TA Example #1

A person in your department (who you are a travel arranger for) is traveling to Indianapolis, Indiana from April 6 to
April 10" for the Annual Accounts Receivable Conference. The estimated cost of airfare with New Horizons is $226.20.
The Conference includes breakfastand lunch on April 10t (last day of travel), and a breakfast and lunch on April 7. She
is driving to the airport which is 135 miles roundtrip, or 67.5 miles one-way, and plans to take the toll road which is
$10.80. Parking is estimated to be $60. Lodging is estimated to be $885, which is $221.25 a night. The taxi to the hotel
is estimated at $35, and the taxi from the hotel is estimated at $35. Her registration has been prepaid with her PCARD
of $475. Complete a TA document for the pre-trip. This will all be charged to account 1358550. The traveler would like
to add her mom, Jane Doe, as an emergency contact, and her phone number is 970-555-5555.

Step 1: Check to see if this person has a TEM profile set up. If they do not, then go through the steps to set up their TEM
profile. To check, open TEM Profile, and enter the traveler’s information. Be sure to use the * (wildcard) after both the first
and last names. If they have the TEM profile set up, go to step 2. If not, refer to Training Part 1 — TEM Overview to set up a
TEM profile.

Below is how to search forthe person. Since this has “edit” next to their name, they have their profile set up.

TEM Profile Lookup e

L]
& KIM Principal Name: AR Customer Id:
Q

* First Name * Last Name:
¢

BARB* GUST*

Traveler Type Code: Primary Department Code:
~

®

Chart Code: Account Number:
B

v

& .

Return Only my Travelers?: Active:
m O Yes O No ® Both @ Yes O No O Both
E

Search Reset Form Cancel
1]
=
Search Results 1-10f1
5o Actions Profile Id KIM Principal Name AR Customer First Last Street Address Line1 City Name State  Zip Code Country Email Phone Active
Id Name Name Number
" - - . 970-491-
edit p41 bgustiso@colostate. edu BARBARA |GUSTISON 1019 CAMPUS DELIVERY EQORT COLLINS co 80523-1019 us BARB.GUSTISON@COLOSTATE.EDU 7383 Yes
738

Step 2: Click on More Items, then Traveland then select Travel Authorization.

Travel

Activities

TEM Profile

Travel Arranger

Travel Authorization

Travel Reimbursement



Step 3: Fill out the Travel Authorization.

Document Overview: In the explanation put what you are doing and why but do not fill out the description field as that
will auto-populate when the document is submitted. NOTE: The TEM Doc # will populate once document is saved or
submitted.

Doc Nbr: (5401125 Status: |INITIATED
Travel Authorization 7 Initiator: enllshuBcolosizted  Created: 11:18 AM 02/25/2015
TEM Doc #: |Nat Available TA Status: |In Process
* required field
Document Overview \
Document Overview
* Description: |(Descn‘p1ion yil e fled upon subit) fill out m inf.urmatic.m for .Elarb g\yvs\:[\i{sv% as she
Fapbuniie is traveling to Indiznapalis April 6th - April 10th for a

conference.

Organization Document Number:

Financial Document Detail

02

*
Deniskods GENERAL DISBURSEMENTS

Total Amount:

Trip Overview: Click the magnifying glass next to “Traveler Lookup” to search foryour traveler, which will take you to
the TEM Profile Lookup.

7

Trip Overview \

Traveler Section

Traveler Lookup: %

* Traveler Type Code;

First Name: Last Name:
Address Lookup: %
Street Address Lined: Street Address Line2:
City Name: State Code;
Country Code: 7ip Code: %
Email Address: Phone Number:

Liability Insurance: | |




Click “returnvalue” to auto-populate the travelerinformation onthe TA.

TEM Profile Lookup e

Search Results

Return Value Wrofile Id  KIM Principal Name

return value 41 boustiso@colostate.edu

F Y P R R O

KIM Principal Name:

Last Name

GUST*

Primary Department Code

Account Number:

Search

AR Customer id  First Name Last Name Street Address Linel

BARBARA  GUSTISON

1019 CAMPUS DELIVERY

First Name:
a BARB*

Traveler Type Code:

Chart Code:
Active:
®@ ©®OYes ONo
Reset Form Cancel
City Name

FORT COLLINS

O Both

State

co

Zip Code

80523-1019 us

Country Email

BARB.GUSTISON@COLOSTATE.EDU

Phone Number  Active

1-10f1

970-491-7383

Ensure the information is the Traveler Section is correct, then fill out the Trip Information Section by filling out
everything with an asterisk as shown below. Also, to select the destination you will click the magnifying glass to
search for your location. NOTE: The time of day does not affect per diem rates, it is ok to let the time of day default.
Also, the Per Diem Links hyperlink takes you to the state’s website for per diem. Since it auto-populates further
down on the document, there is no need to click this button in this section. Only enter location and trip end datein
the Business Purpose box.

Traveler Lookup: )

* Traveler Type Code
Principal 1d
First Name

Employee
829651516
BARBARA

Address Lookup: GY

Street Address Line1
City Name

Country Code

Email Address

Liability Insurance

TRIP INFORMATION SECTION

1019 CAMPUS DELIVERY

FORT COLLINS

United States
BARB.GUSTISON@COLOSTATE.EDU
&

* Trip Type Code : | Qut of State

* Trip Begin :

* Primary Destination

04/06/2024 03:26 PM =

Destination not found Per Diem Links

Primary Destination Country/State :

* Business Purpose :

Indianapolis IN 04/10/2024

Delinquent TR Exception: O

Principal Name

Last Name :

Street Address Line2 :
State Code :
Zip Code :

Phone Number :

. bgustiso@colostate.edu

GUSTISON

co
805231019 &
970-491-7383

* Trip End : | 04/10/2024 03:26 PM il

Primary Destination County :



When you click on the magnifying glass next to Primary Destination it will take you to the Primary Destination Lookup
screen where you will select your region and search for the Primary Destination. Click return value next to the

destination city.

Primary Destination Lookup e

=

return value

return value

E

* Region:

INDIANA

Primary Destination:

MARION COUNTY

VANDERBURGH COUNTY

That completesthe Trip Overview section as shown below:

Traveler Lookup: &)

* Traveler Type Code
Principal Id :

First Name
Address Lookup: &)
Street Address Linel :
City Name :
Country Code :
Email Address :

Liability Insurance : OJ

TRIP INFORMATION SECTION

* Trip Type Code :
*Trip Begin:

* Primary Destination :

Primary Destination Country/State

* Business Purpose :

Delinquent TR Exception :

Travel Advance: The traveler has not requested atravel advance, so we will not need to update this.

Employee
829651516
BARBARA

1019 CAMPUS DELIVERY

FORT COLLINS

United States
BARB.GUSTISON@COLOSTATE.EDU

Out of State +
04/06/2024 03:26 PM |

INDIANAPOLIS &Y

Destination not found Per Diem Links

INDIANA

County:
“ O
Active
® Yes
Search Reset Form Cancel
I INDIANAPQOLIS I
INGLEFIELD

Principal Name

Last Name

Street Address Line2
State Code

Zip Code

Phone Number

O Mo

O Both

Yes

bgustiso@colostate.edu
GUSTISON

co
80523-1019 &
970-491-7383

*Trip End : {04/10/2024 03:26 PM |

Primary Destination County : MARION COUNTY

Indianapolis IN 04/10/2024

Emergency Contact: The traveler has requestedwe add hermom, Jane Doe as an emergency contactand her number is
970-555-5555. Enter that information and be sure to click the “add” button.

Emergency Contact Information

Emergency Contact Information

whide] \

Traveler's Cell or Other Contact Number During Trip:

-

Citi hip: |United States
Emergency Contact(s) for Travelers:
* Relationshij * Contact Name: * Contact Phone Number: Email Address: Primary: Actions
add: g | | (W
‘ 1 ‘ Friend 7] [Mesgen ores [orosss 23 [resgan ores@onai zom ‘D ‘ T
| 2 ‘ Parent - ||J3“E Do ||9?u5555555 “ |D | delete




Special Circumstances and Group Travel: These are not applicable to this travel, so skip that section.

Estimated Per Diem Expenses: Click onthe “Create Per Diem Table”.

Estimated Per Diem Expenses \

Estimated Per Diem Expenses

Criabi Per Diem Table

m

~

Once you click that button it creates the Estimated Per Diem Expenses. NOTE: Lodging auto populates. You can edit the
lodging here if you know the estimate, or you can do it in another section. In this example we are adding the Lodging
and Miles here. Since the miles are 67.5 each way, it does not allow decimal points, in one put 67 and the other day
put 68. Since the Conference included breakfast and lunch on April 10t (last day of travel), and a breakfast and lunch
on April 7" we need to delete the per diem from those days, and then click “update per diem table”.

Estimated Per Diem Expenses "
Estimated Per Diem Expenses
Trip Detail: 04/06/2015
Country * Primary s Meals and % Mileage Mileage Daily
State Connty Destination Personal Breakfast s L Incidentals Incidentals Lodging sl Rate Total Total
INDIANA MARION INDIANAPOLIS (& B [7.50 [11.25 [23.25 [375 45.75 22125 67 Mp - 0.5[-] |33:50 300.50
COUNTY EN
destination not found .
| Copy Down |
Trip Detail: 04/07/2015
Country * Primary - Meals and 5 Mileage Mileage Daily
State oy Destination Persond Breakfast g I e e Incidentals Lodging i Rate Total Total
INDIANA MARION INDIANARPOLIS (N [} | [ [5.00 36.00 2125 MP - 0.5 0.00 257.25
COUNTY ey
destination not found .
Copy Down
Trip Detail: 04/08/2015
Country * Primary - Meals and - Mileage Mileage Daily
State St Destination Personal Breakfast i Einoes Incidentals Incidentals Lodging i Rate Total Total
INDIANA MARION INDIANAPOLIS (& (& 10.00 15.00 [31.00 5.00 61.00 22125 MP - 0.5[=] |[0.00 282.25
COUNTY s
destination not found
Trip Detail: 04/09/2015
Country * Primary & Meals and o2 Mileage Mileage Daily
State oty Destination Personal Breakfast Lunch Lo Incidentals Incidentals Lodging Miles Rate Total Total
INDIANA MARION INDIANAPOLIS (3 B [10.00 [15.00 [31.00 [5.00 61.00 [22125 I mp - 0.5[=] |[0.00 282.25
COUNTY
destination not found
Copy Down
Trip Detail: 04/10/2015
Country * Primary s Meals and a Mileage Mileage Daily
State Connty Destination Personall | Breakfast s L Incidentals Incidentals Lodging sl Rate Total Total
INDIANA MARION INDIANAPOLIS (& B [ [ 2325 [375 27.00 .00 E MP - 0.5 :I 34.00 51.00
COUNTY EN
destination not found .
Grand Totals
| Grand Totals: | Meals & Incidentals: 230.75 | L ing: 00 Miles: 135 | Mileage Total: 67.50 | Daily Total: 1,183.25
f
| | Update Per Dlem Table | [Hemove Per Diem Table|




Expenses: Inthis sectioninclude all expensesthatare notincluded in the estimated per diem expenses. This section we
will include the airfare of $226.20, the taxis each way for $35 each, toll road for $10.80, and the $475 registration.
When certain items are added, additional information might be required (i.e. airfare requires more information). Forthe
registration since it was paid on a PCard it is Non-Reimbursable, make sure to click that button. Also, if the airfare is
purchased through ghostcard (which in this case it is), you also need to click Non-Reimbursable. For airfare the notes
section must be filled out, or when you submit it will have an error.

Expenses o] \
# All fields required if saction is used
* Expense - * Expense . Receipt Missing -
Date Expense Type Code Company Name oy Currency Rate Non-Reimbursable | Taxable T Receint $US | Actions
=0 [=]l 0.00 i [ No N/A 0.00
add: A Rate Conversion Site [Cadd |
Notes: [
* Expense - * Expense 5 Receipt Missing 5
Date Expense Type Code Company Name s Currency Rate Non-Reimbursable | Taxable Hommed Receint $US | Actions
04/06/2015 Rirfare 226.20 fi Yes Nao Nao NfA 226,200 __ =
delete
Notes: I R R R R R R R R RO R RRERERRRCC ez
- Estimated Details - Aiare -1
1 | * ExpenseDate | * Expense Type Code * Expense Amount | $US Non-Reimbursabls Taxable = Missing Receipt | Airfare Source Code (Class of Service Actions
DateZ0s Lo |Airfare .00 0.00 Yes No N/A (el
ol | | [-] |
Notes [
, oS [F |Airfare | 226.20 | 226,204 ‘fes Na N/A [[Mew Horizons (Ghost Card) | [Coach-Economy  [w] e
[delete|
| Notes [Fight to Indna
* Expense - * Expense 5 Receipt Missing 5
Date Expense Type Code Company Name e Currency Rate Non-Reimbursable | fraxable o] S $US | Actions
04/06/2015  |Registration Fees 475.00 fi No No N/A 475.000
2 | delete |
Notes: [Purchased on PCard
[ show | estimated Details - Registration Fess - 2
* Expense * Expanse % Receipt Missing 5
&
Date Expense Type Code Company Name At Currency Rate Non-Reimbursable | Taxable Required Receipt US| Actions
04/06/2015 Tall Road Charges 10.80 1 D No Mo NfA 080
3 [delete]|
Notes: [Ted tozirpart
[¥siow | Estimated Expenses Details - Toll Road Charges - 2
* Expense - * Expense ; Receipt Missing =
Date Expense Type Code Company Name e Currency Rate Non-Reimbursable | Taxable iEn Receipt $US | Actions
04/06/2015  |Shuttle/Bus/Taxi [15.00 1 F No No N/A, 3500
4 [ delete |
Notes: [rasito hate! [Gelete
|¥s1ow | Estimated Expenses Details - Shuttle/Bus/Taxi - 4
* Expense . * Expense 3 Receipt Missing 5
Date Expense Type Code Company Name R Currency Rate Non-Reimbursable | Taxable o] Recaipt $US | Actions
04/10/2015  |Shuttle/Bus/Taxi 35,00 i [ No No N/A aso0|
5 [delete]
Notes: |Iax:1rom hotel to airport
[[+5100 | Estimated Expenses Details - Shuttle/ Bus/Taxi - 5 |

Trip Detail Estimate Total: Calculates total cost of trip and total reimbursable expenses (actual encumbrance). If there
are manual entries that need to be made they can be entered in the Less Manual Per Diem Adjustments. This can be
used, for example, if your department has a flat per diem rate they use no matter where someone travels. You would
have to manual calculate the difference and putthe amount to decrease in this section. Once entered, thenyou would
click the recalculate button. In our example we do not need to do anything.

Trip Detail Estimate Total it

Travel Expense Total

Total Estimated: |2,].SE.50

Less Manual Per Diem Adjustment: - iﬂ.ﬂ'ﬂ

Less Non-Reimbursable: - |J'0 1.20

|
| Te== CT% Charges~ 0.0
|
|

Travel Expense Limit: |NM

Actual Encumbrance: |1,485.30




Accounting Lines: The account number will default to the default account line in the travelers TEM profile. You can split
this travel between multiple accounts in this section, but it will not carry over to the TR, it would have to be entered on
that document as well. In this example it is going where we want it to, so we do not change it. It will always post to
object code 6050 as that is the encumbrance object code for travel. When the TR is complete, the encumbrance will
reverse when the Final Reimbursement box is checked. Remember to click “add”.

GenerallLedger Pending Entries: Afterthe document is saved, you can see what the pending accounting lines will be.
View Related Documents: If there are related documents to this trip, it will show in this section.
Notes and Attachments: Any supporting documentation willneed to be added to this section in the PDF format.

Ad Hoc Recipients: If you need to ad hoc anyone to Complete, FYl, Acknowledge or Approve you would enter it here.
NOTE: Approve and Complete hold up the document. FYl and Acknowledge still allow the document to go through
workflow no matterif the person has acknowledged or FYl the document. However, DHA must be entered as Approve.

Route Log: Once the document is either saved or submitted, it will show you the other people that needto approve this
document.

Step 4: Complete Document.

Click “calculate” at the bottom of the document. After you click that, click “submit” to have the document route through
workflow.

Step 5 (ONLYFORTRAINING ENVIRONMENT): Make document final.

Write down your document number, and then impersonate the next person on the route log. Repeat this step until the
document is final.

Toimpersonate in the top right cornerenter kmccar@colostate.edu and click “Login”.

| ot |G doc s Logged in User: epillshuBcolostate.edu (2 g Lops

Once you click Login, it should read “Impersonating User: kmccar@colostate.edu” at the top. Then go to document
search and search your document. When you find your document open it and scroll to the bottom and click approve.

Then impersonate the next person on the route log.


mailto:kmccar@colostate.edu
mailto:kmccar@colostate.edu

TR Example #1

The personin yourdepartment (who you are atravelarrangerfor) has returned from their trip to Indianapolis, Indiana
from April 6% to April 10" for the Annual Accounts Receivable Conference. Now we need to book the Travel
Reimbursement. The cost of airfare with New Horizons was $226.20. The Conference included breakfast and lunch on
April 10* (last day of travel), and a breakfast and lunch on April 7*". It also included lunch on the 7%, 8 and 9%, and
breakfastonthe 7" and 8", and Dinner on the 7*". She drove to the airport which ended up being 128 miles roundtrip,
or 64 miles one-way, and took the toll road which was $10.80. Parking was $65. Lodging was $884.53, which is $221.13
a night. She did not take a taxi to the hotel but took a shuttle to and from the hotel for $12 each way. Her registration
has been prepaid with her PCARD of $475. Fill in a TR document for the post-trip. This will all be charged to account
1358550.

Step 1: Open TA that you need to create TR for.

On the Main Menu Screen of Kuali, click on doc search. In the doc search field enter your TA document number (from
example 1above). When your document appears click on the underlined document. When your document opens, scroll
to the bottom and click “new reimbursement.”

[(amend || cancel TA ._ [ new reimbursement | vendor payment \II:. send ad hoc request || close ‘|l.. copy ._I

Step 2: Complete TR
By clicking “new reimbursement” on the TA, that willopen the TR with the information you put onyour TA.

Document Overview: Do not fill out the description field or Organization Document Number as those auto-populate. In
the Explanation briefly explain what you are doing. The Financial Document Detail auto-populates, so no need to edit
this field.

i Document Overview brnﬂ \ |

Document Overview

Barb Gustison has returned from her conference, so
At

* Description: |(Descripﬁon will be filed upon submit) X
completing TR. |

Organization Document Number: |T-49

Explanation:

Financial Document Detail

‘U_% e Total Amount:

* Bank Code



Trip Overview: Review the information in this screen to ensure it is all correct. Also, if this is the final reimbursement
document then check the box “Final Reimbursement”.

TRIP INFORMATION SECTION

* Trip Type Code : | Out of State v (@
* Trip Begin : (04/06/201512:00 AM | *Trip End : | 04/10/2015 12:00 AM ]

INDIANAPOLIS ()
* Primary Destination :
Destination not found Per Diem Links

Primary Destination Country/State : INDIANA Primary Destination County : MARION COUNTY

Indianapolis IN 04/10/2015

* Business Purpose :

\H (el = e o

Final Reimbursement :

Travel Advances: Since there were notraveladvances on the TA, we will skip this section.

Per Diem Expenses: Since the amount of meals provided changed, we need to update this table. We need to make sure
the following per diems are deleted: 1 travel day breakfast, 2 full day breakfasts, 1 travel day lunch, 3 full day lunches,
and 1 full day dinner. Also, the mileage changed to 64 miles each way, and the lodging changed to $221.13 a night.
Aftereverythingis updated, click on “Update Per Diem Table”. At the bottom there is a Grand Totals section that sums
each area.

Per Diem Expenses \
Per Diem Expenses
Trip Detail: 04/06/2015
Country * Primary . Meals and F : . Mileage Daily
e County e Lunch Dinever M R o Lodging Miles Mileage Rate — e
INDIANA MARION INDIANAPOLIS (% ] 7.50 1125 [232s B7s 45.75 [221.13 £ MP - 0.5 32.00 298,88
COUNTY
——
Trip Detail: 04/07/2015
Country * Primary . Meals and _ > 8 Mileage Daily
e County T = I Lunch Dinner | | tals T Lodging Miles Mileage Rate — S
INDIANA MARION INDIANAPOLIS & [ 10.00 [0.00 [31.00 [5.00 46.00 221.13 0 | H 0.00 267.13
COUNTY
Copy Dowin
Trip Detail: 04/08/2015
Country * Primary . Meals and e 2 5 Mileage Daily
e County o || Lunch Dinever M R e Lodging Miles Mileage Rate — —
INDIANA MARION INDIANAPOLIS ‘& =] [ B1.00 500 36.00 I 22113 0 P-0.5 0.00 257.13
MARION P - 0.5[]
destination not found
Copy Dowin | |
Trip Detail: 04/00/2015
Country * Primary : Meals and e 5 8 Mileage Daily
e County e . e Lunch Dinner || ntals s Lodging Miles Mileage Rate —— |
INDIANA MARION INDIANAPOLIS & ] [ l5.00 5.00 22113 0 MP - 0.5 0.00 226.13
COUNTY
destination not found
Copy Dowin
Trip Detail: 04/10/2015
Country * Primary . Meals and ; ; 8 Mileage Daily
e County e Lunch Dineer S NSRS s Lodging Miles Mileage Rate — |
INDIANA MARION INDIANAPOLIS & (] 0.00 j0.00 2325 B7s 27.00 E3 p- U-5E| 32.00 53.00
COUNTY
Grand Totals
Grand Totals: Meals & Incidentals: 159.75 ‘ Lodging: 884.52 | Miles: 128 ‘ Mileage Total: 64.00 | Daily Total: 1,108.27
p———

| Update Per Diem Table r nove Per Diem Table



Actual Expenses: In this section we need to update the items that changed. The Shuttle/Bus/Taxineeds to change to
$12, and update notes. As well as the Parking amount needs to be updated to S65.

Travel Expense Total: This will auto-populate based on what youinput above.

Special Circumstances and Group Travel: Not applicable to this example.

* All fields required if section is used
* Expense = * Expense z Receipt Missing 5
e Expense Type Code Company Name iz Currency Rate Non-Reimbursable | Taxable kil T $US | Actions
I = | E| fo.00 1 B No N/A 0.00
= a Rate Conversion Site add |
Notes: [
* Ex * Expense 3 Recei Missi =
Date"e"* * Expense Type Code Company Name s Currency Rate Non-Reimbursable | Taxable R “'.:;1 “ '”':"Jt $US | Actions
04/06/2015 | Airfare [228.20 fi Yes No Ne N/A 22620
[ delete |
Notes: [ —
L= e | pckual Details - Airfare - 1
1 * Expense Date | * Expense Type Code | * Expense Amount | $US | Mon-Reimbursable | Taxable | Missing Receipt | Airfare Source Code | Class of Service Actions
saoszois | CH |Airfare ‘ 0.00 | 0.00 | No | No | /A -
. & | =] |
Notes [
4062015 |9 [Airfare ‘ [22820 | 226.20 | Yes | Mo | /A |[Mew Horizons (Ghost Card) [+| |[Coach-Economy =
1 delete |
Notes [rgnt to Indzna w—
* Expense K * Expense 3 Receipt Missing =
o Expense Type Code Company Name i Currency Rate Non-Reimbursable | Taxable g Reveipt $US | Actions
04/06/2015 | Registration Fees EE] fi No Mo N/A 475.00)
2 delete |
Notes: ||—E':ﬂcl-§ed onFLard —
* Expense - * Expense _ Receipt Missing N
L Expensa Type Code Company Name i Currency Rate Non-Reimbursable | Taxable el = $USs | Actions
04/10/2015 | Shuttle/Bus/Taxi 1200 i [ No Ne N/A 12,00 :
3 delete |
Notes: [ehuttie from hotel to airport Ldotes |
| +shaw | Actual Expenses Details - Shuttle/Bus/Taxi - 3
* Expense , * Expense N Receipt Missing N
R Expense Type Code Company Name i Cumrency Rate Non-Reimbursable | Taxable | 200, e $US | Actions
04/06/2015 | Shuttle/Bus/Taxi 1Z.00 i A No No N/A 12,00
4 delete |
Notes: [ehuttie o hotel
|¥shan | Actual Expenses Details - Shuttle/Bus/Taxi - 4
* Expense E- * - Recaipt Missing g
o Expensa Type Code Company Name i Currency Rate Non-Reimbursable | Taxable 2 Reat $US | Actions
04/06/2015 | Toll Read Chargss 10.80 i ] No Mo n/A 10.80
5 [delete|
Notes: [Tl to irport
| »show | actual Expenses Details - Toll Road Charges - 5
* Expense % * Expense = Receipt Missing 3
rar Expensa Type Code Company Name i Currency Rate Non-Reimbursable | Taxable e = $USs | Actions
04/10/2015 | Parking [es.00 [ B No Mo N/A 6500
6 [ delere |
Notes: irport parking
> show | Actual Expenses Details - Parking - 6

View Reimbursement History: If there were prior instances of being reimbursed associated with this travel, it would

appear in this section.

ContactInformation: This is who travelwill callif there are questions related to this travel.

Travel Certification: Since you are the arranger on this document and not the traveler, you cannot check the employee

certification. The traveler must log in to Kuali and check this box. It will be in their action list.

Summary by Object Code: This is a summary of what object codes these expense will post against.

Assign Accounts: Multiple accounts can split the cost based on dollar amount or percentage amount. In this example
we are only doing one account. Make sure to click the add button. After you click the add button, click “assign

accounts.”

10



Accounting Lines: The accounting lines of the document showingthe object code. Make sure to click add.

Accounting Lines g | nide detail |

Source
* Chart * Account Number Sub-Account * Object Sub-Object Project Org Ref 1d * Expense Source * Amount Actions
co 1258550 Q) Y =Y (<Y X QUT OF POCKET :| 0.00
[ oo R gt
[Cadd ]
* Chart * Account Number Sub-Account | * Object Sub-Object Project Org Ref 1d * Expense Source * Amount Actions
= 7 ® O Rk s [ OUT OF POCKET[+] PN
P —— aczoures Recstvanie o pertions Tt Bty T B o
1 LME!- H‘
[delete]
[bal inguiny |
= —® e s R & | QUT OF POCKET[+] [ s9.80
.I—EI:M.,,, s [ - ut tane smsayes T s
2 Line Description
1] delete
bal iy
col=] E=mmey @ Erals & & | OUT OF POCKET[=] [ 1027
Colaraca State University | Accounts Racehvabie Oparations Dut Stave Empioyes Travad Per Diam
3 Line Description
g === & [deiee
bal inquiry
Total: 1,208.07

Payment Information: Since thisis an employee, select “P-Check/ACH.”

Payment Information " hide \

Payment Information

| -
Check Amount: |1,208.07 Due Date: ||02/26/2013 U
Is this a foreign payee: No El
Check Encl
Payment Type: Other Considerations: e
b W-3/W-8BEN Completed
* payment Method: || F - Check/ACH H Documentation Location Code: |AP-Accuunts Payable
Check Stub Text: 1]?14?83321 (\]s attending the Accounts Receivable Manager's conference which is te enhance and strengthen her skills in her current job as Accounts Receivable Manager. 2015-04-06
#5110 | ire Transfer
[ » shaw | Foreign Draft

Notes and Attachments: Allreceipts associated with this travelneed to be attached to this section in the required PDF

format.
NOTES AND ATTACHMENTS (0)

*Note Text: Attachment :

Remove Attachment

Finalize document: Click the “calculate” button. Once calculated, click “submit”

Choose File | No file chosen
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TR Example #2

You traveled to Pueblo, Colorado on 3/2/15 and returned on 3/5/15 to assist Colorado State University — Pueblo with
Kuali. At your hotel breakfast was included and needs to be removed from your per diem. Your lodging ended up
costing $298.26, or $99.42 a night. The mileage was 350 miles roundtrip, or 175 miles each way. The toll road expense
was $16.65. This will be split between 2 accounts in your department.

Step 1: Since this is in-state travel, this is processed when the traveler when returns on the TR document. No TA is
needed. Click on the Travel Reimbursement document under Transactions, under Travel.

Trawvel

» Entertainment Reimbursement
» Moving and Relocation Reimbursement
s Travel Arranger
* Travel Authorization
Travel Reimbursement

Step 2: Complete the Travel Reimbursement Document.

Document Overview: Description auto-populates so noneed to complete. Inthe Explanation say what you are doing.

i Document Overview \

Document Overview

* Description: ‘{Descn’pﬁon wil be filled upon submit) Completing Erin Mercurio’s post-trip for her trip to

Pueblo to help CSUP with Kuali.
Organization Document Number:

Explanation:

Financial Document Detail

0z
* .
P GENERAL DISBURSEMENTS e

Trip Overview: Use the magnifying glass next to Traveler Lookup to add you as the traveler. Then fill out the Trip
Information and check Final Reimbursement.

TRAVELER SECTION

Traveler Lookup: &Y
* Traveler Type Code : Employee

Principal Id : 827873264 Principal Name : epillsbu@colostate.edu
First Name : ERIN Last Name : MERCURIO
Address Lookup: &)
Street Address Linel : 1601 CAMPUS DELIVERY Street Address Line2
City Name : FORT COLLINS State Code : CO
Country Code : United States Zip Code : 80523-1601 &Y
Email Address : ERIN.MERCURIO@COLOSTATE.EDU Phone Number : 970-491-3315

Liability Insurance : (J

TRIP INFORMATION SECTION

* Trip Type Code : [In-State ~

PUEBLO &Y
* Primary Destination
Destination not found Per Diem Links
Primary Destination Country/State : COLORADO Primary Destination County : PUEBLO COUNTY

Pueblo CO 03/05/2015

* Business Purpose

- - =

Final Reimbursement
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Travel Advances: No traveladvances were given, so skip this section.

Per Diem Expenses: Click on “Create Per Diem Table”. Once created, update the lodging amount, add the miles and
delete the breakfast for the last 3 days.

Travel Advances » hide \
Customer Report
Travel Advances
Per Diem Expenses \
Per Diem Expenses
Trip Detail: 03/02/2015
Country * Primary - Meals and - Mileage Daily
State CoRY. Destination 1 kF. mech Dinner | focidentals Incidentals Lodging e Total Total
COLORADO  |PUEBLO pUEBLO N E 5.25 [B.2s 17.25 [37s 34.50 99.42 175 87.50 221.42
COUNTY
destination not found
Copy Dowin
Trip Detail: 03/03/2015
Country * Primary - Meals and = Mileage Mileage Daily
State Comiy Destination 1 | Breakf SRR e | B insdernid= Incidental FEET A= Rate Total Total
COLORADO  |PUEBLO puEBLD (& =] 11.00 23.00 [5.00 35.00 99.42 1o MP - 0.5 0.00 138.42
g [MP - 05[]
destination not found
Copy Dowin
Trip Detail: 03/04/2015
Country * Primary - Meals and - Mileage Daily
State Eoia Destination 1 | Breakfast ey Dinner | Incidentals Incidental Lodging i Total Total
COLORADO  |PUEBLO BUEBLO (& [11.00 23.00 [5.00 39.00 99.42 1o 0.00 138,42
COUNTY
destination not found
| Copy Dowin
Trip Detail: 03/05/2015
Country * Primary = Meals and = Mileage Mileage Daily
State tomty Destination I | Breakfast ki Dinner | Incidentals Incidental Lot e Rate Total Total
COLORADO PUEBLO PUEBLO R D 825 17.25 3.75 28.25 0.00 175 MP - 0.5 :l 87.50 116.75
COUNTY o
[ destination not found | )
| Grand Totals: | Meals & Incidentals: 141.75 | Lodging: 298.26 | Miles: 250 ‘ Mileage Total: 175.00 | Daily Total: 615.01
Update Per Diem Table | Remove Per Diem Table|

Actual Expenses: Add actual expenses that are not in the Per Diem Table. Forthis example it would be the TollRoad of
$16.65.

Actual Expenses - hide iy -
* All fields required if section is used
*
* Expense - Receipt Missing -
* o
DE;:nse Expense Type Code Company Name P Currency Rate Non-Reimbursable = Taxable o e $US | Actions
[ [ [=]ll 0.00 1 [ No wa | 0.00
add: | 4 Rate Conversion Site o
Notes: |
- *
Expense = Receipt Missing 3
* -
E:::nse Expense Type Code Company Name e ciant Currency Rate Non-Reimbursable | Taxable oo Gt Receipt $US Actions
1 |02/19/2015 |Tall Road Charges 16.65 1 F No No N/A |16.65
delere
Motes: [toll ro2dl o retum wip
‘@mmm—mlmam—l |
Imported Expenses
* All fields required if section is used mwfwmlmmm@
Reconciled Expenses
Status Document Number Card Type Expense Date Name Travel Company Amount




Travel Expense Total: Sums up the total of all the expenses.

Travel Expanse Total

~hge]  \
Travel Expense Total

| Total Expenses: |631..GE

Less Manual Per Diem Adjustment: -
Less Non-Reimbursable: - |0.00

for Reimk t: [631.66

Encumbrance Amount: |[0.00 Apply Expense Limit: N/A

Less CTS Charges: - |0.00
Amount due Corporate Cradit Card: - |0.00

Total Reimk bl 631.66

Less Adwvances from this Trip: - |0.00

Reimbursement from this Trip: 631.66

[recalculate |

Special Circumstances and Group Travel: Not applicable to this example.
ContactInformation: This is the person travel will contact forany questions.

Travel Certification: Since you are the traveler, you need to check the box for Employee certification.

Traveler Certification

] \

Statement

1 certify the statements herein are true and just in all respects; that payment of the amounts daimed has not and will not be reimbursed to me from any other sources; that travel performed for vhich
reimbursement is claimed was performed by me on State business and that no daims are included for expense of a personal or political nature or for any other expense not authorized by the State of
Colorado Fiscal Rules; and that I actually incurred or paid the operating expenses of the mator vehicles for which reimbursement is daimed.

‘ * Employee Certification:

Summary by Object Code: Shows the object codes the expenses will post against.

Summary by Object Code

[zhige]

Accounting Distribution

Object Code * Expense Source Object Code Name Sub Tatal ining A t
s001 OUT OF POCKET In State Employse Traval Miscallanacus 16.65 16.65
6005 OUT OF POCKET In State Employse Traval Per Diem 440,01 440.01
5050 OUT OF POCKET In State Employee Travel Miscellaneous 175.00 175.00
Total Remaining: |631.66 USD

Assign Accounts: Since this position will be split between two accounts in your department, one will default and you
will needtoadd the other. The percentage willneed to be changed to 50% as it is being split evenly. Then click “Assign

Accounts.”
Assign Accounts @j \ S
Accounting Lines H
Assign Accounts
* Chart * Account Number Sub-Account Project Org Ref Id | * Percent * Amount Actions
add: || CO[+] — & 8 _—_ E | 0.00
* Chart * Account Number Sub-Account Project Org Ref Id * Percent * Amount Actions
co : | 1358620 ||V 8 & [50 [ 3583 delete
1
Colorase Stats University Busine=s & Firanzisl Sarvises [bal inquiry |
co 1356620 | Y LY Y [50 [ 31583 lilieg]_
2 |cof]
Colarada Stats University Business & Finanzial Services bal inquiry |

[Assign Accounts |




Accounting Lines: This willauto-populate and divide the expenses evenly among the 2 accounts. You can edit this field

accordingly.

Restart ACcounting Lines

Accounting Lines 2] hide detail
Source
* Chart * Account Number Sub-Account * Dbject Sub-Object Project Org Ref 1d * Expense Source * Amount Actions
co [13s6620  |'» % 1w @ [ El ouT OF POcKET[=] | Ly
Coloradc Stale Universily Business & Financial Services
iz Line Description
| add
* Chart * Account Number Sub-Account __ * Object Sub-Object Project Org Ref 1d * Expense Source * Amount Actions
col~]| 1356620 | & oot | & L) & OUT OF POCKET [+| | ki
Colorado State University Business & Financial Services In State Employse Travel Miscellanecus
1 Line Description
[ delete
co .v 1356620 | 'Y & jsoo1 | - V| OUT OF POCKET : \ 832
Colorado State University | Busip=== & Financial S=nio=s In Stal= Empioy== Travel Miscelisneous
2 Line Description
[ adelete
co[~] B W ® 9 — OUT OF POCKET[+| || 22001
Colorado Stale Universily Busine==s & Financisi Services In State Empioy=e Trave! Per Diem
2 Line Description
I delete
co[~] [iase620 | 19 6005 | % @ [ @ | OUT OF POCKET[+| || 22000
Colzragc Sats Unwarsity | Business 8 Financisl Services In State Empioy== Travel Far Dism
4 Line Description
| Er—a
[ b incury |
col+] 356620 | Y ® ® ® I ® OUT OF POCKET[+]| [ 8750
Colorado Stale University Busin=ss & Financial Services In Siate Employes Traved Miscellaneous
5 Line Description
[
bal inqui
co 1358620 |% ® Y @ [ & OUT OF POCKET [+] || 8750
Colorado State University Busin=ss & Financial Services In State Empioye= Travel Miscellaneous:
6 Line Description
[ [delete |
bal ingul

Total: 631.66

Payment Information: Since you are an employee select “P — Check/ACH”.

Payment Information

Check Amount:

621.66

N\

Due Date:

~

N
0272672015 | 2

Payment Type:

Is this a foreign payee: No

Other Considerations:

7] check Endlosure
[C] w-9/w-8BEN Complated

* Payment Method:

P -Check/ACH |~

Documentation Location Code:

AP - Accounts Paysble

Check Stub Text:

(This will be generated at save.)

[#5now | gpecial Handling

[ #5h9% yire Transfer

| show | Foreign Draft

Inthe notes and attachments section attach allreceipts in the required PDF format.

NOTES AND ATTACHMENTS (0)

* Note Text

Attachment :

Choose File |No file chosen

Remove Attachment

Click calculate at the bottom of the document and then click submit.
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