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Create New Travel Request

From the Main Menu, select New Travel Request

Main Men
Y crsimmmcamons
- New Travel Request - Taking a trip .ﬂ:l Fin . Dglinqnent Travelers
= New Travel Completion - Returned from a trip « Search All :;T;:ﬁ;ﬂr:m Rules
+New Gross Income Document *Reports
Create - System Status
= Quarter Day Calculator
ACTIVE DOCUMENTS
Status - Person(s) Responsibis Requests Req+Advance =
InProcess - Traveler, Preparer 17 29 * eTravel Home Page
+ Section Overview & Help Links
Routing - for electonic approval 17 18 - Tutorials & User Guides
Approved - Disbursing Office (Advances oniy) - 5 + Contact Information:
Awaiting Processing — 1 etravel-help@lists.hawaii.edu (general info)
etravel-tech@lists hawaii.edu (tech problems)
Completions
InProcess - Travelsr, Preparer 26 154
Routing - for electonic approval 62 317
Approved - Disbursing Office 5 2
Awaiting Processing 1 3
Gross Income Reporting
For Completions 60 Days Overdue - 1
Traveler
CREATE NEW TRAVEL REQUEST STEP 1: ALL FIELDS ARE REQUIRED AS IT DRIVES THE FORM IN STEP 2
TRAVELER INFO
Traveler = Includes Travelers you may prepare travel for - as the Traveler's Preparer or as the Business Office of the Traveler's home department.
— = Currently the system only accommodates UH employees in Peoplesoft.
Position _ ‘ + Pulls atravelers appointments from PeopleSoft.
Bargaining Unit _ « Defaults to the Traveler's Bargaining Unit in Peoplesoft, but may be changed if the data is not current
] * Determines travel reimbursement rules and rates
TRP NGO I—
o 155 _ « Determines Per Diem rates in effect, i.e. which bargaining unit contract applies.
ravel Dates
_ * [ftyping dates input all numeric, i.e. 010109 automnatically formats to 01/01/2009.
I
Destination _ - Destinations determine travel expense object codes, ie there's a different set of object codes for Intra-State travel, U.S. travel, and Foreign
h ts i ‘ travel. Therefore, select "Mixed Destinati only when ts I ts are incurred at two or more different destinations, i.e. combination of
(where costs incurred) | 5eaff, Test Intra-State, U.S., Foreign.
[T T _ ‘ + Determines number of destination legs in the itinerary.
_ * The temized itinerary allows entering all connecting stops, which may help locate travelers during remote emergencies.
°

Select the traveler you for whom you are preparing the travel request.

) .
e If you are a preparer, and the traveler’'s name does not appear in the drop down, the traveler must
grant you access through Profiler.
Position
. ) . .
e Automatically pulls from the traveler’s appointment in PeopleSoft.
Bargaining Unit
+ Defaults to the Traveler's Bargaining Unitin Peoplesoft, but may be changed ifthe data is not current.
Bargaining Unit: | 07 - Faculty and Lecturer X — . ! y &
+ Determines travel reimbursement rules and rates.

TRIP INFO

00 - Non-Compensatory

Travel Dates 01 - Blue Collar Non-Supervisory = Determines Per Diem rates in effect, i.e. which bargaining unit contract applies.
02 - Blue Collar Supervisory « Iftyping dates input all numeric, i.e. 010109 automatically formats to 01/01/2009
03 - White Collar Mon-Supervisory
Destination h a = Destinations determine travel expense object codes, i.e. there’s a different set of object codes for Intra-State travel, U.S. travel, and Foreign
s 04 - White Collar Supervisory travel. Therefore, select "Mixed Destination™ only when travel costs are incurred at two or more different destinations, i.e. combination of
(where costs incurred)
07 - Faculty and Lecturer Intra-State, U.S., Foreign.
T 08-APT + Determines number of destination legs in the itinerary.
HEE 09 - Prof Nurses Mon Supervisory = The Itemized itinerary allows entering all connecting stops, which may help locate travelers during remote emergencies.

PAYMENT & FUNDING INFO 10 - Inst, Health & Correctional

29 - Prof Nurses Supervisory :l
57 - Graduate Assistants =
63 - Excl White Collar Non-Supervisory

= Defaults to the Business Office on the Traveler's Profile (in the Profiler application
Business Office L CL: L

= Represents the Business Office responsible for funding and approving this travel

|, *"UH Disbursing Office” processes majorily of travel payments - select this for split-funding with the Foundation also.
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e Defaults to the traveler’s BU in PeopleSoft, but may be changed via the dropdown menu if the data
is not current.

e Determines travel reimbursement rules and rates (ie FAR vs Per Diem).

Trip Info

Travel Dates

TRIP INFO

From: E‘ Per Diem rates in effect, i.e. which bargaining unit contract applies.

Travel Dates
— Marchsait ol input all numeric, i.e. 010109 automatically formats to 01/01/2009.
To 03/27/2021 a« < Today > »

Destination Sun_Mon Tue Wed Thu Fri S ns determine travel expense object codes, i.e there's a different set of object codes for Intra-State travel, U S. travel, and Foreign
(where costs incurred) 1 2 3 4 5 refore, se\e_ct “Mixed Destination™ only when travel costs are incurred at two or more different destinations, i.e. combination of
7 8 9 10 11 12 13} U8, Foreign
14 15 16 17 18 19 20

tnerayType: [ | oy 25 23 2[R 26 27

PAYMENT & FUNDING INFO =ttt

121

o

s number of destination legs in the itinerary.
red itinerary allows entering all connecting stops, which may help locate travelers during remote emergencies.

e Determines Per Diem rates in effect.

e Dates can be entered numerically or click on the calendar icon to select the date from the calendar.

e For same day travel, the system automatically defaults the destination to IntraState, Same Day and
the itinerary type to same day, no lodging.

e |f the travel dates are more than 24 hours, other destination and itinerary options are displayed.

Destination
Destination = Destinations determine travel expense object codes, i.e. there's a different set of object codes for Intra-State fravel, U.5. travel, and Foreign
\ |v ‘ travel Therefore, select "Mixed Destination” only when travel costs are incurred at two or more different destinations, i e. combination of
(where costs incurred)
linerary Type IntraState, Same Day ‘ = Determines number of destination legs in the itinerary.
IntraState, Overnight = The ltemized itinerary allows entering all connecting stops, which may help locate travelers during remote emergencies.
PAYMENT & FUNDING INFO Out-of State, LS. (CONUS)

Business Office Qut-of-State, Foreign (OCONUS) Zl * Defaults to the Business Office on the Traveler's Profile (in the Profiler application).

Mixed Destination = Represents the Business Office responsible for funding and approving this travel.

e Determines travel expense object codes.
e Select the appropriate Destination from the drop down menu.

e Select “Mixed Destination” only when travel costs are incurred at two or more destinations (i.e.
combination of US and Foreign).

Itinerary Type

. = Determines number of destination legs in the itinerary.
Itinerary Type - ~

= The Itemized itinerary allows entering all connecting stops, which may help locate travelers during remote emergencies

PAYMENT & FUNDING INFO
EZ (One Leq)

Business Office : | It d (Muli Leg) :l = Defaults to the Business Office on the Traveler's Profile (in the Profiler application).
emized (Multi Le ~
a = Represents the Business Office responsible for funding and approving this travel

e Determines the number of destinations in the itinerary.
e The itemized itinerary allows entering all connecting stops and multiple places of business.
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Payment and Funding Info

Business Office

Guour uumegs v ses
Position:| _ gp3pg - College of ITS - 8 * Pulls a travelers appointments from PeopleSoft.
-— 00069 - Law, School of « Defaults to the Travelers Bargaining Unit in Peoplesoft, but may be changed ifthe data is not current.

Bargaining Unit : ) )
+ Determines travel reimbursement rules and rates

-— 00018 - Medidne, School of
TRIP INFO — 00075 - Natural Sciences, College of
— 00076 - Social Sciences, School of
P | Dat ) - Determines Per Diem rates in effect, i.e. which bargaining unit contract applies.
ravellales | — 00007 - Student Affairs, Office of + Iftyping dates input all numeric, i.e. 010109 automatically formats to 01/01/2009.
-— 00023 - Student Housing

Destination - M 00054 - UH Press + Destinations determine travel expense object codes, i e. there's a different set of object codes for Intra-State fravel, U.S. travel, and Foreign

{where costs incurred) | UH - Maui College travel. Therefore, select "Mixed Destination™ only when travel costs are incurred at two or more different destinations, i.e. combination of
Intra-State, U.S., Foreign.
UH - System

ltinerary Type : | — 00078 - External Affairs & Univ Rel
—— DD068 - Finandal Management Office

-— 00066 - Info Tech Services v
. + Defaults to the Business Office on the Traveler's Profile (in the Profiler application).
Business Office - | — 00066 - Info Tech Services [~]
- Represents the Business Office responsible for funding and approving this travel.

+ Determines number of destination legs in the itinerary.
= The ltemized itinerary allows entering all connecting stops, which may help locate travelers during remote emergencies.

PAYMENT & FUNDING INFO

e Defaults to the Business Office on the traveler’s profile in Profiler.
e Represents the Business Office responsible for funding and approving the travel.
e Can be changed using the drop down menu.

Process Travel Via

i * "UH Disbursing Office” processes majority of travel payments - select this for split-funding with the Foundation also.

Pracess Travel Via I—M + Select "UH Foundation™ only if the entire cost ofthe trip is being paid for by the Foundation. These documents will stop at the Fiscal Office -
_ you must print the document and forward it to UH Foundation to process payment.

UH Disbursing Office + For "No Cost Travel”  the document stays within the department

Ty — UH Foundation « Total number of account codes to cover travel expenses. This field drives the Accounting Method field
None - No Cost Travel = No. of account codes is irrelevant for travel funded by the UH Foundation.

e UH Disbursing Office: This method is used to process the majority of travel payments. If funding is
split between UH Foundation and UH, select this method for processing.

e UH Foundation: Select only if the entire cost of the trip is being paid for by UH Foundation. These
documents will stop at the Fiscal Office and you must print and forward to UH Foundation to
process for payment.

o None — No Cost Travel: The document stays within the department.

No of Account Codes
« Total number of account codes to cover travel expenses. This field drives the Accounting Method field.
No. of Account Codes : v
+ No. of account codes is irrelevant for travel funded by the UH Foundation.
+ "By Percentage” means you assign a percentage to each account and the system will do all the accounting for you. This is the default if you

are using OME account code - the percentage will be 100%.
+ "Fixed Amount" means vou assian a fotal dollar amount to each account and the svstem will do all the accountina for vou

ONE Account Code
TWO or MORE Account Codes

e Total number of account codes to cover travel expenses. This drives the Accounting Method field.
e |f one account code is selected, the account method defaults to “By Percentage.”
e If two or more accounts are selected, other accounting methods are displayed.

Accounting Method

+ "By Percentage™ means you assign a percentage to each account and the system will do all the accounting for you. This is the default if you
are using OME account code - the percentage will be 100%
+ "Fixed Amount” means you assign a total dollar amount to each account and the system will do all the accounting for you
Accounting Methad : | ‘vl + "Manual” means you must assign specific amounts (and subcodes attime of Completion) across multiple account codes. Manual is the
maost complicated method, especially if JVs are involved. Select Manual only if account codes have dollar limits, or you must use certain
accounts to pay for specific expenses.
+ Accounting Method is irrelevant for travel funded by the UH Foundation.

Fixed Amount

Manual
Claim Travel Advance + Advances for Same Day and Intra-State trips less than 4 days are typically not allowed.
By Percentage

e Fixed Amount: You assign a total dollar amount to each account and the system does the
accounting for you.

e Manual: You assigned specific amounts (and subcodes at the time of completion) across multiple
account codes. Select this method only if account codes have dollar limits or you must use certain
accounts to pay for specific expenses.

e By Percentage: You assign a percentage to each account and the system does the accounting for
you. This is the default accounting method if you are using one account code.
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Click on next to continue to Step 2

CREATE NEW TRAVEL REQUEST
TRAVELER INFO

Traveler: | Staff, Tast

TRIP INFO

{where costs incurred

Position - | 0012345 - IT Specilist ~]
Bargaining Unit: | 07 - Faculty and Lecturer ~
From : (03/25/2021 @
Travel Dates : _
oo [o3azo0 |
D h:
)|Out—uert?te, U.S. (CONUS) ~]
Itinerary Type : |Iternized (Multi Leg) vl

PAYMENT & FUNDING INFO

STEP 1: ALL FIELDS ARE REQUIRED AS IT DRIVES THE FORM IN STEP 2

+ Includes Travelers you may prepare travel for - as the Traveler's Preparer or as the Business Office of the Travelers home depariment.
+ Currently the system only accommodates UH employees in Peoplesoft
= Pulls a traveler's appointments from PeopleSoft

+ Defaults to the Traveler's Bargaining Unit in Peoplesoft, but may be changed if the data is not current.
+ Determines travel reimbursement rules and rates.

+ Determines Per Diem rates in effect, i.e. which bargaining unit contract applies.
+ Iftyping dates input all numeric, i.e. 010109 automatically formats to 01/01/2009

- Destinations determine travel expense object codes, i.e. there's a different set of object codes for Intra-State travel, U.S. travel, and Foreign
travel. Therefore, select "Mixed Destinati only when 1 ts are incurred at two or more different destinations, i_.e. combination of
Intra-State, U.S., Foreign

+ Determines number of destination legs in the itinerary.
+ The ltemized itinerary allows entering all connecting stops, which may help locate travelers during remote emergencies

Business Office : | — 00066 - Info Tech Services

« Defaults to the Business Office on the Traveler's Profile (in the Profiler application).

- Represents the Business Office responsible for funding and approving this travel

Process Travel Via : | UH Disbursing Office

+ "UH Di ing Office™ processes majority of ravel payments - select this for split-funding with the Foundation also.
"l + Select "UH F only if the entire cost of the frip is being paid for by the Foundation. These documents will stop at the Fiscal Office -

you must print the document and forward it to UH Foundation to process payment.
+ For "No Cost Travel” , the document stays within the depariment

Mo. of Account Codes : | TWO or MORE Account Codes

| + Total number of account codes to cover travel expenses. This field drives the Accounting Method field.
~

+ No. of account codes is irrelevant for travel funded by the UH Foundation

« "By Percentage" means you assign a percentage to each account and the system will do all the accounting for you. This is the default if you
are using ONE account code - the percentage will be 100%.
+ "Fixed Amount” means you assign a total dollar amount to each account and the system will do all the accounting for you

Accounting Method © | By Percentage

v| « "Manual” means you must assign specific amounts (and subcodes at time of Completion) across multiple account codes. Manual is the

Claim Travel Advance :

e

most complicated method, especially if JVs are involved. Select Manual only if account codes have dollar limits, or you must use certain
accounts to pay for specific expenses.

= Accounting Method is irrelevant for travel funded by the UH Foundation.

+ Advances for Same Day and Intra-State trips less than 4 days are typically not allowed.
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Travel Request — Step 2

<< RETURN TO STEP 1

TRAVEL REQUEST STEP 2: COMPLETE FORM I:ap
TRAVELER STAFF, TEST Mva'HoFlLE) 2 DOCUMENT NO. : T REVISION:
UH NUMBER 11668132 BARGAINING UNIT . 07 [DOCUMENT TYFE : REQUEST a
PAYROLL NO. - |0 [srm'us : IN PROCESS @

FOSITION 0012345 - IT Specialist FROCESS VIA - UH Disbursing Office
DIVISION = | DESTINATICN . Out-of-State, LS. (CONUS)
BRANCH / DEFT. ‘105 ‘ ACCOUNTING METHOD : By Percentage
BUS. OFC. ACCESS 00066 - Info Tech Services CREATED : 03-25-2021 by Staff Teststaff
DOCUMENT FO CODE 00066 LAST MOD {FIELD) :

RIMARY CATEGORY | Please select... ~ l LAST MOD (DISB)
JUSTIFICATION 0 . o7

3000 mare chars

[COVEFAGE OF DUTIES

(1600 mere

SOURCE OF FUNDS

9

O Funded by the OVCR Faculty Research Travel Fund

To change static information in this section, you must return to Step 1 or go to the Profiler application

Traveler information (Bargaining Unit, Division, Branch/Dept, Title, Payroll No.) is from
PeopleSoft, the University's Human Resources System. An orange flag [* will display next to the
Bargaining Unit number if it differs from what's in Peoplesoft.

Information is read from the traveler’s profile in the Profiler application.

If the traveler is set up to receive their travel reimbursements via direct deposit in, this box will
be checked. If the box is not checked, the traveler will need to sign up for direct deposit via
ePayment.

© Document access information. “Document FO Code” field includes all FO codes for the Business
Office listed. The purpose is to assign specific travel documents to a specific Fiscal Officer.

Primary Category and Justification fields are required.

Optional field. Only required by some departments, i.e. Faculty must specify who will be
teaching their classes, Department Chairs must specify who will be acting on their behalf.

Optional field.

Document information. The travel document number is assigned when the document is saved
for the first time.

© Type of travel document. Document Type will be “REQUEST” or “REQUEST + ADVANCE”. Only
Requests w/Advances will be routed to Disbursing so payment can be processed. The document
status (along with your role as Traveler, Preparer or Business Office) determines whether data
on this form can be edited.

@ The status of the document. A link to the workflow routing log will appear so that the user can
view who has approved the document thus far. The routing stages are as follows:

IN PROCESS ® ROUTING = APPROVED ®» FINAL
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Proposed Business Itinerary — Same Day

PROPOSED BUSINESS ITINERARY - SAME DAY 3 e
DESTINATION CALC.  PERS.  BUs. ESTD DAYS
(City. State or Country) HEze=IlE Lz Ly DAYS DAYS DAYS [talo i RATE CLAIM e
EE
] = -
] DEF oen12m1 658 |[Am | EE
List ions) raveling fo. malE 20.00 20.00 100 | 20.00
1 075 0.75
[ito, BT | l:l PID
Honolul: | —
] ARR 06/112021 B End
MaIE 1.00 20.00
CALCULATEDTOTALS: 075 000 075 PD 0.00 000
ToTAL 5 20.00

Same Day travel has a flat rate Per Diem of $20.
© Any Per Diem amount taken will appear as wages in kind on the traveler’s pay stub.

© If there is no personal time, the number of days claimed should be entered as 1 for Same Day
travel, regardless of the number business days calculated.

Proposed Business Itinerary - Itemized

PROPOSED BUSINESS ITINERARY - ITEMIZED

e ‘D 4 5
CALC. MINUS BUS. EST'D DAYS
(Clty[.EEiﬁsa:"uAt]C-'g:nny) L eI LEGID¥# | pays DAYS DAYS EAR. cLam  ©O5T
Fonohs | Z [ I = start
= e o | | ®
_ 1 Loos @ )=
[ ] . S | N (N & =0 [ 1@
[ Jlus~ 3 CER l:”:l‘ﬁl ¥ PD
SUBT 5
_ 2 toos [ ] [ _Je=
1 I | e
W wais L1 1]
][5 ] Cleemneaing — - . [ ] — i
SuUBT
o 3 Loos CE r=
— e e i R - C 1
T Jus <] Dlcemeains = R . [ ] =
=/ suBT 5
AR 2z [ 16 e
Calculate LODG 0.00
MBIE 0.00
CALCULATED TOTALS : 0.00 0.00* 0.00
“Total Personal Days Only PID 0.00
TOTAL 5

0.00
0.00
0.00
0.00

Information in this section is used to determine the number of business days, Federal Allowable Rate
(FAR) and estimated total of Lodging and Meals and Incidentals (M&IE).

Defaults to Traveler’s city/state based on their general profile in Profiler.
© Enter the Departure and Arrival dates and times based on the traveler’s actual itinerary.

Date field: Can be entered numerically or by clicking the calendar.
Time field: Enter numerically. Select “AM” or “PM” from the drop down.

Pre-board limits may be calculated into the allowable days of the actual business.
IntraState Travel: 90 minutes
Out of State Travel: 3 hours

All connecting flights should be recorded on the proposed business itinerary.

© If the leg is a connection, click “Connecting.” The travel time will automatically be added to the

next leg.

© FAR (Federal Allowable Rate) is the maximum allowance for Lodging and Meals and Incidental
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Expenses (M&IE) and is based on the place of business and the month/year of travel. Click on
FAR to be linked to the FAR rates.

CONUS (Continental US)

OCONUS (Outside Continental US, includes Hawaii and US Territories)

Per Diem Rate is the maximum amount the traveler is entitled to as determined by their BU and
is a set amount regardless of place of business and month/year of travel.

Enter the estimated amount of Lodging and M&IE the traveler is claiming. Cannot exceed FAR.

Enter the number of business days the traveler is claiming for Lodging. The maximum Lodging
days a traveler can claim is equal to the total number of Business Days for that leg.

Enter the number of business days the traveler is claiming for M&IE. The maximum number of
days a traveler can claim is equal to the total number of Business Days for that leg.

Justification for excess lodging. When the lodging rate exceeds FAR, an error message will notify
the user that a justification is needed. Click on the icon to enter the justification for excess
lodging. Once entered, the justification cannot be edited.

The Leg ID uniquely identifies each destination. If a leg was added/deleted, the legs may not
appear in numerical order as they are only numerical markers.

¥ Adds a leg below the current one

iii Deletes the current destination leg

If personal time is being taken, enter the number of personal days on the leg that personal time
is being taken. Once the document is calculated, the number of business days will automatically
update to reflect the personal time.

“Calculate” triggers the system to calculate the number of business days, total amount of
lodging and M&IE traveler is claiming.

Red error messages will display if there are validation errors. Error messages need to be
corrected before the travel document can be submitted.

PROPOSED BUSINESS ITINERARY - EZ

Leg ID 1: Maximum reduction of Per Diem days claimed cannot exceed -0.75 days.
Leq ID 1:Invalid M&IE days. Cannot be greater than the calculated Business Days

DESTINATION CALC.  Mmus  Bus. ESTD  DAYS
(City State o Couniy) B LEGID% Davs  Davs  Davs EAR. e cLam

R — ——
B e e e e

=™

start

Blue messages will display if the action taken was successful.

The record was successfully updated.
<<T0 SEARCH
<<RETURN TO STEP 1

TRAVEL REQUEST STEP 2: COMPLETEFORM WP
TRAVELER STAFF, TEST  (vIEW PROFILE) DOCUMENT No. T698084  REVISION:

UK NUMEER 11668132 BARGAINING UNIT : 07 DOCUMENT TYFE REQUEST

Orange warning messages will display if the system wants to highlight something that may need
your attention. Documents can still be submitted with warning messages.

WARNING: A minimum of 10 days prior to the departure date is required to process a Travel Advance.
<<To SEARCH
<< RETURN TO STEP 1

TRAVEL REQUEST STeP 2: CoMPLETE Form  HEe
TRAVELER STAFF, TEST  (viEw FROFILE) DOCUMENT HO. T698984  REWISION:
UK NUMBER 1668132 BARGAINING UNIT: 08  DOCUMENT TyPE REQUEST + ADVANCE

e eavroLio ) smanus mpROCESS
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Estimated Expenditures — No Travel Advance

ESTIMATED EXPENDITURES

TTEM LeG 1D# (PAYMENT METHOD DETAIL D::SE‘S” RATE AMOUNT| DE
PID: Itinerary Total [ <] [ | 0.00| i
TRANS: Airfare ~ [ v [ | L |®
OTHER: Conf/Regis Fee [ -] [ | I
TRANS: Car Rental o [ | i

ST "ada Expenditure — G ome 5000

_ PAID VENDOR(S) $0.00

= BALANCE 5 0.00

Travel requests must be submitted and approved in eTravel prior to the traveler’s departure date.

Information in this section is used to determine the total estimated cost of the travel.

The "P/D: Itinerary Total" line is defaulted from the total cost in the proposed business itinerary
section. You can opt to delete this line and add Flat Rate Per Diem expense items by adding an
expense line and selecting from the item drop down list.

= el
PID: tinerary Total [
[TRANS: CarRental ]
e

Add 1 Exper

ATTACHMENT Add S Bxpe!
ot Add 10 Expense ines
B8l beage

P/D: Flat Rate Lodging

ade P/0: Fiat Rate MGIE
P/D: Flst Rate Per Diem

“There are no § P/D: Inerary Total

ment

dd 1 Expense ine ..

ATTACHENT] Add S Eoense nes
1 Add 10 Exverse Ines
T wissoe
/0t e Locging
st | ojo: P Rake Wl [Adare
/0 it e perDim
Thereareno e /0: tneary Total _ent

CATEGORY.

For each expense line, you must select an expense category. By default, "TRANS: Airfare",
"OTHER: Conf/Regis Fee", and "TRANS: Car Rental" are pre-filled since these are common
expenses for all travelers.

OTHER: Athites
OTHER: ConflRegs Fee
OTHER: Package Deal
OTHER: Phone/Fax/Intemat

CATEGORY

Aifare

TRANS: Parking
TRANS: Tax

ravel document.

To add a mileage expenditure, select “Mileage” and click “Add Expenditure”. Enter the number
of miles claiming and mileage rate.

ITEM LEG ID# PAYMENT METHOD DETAIL

MILES X RATE AMOUNT DEL
PID: ltinerary Total [ ~] [ ] 0.00 ff
— 1D w g

© To delete an expense, click the trash can image for that row. Once a row is deleted, it cannot be

undone.

© For each expense line, select a payment method from the drop down list.
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PAYMENT METHOD

TRVLR: PersonalcC

UH: PO
UH: RentalCarcC
UH: UH Foundation

Optional field. Enter a description of the expense.

Represents the total estimated cost of the trip even though some expenses are paid outside of
eTravel.

The Payment Method determines which expenses are paid by the University (options prefixed
with “UH”) and which expenses are paid by the traveler. All expenses paid for by UH will be
summed in the “Paid Vendors” box.

Represents the balance not yet paid and the amount that may be due to the traveler.

© Click “Calculate” to generate totals. This does NOT save to the database. To save, click on the
save button at the bottom to save your work.

Estimated Expenditures & Advance

ESTIMATED EXPENDITURES & ADVANCE

Sor EST'D EXP
Rl 135 mles *  RATE AMOUNT
PID: Itinerary Total [ | 0.00
TRANS: Airfare - [ | [ |
QTHER: Conf/Regis Fee ~ | ‘ | |
TRANS: Car Rental -~ [ |
[ENTENEE | | please select ... TOTAL $0.00
- PAID VENDOR(S) $0.00

q = DUE TRAVELER 0.00 l

€@)__PAID TRAVELER 0.00)

a = BALANCE 0.00 )

Travel Requests with Advance must be submitted and approved in eTravel at least 10 working days prior
to the departure date to the Disbursing Office.

Information in this section is used to determine the total estimated cost of the travel.

The "P/D: Iltinerary Total" line is defaulted from the total cost in the proposed business itinerary
section. You can opt to delete this line and add Flat Rate Per Diem expense items by adding an
expense line and selecting from the item dropdown list.

© To add expense line(s), select from the pull-down list and click “Add Expenditure”.
For each expense line, you must select an expense category.

To add a mileage expenditure, select “Mileage” and click “Add Expenditure.” Enter the number
of miles claiming and mileage rate.

© To delete an expense line, click the trash can image for that row. Once a row is deleted, it
cannot be undone.

O ror each expense line, select a payment method from the drop down menu.
o Optional field. Enter a description of the expense.

© Input amount of each expense being taken as an Advance. Value inputted cannot exceed the
Estimated Expenditure Amount for that line. Advances are given for the following:
e Airfare (proof of payment required)
e Conference Fees
e lodging
e M&IE
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The left column represents the total estimated cost of the trip even though some expenses are
paid outside of eTravel. The right column represents the total amount to be advanced to the
traveler.

The Payment Method determines which expenses are paid by the University (options prefixed
with “UH”) and which expenses are paid by the traveler. All expenses paid for by UH will be
summed in the “Paid Vendors” box.

© Represents the balance not yet paid and the amount that may be due to the traveler before the
advance is given.

@ Represents the amount to be advanced to the traveler.
@ Represents the cost of the trip not yet paid.

@ Click “Calculate” to generate totals. This does NOT save to the database. To save, click on the
save button at the bottom to save your work.

Attachments

ATTACHMENTS s 0

POSTED

T D POSTED BY CATEGORY DESCRIPTION FILE ACTIONS

add Airfare v [ Browse. . | Mo file selected. | Add | ]
| e |8 2
There are no attachments for this travel document Lodging
Conference Materials
ACCOUNT INFORMATION - BY PERCENTAGE OPTION peceipts e R
CAMPUS Al Other 8 ACCOUNT NO. % SPLIT ACCOUNT TITLE RESP PERSON FO CODE AMOUNT
V_ 1 | E—

All supports relating to the travel (itineraries, conference materials, invite letters, receipts, quotes, etc.)
are attached in this section. All original documentation will be retained by the department/business
office/etc.

From the drop down list, select the category for the attachment.

© Use the description field to add specific information regarding the attachment.

© Click on “Browse” to locate the file on your hard drive. Once the file is located, click “Add”. To
delete an attachment, click on the trash can. Once deleted, it will have to be reattached.
Attachments can be reordered by dragging and dropping line items into the desired order.

ATTACHMENTS

PosTED
ST P POSTEDBY CATEGORY DEsCRIPTION FLe Acions
& sample.docx (12590.0 bytes,
0410872021
0o |EsEE StaffTeststaf  Airfare Sample attachment app
officedocument wordprocessingm document 0
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Account Information — Percentage Option

ACCOUNT INFORMATION - BY PERCENTAGE OPTION

CAMPUS ACCOUNT No. SuUB ACCOUNT NO. : LIT ACCOUNT TITLE RESP PERSON
[ [ [
] ] s
] ] s
] ] s
] ] ks

Clear Accounts

Used only if the total cost can be split across a maximum of FIVE (5) accounts by percentage. If only one
account is being used, eTravel will default to the Percentage option.

Using the dropdown, select the Campus Code of the account being used. Enter the account and
sub account number, if applicable.

CAMPUS

UH - System v

UH - CC, Admin

UH - €, Haveai

UH - Hio

UH - CC, Honahiu
UH-CC Kapiokni [

UH - CC, Windward
UH - West Oahu

© Enter the percentages for each account being used. Sum must equal 100%.

© Click “Calculate” to trigger account validations against KFS. The Account Title and Resp person
will automatically populate. Account warnings will display but the system will not restrict the
use of invalid accounts because travel may be planned for the following fiscal year when new
accounts have not yet been established.

© The Balance amount from the Estimated Expenditure section will be automatically distributed
across accounts based on the percentages entered in Step 1.

© Total will equal the Balance amount in the Estimated Expenditures section.

Account Information — Fixed Amount or Manual Option

ACCOUNT INFORMATION - FIXED AMOUNT OR MANUAL OPTION ,;3,
CAMPUS ACCOUNT NO. SUB ACCOUNT NO. ACCOUNT TITLE RESP PERSON FO CoDE AMOUNT DEL
| | [ | [ |®
[ ] [ ] [ ]
[ ] [ ] [ 1
[ ] [ ] [ ]
UH - System - ] ] i

3 calculate || Add Account(s) | 2

Q TOTAL

On the Travel Request, “Fixed Amount” and “Manual” accounting methods use the same form. The
manual option allows flexibility in how the user wants to assign costs to each account.

@
e
i

Using the dropdown, select the Campus Code of the account being used. Enter the account and
sub account number, if applicable.

© There are no account restrictions on the number of accounts that can be used. User may add or
delete accounts as needed. To delete a line, click on the trash can.

© Click “Calculate” to trigger account validations against KFS. The Account Title and Resp person
will automatically populate. Account warnings will display but the system will not restrict the
use of invalid accounts because travel may be planned for the following fiscal year when new
accounts have not yet been established.

© Total will equal the Balance amount in the Estimated Expenditures section.
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Account Information — Fixed Amount or Manual Option (with Travel Advance)

ACCOUNT INFORMATION - FIXED AMOUNT OR MANUAL OPTION

ADVANCE

CAMPUS ACCOUNT NO. SUB ACCOUNT NO. ACCOUNT TITLE RESP PERSON FO CoDE

OBJECT CODE
[ ] [ ] 4501
[ ] [ ] 5
1 ] 4501
[ ] L] 0
L [ ] 1501

3 ' Calculate

Add Account(s) [ 2 e TOTAL

On the Travel Request with Advance, “Fixed Amount” and “Manual” accounting methods use the same
form. The manual option allows flexibility in how the user wants to assign costs to each account.

TOTAL 50.00 ]

Using the dropdown, select the Campus Code of the account being used. Enter the account and
sub account number if applicable.

© There are no account restrictions on the number of accounts that can be used. User may add or
delete accounts as needed.

© Click “Calculate” to trigger account validations against KFS. The Account Title and Resp person
will automatically populate. Account warnings will display but the system will not restrict the
use of invalid accounts because travel may be planned for the following fiscal year when new
accounts have not yet been established.

© The Balance amount from the Estimated Expenditures and Advance section must be distributed
across accounts here.

Object code is always 4501 for advances. Input Advance amount for each account line. The
value inputted cannot exceed the value in the Estimated Expenditures Balance amount column
for that account.

©® Totals here must equal the Balance amount and Advance Total in the Estimated Expenditures &
Advance section.

Comments

COMMENTS more chars

Optional section for departments to enter comments relating to the travel document. Limited to 2,000
characters. Comments can be read and edited by everyone who has access to the document.

Transaction Log

TRANSACTION LOG [(shewhiae)
View Route Logs

ACTION TIMESTAMP USER
APPROVED 0410612021 05:08:05 PM
APPROVED 0410612021 04:53:21 P
SUBMITTED 04/06/2021 04:24:57 PM
CREATED 03/20/2021 09:44:26 AN

The Transaction Log summarizes all action taken on the travel document including user, action and

timestamp information. Information is pulled from WorkFlow. Each time the document is denied, a new
WorkFlow document is created.

Click on “show/hide” to view the Transaction Log.
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Route Log

TRANSACTION LOG (sheuihice)
View Route Logs!

ACTION TIMESTAMP USER
APPROVED 04/06/2021 05:08:05 PM |
APPROVED 04/06/2021 04:53:21 PM ]
SUBMITTED 0410612021 04:24:57 PM ]
CREATED 03/20/2021 09:44:26 AW ]
o I
Title REQUEST (TN for IN—
Type Travel Request Created 04:24 M 04/06/2021
Initiator I Last Modified 05:08 PM 04/06/2021
Route Status ENROUTE Last Approved
I Finalized

Action Taken By For Delegator Time/Date
COMPLETED I 04:24 PM 04/06/2021

» show. APPROVED | 04:53 PM 04/06/2021

» show. APPROVED I 05:08 PM 04/06/2021

ction Requests

Time/Date Annotation
04:24 PM 04/06/2021

Time/Date Annotation

PENDING .
APPROVE 11:14 AM 04/08/2021
PENDING
APPROVE

PENDING

11:14 AM 04/08/2021
APPROVE 11:14 AM 04/08/2021
PENDING
APPROVE
PENDING
APPROVE
PENDING
APPROVE
PENDING
APPROVE

11:14 AM 04/08/2021
11:14 AM 04/08/2021

11:14 AM 04/08/2021

11:14 AM 04/08/2021

The Route Log shows the current status of the document. Document routes as follows:
PREPARER ® TRAVELER # BUSINESS OFFICE % SUPERVISOR ® ACCT SUP ® EXECUTIVE ® FA

Click on “Route Log” to view log.
© Travel document details.
@ Shows actions that have already been completed.
© Shows where the document currently is.

© Shows where the document will route.

Action Buttons

[ save ] Submit | [ Aporove I eny | [ void |
| Revise | | Email il print Wl Print UHF Form |
SAVE - Saves the document. The Tdoc number is generated when the document is saved for the
first time.
© SUBMIT - Submits the document for approvals. Once the document has been submitted, the
status changes to “Routing for Approvals.”
© COPY - Available only for Travel Requests. Document must be in FINAL status to copy. A new
Travel Request, with a new Tdoc number, will be created.
© REVISE - Revises the documents and creates a revision doc.
© APPROVE - Approves the document and automatically routes to the next approver.
© DENY - Denies the document back to the preparer and changes document back to “In Process”

status. The user must notate why the document is being denied in a pop up dialog box.
Contents of the dialog box will automatically be added to the comments section.

DELETE - Travel requests can be deleted while the document is “In Process.” Once deleted, the
document is no longer accessible in eTravel.

VOID - Travel requests can be voided when the document is in “Approved” status, there is no
completion that has been created and there is no revision to the request. The user must notate
why the document is being voided in a pop up dialog box. Contents of the dialog box will
automatically be added to the comments section. Documents that have been voided will
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remain on record in eTravel.
© EMAIL - Enter email address to email the document.
€@ PRINT - Prints the document.

@ PRINT UHF FORM - The UHF form is used for UH/UHF dual payments. Print and complete UHF
“coversheet” for UHF processing.
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