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Where to start

Creating your Travel request

General Data:

Dates & Time

Destination:

Trip Region & Destination

Additional Information:

Activity & Reason
Estimated Costs

Allocations & Cost centers

Submitting Travel Request

Display Request Form
Save Draft

Save and Send for Approval



WHERE TO START

L

og 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 Request or Create Travel Expense to start a new one as well.

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

a

nd expenses for them.

Home Account Alerts Empioyee Self-Service Marager Self-Service eTime SAP GUH Businass Intailigence SourcePoint Fior Self-Senice

Overview | Personal Information | Benefits. | Leave & Time | Payroli | Travel Management | My First Days | Help Documents: |

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,

tha left of the ESS application that you can use to return to this page.

Available Applications

My Trips and Expenses

This page serves as the central management point for all your trips and expense reports. Hera 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 3 travel request to be approved by your supervison

Create Expense Report I

You can use this quick fink to create an expense report for a brip without 2 previously submittad travel request.
Unlock Employee Record

Usze this tool if you receive 2 message stating your employee record has been lockad,
My Employees

Trave! assistants can use this page to create travel reguests and expense reports for other employees in their department.

AUy Trips (0} AlLMy Travel Requests (0)  All My Expense Reports (0)  Pending Exp. Reports (0)

View: [Standard View] vI Create New Travel Request | | Create New Expense Report

Trip Number Start Date End Date Destination Reason Recommended Actions

Change Query Define New Query Personalize

Alert History

This is the screen if you go through
“My Trips and Expenses” to create.

Last Refresh 08/16/2024 11:49:34 EST Refresh



CREATING TRAVEL REQUEST

General Data:
Complete Start Date & End Date

Be sure to include your departure time & the time you returned (Military time).

cAD 4 Creste Travel-Reglsst

& :

General Data Rewiew and Send

Employee Orr , Josiak T 00233022 )

Generat Data

Cestination

¥ Trip Country: | Standard Conus Rate. USA w | TrigRegomn 3 Standand Conus Rate, USA

: | Mo destinations endered Enter Additions

Additional Infermation

0.00 USD: | Enser Estmated Costs|

Advances: | 0.00 United States Dioliar Enter Advances

CostAssignment:: | 200.00 % Cost Center 8011412000 {6011412000), Funds Center E011412000 {Accountin.... | | Change Cost




Destination:

Trip Country should be Standard Conus Rate, USA, unless you are going out of the
country, then you should choose correct selection.

To complete Trip Region you will first need to click the small boxes in the fill in box.

Destination

* Trip Country: | Standard Conus Rate, USA v| Trip Region: L Standard Conus Rate, USA
* Destination: | @
Additional Destinations: 'No destinations entered Enter Additional Destinations

The screen below will pop-up.

Select: Trip Region T

Hide Advanced Search  Result <= 500 items

Trip Country/Group: | Us@ |£l| Country/Group/Region: | TX & Iﬂ|
Name of Trip Country: | Houston* @ IE|

Itemns (2)
Trip Country Trip Region Code Name of Trip Region

() us TX+HZ Houston County, TX
i us THHHY Houston, TX

Country/Group/Region = The State you are traveling to (Followed by an asterisk).
Example: California=CA* or Florida=FL* or New York=NY*

Name of Trip Country = City or Town (or city close on a map if not on list. Followed one

asterisk.)

Example: Jamestown* or Lebanon* (First letter needs to be capitalized)

If traveling to locations such as San Diego. Be sure to make them two words (Followed
by one asterisk.)
Example: San Diego* or New York* (First letter of each separate word needs to be capitalized)



Destination is free text and will be the location you are doing business. You can add additional

destinations if needed as well.

Example: “ABC Convention center” or “ Marriott Center”

[Calendar of '—Frips: | [Attachments {Cl ) |

General Data

* Start Date:
* End Date:

Posting Date:

Destination

* Trip Country:

08/16/2024 08:00
08/20/2024 16:00
08/20/2024

Standard Conus Rate, USA s| Trip Region:

# Destination:

George R. Brown Convention Center ﬂ

Additional Destinations:

Additional Information

* Activity (Expenses):
* Reason:
Estimated Costs:

Comment:

Advances:

Cost Assignment:

| save Draft

~

step || Review |

Mo destinations entered

TX+HY [T Houston, TX

807.13/ USD | Enter Estimated Caosts

0.00 United States Dollar

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

Enter Additional Destinations

Enter Advances

Change Cost Assignment



Additional Information:

Activity (Expenses) will always be General Travel.
Reason will be reason for travel.
Example: “ABC Conference”

Estimated costs will automatically generate Hotel and Meals/Subsistence for overnight
travel.

You will need to add any other costs that may occur by selecting “Enter Estimated Costs”

Calendar of Trips | | Attachments (0)

General Data
* Start Dater | 08/16/2024 [ || 08:00
* End Dater | 08/20/2024 16:00

Posting Date: | 08/20/2024

Destination

* Trip Country: | Standard Conus Rate, USA \| TripRegion: |TX+HY [T Houston, TX
* Destination: | George R. Brown Convention Center [at)
Additional D :  No destinations entered Enter Additional Destinations
Additional Information
* Activity (Expenses): | General Travel A3
* Reason: {AB( Conference it
Estimated Cosis: B807.13 USDI Enter Estimated Costs
Comment:
Advances: | 0.00 United States Dollar Enter Advances
Cost Assignment: | 100.00 % Cost Center 6011412000 (6011412000}, Funds Center 6011412000 {Accountin... Change Cost Assignment

Review » Save Draft

Estimated Costs Curr..
0.00 UsDr
0.00 wsD
0.00 WsD
00 LBsD
o0 uUsD
4B8.00 USD
Subsistence 319.13 UsD
Mileage Reimb 0.00 USD
Other Miscellaneows Cosis 0.00 UsDr
Parking 000 UsD
Carremal 0,00 WsD
Taxi; shuttle, public rans. o000 usD
Toil .00 uUsD
Frain o.00 UsD
Z Unfunded Travel Costs 000 UsD
ST BD7.1Z  USD

Exit to General Data Sawe Draft}



This is where you will enter flight amounts, Conference registrations or any of the expenses
you can think of.

Estimated Costs

Calculate |

Travel Mediums Estimated Costs  Curr...
Airfars 600.00 USD
Baggage Fee 0.00 USD
Business Meal {auth required) 0.00 USD
Conference Regist 250.00 USD
Gaseline 0.00 USD
Hotel 488.00 USD
Meals/Subsistence 319.13 USD
Mileage Reimb 0.00 USD
Other Miscellaneous Costs 0.00 USD
Parking 15.00 USD
Car rental 0.00 USD
Taxi, shuttle, public trans. 0.00 UsSD
Toll 0.00 USD
Train 0.00 UsSD
Z: Unfunded Travel Costs UsD
Sum 1,67213 USD

If you are just submitting a request and do not anticipate a reimbursement you can zero it
out by entering the amount in the “Sum” Area in the “Z: Unfunded Travel costs Section” with
a Negative in front of the amount (-). Press Accept when done

Estimated Costs

{Calcula

Travel Mediums Estimated Costs  Curr...
Airfare 600.00 USD
Baggage Fee 0.00 UsD
Business Meal (auth required) 0.00 UsD
Conference Regist 250.00 USD
Gasoline 0.00 USD
Hotel 488.00 UsD
Meals/Subsistence 319.13 USD
Mileage Reimb 0.00 UsD
Other Miscellaneous Costs 0.00 USD
Parking 15.00 USD
Car rental 0.00 UsSD
Taxi, shuttle, public trans. 0.00 USD
Toll 0.00 USD
Train 0.00 UsD
Z: Unfunded Travel Costs 1,672.13- USD
Sum 0.00 USD




Comment will be where you enter any additional information.

Example: “Traveling with students”, “Traveling with 3 3 faculty members”, Or any
justification for an expense, etc.

ADVANCES ARE NEVER USED DO NOT ENTER ANYTHING THERE.

Calendar of Trips | | Attachments (0]

General Data

Destination

Enter Additianal Destinations

Additional Information

* Activity (E: Genemal Trave

ABC Conference ©

1672.13 |USD | Enter Estimated Costs |

omment: | Traveling with 3 Faculty Members

0.00 United States Doliar

100.00 % Cost Genter 60114120

011412000}, Funds Center 5011412000 {Accountin...

COST ASSIGNMENT
Your assigned departments main cost center will automatically generate

Click Change Cost assignment to choose a different one or to divide up estimated cost amount to multiple
cost centers

General Data

Destination

Standard Conus Rate. USA w| TripRegion: [TH+HY [9Houston. TX

George R_B:

Additional Information

asi | General Trave: ~

ABC Conference =

1672.13|USD |Enter Estimated Casts

Comment: | Traveling with 3 Faculty Members

z5: | 0.00 United States Doliar

Assignment: | 100,00 % Cost Center 8311412000 (601141 2000), Funds Center 8011412000 (Accountin




The amounts are based on percentages (Two decimal places). Get it as close as you can, you may be off a
couple cents, but this will be fixed on the back end.

If broken up between percentages total percentages combined will need to equal 100%
Example: Estimated costs= $2450 & Department is only covering $1300

Equation would be $1300 / $2450 = 0.5306122 (Percentage you will put as
53.06% for department cost center & 46.94% for other cost center).

Exit to Generai Data | | | Save Draft

Cost Assignment for Trip

Mew Entry | | Check | | Delete
Cost Azsign (%) Bysiness Area | Accounting Object

100,00 State System of Higher Ed 80

Cost Center “

Delete

Save Draft

erai Datal | | Save Draft)

Cost Assigniment vor Trig

| | Delete |

LCost A=sign ()

Company Code BusinessfArea | Accounting Object - Accounting Object Value
57 N6,

5304 State System of Higher Ed

&0 Cost Center s BETE41I00
4634 State System of Higher Ed. 60 Cozt Center v BOZZEZT000
| Exiz to Gemeral Data | Save Draf'.;



If you have a grant WBS Element (E.g. 603450323.10 ) or an order number (Usually for grants) you will

change the accounting object to the correct one.

A

Cost Assignment for Trip
New Entry | | Check | | Delete
Cost Assign (%) Company Code

100.00 State System of Higher Ed

v
Cost Center: | 6011412000 (g
m Accept and New Entry Check
4 Accept Exit to General Data

Accept Exit to General Data Save Draft

Business Area

60

Save Draft

JAccounting Object  [Rccounting Object Value

p011412000

WBS Element

10



SUBMITTING TRAVEL REQUEST

Once you are done with the Cost Assignment click Review button to go to the next page.

Generat Data

Additional Information

On this page you can Display your request form which will show you the information you
entered. You want to double check and make sure it all is correct.

If you want to come back to finish the Travel Request, you will select Save Draft (this will not
submit it for approval)

When you are satisfied with everything you can select Save and Send for Approval. This will
send it to whoever will need to approve the travel request.

Once you save and send for approval if you display Travel Request Form at the bottom of
that page it will show you the filled approval log.

Once approved you can create your Travel Expense Form.

11



12



