Guide for creating TA for out of state and international combination trip

This document will show you how to create a TA for a traveler who travels out of state and international on the
same trip.

On this trip: Erin Mercurio will:

Fly to Boston from Denver, destination Portland, Maine from Jul 12-Jul 20
Fly to London, destination Oxford from Jul 20— Jul 25

Fly to Lima, Peru from Jul 25— Aug 7

Fly back to Denver Aug 7

Assuming Erin will stay at the same hotel at each location.

On the main menu screen of Kauli, click on Travel Authorization if you marked it as a "favorite".

Favorites {
Customer Credit Memo Format Checks/ACH Organization Travel Authorization Click
Disbursement Voucher Format Summary Service Billing

Distribution Of Income And Expense Group TEM Profile

—
[ action list | (£ doc search | s.edu Impersonat
15 In use
Travel Authorization -
& Document Overview \

Document Overview

* Description: |[Descﬂptmn will be filled upon submit)

—

Explanation:
‘Organization Document Number:

Financial Document Detail
02 &
GENERAL DISBURSEMENTS

e

- hide \\

Trip Overview

Traveler Section

Traveler Lookup: ||%

* Traveler Type Code:

First Name: |
Address Lookup: || %

Street Address Linel:
City Name:
Country Code:

Email Address:

Liability Insurance: E
Trip Information Section
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(5] action list |8 doc search |

TEM Profile Lookup [7]

:du Impersonating Use

KIM Principal Name: [CY

First Name: ‘

Last Name: |[Mercurio

Traveler Type Code: |

partment Code:

Chart Code: || £

et Nnnabers £

Active: ’6 Yes ’6 No ’6 Both

“search )|

clear | [ cancel |

v &
® ves [0 ho O o
([ search | [ clear | [ cancel
| ARCustomaerld | FirstNama | LastMame | Streot Address Linei | City Name State | Zip Coda | Country | Email |
ERI2005 ERIN |MERCURIO _|6003 CAMPUS DELIVERY  FORT COLLINS €O 80523  |uS ERIN.MERCURIO@ICOLOSTATE, EDU |970-491-6752
ZACHARY MERCURIO | 8011 CAMPUS DELIVERY FORT COLLINS €O 80523 us ZACHARY MERCURIO@ COLOSTATE.EDU 970-491-6011

Export options; CSV | soreadshaet | XML

“International” must be selected so the TA routes to RMI for required approval.

Trip information Section

* Trip End: 05132015 09 08 AN | 1]

Primary Destination Country/State: Primary Dastination County:

* Business Purpose:

Delinquent TR Exception: | ||

Travel Advance [vanow]

s i s VouRries S s e b

Trip Information Section

* Trip Type Code: [International| v |

* Trip Begin: |07/12:2015 09.08 AM 9 | ]

* Trip End: (080772015 0908 AM L]

* Primary Destination:

Primary Destination Country/State: Primary Destination County: |

* Business Purpose:

Delinquent TR Exception: | | |
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* Region: ||UNITED KINGDOM &
County: |
ry Destination: |Oxf0rd| x
Active: || @® ves | () Mo | Both
[ search :II: clear | [ cancel |
+ meglan: [UNITED KINGDOM By
County: |
Primary Destination: Oxord
Active: |®) vos| O to | doth
GBR |OXFORD Yes

Export options: C5V | spreadsheet | XL

Complete fill in all required information.

* Trip Type Code
* Trip Begin

* Primary Destination

Primary Destination Country/State

* Business Purpose

Delinguent TR Exception :

07/12/2015 E

OXFORD &

Destination not found Per Diem Links
UNITED KINGDOM

Oxford UK HS/O?/ZU]S‘

[m]

Group Travel

*Trip End : [08/07/2015 M

Primary Destination County

Estimated Per Diem Expenses

Estimated Per Diem Expenses

Expenses

Trip Detail Estimate Total

Here we need to modify the

Per Diem Table to fit the trip.
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(@ Estimated Per Diem Expenses A,
Estimated Per Diem Expenses
Trip Detail: 07/12/2015
Country State | County Lunch Dinner Meals and Lodging Miles Mileage Rate Mileage Total | Daily Total
UNITED KINGDOM [125 [1875 [30.00 [15.00 75.00 [194.00 & [MP-0.52]v] & 0.00 269.00
Accommodation Type: ‘ Name (i.e. Hotel Name, Campsite):
Address:
Phone (if applicable):
Copy Down
Trip Detail: 07/13/2015
Country State | County | * Primary Breakfast Lunch Dinner Meals and Lodging Miles Mileage Rate Mileage Total | Daily Total
UNITED KINGDOM oxroro @ ’E 1500 [25.00 40,00 2000 100.00 [194.00 0 ,W) —0.52]v] (& 000 294.00
destination not found
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* Region: |[MAINE

County: ||

Primary Destination: |[Portland

Active: ,6 Yes ’3 No ’6 Both

[ search |( clear | [ cancel |

One item retri

| Region I Coun I Priman
|

|retumn value | | CUMBERLAND COUNTY | PORTLAND

‘!TI

Export options: CSV | spreadsheet | XML

Enter all known information then click Copy Down. This will fill in all days of the trip as Portland, Maine for all
the days of the trip. Since it is not required to fill in Hotel information for domestic trip on the TA, for
the Accommodation Type select “Other” and for Name and Address put “N/A”.

" Estimated Per Diem Expanses [ = hige | X :
Estimated Per Diem Expensos
Trip Detall: 07/12/3015
Country * Primary Mileage Daily
il ‘ County | o edmary ‘ Pparsonal ‘ Breakfast ‘ Lunch ‘ Dinner ‘ Incidentals Lodging ‘ Miles ‘ mileage Rate ‘ ieog ‘ Ll
MAINE CUMBERLAND p— = js7s [o7s 2175 376 300.00 Io [MP - 0.52[%] |00 342.00
COUNTY
[destination not faund | !
[
‘ Accommodation Type: || Other it ‘ Name (l.e. Hotel Name, Campsite): “NA
‘ ‘ Phone (if applicabla): “
Trip Detail: 07/13/2015
Country * Primary Meals and Mileage Daily
it ‘ County | peilinlil iy ‘ Parsonal ‘ Breakfast ‘ Lunch ‘ Dinner ‘ Incidentals | ndaine wiles ‘ Milaaga Rate ‘ heas ‘ ek
MAINE SRR AN PORTLAND (& =] “9 00 [13.00 [29.00 [5.00 26,00 300,00 o MP - 0.52[+ 0.00 256,00
[Gestination not faund | S
[
‘ Accommodation Typer [Other 7] ‘ T, ‘\NA i
= Addrass:
‘ ‘ Phone (if applicable): “
\Beiasn)
Trip Datail: 07/14/2015
.
9:";2:"" ‘ County | D“:';:'.""I'o“ ‘ Personal ‘ Breakfast ‘ Lunch ‘ Dinner ‘ Incidentals. | [::l:':“::l"s ‘ Lodging ‘ Miles ‘ Mileage Rate ‘ ""“?“ ‘ "’o"":f
MAINE ELMRSRAND PORTLAND (& IS] ‘[9 00 [1300 (2000 " [[500 £6.00 [142 00 o MP - 0.52[+ 0.00 198.00
[aestinaton not found | &
‘ Accommodation Type: || Other o ‘ Name (i.e. Hotel Nama, Campsite): “NA A
| | I Addre:

e Scroll down to the Jul 20. Edit information to show Erin will travel from Portland, Maine to Oxford, United
Kingdom. It is required to have Hotel information for International trip on the TA.
o Repeat the previous 3 steps.

Trip Detail: 07/19/2015

i County Sy personal  Breakfast Lunch Dinner Incidentals esn o Lodging Miles Mileage Rate "Tif;:?e ?:l';‘l'
AL S:'SE_E;‘—AND PORTLAND & E 9.00 13.00 29.00 500 25200, 142 .00 0 MPE 0.52]v] 000 108i00)

TSt ey Hotel Name (i-e. Hotel Name, Gampsite)s [1"° Westin Potland Harborvey 157 High St, Portland, ME 04101
Address:
Phone (if applicable):

Trip Detail: 07/20/2015

G County Nl personal  Breakfast Lunch Dinner Incidentals Hemsard Lodging Miles Mileage Rate "Ti:;?l‘e ?:l';‘l'
UNITED KINGDOM oxeorD =l 15.00 25.00 2000 20 00 100.00 [550.00 [o [MP-0.52[~] |o.00 650.00

ion not found \
e st on Ty Hotel Hiies (06, Ttk sterd, CouEaE) [The OId Bank Hotel [92-94 High Street, Oxford OX1 481, United Kingdom
Address:
Phone (if applicable):

Trip Detail: 07/21/2015

"s"t‘;’t‘;"' County o Doy Personal | Breakfast Lunch pinner Incidentals Lzl Lodging Miles Mileage Rate "T”:laa?e :;"B‘I'
UNITED KINGDOM OoxFORD (X 0l 15.00 2500 40.00 20.00 100.00 550.00 o [MP-0.52[%] |0-00 650.00

=
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e Scroll down to the Jul 25. Edit information to show Erin will travel from Oxford, United Kingdom to Lima, Peru.
e Repeatthe previous 3 steps.

opy uown
Trip Detail: 07/24/2015
Country * primary 5 . Meals and § . m Mileage Daily
i County it Personal | Breakfast Lunch Dinner Incidentals e Lodging Miles Mileage Rate i o
UNITED KINGDOM oxFORD (X ’7 15.00 25,00 (40,00 20.00 100.00 550,00 0 0.00 650.00
s Hotel e e el [The OId Bank Hotel 02-94 High Street, Oxford OX1 4B, United Kingdom
Address:
Phone (if applicable):
Trip Detail: 07/25/2015
Country * primary 2 > Meals and . > = Mileage Daily
e County e Personal | Breakfast Lunch pinner Incidentals : Lodging Miles Mileage Rate sk o
PERU Lma @ = 13.35 2225 3560 17.80 89.00 [250 00 o [MP-0.52 0.00 339.00
not found a
T T Hotel Name (1.e. Hotel Name, Campsita): |[Shereton Lima Hotel & Comvent Paseo de I3 Republica 170, Lima, 1 Peru
Address:
Phone (if applicable):
Trip Detail: 07/26/2015
Country * primary . § Meals and § . = Mileage Daily
gy County B Personal | Breakfast Lunch Dinner Incidentals 2 Lodging Miles Mileage Rate s i
PERU Lma (& ] 1335 2225 35.60 17.80 89.00 [250 00 o 0.00 339.00
T T Hotel e e T e [Sheraton Lima Hotel & Convent Paseo de Ia Republica 170, Lima, 1 Peru
Address:
Phone (if applicable):
Trip Detail: 07/27/2015
Trip Detail: 08/07/2015
Country State County * Primary Destinati Personal | Breakfast Lunch Dinner i Meals and Inci Lodging Hiles Mileage Rate Mileage Total | _Daily Total
B uma @ [10.01 1as s70 1335 66.75 00 o WP - 0.52]v] & [0.00 66.75
Accommadation Type: ||Hotel Name (i.e. Hotel Name, Campsite): |N€7eton Lima Hotel & Conven [Paseo de la Republica 170, Lima, 1 Peru
Address:
Phone (if applicable):

Grand Totals

Grand Totals: ‘ Meals & Incidentals: 2,157.75 ‘ Lodging: 7,452.00 ‘ Miles: 0 ‘ Mileage Total: D.onl Daily Total: 9,609.75

Update Per Diem Table| [Remove Per Diem Table

Expenses %

* Al fields required if section is used
* Expense Date * Expense Type Code | Company Name | * Expense Amount | Currency Rate | Non-Reimbursable | Taxable | Receipt Required | Missing Receipt | SUS Actions
[ « o.00 0 ol ] /A 0.00
add: Rate Conversion Site
Notes: [
* Expense Date * Expense Type Code | Company Name | * Expense Amount | Currency Rate | | Taxable | Receipt Required | Missing Receipt | $US
07/01/2015 Airfare ‘ ‘ 550000 | 1 | Yes ‘ No ‘ No ‘ N/A ‘ 3,500.00
Notes:
Estimated Expenses Details - Airfare - 1
. * Expense Date * Expense Type Code | * Expense Amount | sus | | Taxable | Missing Receipt | Airfare Source Code | Class of Service Actions
[tz Airfare ‘ 000 ‘ 0.00 | Yes | = ‘ N/A | ‘
add:
Notes [
] Airfare ‘ =T ‘ 3,500.00 | Yes | o ‘ WA Frosch (Ghost Card) Coach-Economy.
: I J
Notes [
* Expense Date * Expense Type Code | Company Name | * Expense Amount | Currency Rate | Non-Reimbursable | Taxable | Receipt Required | Missing Receipt | $US Actions
07/12/2015 Shuttle/Bus/Taxi ‘ ‘ s | | — | ol ‘ = ‘ No ‘ N/A ‘ 85.00
2 | Notes: [Aiport Shutte
|3 show | Estimated Expenses Details - Shuttle/Bus/Taxi - 2 |
* Expense Date * Expense Type Code | Company Name | * Expense Amount | Currency Rate | Non-Reimbursable | Taxable | Receipt Required | Missing Receipt | $US Actions
07/12/2015 Other (requires note) ‘ Foooo | q | = ‘ = ‘ No N/A 700.00
3 | Notes: [iis- expenses auring the trip
‘ Estimated Expenses Details - Other (requires note) - 3 ‘

Reconciled Expenses
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e Double check on Total Estimated, Actual Encumbrance.

e Add Accounting information.

e Addapprovaldocumentstothe Notes and Attachments section from Risk Management and International
Programs if applicable.

o Ad hocto Department Higher Authority using the Ad Hoc Group Requests.

e Click Submit.

I Total Estimated: 13,894.75 I

Less Manual Per Diem Adjustment: - |[0.00

Less CTS Charges: - |0.00

Less Non-Reimbursable: - | 3,500.00

Travel Expense Limit: |N/A
| Actual Encumbrance: 10,3¢4.75 |

(e \

Accounting Lines [

* Chart * Account Number Sub-Account * Object Sub-Object Project Org Ref Id
I_.CO 5 mEEn S i 6050 —
. 1366570 - - Travel Encumbrance -
g, |Colorado State University Campus Services
add:
Line i

(e Ledger Pending Entries \
" View Related Documents \
[ ———
[ Notes and Attachments (0)
s Recipients
" Route Log
7
| o B I
(_calculate | (" submit )| save )(_ reload [ close )( cancel )( copy )
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