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Guide to help travelers create travel expense.




Creating your Expense form

General Data:

Dates & Time
Trip Region & Destination
Activity & Reason
Allocations & Cost Centers
Per Diem
Mileage

Enter Receipts:
Expense Types

Unfunded Costs

Submitting Expense Report

Display form
Save Draft

Save & send for approval

Creating your Travel Expense

Where to start

Where to create

General Data:

Dates & Time

Destination:

Trip Region & Destination

Additional Information:

Activity & Reason
Estimated Costs

Allocations & Cost centers



WHERE TO START

Log Into ESS portal
Click Employee Self-Service Heading
Click Travel Management Option

Click My Trips and Expenses to create a new Request/Expense or edit any prior
requests and expenses you have started or submitted.

Click Create Travel Expense to start a new one as well.

*You should always create a travel request first unless you are being reimbursed for
a business meal or if you have a paper blanket travel request to cover you for the whole year
(Be sure to upload paper travel request where you would upload receipts).

*If you are the travel assistant for someone you will click My Employees to create requests
and expenses for them.

It is important to create your expense directly from your travel request or you will have
two trips encumbered in your cost center and the trips will not be linked. You will get
warnings before you start your travel expense if you do not do this, so always double
check you are creating these correctly.

i Bl B R ) PenigEs. Repors 0

i | Be sure you are under “My Travel Request to see this page.

2w [Standard View] v Create New Travel Request,

Trip Kumbe: Start Date End Date Destination Reason Processing Status

6000010327 081672024 0872012024 Gearge R. Brown Convention Center AEC Conference transferred to FI

Once your Travel
Requestis approved
this “Create” link will
be blue. You will press
this, and it will open a
Travel Expense page.




CREATING TRAVEL EXPENSES

Once you press the create button it will prompt you to choose domestic or international.

Schema Selection

Awarning will pop up about posting past trigger adjustment postings. You can press proceed
Warning b4

Changes in posting past trigger adjustment postings

LD you want 1o p roceed?

Uploading receipts

Receipts will be uploaded by pressing the attachments button at the top of the screen.

Enter Receipts » Save Draft

All the information from your travel request will transfer and you can update any information that needs
updated.

Examples:
Date & Time

Cost centers (See Travel Request Guide pages 8,9,10 for instructions on how to change cost centers).



Per Diem for Meals and Accommodations (Overnight travel):

If you are requesting Per Diem for your trip, you will check the Per Diem reimbursements for Meals Box.

If there are any meals that are not covered or meals that are being paid by conference you will select the Enter

Deductions for Meals and select which meals to exclude.

Enter Receipts » Save Draft

Calendar of Trips

Attachments (D)

General Data

* Start Date:
* End Date:

Posting Date:

Destination

* Trip Coundry:

* Destination:

Additional Destinations:

Additional Information

* Activity:

* Reason:

Comment:

Advances:

Cost Assignment:

Per Diems for Meals and Accommaodations

oB/lE/2024 08:00

082002024 FH|| 16:00

QBI20/2024

Standard Conus Rate, USA | Trip Region:
George R. Brown Convention Center [
No destinations entered

General Travel w

ABC Conference

Trawveling with 3 Faculty Members

0.00 United States Dodlar

100.00 % Cost Center 6011412000 (6011412000), Funds Center 6011412000 (Accountin. ..

TE+HY  2|Houston, TX

Enter Additional Destinations

Per Diem Reimbursement for Meals: [+| No. of Deductions: ] Enter Deductions for Meals
Mileage
Total Distance: 0| Mile Enter Mileage Details
| Exit to General Data| | | Save Draft
Deductions for Meals
Day of Week Date Breakfast Lunch Dinner
Friday OBI16/2024 b
Saturday OBI7/2024 ol
Sunday OBI1B/2024
Maonday OBM19/2024 <
Tuesday 0B2002024

Be sure to always press accept to save what you enter.

1o General Data |

-53'.-'E Draﬁ



Mileage

Mileage is for personal vehicle use only. You cannot be reimbursed for gasoline for
your personal vehicle as that is included in the mileage calculation.

We reimburse mileage based off Enterprise rates, please use the mileage calculator
located on the travel page to compare using your personal vehicle vs an Enterprise
rental. We will make appropriate adjustments to be withing PASSHE Guidelines.

Mileage calculator can be found here under travel forms: (

)

To enter mileage, press the “Enter Mileage Details” button.
{F Enter Receipts » Save Draft
Calendar of Trips | | Attachments (0 )

General Data
* Start Date: | 0B/16/2024  F5|| 08-00
* End Dawe: | OBYZO/Z024  [H|| 16:00

Posting Date: | DB/Z0/2024

Destination

* Trip Country- | Standard Conus Rate, USA ~| Trip Region: |TX+HY [|Houston, TX
* Destination: | George R. Brown Convention Center (e
Additions! Destinations: | No destinations entered Enter Additional Destinations
Additional Information
* Activity: | General Travel o
* Reason: | ABC Conference [

Comment: | Traveling with 3 Faculty Members

Advances: | 0.00 United States Dollar Enter Advances
Cost Assignment: | 100.00 % Cost Center 6011412000 (5011412000, Funds Center 6011412000 (Accountin... Change Cost Assignment
Per Diems for Meals and Accommaodations
Fer Diem Reimbursement for Meals: [v| No. of Deductions: 4 Enter Deductions for Meals
Mileage
Total Distance: 0| Mils Enter Mileage Details
{F Enter Receipts » Save Draft

You can be reimbursed for mileage to and from an airport if you are going out of state and need
to leave your car. Be sure to enter mileage by day and by the “to” and “from” miles.


https://www.millersville.edu/accounting/travel/
https://www.millersville.edu/accounting/travel/

Local Travel:

If it is local travel be sure to enter mileage by day and by the “to” and “from” mileage. Also add if there
are any passengers.

< Pre 5 | Exit to General Data ' Save Draﬁ|
You will type
= mileage in this
section.
Total Distance Driven: 55 | Mile
Mileage Details
|-\ew Enitry ! | Copy ! i_DeIe:e |
Date Miles Driven Fazsengers Start Location End Location
08r16/2024 Mo passengers Home Millersville University
0arar2024 15 Mo passengers Millersville University Home
0872024 25 Mo passengers Millersville Univeristy ‘Ware center
= Dan7anzd 25 Mo passengers -~ Ware Cneter Millersville Univeristy
Comment:

|.¢cce:l and New Entry | | | Change Cost Assignment | | | Ci

< Pre 5 | Exit to General Data

| Save Draft

Be sure to press
Accept to save
mileage.

When done with first page press “Enter receipts” to go to next page

[ Catznaar t Trips| [Auachmen (2)

General Data

*Sian Dae: [0162028 [ 0800

*End Date: [0820202¢ (]| 16:00

Posting Date: | 082012024

Destination
*Trip County: [Standard Conus Rate. USA ~] Teo Region: [ThsHY (@ Houston, T
* Destnation: [George R. Bronm Conventon Center [
‘Additona! Destinations: |No destinations entered Enter Addtoral Destinatons

Additional Information
* acvviy: [General Trave, ~
# Reason: | ABC Conference ]

Comment: | Traveling with 3 Faculty Members

Advances: | 0.00 Urited Staes Doler [ e ]

Cost Assgnment: | 10000% 5011412000 (G011212000), 1412000 (Accountin.. | [ Ghenge CostAesgoment_|

Per Diems for Meals and Accommodations

Per Diem Reimbursement for Meals:

Mileage

Total Distance: 55 e Enter Misage Derais.




Entering Expenses:

On this page an error will pop up saying this “Trip has already taken place...” if you had any

estimated costs in the Travel Request.

You will delete the estimated costs out of the list to begin adding all your expenses.

’.E“F-rs'.ch-.s S- 'r.; )_' :"S-avi D;éfl

Receipts in This Expense Report

| New Entry | iEZ-:v::u','I

«| Mo. Status Expense Type Receipt Amount Receipt Currency Receipt Date
001 L ] Estimated Cost w 2,536.00 United States Dollar 08/16/2024
Description: [ary
Comment:
Check this

box first then
hit delete.

e

(%) Trip has already taken place. Please delete expense type ESTM from 081

Amount Paper Receipt  Origin

2.536.00 | Entered Manualky

To add your expenses, you will press “New Entry” then hit the drop down box under “Expense Type”

[ Previcus Siep |[Review 3| | [ Save Draf]

Receipts in This Expense Report

--C-ZID' | |Delete |
| ¥l |

+| Mo. Status  Empense Type Receipt Amount  Receipt Currency

| 0.00 United

] B01 *

Airfare

Baggage Fee

Business Meal (auth required)
Car rental

Conference Regist

Estimated Cost

Gasoline

Haotel

Other

I( PIE\'IC\.>_SE|::_i Farking

Receipt Date Amount Paper Receipt  Origin

Entered Manually



When entering information be sure to enter a description. This can be the name of the airline, The name of the
hotel or the name of the conference.

Also be sure that the receipt dates match the receipts.

e Ifyou are being reimbursed before the trip for qualified expenses, you may get a warning about
the receipt date if it is before the trip takes place, but please proceed past the warning.

€ Previous Step || Review Sawe Draft

Receipts in This Expense Report

Mew Entry | (Copy | | Delete
MNo. Status  Expense Type Receipt Amount  Receipt Currency Receipt Date Amount Paper Receipt  Origin
0oL | | Airfare ) United States Dollar 081612024 7
ooz | Conference Regist United States Dollar 08/16/2024 "
| 003 | | Hotel L ¥ United States Dollar 08/16/2024 | Entered Manually
* From Date: | 08162024  [5| *ToDate: | 082002024  [J| Mumber 4
® Description: | Marriot Hotel [
Business Purpose: [
Comment
ftelaoell | Accept and New Entry Change Cost A Check | | Copy | | Delete
004 +* 000 United States. Dollar 08/16/2024 0.00 7 Entered Manually

Unfunded amounts:

If your department, grant, or other sources of payment aren’t covering the full amount of your receipts you will
use the “Unfunded Travel Costs” entry to bring it down to the correct amount.

Example: My total from my receipts was $1700 but my department is only
covering $1300. | will enter (-400) in the receipt amount section (be sure to put a
minus sign in front of amount) and it will take it out.

£ Previous Step || Review » Save Draft

Receipts in This Expense Report

New Entry | |Copy | | Delete

No. Status Expense Type Receipt Amount Receipt Currency Receipt Date Amount Paper Receipt Origin
001 ] Airfare 500.00 United States Dollar 08/16/2024 500.00 v Entered Manually
00z ] Conference Regist 450.00 United States Dollar 08/16/2024 450.00 ~ Entered Manually
003 | Hotel 750.00 United States Dollar 08/16/2024 750.00 v Entered Manually
v| 004 [ ] Z: Unfunded Travel Costs o -400 United States Dollar 08/16/2024 0.00 v Entered Manually
* Description: | Unfunded amount i

Comment: :Department is only funding 31300

Accept and New Entry Change Cost Assignment Check | | Copy | | Delete



SUBMITTING EXPENSE FORM

Always make sure you submit your receipts on the first page (Go back to page 3 for example)

To submit you will press “Review” to get to the last page.

£ Previous Step - Save Draft

Receipts in This Expense Report

New Entry

No. Status Expense Type Receipt Amount Receipt Currency Receipt Date Amount Paper Receipt  Origin

0oL n Airfare 500.00 United States Dollar 08/16/2024 500.00 v Entered Manually
002 | Conference Regist 450.00 United States Dollar 08/16/2024 450.00 v Entered Manually
003 | Hotel 750.00 United States Dollar 08/16/2024 750.00 v Entered Manually

£ Previous Step Save Draft

Once on the last page BE SURE TO PRESS SAVE AND SEND FOR APPROVAL.

If you do not press save and send for approval it will sit as a draft.

— _=

Final Action
Save Draft 1 only want to save my expense report and send it Later
%) Save and Send for Approval 1 want to save my expense report and send it now for further processing
I confirm that all expenses were incurred by and on behalf of the company
e
Summary
T 30000 US> Changes in posting past trigger adjustment postings
Total Travel Expenses 1,300.00 USD
Amount Reimbursed 1,300.00 USD
Amount Paid Qut 1,300.00 USD

Cast Assignment
1,300.00 USD Company Code SSHE (State System of Higher Ed), Business Area 60 (60), Cost Center 6011412000 (6011412000), Funds Center 6011412000 (Accounting & Budget), Fund 6011000000 (Discretion Bdgt Sys), Functional Area 6210 (Accounting), Grant NOTRELEVANT (NO

Display Expense Form

S _=
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