expenses for line: 3

*Hilﬁtraveled:ln |x||:|_585|

Miles Rate
Mileage calculator

Save Expense |

Travel-related acctg for
line 2 sub-line:

Total travel expenses:

Total travel expenses for
this sub-line:

Balance:

Mo expenses bound to this PCV transaction

£4592.68

$0.00
$0.00

$402.68

If you would like to review the policy for this expense, click on the Policy for this expense type hyperlink below Expense

Type.

PCV: Travel expense editor: Expenses for line: 3
Apply travel expense to: Sub Line 3: 050-05-0310-00

Expense type: | Hotel v |

Palicy for

this expense type
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PCV: Travel expense editor: Expenses for line: 3
Apply travel expense to: Sub Line 3: 050-05-0310-00000-50649100-6026-000-00000-60-0000 492.68

Expense type: | Hotel v |
Palicy for

Hotel room expensea Trip details
Date of | 1y¢ 111042008 v | TEV: T0207940
expense: Traveler: John Doe
Destination: | chicago, L, USA (11/04/2008-11/06/2008) ¥ Destination: Chicaga, IL
Comments: Dates: 11/04/2008-11/06/2008
Travel expenses for line: 3
ToZ207940
Please enter the daily hotel/room expenses as adit | del 11/04/08 Hotel raom £492.68
requested below: £240.00 + £6.34(tax) X 2 nights
':'| + | ':'| X |':' | Total for TOZ07940: $492.68
Base room Daily room # of
rate tawes SlslzEm s Travel-related acctg for line 2 sub-line: 5452.68
View daily maximum allowances Total travel expenses: $43Z2.68
Total hotel |:| Total travel expenses for this sub-line: 3432.68
expense:

Balance: £0.00
Was hotel the official conference site/headquarters
hoteal?

@ No D"r’es

Save Expense

After the expense detail has been provided and the amount distributed equals the transaction amount, the balance
should be 0.00 and change to green. It should then anchor to the next procurement card expense listed on your
voucher. For example, we are working on line 3, it should take you down to line 4 to click New Line.

Splitting Travel Expense on PCard

This would be used if a vendor has changed one amount to the card for multiple travelers’ expenses. To start the
process click on New Line.

Transactions for P0195902 Start Reconciliation
Line Action Post Dt Vendor Debit Credit Recon.
_ Mew Line 05/30/2011 DE LAGE LANDEN OP01 OF 01 1,325.76 0.00
attached file/s MNew line will default with TACCT 6070
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On the Line Editor screen search for the first traveler’s trip and reconcile to the line. Update the MFK if necessary, in the
line amount you will want to change the amount to this traveler’s portion of the expense. In this example the $1325.76
is being split evenly between 2 travelers, so $662.88 is entered in the Line Amt. Once all the necessary information is
Process Line ‘

added, click
PCV: Line Editor (%]
Create a new accounting line for line: 1
FND ORG DEPT SDEPT GRNT/PRGM IACCT OACCT DACCT FNC CCTR AMT
,;( Lh 240 05 0310 00000 50508250 6026 ooo goooo &0 aoon [ 662.88)
Line Desc:

SLID/SLAC: /
(Optional)

Trip:
Doe, John (10/26/2011) - Jackson, WY

Clear selected trip | Search for trip | Create new trip Process Line

[ pisputed charge: HawkID or SSN:
= h HawkID
D Payroll deduct: earch HawkIDs

Travel Expense Editor Screen

gistration exp Trip details
Date of wed 10/26/2011 TEV: T0319348
expense:

Traveler: John Doe

Destination: jackson WY, USA (10/26/2011-10/28/2011) + Destination: Jackson, WY

Comments: I Dates: 10/26/2011-10/28/2011
Travel expenses for line: 1
N T0319348
*Amount: edit | del 10/26/11 Registration $662.88

Save Expense Total for T0319348: $662.88

Travel-related acctg for line 1 sub-line: 3662.88
Total travel expenses: 3662.88
Total travel expenses for this sub-line: 3$662.88

Balance: $0.00

Once the first traveler’s information has been saved correctly, it should look like the screen above. The line will show
that it’s out of balance.

Transactions for P0195902

Line Action Post Dt. Vendor Debit Credit Recon.

_ Mew Line | Travel 05/30/2011 DE LAGE LANDEN OPO1 OF 01  1,325.76 6562.88

attached file/s Edit | Del 240-05-0310-00000- 50508250~ 6026-000-00000-60-0000 662.88
Travel

To add the second traveler’s information, click on New Line again. The process is the same as before, adding their trip
information and then expensing the travel expense to their TEV. On Travel Expense Editor Screen, it will list all TEV's
associated with the expense. This example will have two TEV’s one for each traveler.
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Completed Travel Expense Editor with both travelers information listed.

PCV: Travel expense editor: Expenses for line: 1
Apply travel expense to: Sub Line 2: 240-05-0310-00000-50508250-6026-000-00000-60-0000 662.88
Expense type: Miscellaneous +
Policy for
this expense type Registration hd
Registration expense Trip details
Date of sun, 10M16/2011 TEV: T03219364
expense: Traveler: Jane Doe
Destination: Bettendorf |A, USA (10/16/2011-10/18/2011) ~ Destination: Bettendorf,IA
Comments: ~ Dates: 10/16/2011-10/18/2011
Travel expenses for line: 1
N 10319248
*Amount: edit | del 10/26/11 Registration $662.88
Save Expense | Total for T0319348: 3662.88
TO0319364
edit | del 10/16/11 Registration 3662.88
Total for T0219364: $662.88
Travel-related acctg for line 1 sub-line: 3662.88
Total travel expenses: $1,325.76
Total travel expenses for this sub-line: $662.88
Balance: $0.00

Once completed, the line will display 2 MFK lines as shown below.

Transactions for P0195902 Start Reconciliation

Line Action Post Dt Vendor Debit Credit Recon.

_ 05/30/2011 DE LAGE LANDEN OPO1 OF 01  1,325.76 1,325.76

attached file/s Edit | Del 240-05-0310-00000-50508250-5026-000-00000-60-0000 662.88
Travel

attached file/s Edit | Del 240-05-0310-00000-50508250-5026-000-00000-60-0000 662.88
Travel

Journal ID’s

If TEV/Cash Adv payments are made via direct deposit, the Journal ID will be 5SPRTRVLVOU. If payment for either
TEV/Cash adv is made by check, the Journal ID will be 2DailyAP. Procurement Card transactions will still post to Journal
ID IWEBPCARD.
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