PA STATE SYSTEM OF HIGHER EDUCATION
Shared Administrative System

TM - Travel Management
Create Travel Request

All Travel Requests will be entered by either the Traveler or Travel Assistant via the portal.

Log into the portal...
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Enter Your Account Information

Faszwon | |
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@ Panneyhvanta State System of Higher Edwcation, 2585 North Sscond Strest, Hamsburg, PA 17110
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From the ESS tab, click on either of the 2 provided Travel Management links.

5SERVICE Pennsylvania State System of Higher Education

g P 0 R TA L Welcome Nicole Richards

Employee Self-Service Manager Self-Service SAS Internal Tools

Travel Management Help Documents.

Overview Personal Information Benefitz Leave & Time ayroll My First Days

Overview

Welcome Nicole to Employee Self-Service!
Areas of Employee Self-Service

Personal Information

Display your personal data, addresses, and bank information. Here you can also manage your ethnicity information.

Benefits

Display your benefits participation information and access the online benefits enrollment system.

Leave & Time

Within this section of Employee Self-Service you may view your leave balances and a complete record of all absences you have submitted to date. If you haw
Employee Leave Request system, you may access it here as well.

Payroll

Access online copies of your printed pay statements, manage your W-4 withholding, view/change your W-2 election, and view your online W-2 form, if you ha

I Travel Management I

This area of ESS provides employees with functions to create and manage travel requests and expense reports.

My First Days

For New Employees Only -- The My First Days application of ESS will allow new employees to the Pennsylvania State System of Higher Education to perforr
yvour HR. personnel file. Here you can complete activities such as: setting up direct deposit, enrolling in your medical benefits and retirement plan(s), completir
employees should run this application within 30 days of vour date of hire.

Help Documents

Here you will find all supporting Employee Self-Service (ESS) help documentation about every feature and tool of the ESS system. This document repository it
have a guestion about an ESS application's use.
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Click on one of the “Available Applications” to get started.

We'll start from the “My Trips and Expenses” overview screen.
M Pennsylvania State System of Higher Education
LSERVICE v v g

g P 0 R TA L Welcome Nicole Richards

Manager Self-Service SAS Internal Tools

Benefits : Time Travel Management My First Days Help Documents.

Travel Management Overview

Employee Self-Service >> Travel Management

This page will provide you with information about each available Employee Self-Service (ESS) application for you to access in this sub-section of ESS. To access an application, simply click on
overview page will be shown to the left of the ESS application that you can use to return to this page.

Available Applications

I My Trips and Expenses I

This page serves as the central management point for all your trips and expense reports. Here you can view, change, copy, or create new travel requests and/or expense reports.

Create Travel Request

You can use this quick link to create a travel request to be approved by your supervisor.

Create Expense Report

You can use this quick link to create an expense report for a trip without a previously submitted travel request.

Unlock Employee Record

Use this tool if you receive a message stating your employee record has been locked.

My Emplovees

Travel assistants can use this page to create travel requests and expense reports for other employees in their department.

*The “My Employees” link will only be available if the employee is a Travel Assistant.
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This screen provides you with an overview of trips previously entered and allows you to start a new Travel Request or
Expense Report.

My Trips and Expenses (Halye , Audra L, 00Oy

All My Trips (1) All My Travel Requests (1) All My Expense Reports {0} Pending Exp. Reports (0}

Four tabs are available on this page.
e All My Trips — will list all of your trips and the status of each, whether requests not yet approved or completed trips.
If travel has been completed, a link to “Create Travel Expense Report” is provided. From this screen you may access
each trip to display/print, change or copy

Al My Trigs i) Al My Trawel Ragues (Z) Al Wy Exparse Repors () Panding B Repors ()

PP ——) + | | [ Cremne New Travel Reques: | [ Cresne New Expense Repor | [ Cancel Tro

T Trio Numoer Star Dene End Date Desznation Resson Recommended Actions
1000000150 [ 05512015 Sen Diego. Ca Presenting at National Cont

. 1000000132 10014 1OHOVE014 Stz Callege, PA Buige: & Accounting Direciors Mesting Cresne Traue] Expense Report

Details of Trip: State College, PA (1000000132}

i

%27 Trawe! expense repo muss be pertormeg

Travel Request

Aocrous] Stans: RequestAporoved  Anschmenss: A
DisgiayPri | [ Crarge |[ Comy

e All My Travel Requests —includes all travel requests past and future (will not include trips for which there was no
request submitted and only had a TER). Here you can display, add attachments, and modify your requests. Travel
requests past the travel date will include a “create” link for expense report completion.

Al My Trigs () Al My Trawel Regquests i) AliMy Experms Rmpors (0) Pening Sxp. Reparss 0}

View: | [Sianciam View] v Crexae ey Travel Regues:

)| Trio Nemoer St Dme Ena Dae Desznation Femson Processing St Approusl St Asachmests Sqpense Feoon
1000000190 oEzEEs [EIEH Sam Diaga. C= Sraganting = Mationsl Cant Rateamad for Azzrousl Feues Recoes
1000000132 10092014 1oroue St Collage, PA Butget & ACcounting Direciors Messing armtamed 50 Fi Faguas? Anoroved Add Creme

Create Travel Request BU
Page 4 of 16 Revised: 10/2024



PA STATE SYSTEM OF HIGHER EDUCATION
Shared Administrative System
TM - Travel Management
Create Travel Request

e All My Expense Reports — all expense reports started or completed (will include those associated with a travel
request). Here you can display, print or modify the document.

Al My Trgm (2) Al My Trawel Reguess (2) All My Experrse Reporss (1) Pemiing . Repors (1)

Change Query Define New

Wien: | [S2andian View] - Camats New Exparme Report
]| Trio Mamoer Trawel Fisquest Seart Dt Erul D Deszmamon Remmon Aduance Paidt by Company Retmbursament Tri Tosal Processing St Approusl St Azscrmans A
1000000132 Disgilay 10 10M0E014 Same Collage, PA Sunget & Acoounting Direcoors Hssting ooe L 1722 11722 | Redessad tor Aprousi Tria Complesen Aga gy

e Pending Expense Reports — will list expense reports not yet closed out (e.g., waiting for approval)

Adl My Trigs 2 Al My Trowe Reguess (2) Al My Experme Repors 1) Pending Exa. Reporss 1)

Change Query Dafine ey

View: | [Snancians View] - Dispiayrin: | [ Crange | [ Cony Cancel Trip | | [ Create New Experss Report
] Trio Namioer Trawel Fisquast Start Dae End Dae Desznacn Aemson Aduance i by Company Retmicarsament Trig Tosal Processing St Approus St Azscrmens Aem
. 1000000132 Dispiay 1004 10004 State College, PA Sunget & Accounting Direciors Mesting o0 o REt-] 1722 Foslemmad for Approual Trin Compiated Ada {0

Here, we’ll create a new Travel Request.

Home Emipdoges Saif-Saniica eTime WiEterial Managemert AR U Business Imelligence
Lemwe & Time | Travel Managemsnt

My Trips and Expsnsss

[ [

Detalisd Navigation =

A P——— My Trips and Expenses (Halye , Audra L, 00027298)

Retated Links = All My Travel Requests (1) All My Expenze Reports (0 Pending Exp. Reports (0}

= 24 Hour Clock Comerslon Charl

« Google Mapgs

+ LS Census Buresu County Look Lp
+  [Frequently Uised Trip Reglons View: | [Standard View] ~ I Create Mew Travel Reguest I Create New Expense Report
+ Tram| Relmursement Rates

T Trip Mumbsar Start Date End Datz Destination Rezson

Click on “Create New Travel Request”
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Create Travel Request main screen...

Required fields are marked with an asterisk (*).

Create Travel Request

:
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Create Travel Request

General Data

| * Calendar of Trips | | v Attachments (0 ) |

General Data
Start Date: * | T (o000 |
End Date: * | @ (o000 |

Posting Date:

e Enter the anticipated Start Date/Time and End Date/Time for the entire reimbursement period. If the trip
involves multiple destinations, those will be entered in another section.

e Dates can be entered manually or selected by opening the Calendar of Trips and clicking on the beginning and
end date.

e Time s entered in military format.

e Posting Date — no entry needed. This is the posting date for Funds Management and will default to
the trip end date.

Destination
Destination
Trip Country: * |5tandard Conus Rate, US4 V| Trip Region: Standard Conus Rate, USA
Destination: * [ 7]
Additional Destinations: No destinations entered | Enter Additional Destinations.

e Enter the main destination or first destination if the trip involves multiple destinations.

e Trip Country — Select from the drop down list. USA will be the default.

e Trip Region — Enter manually if you know the region code or use the search feature. (* see below)
e Destination — Free text — enter facility visiting or location of conference, etc.

Create Travel Request BU
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Search Feature

e To utilize the search feature , click [

Destination /

*Trip Country: | Standard Conus Rate, USA  ~  Trip Region: L Scranton, PA

* Destination: L

e The following will appear.

e Enter parameters exactly as listed:

o Trip Country/Group will default to US (change if needed)

o Country/Group/Region — enter two letter state abbreviation in caps with an asterisk after it
(PA*)

o Name of Trip Country — this is your city; enter as many or few letters as you wish, capitalize
the first letter only, use an asterisk (Harris*)

= |f your city is not listed, you will need to use the county name

o NOTE: - it is important to use caps and “*” where indicated or the filter will not work as

desired

e C(Click “GO”.

Select: Trip Region Dz

Hide Advanced Search KSCG items m
Trip Country/Group: | US & / | Country/Group/Region: | PA* ® ey

Name of Trip Country: | Harris* &

5]

ltems (4)
Trip Country Trip Region Code MName of Trip Region
us PAIHK Harrisburg, PA
us PA/HL Harrison City, PA
us PAHM Harrison Valley, PA
Us PA/HN Harrisville, PA

Create Travel Request BU
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e Your search results will appear below

e Double click on the desired location to select and return to the main screen
In this example, Harrisburg was chosen

Additional Information

Agdiional Information

%

ATy (e i
Frmmmee: || 0
o Emnar Estmaned Coss
* Estmansd Coss S0 | yen
Coemmeant
Aguanoss: | 4% nRcd Sizecs Dollar Erver Aguances
Ciost Assigrmens: | 100.00 % Cost Canter 101020200 AV Bud Fin Bus Sen), Funds: Canter 1041030200 (AVF Cnange Com AssigrmeT

e Activity — Purpose of travel. Make a selection from the drop down list. The General Ledger (GL)

account (Commitment Item) is determined based on the Activity selected here.
¢ Note that general travel is not used unless you are specifically instructed to do so

Additional Information

* Activity (Expenses): Administrative Travel w
# Reason: 7
* Esfimated Costs: 204.88 | ysp Enter Estimated Costs
Comment:

Advances: | 0-00 United States Dollar Enter Advances

Cost Assignment: | 100.00 % Cost Center 1011030202 (Fin & Bus Services), Funds Center 1011030202 { Change Cost Assignment

e Reason - Provide reason for travel.

Create Travel Request BU
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e Estimated Costs — Enter details by clicking on “Enter Estimated Costs”
o Populate the appropriate expense type category and click on “Calculate”
o When everything looks correct, click on “Accept” to return to the main screen

Estimated Costs

Caloulan=
Traves] M Extimanad CosE STy
Alrtare ooo | WED
Snggags Fas o e The system will
Eusiness Meal (2 reguineg) oo | WSD automatically estimate the
sl il cost for lodging and meals
: - }:z :Z based on your trip
S p— . duration and trip location
Mg Faimin oo | u=n (trip region). You can
Cmer Misoetianenus Cos= ooo [ override these amounts if
Paridng Q0D UED
e — necessary.
Tel shume, s e aco [ (minimum = $.01)
T Qoo USD
Train Qoo USD
- Uniomcied Trase] Cosss [aka e} LsD

Eum BET.DD D

e

o Meals will need to be reduced for any meals provided at conference/training/meeting
(Use link in Navigation tool bar See — Subsistence Calculator (located on ESS Travel Management tab) to
calculate the reduction)

e If no reimbursement will be requested and your Travel Request is For Insurance Purposes Only, you should use $S01
for meals/subsistence and adjust the total to zero by entering a negative amount in the “unfunded travel costs”
field

Create Travel Request BU
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Estimated Costs

Calculate

Travel Mediums Estimated Costs  Curr...
Airfare 0.00 UsSD
Baggage Fee 0.00 USD
Business Meal (auth required) 0.00 USD
Conference Regist 0.00 USD
Gasoline 0.00 UsD
Hotel 0.01 usD
Meals/Subsistence 0.01 usD
Mileage Reimb 0.00 UsD
Other Miscellaneous Costs 0.00 UsD
Parking 0.00 UsD
Car rental 0.00 UsD
Taxi, shuttle, public trans. 0.00 USD
Toll 0.00 UsD
Train 0.00 UsD
Z: Unfunded Travel Costs 0.02- USD /
Sum 0.00 UsSD

e Comment — Provide the following relevant information:
e Purpose of Travel;
e Provisions for Classes;
e Passengers;
e Details/Justifications for Expenses;
e Note: Information from websites, emails and word documents can be attached for additional information.

Advances — N/A

Create Travel Request BU
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e Cost Assignment — The cost assignment will default from your HR Master Data. If you wish to override the
default, click on “Change Cost Assignment”;

o Enter the applicable cost center where indicated below

Cost Assignment for Trip

Mew Entry | | Check | | Delete

Cost Assign (%) Company Code Business Area Accounting Object  Accounting Object Value
v 100.00 State System of Higher Ed  Commonwealth Univ of PA Cost Center ~ 8211021020
Cost Center| | 8211021020 0

Accept and Mew Entry Check Delete

o Cost Assign (%) allows the traveler to distribute costs by percentage among several Cost Centers

For Example: If 75% of your reimbursement is funded from Cost Center 1011030201 and 25% of your
reimbursement is funded from Cost Center 1011030202 you would change the 100% to 75% and enter the
new cost center in the Cost Center box, then click Accept and New Entry, you will notice the remaining 25%
appears you can then enter the corresponding cost center for the remaining percentage and click Accept.

Cost Assignment for Trip

Mew Entry | | Check| | Delete

Cost Assign (%) Company Code Business Area Accounting Object  Accounting Object Value

75.00 State System of Higher Ed  Commonwealth Univ of PA Cost Center ~ 8211021020 - Financial 5...
o 25.00 State System of Higher Ed  Commonwealth Univ of PA Cost Center Y

Cost Center: 0
Accept and New Entry Check Delete

You may search for a previously used cost center
Once you’ve entered the appropriate cost assignment info, click on Accept to return to the main screen.

Note: If the distribution does not total 100%, the portion not distributed will be charged according your
HR master data.

Create Travel Request
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Once all data has been entered to your satisfaction, click on “Review”

General Data
* Start Date: |10/18/2024 06:00
* End Date: | 10/24/2024 09:00

Posting Date:

Destination
* Trip Country: | Standard Conus Rate, USA | Trip Region: |PA/HK (G Harrisburg, PA
* Destination: | Hilton Downtown e
Additional Destinations: | No destinations entered Enter Additional Destinations

Additional Information

* Activity (Expenses): | Training/Development Travel v
* Reason: | Test Trip i
Estimated Costs: 1,528.50 USD |Enter Estimated Costs
Comment:
Advances: | 0.00 United States Dollar Enter Advances
Cost Assignment: = 100.00 % Cost Center 8211021020 (Financial Services), Funds Center 8211021020 (Fina... Change Cost Assignment

av? praf

If all looks good on the below screen, you can Save a Draft of the Travel Request or Save and Send it for Approval. Click
on the appropriate radio button and then the Save button at the bottom of the screen (this button will change based on

the radio button you select).

NOTE - only the traveler may Save and Send for Approval; a travel assistant may only save a draft

If you wish to display or print the request, click on the button Display Request Form.

Create Travel Request
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& Prasious Shep Sumppm mryl Sl fow Aooeceasl

ﬂ SOME SSTIMaNc C05 ant Inalined

Final Action

Sn et iy WSS 50 S Yy el raguant mn man 8 ey

& Sags g Sl for Aoorovs WY 30 S Yy Tl raquass mnol el 17 mow for furiner procassing
| csonifiren i | have sntered all dads fo e best of my knowlsdgs

Summary

Total ndivicas] Recsipss EST.00 USD
Todsll Trawvel Expanses BT .00 UED
Amount Fdmbursed EET.O0 WED
Amount Faid Duf BET.00 WD
Esfimaisd Costs EET.00 UED

Cost Assignment

ESTOO  USD Company Code SSEHE (State Systemn of Higher Ed), Business Arss 10 (Sloomsioung(, Tost Santer 1041050

£ Previcus S2ep ||| Save and Send for Aoproval
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The below screen will then appear acknowledging that the Travel Request was saved and provide the Trip Number for
tracking and Enterprise (if necessary).

You have the option to display or print the request form again at this point. Please note the workflow approval log does
not appear on the form until the Travel Request is Saved.

Create Travel Request

3

Completed

Employee Mever , | NG :tariDate 07/15/2013  End Date 07H7/2013

Travel request 1000000002 was saved —

100.00 % will be agsigned acc. to trip costs assignment guidelines

| Display Request Form |

Create Travel Request
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This trip will now be listed on the “My Trips and Expenses” overview screen.

Al My T 3) A by Trayel Requesas (3

e | [Stanoam View]

1| Trio Mumier
. 100000C20E
1000000133

1000000121

Create New Travel Regues?
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-t T P

10212014

Ay Eiperme Ranors D)

End Dade
CIATES

AT

1NT12014

Details of Trip: Conference on Bean Counting

Travel Request

AzTrove| Zus REQues Reoonoed

DisplayPriett || Change

Al My Tripes (3) A1 My Trasse] Requesss (3) All My Exparma Ranors i)

Wiewr: | [Ssncen View]

T Trio Bumioer
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1000000433
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ooy

Sua e
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Faning Sip. Fepors 1)

Create New Expense Repor? | | Cancel Trip
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Corflerance on Sean Counting
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Wymissng, PA

(1000000208}

Penging S, Repors 0

(Crame M Travel Racues:

Fsamon

Conferance on Sean Counting Training Conterance

Sames Collage, PA,

Wyceissing. PA

Suge: & Accounting Direciors Messing

Azeng Canval Cragter PSTAR Tax Serminar

e
Training Confenance

Sunipst & Acoounting Direcioes Mesting
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Note that completed trips listed will prompt for creation of an expense report

Agrous) S
Riuast Reconsed
Riuas? Agzrossd

Requast Apzrosed

Recommended Aciions

Expanse Ranon

From here, you can Display/Print the Travel Request form at any time. The workflow approval log on the form will show
you where your trip is in the approval process. You can also Change, Copy, or Delete the Travel Request, Add
Attachments, Display the History, and Create the Expense Report from these screens.

Create Travel Request

Page 16 of 16

Revised: 10/2024



