Travel Reimbursement
-step by step-

* Whenis Travel Reimbursement (TR)
required?

 Alltravel thatrequiresreimbursement or »

travel advance issued on TA.

* Whenis Travel Reimbursement not
required?

* No Cost Travel
* Two ways to create TR document
* New document (In-State Travel-Colorado)

« New document from existing TA
document
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Travel Reimbursement
-step by step-

e Document Overview Tab

e e Description and Organization
document number will auto fill after
the Trip Overview tab is completed and
the document is saved

* Description Field
* Org Document number
* Bank Code — hard coded cannot be changed

* Explanation Box

* The purpose and Justification should
entered in this field

* Any additional notes or general
Information about travel information
should be entered here or in the Notes
and Attachments section

Fuali

financial Systemsa Maintenance = Administration
[ﬂ action list H(i'&jduc search ] Logged in User; gpolzer@colostate.edu
T Doc Nor: 5130757
Travel Authorizaion m Initiator: gpolzerfcolostat
TEM Doc #: Not Avallzdle
( Document Overview FM{[ \

* Descriptions s i el un s ‘

Explanation;
(rganization Document Number: ‘

Financial Document Detail

n
‘ |
Bank c"deic-eue.a::. DISEURSENETS

: —



Travel REIMBURSEMENT
-step by step-

Trip Overview Tab

Traveler Section

* Traveler Lookup

* Clicking on Magnifying Glass will
redirect to TEM Profile lookup
* If Traveler does not populate it could be
one of the three items:
*  Their TEM Profile is not created, or

* Theyare notin the system (not set up
as A/R Customer), or

*  You are notsetup asaTravel Arranger
for them

e Toreturntraveler select “return value”
to import traveler information

Trip Overview @ \
Traveler Section

Traveler Lookup: | &
* Traveler Type Codes
First Name: | Last Name: ‘
Address Lookup: °\
Street Address Linel: Street Address Line2:
City Name: State Code:
Country Code: Zip Code: E\
Email Address: Phone Number:
Liability Insurance: E
| =] action list |[:Z doc search | Logged in User:

TEM Profile Lookup [7]

KIM Principal Name: || (G
First Name:
Last Name: ||FOLZER

Traveler Type Code: I r\l
Primary Department Code:
Chart Code: || ™ @

Account Number: A
Active: Ig Yes ’6 Mo ’E Both

( search [ clear | { cancel )
Cne item retrieved.
| Return Value | Profile Id | KIM Principal Name \ AR Customer Id | First Narrtei\ Last Name Street Address Linel |77Cig Name | State ‘ Zip Code | Country
| return value 1122 |qpolzer@colostate.edu |crAz043 lGranT |poLzER | 6003 CAMPUS DELIVERY |FORT cOLLINS co 80523 lus | GrRANT.

f Trip Overview + hide \

Traveler Section

Traveler Lookup: %
* Traveler Type Code: Employee
Principal Id: 61802 Principal Name: |gpolzer@colostate.edu
First Name: GRANT Last Name: POLZER
Address Lookup: C\,
Street Address Linel: 6003 CAMPUS DELIVERY Street Address Line2:
City Name: FORT COLLINS State Code; |CO
Country Code: United States Zip Code: | 30573 ‘%
Email Address: GRANT.POLZER@COLOSTATE.EDU Phone Number; 970-491-4143
Liability Insurance: E



Travel REIMBURSEMENT

-step by step-

Trip Overview Tab

Trip Information Section

* Trip Type Code
*  Trip Begin and Trip End
*  Primary Destination

*  Magnifying Glass allows search to return destination
information

*  Per Diem Links — Do not use, Per diem will be
entered on separate tab, this takes you to the state
website with per diem rates

*  Business Purpose
. ONLY enter travel dates and destination

*  Final Reimbursement box- Check the box if this is final
reimbursement and to release encumbrance

Travel Advances Tab

Tab will only contain data when creating
Travel reimbursement from existing TA
with a travel advance request

TRIP INFORMATION SECTION

#Trip Type Code: InState v

#TripBegi:

IRONDALE €)
* Primary Destination:
Destination not found ~ Per Diem Links

Primary Destination Country/State : COLORADO

LOCATION; TRIP END DATE ONLY

*BUsingss Purpose:

Delinquent TR Exception : LJ

Final Reimbursement

 Travel Advances vl

#TripEnd: |02/

Primary Destination County - ADAMS COUNTY




i Per Diem Expenses @ \
|
Travel REIMBURSEMENT s
- Step by Step_ | CountryState |  County | * Primary Destination | Personal = Breakfast ~ Lunch | Dinner | Incidentals = Meals and Incidentals
COLORADO  [ADAMS COUNTY | oo £ (®) E b '\12.&& 30 75 49,50
| destnation ot found]
* Per Diem Expenses Tab o]

‘Trip Detail: 02/26/2015
. CountryState |  County | * Primary Destination | Personal = Breakfast  Lunch = Dinmer | Incidentals = Meals and Incidentals

* Tab will only appear after Traveler

. ) : . COLORADO  |ADAMS COUNTY iy | 66,00
section and Trip Information Section is RONDALE'3 o 1 a0 0 e
entered and the document is saved destination not found
Capy Down
. . Trip Detail: 02/27/2015
» Per Diem Expenses include Meals, (B et 62211 : — : : :
. . . " CountryState |  County | * Primary Destination = Personal  Breakfast  Lunch = Dinner | Incidentals = Meals and Incidentals
Incidentals, Lodging, and Mileage . . . . :
COLORADO ADAMS COUNTY | nonpate & ’E ‘325 ‘12.39 |25.5u |3.75 49,50

“ dastination nat found |

* Lodging and Mileage can be entered on

the Actual Expenses tab as well, but not
on both tabs Grand Totals:‘ Meals & Incidentals: IES.DI]‘ Lodging:BZﬁ.l]ﬂ‘ Hifes:l}‘

| Update Per Digm Table | |Ramove Per Diem Table|




Travel REIMBURSEMENT
-step by step-

* Per Diem Expenses Tab

* Per Diem expenses default based on
Destination

* Per Diem mealscan onlybedeleted or left
as is

* Mileage and Lodgingamounts can be
manually adjusted if necessary

* The Copy down button will update the
change to each line

. Ufpdate Per Diem Table should be clicked
after any changes made

* PerDiem table can be removed by clicking
“Remove Per Diem Table” button

[chde]

Estimated Per Diem Expenses

Estimated Per Diem Expenses

|Trip Detail: 02/20/2015

|  Country State | County |  * Primary Destination | Personal | Breakfast | Lunch | Dinner | Incidentals |

GEORGIA DECATUR COUNTY 'DECATUR COUNTY (% ’E 25 225 [725 ||3_?5 :
| destination not found | ‘

| [ Copy Down |

|Trip Detail: 02/21/2015

| Country State | County |  * Primary Destination | Personal | Breakfast | Lunch | Dinner | Incidentals |

GEORGIA | DECATUR COUNTY | henviii couny & "E [7.00 [11.00 2300 [5.00 £
| destination not fiound | | ‘

| [ Copy Down |

|Trip Detail: 02/22/2015

| Country State | County | * Primary Destination | Personal | Breakfast | Lunch | Dinner | Incidentals |

GEORGIA | DECATUR COUNTY { hecatum county 3 = 2= 25 [i725

| destination not found |

[375 ‘1

| Grand Totals: ‘ Meals & Incidentals: 115.00 ‘

Lodging: 83.00 |

| Update Per Diem Table| [Remove Per Diem Tal

~

-

= Meals and Incidentals | Lodging | Miles | Mileage Rate | Mileage Total | Daily Total
] - 1
34.50 [+150 [a1 ‘lMZ = D.5|V] N lao.s0 l115.50
| Meals and Incidentals | Lodging | Miles | Mileage Rate | Mileage Total | Daily Total
45.00 [+150 EX ‘|M2 ~ 0.5]~] () |40.50 l1z8.00
| Meals and Incidentals | Lodging | Miles | Mileage Rate | Mileage Total | Daily Total
34.50 [o.00 ||g1 40.50 75.00

‘IME - 0.5 |

Miles: 243 | Mileage Total: 121.50 |

Daily Total: 319.50

_rable|




fActuaI Expenses @‘ \
Travel REIMBURSEMENT

* g = R i
-Step by Step— All fields required if section is used
| * Expense Date = * Expense Type Code ' Company Name * Expense Amount
e Actual Expenses Tab H M | Y (.00
add:
«  All fields with asterisks are required fields Notes:

. Expense Date

. Expense Amount

Currency Rate | Non-Reimbursable TaxahE| Iieceipt Required Hissing Receipt | SUS Actions

o | 1 0 No N/A 0,00
*  Notes — this field is required even though it doesn’t |
have an asterisk - - —
Rate Conversion Site | i |
\_//

*  Rate Conversion Site
. Openslink to Oanda conversion website

e Just like other Kuali documents, be sure to click add
button to save each expense



Travel REIMBURSEMENT

Actual Expenses
-step by step-

» fide \
“Al ﬁ“'fs required if S€C - - Abctract Fees A
| EXP et |AD - Advance Fees
| & |las- Agricultural Supplies
Actual Expenses Tab el

Company Name |
| Y
A - Airfare
Notes: AU - Autnrnnbﬂ; R;ntal/Fuel Expense
BO - Books/Periodicals/Subscriptions
(H - Comnuter Hardware/Software
Expense Type Drop Down Box very o .
similar to our Adobe Drop Down Box Additional Trip Expenses
oy OO
I TR
Expense: |Abstract Fee
. |Abstract Fee
Cost: |advance Fees
Advertising and Publicity
Date(s): |Agricultural Supplies

[CEJL_:

Athletics Mileage - Courtesy Car
Athletics Recruiting

Books/Periodicals/Subscriptions




Travel Reimbursement
-step by step-

* Travel Expense Total
TRAVEL EXPENSE TOTAL

* Providesa summary ofallthetrip actual
expenses Total Expenses: 491.00

Less Manual Per Diem Adjustment - D

Less Non-Reimbursable: - 0.00

e Allows for Manual Per Diem Adjustments

S . Eligible for Reimbursement: 491.00
* ApplyExpenseLimitis carried over from
the Special Circumstances Tab Encumbrance Amount; 0.00 Apply Expense Limit: N/A

Total Reimbursable: 491.00

 Totalcanberecalculated as necessary by sih
clicking “recalculate” button Less Advances from this Trip: - 0.00

Reimbursement from this Trip: 491.00

« Encumbrance Amount is the amount that Recalulate Expene T
was encumbered on the TA, if created, and
related to the travel reimbursement



Spedil Circumstances @ \

Travel Reimbursement
-step by step-

«  Special Circumstances Tab IFthere iz an 2inense mk impases by cepartment o grant o some oher Suagetay restrctons on s tp, leaee ter the expense mi e § 40000

Special Circumstances

Queshion for TR Documents -4 vou sy ovemight it aml o rends?

¢  Optional information such as dept. budget information
and other misc. trip details

* If Budgetrestrictions are entered here the amount is
carried to the Trip Expense Total Tab

i \
* If lodging is entered in expense section and not per o Trael

diem table, the justification for meals without lodging

will be entered here ;
Group Trave ection ]

ot s |

*  Group Travel Tab

* Traveler Type Code: mloyze Group Traveler I 10759'5“ * Name: Al Elsabeth Tersae 4
*  Group Travelers can be added by using magnifying
glass lookup and clicking add button View Reimbursement Hisory vlide \ w
e  View Reimbursement History Tab Reimbursement istory - Travel Reimbursements T-19
\ Document Number: | * Trip Begin \ Stitus bl Request Cancel o Amomt
|
- Shows reimbursement status (In Process in this case) G LB InPos e [ i

and amount of reimbursement

g A



Travel Reimbursement (,
-step by step- Traveler Certfication v \

[ certfy the statements herein are true and just n ll respects; that payment of the amounts clamet haz not and wil not be rembursed to me rom any other sources, thattravel performed for which
business and that no clams are included for expense of a persangl o polfcal nature ar for any other expense not authorized by the State of Colorads Fscal Rules; and that 1 actually mcurred or paid
rembursement < daimed.

 Traveler Certification Tab

*  When document is submitted the

document will route to the traveler. q
* Employee Certification :
{ . \
 Traveler will need to open the document Summary by Object Code vl

from their action list and check the
certification box before reimbursement

will be issued, then click approve. AccountingDistibuto
C (ObjetCode | * Expense Source | Object Code Name |
- Summary by Object Code 001 OUT OF POCKET In State Employee Travel Niscellangous 12000
6005 OUT OF POCKET In State Employe Travel Per Diem 8100
* Expenses will be grouped by amount and Unseect Al Toﬁ

object code for the accounting
distribution



Travel Reimbursement
-step by step-

e Assign Accounts Tab

e Allaccountstobe used forreimbursement
should be entered here

 Allpercentallocation willbe appliedto
accounts based on object code in the
Accounting Lines Tab

e Click “add” to add your accounts, and then
click “Assign Accounts”

* Accounting Lines Tab

 Allaccountswill beadded from the Assign
Accounts Tab.

Assign Accounts

i \

Accounting Lines ] hide e

Colorado State Urifversty

Departmental Academic Administration

# Chart * Account Number Sub-Account Project Org Ref Id * Percent * Amount Actior
i @E’ w3y y ! i D lf

Accounting Lines

i\

Accounting Lines ] hide de

Source |
* Chart * Account Number Sub-Account | *Object |  Sub-Object Project Org Ref Id * Expense Source * Amount | Adti
oV L Y 8y | U o oFRockETY] | A
i Calorado State University Departments| Acadzmic AZministration
a Line Description
| &




Travel Reimbursement

-step by step- Payment Informaion v \
* Payment Information Tab Fayment Informaton
Check Amount: 400,00 Due Dates (12257015 E
* Check Amount will auto populate e =
I 11 3 foreign payee: fo 0 Check e
Payment Type: (ther Considerations: E
* Payment method to choose from drop IFHEEN Compe
down box is P- Check/ACH * Bayment Method: P-MAU{ Documentation Location Code: AP~ Aceounts Payatle
F - Forein Draf
Check Stub Text:
* Wire Transfer and Foreign Draft — —= - Wire Transfer PymenM hﬂd\
requires pre-approval contact Travel Ve
Services with questions
NOTE TEXT ATTACHED FILE

* Printed check instead of ACH deposit - : 3.15.24 OVW Louisville Brown Hotel Receipt.pdf
Hotel Receipt S
mark Check Enclosure box KB, application/pdf)

* Receipts attached in required PDF CSUP OVW TTI Louisville KY Travel 3.10.24 .CSL.JP OVW TTI Louisville KY Travel 3.10.24.pdf |
format in the Notes and Attachment application/pdf)

box



Travel Reimbursementik
-step by step-

Document Search @

Document Type:

Initiator:

* Create TR from Existing
TA

Document Id: ' 35513484
Date Created From:

Date Created To:

Open TA document that has not been

) . Name this search (optional)
reimbursed by using doc search SITe IS searer loptionay

Search Reset Form Cancel
® Enter document number in the
document ID field
Search Results
Document Id Document Type Title
o Choose document under the Document 35513484 Travel Autherization Travel Authorization - (Delinquent) Polzer, Grant Matthew 02/1

ID field to Import into the TR
Export options: CSV | spreadsheet | XML




T e e e e st e o e ) e eyt s et P e iz, s et i et s Fpsyseoer

02/26/2015 Airfare 365.00 | 365.00 | No | N | N/A \
Notes airfare

—

Travel Reimbursement

Reconciled Expenses

-Ste p by Ste p - | Status | Document Number | Card Type | Expense Date | Name
E
Trip Detail Estimate Total ¥ show \
E
Accounting Lines ¥ hide \

e Create new TR documentfrom

isti
existing TA

Source
* Chart * Account Number Sub-Account * Object Sub-Object Pri
co 1330000 £050
\ Colorado State University Departmental Academic Administration In State Employes Travel Miscellaneous
* Allinformation will auto populate Line Description
i i Pre-Dishursement Processor Status ¥ show \
* At the bottom of the screen click on Loy
“new reimbursement” button to open TR General Ledger Pending Entries b shaw \
dOCU ment [ View Related Documents | » shaw \
Agency Links ¥ shoi \
Notes and Attachments (0) ¥ shiow \
Ad Hoc Recipients ¥ show \
Route Log b shaw \
L \

| amend :II cam:el(h || new reimbursement || %dor payment '.II send ad hoc request [ close | copy |




Travel Reimbursement -
-step by step-

* Create new TR document from
existing TA

®* A new TR document is created and auto
filled from the TA document

i8]

® Documentshould be verified for
accuracy

®* Actual expenseschanged to match
receipts

®* Follow steps above for assigning
accounts, accountinglines, payment
information, and receipt attachment

* Expense

* Expense Date * Expense Type Code Company Mame z

Amount

[ ~ | | |0.03

Motes : | |

* Expense
* Expense Date * Expense Type Code Company Mame : F

= Amount

D3/15/2024 Parking Denver Airport A0.00

Motes :

Airport Parking at Denver Airport

ACTUAL EXPENSES DETAILS - PARKIMNG - 1 Show

* Expense Date
O03/170/,2024

Motes :

* Expense Type Code Company Name

Adrfare United Airlines

Roundtrip Flight to Louisville KY

ACTUAL EXPENSES DETAILS - AIRFARE - 2 Hide

* Expense Date * Expense Type Code * Expense Amount

03/10/2024 (=—| Airfare |0.00
add:

MNotes

1
MNotes

Q

=]

03/10/2024 (=—| Airfare |363.64

| Roundtrip Aidrfair to Louiswville K'Y

* ExXpense
Amount

363.64

Mon-Reimbursable

cCurt

Rate

Curt

curt
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