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IﬁTexas Tech University

The travel system is used when employees / nonemployees / students are traveling on
behalf of TTU. The first step in this process is to submit a Travel Application, which
must go through an approval process. When the application is submitted, funds are
encumbered .Once the trip is complete, a Travel Voucher is submitted so that the
traveler can received any due reimbursement.

Travel2

From Raiderlink — click on Travel within the Procurement Services Section:

Procurement Services BIEE
Procurement Home

Reports

Tech Buy
Travel <—
Direct Pay

URL: https://wwwacc.fiscal.ttuhsc.edu/travel2

Logon to the Application

To access the application form select Applications on the left menu, and then select
Create a New Application from the sub-category box.

TRAVEL 2.0

Applications I Create a New Application I.&

“Woucher Load a Partially Completed
Application

Reports

“Wieww Submitted Applications

Because the travel system is shared with Health Sciences Center, the page will open
with their identification. Proceed by signing in using eRaider username and eRaider
password:

eRaider Sign-in Help
U=zername —== |5.||:Iiefi |
Password —>|sssssasss |

Forgot password?

o %  Forgot username?
Secured "
VERIEY & Slgn |n
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Travel2 Tidbits

Application

Auto-Save — The application will automatically save your progress at every
page. You can close your browser while you are in the middle of filling out an
application and pick up where you left off when you enter the system again. You
do this by Selecting Applications from the left menu, and then select “Load a
Partially Completed Application”.

Travelers and Vendors — A traveler must be set up as a vendor in Banner
before an application is submitted. You can request this from the Travel2
system.

Supervisors — A supervisor is now being assigned to a trip, and not necessarily
to a person. A supervisor name must be selected every time an application is
submitted. The traveler’s last trip supervisor will default. The assigned
supervisor must electronically sign the voucher when submitted.

FOP - The travel expense must have the FOP entered for funding information.

Encumbrances and Budgets — For Funds that are budgeted at the FOAP level,
the various types of travel — instate, out-of-state, foreign, prospective and
participant level are on separate budget pools and may require a different
“Account Code”. Separate detail lines are required for expenses such as
registration fees or apartment rental fees. The account distribution page in the
application process lets you know if you have any of these special expenses and
how much you need to allocate to them. Funds that are budgeted at the FOP
level do not have to deal with this.

Advances — An additional type of advance has been added — prepaid expenses.
This is used for an expense that needs to be paid prior to the trip (e.g. hotel).
The travel office can now approve the three advances (airfare, other expenses
and prepaid expenses) separately. The traveler no longer has to choose
between getting an advance for some prepaid item or an advance for everything
else.
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The Travel Application

Completing the Travel Application is part of the pre-trip planning process. The
application should be completed in advance of the travel. The application should be
completed even if TTU is not paying for the trip but the traveler is representing TTU (i.e.
Research).

Select Type of Travel

When the application page opens, the first section will ask that the type of travel be
selected. Click inside the radio button to the left of the type of travel being taken.

Type Of Travel
Make Selection

Plea=ze =elect the type of travel
@ Employee / Student
Q Prospective Employes
O Mon-employee ! Speaker f Participant
o Capitalized Construction
O Group Sponsor (must be an employee)

O Intercollegate Athletics (must be employes)

() Board Member

Identifying the Traveler

This section identifies who is traveling. The traveler is referred to as a “vendor” within
the system. The traveler must have a vendor code (R number). The code can be
searched for in the search box provided. The % is the wildcard for this search. *note —
the system requires that a legal name be used.

msunds&f 1 Search | €—
RODG27E33  Jil Ann Lindzey AFISM M5 5064 CAMPUS
RO0S27633  Jil Ann Lindzey MS5064 Campus ™ 79409
Results - "R.." is the vendor code

When results are returned, click on the “Rxxxxxxx” to select the “vendor”. *Important — if
this is an employee, the address needs to be a departmental address or mail stop.*

If no results are returned, make sure the search criteria being used is for the legal name
of the traveler. Try again. Search diligently so that we do not have someone
entered n the system multiple times.

New Vendor Request
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If no results are generated for the search, the traveler is not set up as a vendor in the
system. A New Vendor Request will need to be submitted on their behalf. To do this
you will need to click on the link above the search field titled “New Vendor Request”

| Mew Vendor Request

Complete the form as detailed below.

e Pay attention to the requirement that if the New Vendor Request is for an
employee, Address 1 field must include the mailstop.

e When complete, review the form for accuracy. This will ensure the process
moves as quickly as possible. If entries are accurate, select the submit button.

Fill out the information requested below . COnce you submit, your reguest will be =ent to Purchasing. Someone from the purchasing office will
contact you once this record has been set up. Please take the time to be as accurate as possible. Inaccuracies will delsy setup of the
wendar code.

You MUST include mailstop in Address 1 for employees.

Traveler Type: I Employee it II
== ||xxxxxxxxx [ I
Mame |Legal Mame 1

Address 1 (Mail Stop for emplovess) (WS 5064 l

Address 2 [t and Uriverstty |
City [Lubbock ]
State [Texas ~|

Comments (Please include any information you feel might be useful to Purchasing)
Thiz employee travels for research purpozes

The New Vendor Request will go to the Procurement Services Division for processing.
The person submitting the request will receive notification once the Vendor ID is
created. Once the Vendor ID is received, the travel application can be completed.

Completing the Application

Type the vendor number into the field provided and select search.

Page | 5



[Ronsz7e3s €— —3k | Search ]‘

A window will open providing a list of vendors/vendor matching the search entered.
Click on the “R” number in the first column to the left of the appropriate traveler. Note -
If the traveler is an employee, ensure there is a Mail Stop in the Address1 field.

lizeLindzey |[ Search | <€—
RODG27E33  Jil Ann Lindzey AFISM M5 5064 CAMPUS
RO0G27633  Jil Ann Lindsey MS5064 Campus ™ 79409
Results - "R.." is the vendor code

The next step is to enter the name of the travel supervisor. The name of the supervisor
for the travelers last travel application will default into this field. This name may be
changed if needed.

£+
Travel Type == General Info == Vacation == BTASTR == Est. Expenses =% fAccounts =5 Advance == Summany

[Fleaze do not uze your browesers Badk button. Use the links abowve to navigate bacdk.) 3

Travel Supervisor

Enter all or part of the supervisor's vendor code or name to search. You may uze % a3 a wild card to help vou search. Then select & travel
supervizor, The zelected supervisor will be reguired to approve the woucher for this trip.

|%ahmad | Search | &—

A box will appear populated with the choices generated by the search. Click on “select”
to the left of the supervisor's name.

ST e 1 twe | Depttame
Select Sobia Ahmad Resident Instructor 2nd Year Internal Med Dept &ma Genl

Zelect Zalman Ahmad Clinical Instructor H=C Family hed Dpt Lbk Genl

Select Gul Ahmad Post Doctoral Rach Azzoc Microbiology Dept Lbk Genl

Select*®€ Shahnewaz Max Ahmad A==t Vice President Admin and Finance Info Systems homt
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Basic Trip Information

Details regarding the trip - time, place and purpose - will now be entered. Itis
important to ensure that the entries are spelled correctly.

¢ In the Travel Explanation/Comments section provide a statement about how the
university will benefit from the travel.

e Once complete, select the Next button at the lower left section of the screen.

Travel Type = General Info == Wacation == BTASTR == Est. Expensaz »= Accounts == Advance == Summany
[(Flease do not use your browsers Badck button. Use the links abowe to navigate bad)

Basic Trip Information

Flease enter basic trip information in the fields belowy . Please make sure the cities and countries are spelled correctly.

Start Date Jmmicdiyy | cmmctcitey) End Date [mmidar? | cmmicctiyy)
To ensure the accuracy of the dates you have entered, please check any of the boxes below that apply.

[ This trip starts more than 3 manths inthe past. Click in box provided

[ This trip starts more that & months in the future. if applicable

|:| Thiz trip will last longer than 2 months.

Originating Locale: Destination:
City [Lubbock | City fistin |
State I Texas v I State | Tewas v|
Country | =2, VI (If other, please specify ) Courtry | =4, b |(If other, please specity )
Cther u:u:uuntryl I Cther courtry l |
Purpose | Attend Conference V||

Travel ExplanationfComments
il be the keynote speaker for research program.

(o) <
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Vacation

If vacation is going to be combined with the travel event, information regarding the
vacation must be submitted.

If vacation is not going to be combined with the travel, simply click on the “Next” button.

If vacation is going to be included, click inside the check box to the left of “I will be
taking leave during this trip”.

Vacation
If ywou are taking vacation during this trip, please check the box and enter the requested infarmation.

—3"|:| | will be taking leave during this trip.

(o] <

Provide the details regarding vacation start and end as requested. Complete the City,
State and Country boxes. When finished click Next.

Vacation
If you are taking wacation during this trip, please check the box and enter the requested information.

| weeill b taking leave during this trip.

Start Date  fmmidldiyy [|cmmicieney) ] Endt Date Jmmiddiyy | mimadtciryy) 2]
City |&ustin |

State |Texas VI

Courtry  [Usa |
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For Air Travel
This page is applicable only if air travel is involved.

If the University’s business travel account will be used to pay for the airfare, check the
box provided. Next, click to the left of the statement detailing the criteria that qualifies
the user for BTA usage. Enter the required information; click “Next” when complete.
Pay attention to the Note regarding eligibility located at the bottom of the page.

If BTA is not going to be used, click “Next” at the bottom of the page.

Business Travel Account (BTA)

If wou intend to use University's business travel account (BTA) ta pay for vour sirfare, check the box below and enter the requestecd
information. iz agsumed that you have already made your flight reservation through one of the approved travel agencies.

Iweould like to uze the Univerity Business Travel Accourt (BTA) for my airfare expense.

In order to gualify for 2 BTA wou must meet at least one of the following criteria; (zelect onel

O | do not gualify for & corporate card because: | have taken 3 or fewer trips this fizcal year andfor | have reguested $300 or less in
OR total travel expnzes thiz fizcal year.
O | wwas denied & corparate card on my initial application and have a letter from the bank which | could provide it asked to do so.

Select the travel agency: Mame of cortacted agent:
| ¥ | |
Amourt | |

Type inthe destinstion city and state (or country) your Sight will ultimately arrive at:

View contract rates

[ Mext - |

MOTE: “You are MOT eligible for & BTA if:

= Yol are eligible to apply for & corporate card and da not wish to obtain & card
= You hawve a card and do not wish to uze it

= You had a card and subsequently had it cancelled
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Estimated Expenses

On this page the estimated expenses for travel will be entered. The purpose of this is to
enable funds to be encumbered for the travel purpose. There are links to aid in this
process. Try to be as accurate as possible, but keep in mind the numbers entered are
estimates and may differ from the actual.

e For travel that will not encumber university funds, place a 0 in the applicable
fields.

¢ |If public transportation, apartment rental, registration fees (see notes) will be
involved, click link “Show other expenses” and complete applicable areas.

¢ When estimated expenses have been entered, click “Next”.

Estimated Expenses

Eztimate your expenses using the fields belowe, For your benefit it is important to be as accurate as possible, but the travel office
understands that thiz iz just an estimate for the purposes of encumbering the funds you will require for reimbursement.

| Expenses em lem Units Unit Cost Expense Total' |
cCommercial Air \]I ¢’ § [425 #
Meals 3 - days % 12_2§ %3675 Localty rates
Lodging 2 nigts § 5750 F 175 Localty rates ! Wiew contract rates
Rertal Car 2 days § 2125 F 4250 “Wiewy cortract rates
Perzonal Auto Mileage q tmiles % 05350 %527
Taxi & Limouszine %
Parking %
Cther expenses (Tips, Fuel for rental cars, ete)) F 4500

Showy ather expenses
TOTAL ESTIMATED EXPEHSES % 72052

Bus, Public Transportation, Registration,
apartment Rental, Train, Personal Airplane

e

1 This total should not include any amourt prepaid by the university through a PO, PCARD, or ather means.

I For HSC, the preferred psyment method for registration fees is with your grocirement card.  If you use the procuremert card, it is not
neceszary to list it as an expense here.  For TTU, registration fees may be paid on a PO or a procerement card. Registration fees
shouldd be listed here only if the traveler paid the registration fee personally.
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Account Distribution
The FOAP that the travel expenses will be charged to should be entered here.

For help with the FOP combination, access the crosswalk and code charts located on
the AFISM website at http://www.depts.ttu.edu/afism/reference/codecharts/ .

If the expenses will be charged to more than one FOAP, click the Add button at the right
of Amount, and another row for entry will be provided. The estimated amount and
allocated amount must match.

Account Distribution
Uzing the boxes belove, shoswe hose you seould like the cost of travel to be distributed amaong your accounts.

Your total estimated expenses are: §729.52
You can alocate to one or many FOAP's, but the allocation total must match this total.

CoA Funid Organization Account t Program Amavnt
[+ &~ | ] | | | 7B0999 I State v| | ] | ]

Locality
Delete COR Program Rates
Apply**

Mo sccounts entered.

e

*Clicking the edit button will retnove the tem from the table and put it back inthe boxes ahove for you to edi.
*#5pecifies whether or not the fund must followe Federal Locality Rates. This usually applies to funds such as state and grant accounts.
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Advance

An advance prior to travel can be requested. The requests must be entered at the time
the application is submitted for any advance that will be needed. These will be
approved separately.

Advance

If you need an advance and qualify for one, check the bhox below and provide the requested information.

% | wvoLld like an adwvance.

(o] <

Advance Requested:

Complete the fields as required. There are 3 conditions listed which qualify a person for
an advance. One of the radio buttons to the left of the criteria statement must be

selected.

Provide values for the expenses as required.
When completed, select “Next”.

Advance

If wou need an advance and gualify for one, check the box below and provide the requested information.

| "weould like an advance.
Im arder to quality for an advance you must meet at least one of the following criteria: (select one)
> O | o not quality for a corporate card because: | have taken 3 or fevver trips this fiscal vear andior | have requested $3200 or less in
ar totaltravel expnzses this fizcal year.
%‘O | wweas denied a corporate card by JP Morgan on my initial application and have a letter from JP Morgan svhich | could provide it asked to

OF doso.
%’O | am requesting an advance for airfare or other prepaid expense with submission of charge card hilling.

Advance for airfare (must provide credit card statement showing charge to travel office)

Ajrfare SAmount: —_— $|:| Maximum allowed $425

{Maximum allowable prepaid and other combined amout: $2741.00)

Advance for prepaid expenses (used if an eXxpense requires you to prepay)

Prepaid Amount: — $|:|

Advance for other expenses

—>s ]

==
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Travel Summary

This page provides summary information regarding the travel information that was
entered into the system. This information is provided in 3 sections. If changes need to
be made, follow the links to the pages at the top of the screen. DO NOT use the back
button for this.

Summary of General Information

Travel Type = General Info == Wacation == BTASTR #> Est. Expenses == Accounts > Adwance == Summary
(Flease do not use your browesers Back button. Usze the links abowe to navigate bad)

Summary Links to previous pages

Flegze ook over the information belowe and make sure it is correct befare submitting .

General Information £—

Trawel Type: Employee § Studert
Department: Admin and Finance Info Systems Momt
Apency: Texas Tech University
Traveler: Jill Ann Lindsey (ROO927TE33]
Traveler Title: Section Coordinator
Preparer: Jill Lind=ey Ph: 8067427070
Jill lircd s et e du
Trawel Dates: 912402005 - 9I26/2005
Originating Locale: Lubkbock, TH
Major Destination: Austing TA
Explanation: Will be the keynote speaker far research program.

Summary of Estimated Expenses

To make changes, click on the Estimated Expenses link.

Eztimated Expenzes
1\

Commercial Air F425.00
Meals 3 1225 36,73
Loddoing 2 FE7 .50 F7s.00
Rental Car 2 2125 Hd2.50
Perzonal Auto Mileage 9 F0.5850 Fo.27
Cther Expenzes F45.00

$729.52
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Summary of Funding
To make changes to funding information, click on Accounts.

If the department requires Application Signatures, click on the link provided.
Departments or the Provost may require this as part of the travel application process.

Once the review is complete, two options exist. Select the applicable button — Submit
This Application or Delete This Un-submitted Application.

A$DUI‘¢S
o0 o0 || vreioen oo o | oo

164035 11000 TE0939 GO0 Frz9.52
§729.52

— My Department Reguires Application Signatures

i |

[ Evervthing Looks Correct - Submit This spplication | [ ¥Delste This Un-submitted spplication |
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The Travel Voucher
The travel voucher should be completed in a timely manner.

What’s New in Travel2

e Expenses — The hub page of the voucher provides links to all of the different
expenses that can be entered. You will enter the FOP for those expenses, and
can allocate the expenses in any order and any way that you want.

e Auto-Save — Your progress is automatically saved each time a submission is
completed on an expense page.

e Electronic Signature — Electronic signatures are now required in place of
physical signatures for travel vouchers for employees. Once the voucher is
submitted, the traveler will receive e-mail notification requesting approval of the
voucher. Travelers can then electronically sign or approve the voucher.

e Supervisor Approval — This must now be done electronically. The supervisor
listed on the application will get an email with a link when the traveler has
electronically signed the voucher.

e Additional Approvals — Additional approvals on a voucher can occur in any
order. All approvals have to be in place before the voucher can be worked by the
travel office

e Adding FOPs - Additional FOPs can be added to the voucher.

e Reports — There are two separate reports associated with a voucher. The
worksheet will display all of the expense detail and the coversheet shows the
overview. These reports must be printed and attached to the supporting
documentation and sent to Travel Services. Snapshots of these reports will be
saved.
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Completing a Voucher

Select the Voucher link on the left menu. Then click on the “Fill Out or Complete a

Voucher” link.

Applications HSC Home » Finance & Admini

Reports Sign My Voucher
Links Approve a Voucher e
Contacts Cancel an Application™oucher

TIT T - [ Il onifor annlies

Voucher — Select Traveler

In the search box provided, enter the vendor code of the traveler or the Travelers name
(wildcard % is allowed). Select Search.

Within the search results, click on the vendor number of the traveler.

Voucher - Select Traveler

Enter all or part of the traveler's vendor code or name to search.
You may use % as a wild card to help you =earch. (Only the first 50 resufts will be displayed.)

T | o] <] e e st
e ———ess e LR L e e L
RO037E344 Shahnewaz Max Ahmad MS5064 Campus 79409
P.EIDSJ#SMEG Click on the "R" number 3501 4TH ST STOP 6591 LUBBOCK TX 79430
to the left of the traveler
RO0543816 Glrrrrerrmee ST =rroTserorrwe g | Lubbock TX 79430

Select the Trip

Click on the number in the first column representing the trip for which the voucher is
being submitted.

HSC Home » Finance & Administration » Travel 2.0 »

Select Trip

Qpen Travel Applications for Shahnewaz Max Ahmad.

The following i= a list of applications and open wouchers for this traveler that were prepared by vour department (applications prepared for
thi=s trawveller by other departments will not appear in this list). To fil out a voucher, select a trip by clicking on the trip ID.

S00075S

1M1 S2008 Lubbock 11000 Shahnewaz Max Ahmad RO0373344 In Progress
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Expenses

This page lists the possible expense categories. To access the window in which to
enter the voucher information, click on the type of expense. To aid in completion, once
information has been entered for a category, there will be a green check to the left of
the category. A yellow check indicates that the category was not completed fully.

Applications HSC Home » Finance & Administration » Travel 2.0 »
Voucher J
Expenses
Reports
Links Enter expenzes for trip 0900075. Click on an expenze link to enter expenzes of that type. VWhen all
expenses for this trip have been entered, click the "Next” button to go to the Voucher Worksheet where - I:";:c:er MM:EAh d
Contacts you will review your expenses and finalize your voucher. TS SRS SIS L TR (I
10M1 572008 - 10/ 82008
«f  Commercial Air o Meals
-J Hotelz and Hotel Tax J Rental Car From: Lubbock, TX
To: Lubbock, TX
' Personal Auto Wieage Taxiand Limougine
J Parking Registration Fees Main Expense Page
Apartment Rental o Other Expenses®

Food and Entertainment

More Transportation:
Bus-Chartersd Bus-Other
Train Public Transportation

Perzonal Plane Mileage
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Commercial Air Expense

Complete the fields within the form. Only select Contract Rate Exceptions if applicable.
After complete, click the Add Airfare Expense button. Review the entry and if correction
is necessary, select the Edit button to the right of the data that was entered.

If agency fees were incurred, enter those in the box provided.

Review entries, if correct Select Next. To make corrections, select reset or you choose

Delete Entire Commercial Air Expense.

Commercial Air Expense

Enter information for each seperate Airfare expense item (ticket). (Show Help for this page)

Voucher 0900075

Amount: I I Airline: I vl
Round Trip? ' ves U No Purchase date: I:IE_ - AT T

rom: Lubbock,
Origination I]:I Search Destination Search To: Lubbock, TX
e [searcn ] —

Traveler:Shahnewaz Max Ahmad

10M 52008 - 10M 82008

Airport:
BTA Amount: $0.00 Contract Rate [ e e Main Expense Page
(if applicable) Exceptions: (if afternative
applicable}

[ Lower total cost to state
[ Efficient use of services
|:| Health and Safety issues

[ Add Airfare Expense ]“ﬁ—

- Requested Amt | Allowed Amt Round Trip? | Rate Exception?*
Edit $212.50 521250 Lubbock San Antonic Southwest Yes Mo
— [ To Edit click here. ]

Do NOT include agency fees in your amounts abowve.

Instead, =um agency fees (if any) for all fight= and enter the amount below:

5
| Agency Fees: Add/Update | S0.00
Total Commercial Air Expense (including agency fees): $212.50

ot (resst)

Delete Entire Commercial Air Expense (including any related Agency Fees)

*Contract rate exceptions are recorded only if the airfare amount exceeds the contract rate

A summary of the Airfare Expense Allocation is provided. Ensure that the FOP this is to
be charged to will be displayed. If the FOP is incorrect, or if you need to split the

charges, select the link add another FOP

HSC Home » Finance & Administrstion » Travel 2.0 »
Airfare and Agency Fee Expenses

In the tables below, indicate how you wish to distribute each expense. When done, click next to go
back to the expense selection page. Do you need to add another FOP?

Airfare Expense Allocation:

The total you must distribute is $212.50.

To change the FOP or to Split
between accounts.

.5
Total: 2125

0

Next == ——
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Hotel and Hotel Tax Expense

Complete the form by providing the requested information. Click “Add Hotel Expense”
button to add the information to the Voucher.

To change information, you can select the edit button to the left of the row and edit by
day.

To remove all entries, select Delete Entire Hotel/Hotel Tax Expense at the bottom of the
page.

Enter information for each different hotel locationirate. [Show Help for this page)

Voucher 0900075

Hightly rate E Country: I — Vl Traveler Shahnewaz Max Ahmacd
befi
(before 10/ 52008 - 104812008
taxes):
Hightly Taxes :' State: LTexas +| Fram: Lubbock, TH
@this rate: To: Lubbock, T#
wwero [ e[ 7]
Hights: Main Expenze Page
Start Date: :] Ijl Locality Allove me ta exceed localty rates®
Rates:

Aidd Hotel Expense

Max Max
R ted | All d u d R All d
vk IWEL | state | =E . aWel | state City Date
Amt Amt Meals Tax Tax
Amt* Tax

$81 50 $8150  $81.50 $0.00 $14.50 $1450  $14.50 AL 10/ 52008
LOCATIONS
Edit $&1 50 $5150  §8150 000 $14.50 §1450  §14.50 1 AL 10/ 2003
LOCATIONS
Edit $81.50 §5150 8150 000 F14.50 §l450  $14.50 1 AL 10/ 712008
A LOCATIONS
Totals: $24450  $244.50  $244.50 $0.00  $43.50 $43.50  $43.50 3

Combined Tatal of Allowed Hotel and Hotel Tax Expenses: $288.00
* The allowwed amourt up to the Federal Localty Based Rate (FLBR) and including any unused meal expense (Unused Meals above] for that

day. Unuzed Meals amount is the FLER alloweed meal amount less any claimed meal expensze for that day.
* |t you exceed localty rates, you will typically need a local account on which to apply any excess. Uncheck if you wwant to be strictly limited to

the localty rate.
)<
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Review of Hotel Expense Allocation

On this page choose how to allocate the expenses incurred to the FOP/FOPs.

If an additional FOP needs to be charged click on the link “add another FOP”.
expense is to be shared equally among the FOPs entered, click the Distribute Amounts
Evenly Button. If distribution is not equal, type the expense being charged to each FOP

in the space provided.

For SPAR accounts, the Remove restricted FOP limits may apply with proper

documentation.

Click Next when entries are complete.

HSC Home » Finance & Administration » Travel 2.0 »

Hotel and Hotel Tax Expenses

In the tables beloww, indicate how vou wizh to diztribute sach expenze. When done, click next to go
back to the expense selection page. Do vou need to add another FOP 7Ee—

_3"‘|:| Remove restricted FOP limitz. (For TTU only - mu=t provide appropriate authorization and
documentation. )

Hotel Expense Allocation:

The total vou mu=t distribute iz $244.50.

| Distribute Amounts Evenhy | (will put maximum allowed on restricted FOPg)
Fop
T-11A001-Q05000-600 [ I 153_uu||
T-31A143-FO0002-A10 | [ &1.50] |

Total: | | =24450]

Hotel Tax Expense Allocation:

The total vou mu=t distribute i= $43.50.
The maximum you may distribute among all restricted FOPs is $43.50.

I Districute Amounts Evenhy I (wvill put maximum allowed on restricted FOP=)

T-11A001-Q05000-500 I ZB.DE

T-31A143-FO0002-A10 | | 14.50] |

Total: | | 43.s0]

* Indicates a restricted FOP.

Mext ==

Based on federal locality rates, the maximum vou may distribute among all restricted FOPs i= $244.50.
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Personal Auto Mileage Expenses:
Enter information in the spaces provided, and then select Add Expense.

An Edit option exists if changes need to be made after they are added.

Select Next when complete.

Personal Auto Mileage Expense

Enter information for each separate personal auto mileage expense. Click "Add Expense”
butten te add the item to the list. If yvou need to edit an item after yvou have added it to the list, click the
"Edit” link next to the item you wish to modify, make your changes, then click the "Update” link. If you

then click the "Delete” link.

When you have finished entering all personal auto expenses, click "Next” to go to the FOP allocation.

need to delete an item you have added to the list, click the "Edit” link next to the item you wish to delete,

Voucher 0900075
Traveler:Shahnewaz Max Ahmad

10152008 - 10/18/2008

From: Lubbock, TX

To: Lubbock, TX

T — e —

From: | | Te I I

Add Expenze

Main Expense Page

home airport 10/18/2008 20.585 36.44
Edit Airport Home 10/18/2008 11 50.585 $5.44
T Total: 512.88

Next ==

Distribution of Expense to FOP/FOPs

Enter the amount to be charged to the FOP. To add a FOP, click on the link provided
and select to distribute evenly or type in the amount to be charged to each FOP. Select
Next.

In the table belows, indicate how wou wizsh to digtribute this expense. When done, click next to go back
to the expense selection page. Do vou need to add another FOP?

The total wvou mu=st distribute iz $12.88.

—
T-11.4001-Q05000-500 | 12.88]|
Total: | 12 88|
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Parking Expense
Enter the information in the fields provided. Select Add Expense when entered.
Each expense for parking must be entered separately.

When all parking expenses are entered correctly, select Next.

Parking Expense

Enter information for each separate parking expense. Click "Add Expense” button to add the
item to the list. If you need to edit an item after you have added it to the list, click the "Edit” link next to the
itern ywou wigh to modify, make your changes, then click the "Update” link. If you need to delete an item
vou have added to the list, click the "Edit” link next to the tem you wish to delete, then click the "Delete™
link.

When vou have finizhed entering all parking expenzes, click "Next™ to go to the FOP allocation.

Description: | | Amount: 5|]:|
| AddExpense |

S oeseripton | Amount_

Edit Parking fees at airport $25.25
Total: $25.25
<

Delete All Parking Expenses «&—

Distribution of Expense

Indicate how the expense is to be charged, adding another FOP if necessary.

In the table below, indicate how wvou wigh to digtribute this expense. When done, click next to go back
to the expense selection page. Do you need to add another FOP?

The total wou must distribute iz $25.25.

T-11A001-Q05000-500 | 25 25

Total: | 25_25|

o) <

The user is redirected to the Expenses Screen, the green check-marks to the left of the
link indicate that the information has been entered and the expense amount allocated to
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the FOP. A yellow checkmark to the left of the expense link indicates the amount
allocated is not in balance.

If there are other expenses to claim, use the links shown below. Other Expenses is
where fuel for rental car would be entered.

There are links to other options at the bottom of the page.

If the voucher is complete, select Next. If other expenses need to be entered, click on
the appropriate link.

HSC Home » Finance & Administration » Travel 2.0 »

Expenses

Enter expenses for trip 0900075, Click on an expense link to enter expenses of that type. VWhen all
expenses for this trip hawve been entered, click the "Next™ button to go to the “Woucher Worksheet where
wou will review your expenses and finalize your wvoucher.

qf Commercial Adir qf Meals

o Hotsls and Hotsl Tax J Rental Car

+F Personal Auto Mileage: Taxiand Limousing
. Parking - Registration Fees
—= Apartment Rental —=» Other Expenses®

—=»Food and Entertainment

I More Transportation: I

Bus-Chartersd Bus-0Other
Train Public Transportation

Per=zonal Plane Milsage

Expenses claimed so far: $685.68

Mext == | _ wiew worksheet summary report.

Audd an account to this woucher

Change trip supervizor Shahnewaz Ahmad -
Return to list of trips for this traveler

Change original trip information (start date, destination, etc.}

Other Options

"“Yuu hawe entered information and allocated the amount for this expense.

"’Yuu hawe entered information for this expense but the amount allocated i= out of balance.
= Other Expenses: includes gas for rental cars, tips, etc.
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Meals Expense

In order to receive reimbursement for meals, this section must be completed. Itis
completed by day rather than by trip.

Once the information has been entered, select Next.

HSC Home » Finance & Administration » Travel 2.0 »

Meals Expense

Enter information for each seperate Meal expense item (ticket). (Show Help for thiz page)
Voucher 0900030

Date: : Country: I Ty 7 I Traweler:Shahnewaz Max Ahmad
Breakfast: |:| State: [Texas ~] 10/2/2008 - 10/10/2008

Lunch: : City: | vl From: Lubbock, TX
To: Austing TX
Dinner: : 2] Allow me to excesd Ib calty rates*

Main Expense Page

[ Add Meals Expense ]

| | meal Date | Breakfast Allowed Amt | State Max Amt

=» Edit 10/8/2008 50.00 58.50 512.50 521.00 521.00
Totals: $0.00 $8.50 §12.50 §21.00 §21.00

= |f you exceed locality rates, you will typically need a lecal account on which to apply any excess. Uncheck if you want to be strictly limited to
the locality rate.

]

Delste Entire Mealz Expense

Meals Expense Distribution:

Select Next if expense distribution is correct.

In the table below, indicate how you wizh to diztribute thizs expense. When done, click next to go back
to the expense =election page. Do yvou need to add another FOP?

The total vou mu=st distribute is $21.00.
Based on federal locality rates, the maximum vou may distribute among all restricted FOPs i= $21.00

T-31A143-FOOO02-210 | 21 .EIEIl

Total: | 21_|:||:||

* Indicates a restricted FOP

Next ==
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Rental Car Expense

Enter the information for the rental car expense in the fields provided. If there are
multiple contracts for rental cars during one travel, the expenses must be entered
separately. To do this, click the Add Expense link after each entry.

Select Next when finished.

Rental Car Expense

Enter information for each separate rental car expense. Click "Add Expense” button to add the
item to the list. If vou need to edit an item after vou have added it to the liet, click the "Edit” link next to the
item yvou wizh to modify, make vour changes, then click the "Update” link. If vou need to delete an item
you have added to the list, click the "Edit” link next to the tem you wish to delete, then click the "Delete™
link.

When you have finizhed entering all rental car expenses, click "Mext” to go to the FOP allocation.

comom e
Humber of Days: : Amount: 5|:|
Add Expenze =

Mo items added yet...

(o) <

Review the expenses as charged to the FOP, adding additional FOP/FOPs if needed.
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Other Expenses

To submit other expenses, such as fuel for a rental car, enter a description of the
expense and amount of expense in the fields provided.

Select Add Expense.

Select Next.
Description: | A Amount; $|—l|\t|
| |
A0l Expense = [ Enter in expense type and amount ]

S et [ Amount_

Edit Fuel 547 E1
Total: $47.61
i)

Delete A1l Other Expenses€—

Distribute the expense / expenses to the desired FOP/FOPs and then select Next.

Inthe table below, indicate how you wish to distribute this expense . When done, click next to go back
tothe expense selection page. Do you need to add anather FOP?

The total you must distribute iz $47.64.

T ror | Amount

T-14 A001 -205000-600 | 471

Total: | 47 1|

o)
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Submission of other Expenses:

Enter in the information in the fields provided and select Add Expense. Select Next if
completed accurately.

Apartment Rental Expense

Enter information for each separate apartment rental expense. Click "Add Expense" button to
add the item to the list. If you need to edit an item after you have added it to the list, click the "Edit" link
next to the tem you wish to modify, make your changes, then click the "Update” link. If you need to
delete an tem you have added to the list, click the "Edit” link next to the tem you wish to delete, then

Youcher
Trawveler: Shahnes

click the "Delete” link. Y e 5
When you have finizhed entering all parking expenses, click "Mext" to go to the FOP allocation. Fram: Luk
T Lubk
Description:
Main Expe
Duration of Rental: Days L' Amount: F

I IO A UEUSE I < { Complete these fields, select Add Expense ]

T deecription | Timo Rentea | _Amount |

Mo items added yet.

o] <

Delete Al Apartment Rental Expenses

Food and Entertainment Expense:

Taxi and Limousine Expense

Registration Fees

More Transportation (except Personal Plane)

All of the above expenses are entered on a form like the one displayed below. Enter in
the description and amount of the expense in the fields provided. Then select Add
Expense. Edit if necessary. When complete, select Next.

|[Iescri|:rtiun: | I Amount: $:|
A !'\

Add Expense
T ecerpton | Amount |

Mo items added yet. ..

==
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If the information is complete, select Next on the Expenses detail form. The worksheet
summary report will be visible.

Expenses claimed so far: $733.29

- Wigwy warksheet summary repart.

Acld an account to this woucher

Change trip supervizor Shahnesvaz Ahmad

Feeturn to list of trips for this traveler

Change original trip information (start date, destination, etc )

Voucher Summary
Review the summary of the data submitted.

Links available are (1) View Worksheet in PDF format — print. Print the voucher report
as it must be sent to the Travel Office along with the worksheet and supporting
documentation. And (2) link to Main Expense page.

At this point, make any changes or select the Submit Voucher option.

Voucher Summary

Below iz & brief summary of the data you have ertered. If you have completed all your data entry, click
Submit to begin the approval process. Alzo, once you have submitted the woucher, you will be given a
link on the next page to viewy and print the main voucher repott that must evertually be sent to the
Travel Office along with the worksheet and all zuppoding documentation. If you are not done entering
your expenses, click the "== Back" hutton to go back the the main expense listing.

Voucher 0900075
Traveler: Shahnewaz Max Ahmacd

10MS/2008 - 1001872008

Trip 0900075 Fram: Lubkbock, TH
To: Lubbock, Tx

Tatal Expenses: F73329
Tatal Reimbursement Amournt®: $733.29 hizin Expense Page

|<:Elack| I Submit Youcher ]

“Wig Wiorkzheet in POF format <<

*The total reimburzement amount may chanae in the event that the Travel Office deems it neceszary to modity certain claims due to state or
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Signing a Voucher

To electronically sign a voucher, select the voucher link in the left menu and then Sign
My Voucher in the sub-link:

TEXAS TECH UNIVERSITY

HEALTH SCIENCES CENTER

Finance & Administration™

Applications HSC Home » Finance & Admir

Fill Qut or Complete a Voucher

Reportz Sign My Voucher <

Links Approve a Voucher

Wl mmand oo WL ac a wteild sard

Choose Trip
Click on the trip number tied to the travel voucher for which signature is being provided.

HSC Home » Finance & Administration » Travel 2.0

Voucher Electronic Signature - Choose Trip

Jill Lindzey - The folowing Travel Wouchers require your electronic signature.

Select the trip which you wigh to =ign by clicking on the associated trip number. “ou will have the opportunity to view/print detailed
information about the selected voucher before signing.

0900082 9262008 Chicago C11000 Jill Ann Lindzey RO0S27533

)
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Electronic Signature

A summary of the voucher is provided. Links to view the worksheet or show items
pending your signature are provided as well.

If accurate, select Electronically Sign This Voucher.

IMPORTANT - print both the worksheet and coversheet to submit to Travel Services for
review.

HSC Home e Finance & Administration » Travel 2.0 »

Voucher Electronic Signature

Below iz a brief summary of the data entered for this trip. If everything looks correct, click the signature button to
electronically zign your voucher uging eRaider.

Trip 0900083

Voucher 0900083
Traveler:Jil Ann Lindzey

1¥5/2007 - 105372007
Total Expenzes: $333.45

Total Reimbursemsnt Amount®: §333.45 From: Lubbock, TX
To: San Antonio, TX

By electronicalty =igning thiz form | certify that the expense report iz true and correct. This expense iz related to
official state business and furthers the agency’s migsion. | approve ALL corrections that MAY be made on this
voucher by Travel Services due to errorg/changes that were necezsary to comply with State of Texas Rules
and Regulations as well as Texas Tech Policies and Procedures.

MWain Expense Page

Voucher sucessfully signed. Please print the coverzheet and worksheet using the links below and =ubmit all relevant documentation to
the Travel Services office for review.

View Worksheet in PDOF format S

View Coversheet in PDF furmﬂt+

*The total reimbursement amount may change in the event that the Travel Office deems it necessary to modify certain claims due to state or
university policy restrictions.

(Show items pending your signature )&=
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Reports in the Travel System
To access reports in the Travel System, select the Reports link in the left menu.

There are 4 Reports available.

TEXAS TECH UNIVERSITY

HEALTH SCIENCES CENTER

Finance & Administration™

Applications HSC Home » Finance & Administration » Tre
Voucher

Reports
Reports %
Links = Yiew Application or Voucher by Travel ID

» Open Applications For Your Department
Contacts

= Status History

= Travel In Your Department

View Application or Voucher by Travel ID

View Application or Voucher by Travel ID

Enter a Travel ID and select View Application to view the application .pdf or View Youcher to view the voucher.pdf aszociated with that
travelid.

TravelD: I[ View Application ][ View Voucher

Open Applications by Department

Open Applications For Your Department

The following iz a list of open applications for your department. An open application iz any application that has been submitted but has no
correzponding voucher and has not been cancelled.

No open applications for your department.
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Status History

Enter in the Travel number and select Submit. The Approval and Status History of the
travel will be displayed.

Status History

Enter the travel number in the box below and click submit te view a list of status changes and approval history for the trip. The last status on
the list indicates the current status.

Travel number: [0800075 | | Submit | €—
Approval History

Primary Approver | Alternate Approver | Approved By | Approved Timestamp

No approval tems.

Status History

Application Submitted SM92008 11:51 AM  Jill Lindsey
Application Complete SM92008 11:51 AM  Jill Lindsey
Pending Electronic Signature  S/15/2008 12:31 PN Jill Lindsey

Department Travel

This report shows travel that has been processed by the travel office.
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Budget Checking

Checking Your Travel Account Budget

The FI004 Revenue Expense Budget by FOP will let you see budget actual for a travel
account. It will also display encumbrances and transactions for this account.

This report is located in the TTU Finance folder of COGNOS.

FI004 Revenue Expense Budget by FOP Report

This shows the Budgeted Amount for the travel account. Click on Travel for more

details
Report: F1004 Texas Tech University 09/26/0€
Revenue Expense Budget By FOP
For Period Begininng September 1, 2008 and Ending September 30, 2008
Fund 11A001 Shared Senices Manager: Cotton, Beverly A
Division Q TTUS Chief Financial Officer
Area Qos TTUS Technology Transfer
Organization Q05000 TTUS Technology Transfer Manager: Miller, David L.
Program 600 Institutional Support Expense
Return to Prompt
Reductions
Account Budget Budget Budget RewExp Expense ReviExp Fav
Description Type Qriginal Adjustment Current Actual Encumbrances Total (Unfav)
Personnel 60 363,353.00 0.00 363.353.00 0.00 0.00 0.00 363,353.00
Qperating 70 251,647.00 0.00 251.647.00 0.00 0.00 0.00 251,647.00
Total Reductions 650,000.00 0.00 650,000.00 0.00 510.68 510.68 649,489.32
FIO0O4A Revenue Expense Budget by Budget Pool Report
The budget pool identifies if money has been budgeted for an account — the first three
characters of the account code show the budget pool tied to the account
Report: FIOO4A Texas Tech University 09/26/08

Fund 11A001 Shared Senvices

Division Q TTUS Chief Financial Officer
Area Qo5 TTUS Technology Transfer
Qrganization Q05000 TTUS Technology Transfer
Pragram 600 Institutional Support Expense

Account Type 70 Travel

Return to Prompt
F1004 - Revenue Expense Budget By FOP

Revenue Expense Budget By Budget Pool
Far Period Beginning September 1, 2008 and Ending September 30, 2008

Manager: Cotton, Beverly A.

Manager: Miller, David L.

Budget Budget Budget Budget Rev/Exp Expense Rev/Exp Fav
Description Pool Original Adjustment Current Actual Encumbrances Total Unfav

TV In State Travel Budget Pool 780 1717200 0.00 17.172.00 0.00 510.68 510.68 16.661.32
TV Qut of State Travel Budget 781 15,209.00 0.00 15,209.00 0.00 0.00 0.00 15,209.00
Paol

TV Prospective Employee Budget 7B5 2,619.00 0.00 2,619.00 0.00 0.00 0.00 2.619.00
Paol

Period Activity 35,000.00 0.00 35,000.00 0.00 510.68 510.68 34,489.32

FI004B Revenue Expense Budget by Account
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This shows the budget pool with the available travel funds — note that there are separate budget
pools for In State and Out of State travel.

Report: FI0048 Texas Tech University 09/26/0%
Revenue Expense Budgst By Account
For Period Begininng September 1, 2008 and Ending Septernber 30, 2008

Fund 11A001 Shared Senices Manager: Cotton, Beverly A.
Division Q TTUS Chief Financial Officer

Area Qo5 TTUS Technology Transfer

Qrganization Q05000 TTUS Technology Transfer Manager: Miller, David L.
Program 600 Institutional Support Expense

Account Type 70 Travel

Budget Pool 7B0 TV In State Travel Budget Pool

Return to Prompt
Fl004 - Revenue Expense Budget By FOP

FI004A - Revenue Expense Budget By Budget Pool

‘ ‘ Budget Budget Budget Rev/Exp Expense Rew/Exp Fav
Description Account Criginal Adjustment Current Actual Encumbrances Total (Unfav)
TV In State Travel Budget Pool TB0 17.172.00 _0.00 17.172.00 _0.00 _0.00 0.00 17.172.00
TV Encumbrance In State Travel _0.00 _0.00 0.00 _0.00 E510.68 510.68 (510.68)
Period Activity 17,172.00 0.00 17,172.00 0.00 510.68 510.68 16,661.32

FI004C Revenue Expense Budget by Transactions

This report displays the actual transactions tied to the travel expenditures.

FI030 — Encumbrance Ledger Transaction Report

This report provides information form encumbrance of funds to liquidation of encumbrance, and
will show remaining balances until liquidated. Payments to travelers are also visible within this
report. Travel encumbrances begin with EV.
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