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A. Travel Authorization

. Logging into Banner Travel and Expense

Please enter your A# for the username and your six-digit birthdate (ex: 112275, where 11 is the month, 22 the day, and
75 is the year). Click Sign In.

m‘ © httpy/pastraudit stecloc81l vlexp/tviexp-flex/indexjsp O ~ @ || @ Travel and Expense Reporting |

User Name:

Password:

Sign In

Travel and Expense Management (Release 8.7.0.4)

ellucian..
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Il. Profile

Click on the profile tab and confirm that the address and the pay source are correct. If the traveler receives per diem
and mileage reimbursement payment electronically, the Pay Source should read “Direct Deposit to your Banking
Institution”. Please ensure that the traveler’s email address is correct, and the immediate supervisor’'s name and A#
appear in the Approver section. Make sure that correct FOAP appears in the Funding Default section. This is the default
FOAPAL for transactions processed through the Travel & Expense Management System.

& http://pastravldt steclocB181 /tvlex p-flex/index.html P~ € | @ Travel and Expense
?Hep
Delegate | | Expense Manager | | Profile Sign Out
Profile Profile Actions & Refresh n More Actions ~ &

Profile for Dalinda Gamboa
[ —
Address or Direct Deposit H rl

This address must match the address on
Vendor Address -AP: 7401 N 31st St
McAllen, TX 78504
Pay Source: Direct Deposit to Ba n n e r'
Account

E-Mail rd

CAMP: dgamboa@southtexasmlage.adu
Approver

1D: A00001645 Name: Myriam Lopez
Workflow Login ID

1D: DGAMBOA
Funding Default

Chart Index Fund Organization Program Activity Location
100%: s 110000 410013 6300

Open Items ]

Travel and Expense Management (Release 8.7.0.4)
————r =

Note: If the employee updates their address with Human Resources, the travel office must be notified (traveler

must send an email to traveloffice@southtexascollege.edu with his new address) because the two systems are
not linked for updates.
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lll. Delegate

Select the delegate tab and verify that every employee you listed on the T&E Management System Access Form is
included in the “drop down list”.

IV. Creating a New Travel Authorization

If entering a travel document for someone other than yourself, you will have to select the traveler’s name from the drop

down list. When entering your own travel document Select “Self” (default setting is “Self”).

clocB181/tviexp/tviexp-fled/index.html

PHep v
Delegate | | Expense Manager | | Profile S
Delegate Actions 2 -
Delegate £ el L=
Delegate
[
Delegate
Act as Delegate For Self, AOD138224 (R4
Self, ADO138224
Marittza Adame, AD0172785
Katarina Bugariu, ADC4S4804
Blanca Cantu, ADOO0L774
Nora Cantu, AQ0527477
Alma Chureh, A0000LE07
Dalinda Gamboa, AQ0001715
Jacinta Gardia, AD0345537
Maria Garza, ADO152413
Ana Gonzalez, ADD166393
Open Ttems @]
e, Travel and Expense Management (Release 8.7.0.4)
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1) To enter a new Travel Authorization, select the Expense Manager tab.
2) Click on Authorization Reports on the left navigation bar.
3) Select New to start a new authorization.

Delegate | | Expense Manager | Profile Sign Out
Authorization Report Actions w [ Refi - %
Outstanding Advances P SlioyRyRehe L}
Authorization Reports
2 Expensz Reparts
Q, Advanced Search + Displaying 2 raws.
Repart Name Report ID Report Date ¥ | Status Status Date Reimbursabl Report Total
D Gamboa_Lake Buena Vista FL_ TA001396 Dec 15, 2016 Approved Jan 04, 2017 118.00 1,846.21 1,964.21
D Gamboa_San Mareos, TX_0611 TA000013 May 29, 2013 In Process May 29, 2013 357.95 669.93 1,027.88
Open Items @
M Travel and Expense Management (Release 8.7.0.4)

If you are only paying non-reimbursable items (IE: requesting the college to pay only a Registration fee for a monthly
meeting) those items will need to be turned in on paper. The travel and expense system requires that you have a

reimbursable item if entering non-reimbursable items.
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1) Enter the Report Name (first letter of traveler’s first name (underscore) full last name (underscore) City (space) State
(underscore) start travel date (example: JSmith_Austin TX_031014).

2) Select Purpose from drop down list.

3) In the Description section re-enter the Report Name along with the Name/Title of the function. The Description
must also include responses to the following questions:

1. What is the purpose of the travel? 2. Why is the travel necessary? 3. How does the travel benefit STC?

4) The Report Type should always be “Travel”.

5) The Report Date is always the day that the travel document is entered into the T&E System.
6) Select the Affiliation based on the traveler’s payroll classification.

7) Verify that the FOAPL appearing in the Funding Default section is correct.

8) Click on Save and Continue to proceed.

@ http://pastravdit.stecJocB181/tviexp/tviexp-fledindexhtml B~ €| @ Travel and Expense

QHep v

General Information

— Report Name: % |D_Gamboa_Austin TX_041217 Report Type: #| Travel vj —
| Col (o}

— Purpese % ReportDaiz:. ¥ lApr 3, 2017 [ _

Description ) _Austin TX_041217 TACCBO Affiliation:
— 1. To acquire knowledge

Funding Default @)

4
5
6
©~
\
8

Chart Index Fund Organization Program Activity Location

100% ) 110000 410013 6300

7

Cancel ~ Save and Continue
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1) Enter the From and To travel dates and times, departing (from) city and state, destination (to) city and state, (nation
is not required). Please do not enter multiple itinerary lines.

2) Click Add. Travel information will appear in the mid-section of the screen.
3) If it is correct click Save and Continue.

@ hitpi//p ccloc8181/tviexp/trlexp-flex/indexhtml p-¢

(& Travel and Expense

PHeh <
Add Itinerary
FROM: TO:
1 Date #[apr 12,2017 [ at[00AM [ ] Date #[apr 13,2007 [ ] at[ 700 | v]
ﬁ Search Location  OR Enter Zip/Pastal Code: Search Location  OR Enter ZipfPastal Code:

city 3 [McAllen city s [Austin

State/Province:  [TX (Texas) State/Proince:  [TX (Tevas)

Natian: Natian:

Clear | | Add
From ]
Cancel | | Save and Continue
ellucian
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1) In the Estimated Expenses tab you will enter both reimbursable (Per diem 100% and mileage if driving to the
destination) and non-reimbursable expenses (lodging, airfare, registration, membership fee and car rental amounts.)
Each of these expenses will have to be entered separately. If a traveler is driving past San Antonio a Shands airfare
quote is required. If it is cheaper for them to fly to their destination, they will only receive the amount of the airfare
for mileage.

2) Make sure the current date appears on the date field.

3) Click Type and select from the drop down list, the correct option for the expense(s) the traveler will be incurring.

4) Enter the amount. All entries must have an amount.

Reimbursable

5) The Paid By field must show “Traveler”.

6) Enter the traveler’s A# and Full Name in the Provider field.
8) Click Save.

Non Reimbursable

5) The Paid by field must show “STC”

6) The Provider field must have the existing vendor’s A# and Name. If the vendor does not exist in Banner then type
“New Vendor” and the vendor’s name.

7) The Description field must include the registration due date to ensure payments deadline is met

8) Click Save

& nttp://pastravidt stecloc8181/tviep/tviesp-fledindexhtml 0 = €| @ Travel and Expense
4 THep *
Delegate | | Expense Manager | | Profile 2 3 Sign Out
Authorization Report Li.. Authorization Report Actions | g New 1 More Actions * ¥ Close ¥ Traveler

D_Gamboa_Austin TX_ 041717 (TA001557 - In Process’ 4 St

Authorization Report

General Information

Add Expenses

Ttinerary

Date: # |#pr 03, 2016 s Type: #| In state - per diem v Receipt Amount: # [45.00 usn |

Estimated E > =
stimal Xpenses
P ¥ Summary By Type
PaidBy: % Traveler .| L Provider:  [AQ0001715_Dalinda Gambea Location
Total: 0.00

Attachments
Desaription:
Funding
Comments
Re\aéDucumeﬂtS / ‘

Clea S
Status History 7 ) eme

Date Type Description 6 Pay in USD »

Open Items @
w Authorization Reports
D_Gamboa_Austin TX_0412

View or Submit Report

Eﬂ.uﬂﬂn Travel and Expense Management (Release 8.7.0.4)
o
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Example of a Reimbursable and Non Reimbursable item.

& http://p

Flexfinds

hitml

clocB181 tvlexp/tvlexp

L~ & Travel and Expense

Delegate | Expense Manager

Profile

| ?Hep |

Sign Out
Authorization Report ittt o Rept At g W e Il Wore Actions = % Close v Traveler
Dalinda Gamboa (ID: AD0001715)
1557 - In Process)
Autharization Repart
General Information
Add Expenses
Itinerary
o b ] (@] e o[ msaeiiong . ecsptimunt 31051 | (10 [
Estimated Expenses ) ‘ | Ll ‘ J ‘7‘ u]
—— ¥ Summal e
Paid By:  #| sTC [v| IO Frovider: | ADOL60444_La Quinta Tnn | Location: |
Attachments Total: 583.40 USD
Desaription:
Lunding Reimbursable
Comments &
Total: 45.00 USD
Related Documents
In state - pe... 45.00
Satus Hisiry Clear | Save
O Date Type Desription Pay in USD! 3
[] 1 spros, 2006 In state - air fare 538.40 [
& Ao 20 In state - per diem 45.00 [
Non-Reimbursable 7}
Total: 538.40 USD
Instate - ar.. 538.40
Open Items @
w Authorization Reports
D_Gamboa_Austin TX_0412
‘ View or Submit Report |
ellucian. Travel and Expense Management (Release 8.7.0.4)
Page 11 of 88

Revised 10/12/17



1) Select the Attachments option on the left navigation bar.

2) Click New to attach supporting documents (pdf format only) for the travel authorization. Make sure to include
registration confirmation, hotel confirmation, airfare itinerary, and Conference agenda if applicable. In-state travel
authorization also requires the Texas Hotel Occupancy Tax Exemption Certificate signed by the traveler and attached to

the report as well.

NOTE: Please do not attached the traveler’s insurance, driver license, or W9’s. Please email these documents to the

travel office prior to submitting for review or requesting an advance. The attachment file name must not contain any

special characters.

@ hitp:// pastiavlét steclocB181 fivlexpsiviexp-fleindex,

P = C | & Travel and Expense x e

Delegate | | Expense Manager | Profile

\ 4

PHep v
Sign Out

Authorization Report Actions [ New ‘& Refresh

D_Gamboa_Austin TX_041217

Authorization Report Li...

More Actions = 3 Clos2

(TAO001557 - In Process)
Authorization Repart
General Information
Dalinda Gamboa (ID: A00001715)
Itinerary
Document Name
Estimated Expenses
1 ﬁ Attachments
Comments
Related Documents
Status History
Open Items @
~ Authorization Reports
D_Gamboa_Austin TX_D412
View or Submit Report
elluclans Travel and Expense Management (Release 8.7.0.4)
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Click Browse to select the file containing the travel documents that support the authorization report.

All documents must be in PDF format and not contain any special characters in the name. Please keep the attachment
name as short as possible. If it has too many characters it will not allow us to open the attachment.

& ntp://pastraidt steelocB18L ivlexp/tviesp-flex/indexhtml p~C 2 Travel and Expense

FHep =

New Attachment

atachment: e /

Cancel | Attach
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Attachment will appear in the mid-section of the screen. Double click on the document to verify it is a clear image and

make sure the attachment is scanned upright.

(Note: It may take a couple of seconds to open up the document, depending on the size of the document)

Click View or Submit to proceed.

=
‘@ hittp:// pastravidt.stc.loc:8181 /tdexp/tvlexp-flex/index it O ~ ¢ H (& Travel and Expense x | ) 5 €63
T

Delegate | | Expense Manager | | Profile

Sign Out

Authorization Report Li... Authorization Report Actions [ New @ Refresh 65 ol 5 WMore Actions = 3 Closs

D_Gamboa_Austin TX_041217 (TA0O01557 - In Process)

Authorization Report
General Information

Dalinda Gamboa (ID: A00001715)

Ttinerary
Document Nage
Estimated Expenses DALINDA GAMBOA_APP2ZPCONFERENCE & EXPO 2017.PDF
Attachments
Comments
Related Documents

Status History

Open Items @]
~ Authorization Reports
D_Gamboa_Austin TX_0412

el

| View or Submit Report |

Llluclanm
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1) Click the “Comments" option on the left navigation bar. Please include any special travel arrangements for the
traveler such as, will be carpooling, sharing hotel room, etc.
2) You may now view a summary of the authorization report by selecting pages 1-4 (bottom of the page).

E=ANoR—x]
m‘ @ nttp://pastravdt steclocB18L fviexp/tvlexp-flew/indexhtr O + & H (2 Travel and Expense x ‘ | ¥y o
PHep v

Delegate | | Expense Manager | Profile Sign Out

Authorization Report Li.. Authorization Report Actions A Refresh [ =] copy [ Delete ~ % Close

D_Gamboa_Austin TX_ 041217 (TA001557 - In Process)

Authorization Report

General Information

Dalinda Gamboa (ID: A00001715)

Itinerary
General Information &
Estimated Expenses
Report Type: Travel Report Date: Apr 03, 2017 Pay Amount: 45.00 USD
Purpose: Conference Relocation: No Affiliation:  Professional support

Attachments
Description:  D_Gamboa_Austin TX_041217 TACCBO

1. To acquire knowledge
Comments

1 User Activity History
Related Documents
Initiated By: Isabel Ramirez (ID:AQ0138224)

Status History Submitted by:

E-Mail Address &

dgamboa@southtexascollege.edu

Itinerary &)
From: Apr 12, 2017 9:00 AM McAllen, Texas Ta: Apr 13, 2017 7:00 PM Austin, Texas
Attachments r
DALINDA GAMBOA APPZPCONFERENCE & EXPO 2017.PDF
Comments K
Open Items @
w Authorization Reports
D_Gamboa_Austin TX_0412
123145
¢ | Request Advance [ | Submit. 1 Print [ | View Related Documents ‘

sllucian Travel and Expense Management (Release 8.7.0.4)
e
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To correct an error or to make changes to any expense, you must select the pencil icon and edit the information as

needed.
1 —— o |
m| @ nitp//pastrauDit steclocE18L viep/tvlexp-fley/indechin 2+ © || @ Travel and Expense x ‘ ‘ kA
RHep  ~

Delegate | = Expense Manager | | Profile |

Sign Out

Authorization Report Li..

Authorization Report
General Information

Ttinerary

Authorization Report Actions A Refresh =] [ copy [ Delete + % Clos2

D_Gamboa_Austin TX 041217 (TA001557 - In Process)

Dalinda Gamboa (ID: A00001715)

& Reimbursable: 45.00 USD Expand Al
Estimated Expenses Date Expense Type Pay in USD
Attachments 3 Apr 03, 2016 In state - per diem 45.00 5) _
Comments
Related Documents
Status History
Open Items @
w Authorization Reports
D_Gamboa_Austin TX_0412
12343
Request Advance Submit Print View Related Documents
sllucian.. Travel and Expense Management (Release 8.7.0.4)
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V. Requesting a Travel Advance

Normally, the traveler will request an advance. The advance includes 80% per diem and 100% mileage (if applicable).

Click on Request Advance tab at the bottom of the screen.

m‘ @ nitp://pastravidt steclocl8] fvlexp/tvlexp-fle/indexhtr O + & H (& Travel and Expense X ‘ | i i\? {:19}
PHep ~

Delegate | | Expense Manager | | Profile Sign Out

Authorization Report Li... Authorization Report Actions 2 Refresh 5] Copy [5 Delete ~ % Close

D_Gamboa_Austin TX_041217 (TA0O01557 - In Process)

Authorization Report >

General Information

Dalinda Gamboa (ID: A00001715)

Ttinerary
General Information r

Estimated Expenses

Report Type: Travel Report Date: Apr 03, 2017 Pay Amount: 45.00 USD
Attachments Purpose: Conference Relocation: Mo Affiliation:  Professional support

Description:  D_Gamboa_Austin TX_041217 TACCEBD

1. To acquire knowledge

Comments

User Activity History

Initiated By: Isabel Ramirez (ID:A00138224)
Submitted by:

Related Documents
Status History

E-Mail Address &

dgamboa@southtexascollege.edu

Itinerary &
From: Apr 12, 2017 9:00 AM McAllen, Texas To: Apr13, 2017 7:00 PM Austin, Texas
Attachments &
DALINDA GAMBOA APPZPCONFERENCE & EXPC 2017.PDF
Comments i
Open Items @
* Authorization Reports
D_Gamboa_Austin TX_0412
12345

| Request Advance 1 Submit 1 Print 1 View Related Documents ‘

3llucian Travel and Expense Management (Release 8.7.0.4)
e
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1) Under the Advance Rule Name, select STC Unrestricted Advances.

2) Click Continue to proceed.
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The screen below will appear.

1) Under Advance Request Description list the type of expenses that make up the advance amount.

2) For Request amount, manually calculate 80% of the per diem and 100% of mileage (if applicable) then type in that
amount.

3) Click Submit to continue.

Note: Once the item goes through final approval, the travel authorization and advance will be final and NO changes can
be made.

i (ESN ol
)| @ hittp://pastravdét steclocB181/tviexp/tviexp-flex/indexhtml £~ € || @ Travel and Expense X - DA
P P
?Hep v
,Advance Request (TA001557 - In Process)
Dalinda Gamboa (ID: A00001715) &
Authorization Information
Report Name: D_Gamboa_Austin TX_041217 Report Type: Travel
Report Date: Apr 03, 2017 Trip start date: Apr 12, 2017
Purpose: Conference Trip end date: Apr 13, 2017
Description:  D_Gamboa_Austin TX_041217 TACCBO
1. To acquire knowledge for new procedures for the Business Office.
2. To be able to apply any updates to the Business Office.
3, To implement new procedures for the Business Office.
Type Authorization Estimated Amount in USD
In state - per diem 4500 *
Total: 45.00
Advance Request
Advance Rule Name: STC Unrestricted Advances
Desaription: |80% Per diem
Requested amount: * Payment will be made on or after Apr 05, 2017
Note: All Advances should be accounted for within 20 days of your trip end date,
Remittance Address &)
Vendor Address -AP: 7401 N 31t St
McAllen, TX 78504 3
E-Mail Address
dgamboa@southtexascollege.edu
Comments [
v
Submit | | Cancel

ellucian

Page 19 of 88
Revised 10/12/17



A pop-up message will appear with the designated TA (travel authorization) and TV (travel advance) numbers for the
report. Make sure that you keep this information for future reference, in case of errors or delays in processing.

Click Ok to continue.

m @ hitpi//pastravit.stecloc8181 ftvlexp/tviexp-flex/index html

P~C H 2 Travel and Expense

Inforration

st TAOO1557 has been submitted
100 s n submitted.

0K
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The Related Documents option on the left navigation bar will allow you to view both the TA travel authorization
summary and TV advance summary.

L — — E‘M
m‘@ ./ pastravié.steclocB181 vlexp/trlerp-flexindec html P~ ¢ | @ Travel and Expense x‘ ‘ B 5 fo
— - r ?Hep v

Delegate | | Expense Manager ‘ I Profile \ Sign Out

Authorization Report Li.. | | Autherization Report Actions 2 pefresh [ % - R Cose

D _Gamboa Austin TX 041217 (TA001557 - Submitted)
Authorization Report - — —
General Information
Dalinda Gamboa (ID: A00001715)
Ttinerary -
Advance Activity:
Estimated Expenses Document Type ‘ Report ID Status Status Cate Estimated Pay Date Advance Amount] Qutstanding Amourt
Advance V001141 Submitted Apr s, 2017 36.00 0.00
Attachments
Comments
q Related Documents
Status History
Expense Activity:
Document Type M | Status Status Date Reimbursable| Non-Reimbursable| Report Tatal Remaining Autharized
Authorization Report Qs ) Submitted Apr 05, 2017 45.00 646.31 69131 69131
Open Items @
~ Authorization Reparts
O_Gambioa_Austin TX_0412|

Wiew or Submit Repart

ellucian.. Travel and Expense Management (Release 8.7.0.4)
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ﬂ Status istory

The Status History will allow you to view the status of the authorization and/or advance submitted.

Note: It is the delegates’ responsibility to monitor the status history to make sure that all items are being approved in
a timely manner.

w‘@ piff pastravDdtstccloc8181 tvlexp/tvlexp-flex/index heml 0+ & || @ Travel and Expense X ‘ - AR
Phep v
Delegate = Expense Manager | | Profile

Sign Out

Authorization Report Li... Authorization Report Actions 2 Refresh = + % Close

D_Gamboa_Austin TX_041217 (TA001557 - Submitted)

Authorization and Advance Report | Waorkflow Approvals

Authorization Report

General Information

Dalinda Gamboa (ID: A00001715)

Itinerary Advance

Estimated Expenses Report ID ] oo

Message
TVOO1141 Submitted Apr 05, 2017 10:26 AM Advance request TVO01141 has been submitted
Attachments

Comments

Related Documents

Authorization

Report IO St Cate

Message
TAOO1557 Submitted Apr 05, 2017 10:26 AM Authorization request TAOO1557 has been submitted.
TAOO1557 In Process Apr 03, 2017 11:36 AM Request document created.

Open Items @

 Autharization Reports
D_Gamboa_Austin TX_0412,

View or Submit Report
ellucian..

Travel and Expense Management (Release 8.7.0.4)

Note: Once the authorization and advance have been submitted, an email is sent to the approver informing them that

the authorization is ready to be approved in Workflow (the link to workflow is provided in the e-mail). The employee
traveling will receive an email once ALL the approvals have gone through.
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VI. Reviewing Travel Transactions in Banner

Once the travel authorization is approved, an encumbrance equal to the travel reimbursable amount (entered in T&E) is

created in Banner.

1) To view the encumbrance posting, go to FGITRND screen in Banner, enter the FOAP used for the travel authorization,
then select Shift + Page Down.
2) To see the encumbrances created go to the Document field and enter the TA number and under

3) Under the Field section enter the authorization number and then Ctrl + F11 (that will query the information

requested).
B 0racle Fusion Middleware Forms Services: Open = FGITRND 1ol
File Edit Options Block ftern Record Query Tools Help ORACLE
(BYE AEAER 9% 288 & & BB TR ¢4 L@ 01X
%8 Detail Tra i a
COA Fiscal Year Index Fund Organization Account Program Acthity Location Period Commit Type
I - 1 - - : ] ]
Increase {+) or
Account Organization  Program Activity Date Type Document Field Amount Decrease {-)
73000 410013 [pao0 [11-2pR-2014 [Eota [ranoo127 D Gamboa_sustn ™ ENC | 4500 [ &
[ [ | | | | [ [
| | | | | | [ [
| | | | [ | [ B
| | | | | | | [ 3 [
| | | | | | | [ - L
| | | | | | | [ [
[ [ | | | | | [ [
| | | | | | | [ [
| | | | [ | | [ [
| | | | | | | [ [
| | | | | | | [ [
| | | | | | | [ [
[ [ | | | | | [ [
| | | | | | | [ [
| | | | [ | | [ [
| | | | | | | 0 d
LI A | 3
Total: | 45.00
)
Fress Key Dup ltern for document query forms; Count Query for encumbrance detail | J
Record: 111 | . | <0gC=
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VII. Travel Encumbrances (Purchase Order) and Payments

1. The Purchasing Office will issue POs for vendors requesting to be paid by STC (with the exception of lodging
and membership, a requisition must be entered for membership).

2. Payment for registration, airfare and car rental will be issued once the PO is approved.
3. Please include registration deadlines in the comment section.

4. If the travel documents are approved close to the registration deadline date, please have them call or email
Jeanette Villarreal at 872-4673 so that she can process the payment right away.

5. Accounts Payable will pay per diem, mileage and lodging once all required parties approve the travel
authorization.

6. The travel office email is traveloffice@southtexascollege.edu
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B. Mileage Encumbrance (Authorization)

l. Logging into Banner Travel and Expense

Please enter your A# for the username and your six-digit birthdate (ex: 112275, where 11 is the month, 22 the day, and

75 is the year). Click Sign In.
B

BRI (@ rip//posrmtitstcclocsist viempitvien-fevindexjsp O + & || @ Travel and Expense Reporting

Reporting

Sign in to Travel and Expt

Please enf

User Name:

Password

Sign In

Travel and Expense Management (Release 8.7.0.4)

ellucian..
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Il. Profile

Click on the profile tab and confirm that the address and the pay source are correct. If the traveler receives per diem
and mileage reimbursement payment electronically, the Pay Source should read “Direct Deposit to your Banking
Institution”. Please ensure that the traveler’s STC email address is correct, and that the immediate supervisor’'s name
and A# appear in the Approver section. Make sure that the correct FOAP appears in the Funding Default section. This
should be the primary FOAPL (The FOAPL that pays the travelers paycheck) for transactions processed through the

Travel & Expense Managemept System.

@ hitp://pastrav0dt.steclocB181 /tviexp/tvlexp-flex/index html P~c

(& Travel and Expense

Delegate | | Expense Manager | | Profile

?Hep

Profile Actions a st
Frofile w Refresh

Profile for Dalinda Gamboa

[
Address or Direct Deposit

Vendor Address -AP: 7401 M 31st St
McAllen, TX 78504

Pay Source: Diract Deposit to
Account

E-Mail

CAMP: dgamboa@isouthtexascollege.edu

Approver
1D: ADOOO1645

Workflow Login ID
1D: DGAMBOA

Funding Default

Chart
100% s

Open Items ]

More Actions ~ &

This address must match the address on
Banner.

Name: Myriam Lopez

Index Fund Organization Program
110000 410013 6300

Activity

Location

Travel and Expense Management (Release 8.7.0.4)

Note: If the employee updates their address with Human Resources, the travel office must be notified (traveler
must send an email to traveloffice@southtexascollege.edu with his new address) because the two systems are

not linked for updates.
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lll. Delegate

Click on the delegate tab and verify that every employee you listed on the T&E Management System Access Form is

included in the “drop down list”.

IV. Creating a New Mileage Encumbrance (Authorization)

If entering a travel document for someone other than yourself, you will have to select the traveler’s name from the drop

down list. When entering your own travel document Select “Self” (default setting is “Self”).

2 http://pastravidt steclocB18L/tvlexp/tvlexp-flex/index.html P~ & | & Travel and Expense

Delegate | | Expense Manager | | Profile

PhHep v
Sign Out

Delegate 3 Delegate Actions 2 Refresh <%
Delegate
|
Delegate
Actas Delegate For: | salf, 00138224
Self, AD0138224
Marittza Adame, ADDI72765
Katarina Bugariu, ADCS4804
Blanca Cantu, A00D1774
Nora Cantu, AQ0527477
Alma Church, AQOO0L807
Dalinda Gambea, ADDO01715
Jadinta Garda, ADI345537
Maria Garza, ADD152413
Ana Gonzalez, AD0166393
Open Items @
Travel and Expense Management (Release 8.7.0.4
ellucian.. pe gement ( )
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1) To enter a new Mileage Encumbrance (Authorization) go to the Expense Manager tab.
2) Then click on Authorization Reports on the left navigation bar.
3) Select New to start a new authorization.

1

m|@ hitps//pastravidt SBC 8181 bvlexp/tylexp-flexfindex. hirr iv ¢ H @ Travel and Expense x | o e 3
PHelp
Delegate | Expense Manager | | Profile Sign Out
Outstanding Advances Authorization Report Actions [ New ‘@ Refresh i [ & -
Authorization Reports 3 Authorization Report List for Dalinda Gamboa

Search by Report Mame

Expense Reports

wl Displaying 3 rows.
Report Name Report ID Report Date ¥ | Status Status Date Reimbursable Non-Reimbursable Report Total
D_Gambea_Austin TX_0412. TA001557 Apr 03, 2017 Submitted Apr 05, 2017 45.00 646,31 691.31
D Gamboa_Lake Buena Vist: TAD013%96 Dec 15, 2016 Approved Jan 04, 2017 118.00 1,846.21 1,964.21
D Gamboa_San Marcos, TX_( TA000013 May 28, 2013 In Process May 29, 2013 357.95 668.93 1,027.58

Open Items @

ellucian. Travel and Expense Management (Release 8.7.0.4)
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1) Enter the Report Name (first letter of traveler’s first name (underscore) full last name (underscore) Mileage Enc
(underscore) travel date period (example: J_Smith_Mileage encumbrance_010614-051614)

2) Select In district mileage from drop down list.

3) The Report Type should always be “Travel”

4) The Report Date is always the day that the travel document is entered in the T&E System.

5) Select the Affiliation based on the traveler’s payroll classification.

6) Verify that the FOAPAL appearing in the Funding Default section is correct.

7) Click on Save and Continue to proceed.

m‘ké‘ http://pastravidt stec.loc:B181 /tvlexp/tulexp-flex/indexhtr O + & H & Travel and Expense | | o Te 2
PHelp
Create New Report
i o et
1 eneral Information _ 3
2 Report Mame: s | Mileage Encumbrance_010617-051617 Report Type: s Travel v ‘ 4
Purpose 5| In district mileage R Report Date: s |Apr 05, 2017 &) _
Desription Affiliation:  #| Professional support v
Relocation
Funding Default jh 6
Chart Index Fund Organization Program Activity Location

100% 5 110000 410013 6300

—

Cancel Save and Continue
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1) Enter the From and To travel dates and times, departing (from) city and state, destination (to) city and state, (nation
is not required). Please do not enter multiple itinerary lines.

2) Click Add. Travel information will appear in the mid-section of the screen.
3) If it is correct click Save and Continue.

(¢ )

& nttp://pastravidt stecloc8lBl/tvlexp/tulexp-flewindechtr O ~ & H & Travel and Expense

* | |

o e 23

ellucian

1

Add Itinerary

FROM:

TO:

Date: = [apr 05, 2017 |u‘ st[ 1z:00amM [w]  Date:

| ElEd v

ﬁ Search Location  OR Enter Zip/Postal Code ‘ | Search Location  OR Enter Zip/Postal Code: ‘

?Help -

City #| | City | | 2
State/Provinoe: ‘ e | State/Province: ‘ e | /
Mation: ‘ e | Mation: ‘ e |
Clear \ Add |
From To
Cancel Save and Continue
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Dates w[1an 06,207 )] (3] Tyme: #[ wikeage I~ Recsipt Amiount: # | .
ﬁ Estimated Expenses % = S |

1) In the Estimated Expenses screen you will enter the amount to be encumbered.

2) Make sure the current date appears on the date field.

3) Click Type and select from the drop down list, Mileage.

4) Click Unit Rate and select from the drop down list the current rate.

5) Paid By field must show “Traveler”

6) Units field must have the number of estimated miles that the employee will be driving.
7) Click Save.

wk@ hitps//pastrav0dt stecloc8181 frdexp/iviexp-flevindexhtmr O = G H  Travel snd Expense x | PR
[2rep  ~ |
Delegate | | Expense Manager | | Profile 3 Sign Out S

Authorization Report Li... B I W (=] 5 More Actions = 7 Close w Traveler

D Gamboa_Mileage Enci-iibrance_010617-0517.17 (TA001559 - In Process) - el Gy os (10 200001745)

Authorization Report

General Information

Add Expenses

Itinerary

UnitRate: | Mileage - Collage- Rate Per Unit: 0.5350 | v | Paid By | Traveler | v ] units: s [650.00 | ¥ Summary By Tyne

Diescription: Total, 7

Funding
Comments '

Related Documents / I

Status H\sbo4v 5 Clear

Attachments

O Date Type Desaription Pay in USD
4
Open Items @
w Authorization Reports
D Gamboa_Mileage Encumb
View or Submit Report
slluclan Travel and Expense Management (Release 8.7.0.4)
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1) Click on the Attachments option on the left navigation bar.

2) Attachments are optional on the mileage authorization but if you choose to upload something for your records click

New to attach supporting documents (pdf format only).

| =
wke hitps/pastravidt stecloc818] fodexp/iviep-flogindexht§ © ~ G H & Travel and Expense x | )
[2rep - |
Delegate | Expense Manager | | Profile Sign Out

Authorization Report Li... Authorization Report Actions | 4 NE-' 2 Refresh [ il 5 More Actions = 3 Close

D Gamboa_Mileage Encumbrance_010617-051617 (TA001559 - In Process)

Authorization Report

_—

Dalinda Gamboa (ID: A00001715)

General Information

Iinerary
Document Name

Estimated Expensss

q Attachments 3

Comments

Related Documents

Status History

Open Items @

w Authorization Reports

D Gamboa_Mileage Encumb

View or Submit Report

ellucian.

Travel and Expense Management (Release 8.7.0.4)

NOTE: Please do not attached the traveler’s insurance, driver license, or W9’s. Please email these documents to the
travel office using traveloffice @southtexascollege.edu prior to submitting for review or requesting an advance. The
attachment file name must not contain any special characters and the length of the name needs to be limited.
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Click Browse to select the file containing the travel documents that support the authorization report.

All documents must be in PDF format and not contain any special characters in the name. Please keep files names to a

minumum.
mkg hitp://pastravidt. stecbocE1 81 /vlexp/tviexp-lexfindex.tr 2 ~ & H & Travel and Expense | | v 5
PHelp
ﬂe.w_ﬁgaohment il
Attachment: |D Gamboa_Enucmbrance_Form.pdf | | Browse /
Cancel Attach
ellucian
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Attachment will appear in the mid-section of the screen. Double click on the document to verify it is a clear image and
make sure it is scanned upright.

(Note: It may take a couple minutes to open up document, depending on the size of document)

Click View or Submit to proceed.

| = A u
m|@ hitps// pastrav0dt stccloc8181 fidep/tviep-fladindexhtn O~ G H @ Travel and Expense x | o e 3
PHelp -
Delegate | Expense Manager | | Profile Sign Out
Authorization Report Li... [ sutrorzston Report Actions [ New ‘@ Refresh (5 ] % More Actions = 3 Close
P D Gamboa_Mileage Encumbrance_010617-051617 (TA001559 - In Process)

General Information =
Dalinda Gamboa (ID: A00001715)

Itinerary
Laa —
Estimated Expenses D_Gamboa_Encumbrance Form PD:
Attachments %
Comments
Related Documents

Status History

Open Items @
w Authorization Reports
D Gamboa_Mileage Encumb; /

| Wiew or Submit Repart |

ellucian.. Travel and Expense Management (Release 8.7.0.4)
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You may now view a summary of the authorization report by selecting pages 1-4 (at the bottom of the page). Page 5 is

blank.

[ — = | B |
m|e http://pastravidt stec.loc:8181 /tviexp/tvlexp-fledindechtr 2 + & H (& Travel and Expense x | | o 5ip 63
PHep ¥
Delegate | Expense Manager ‘ ‘ Profile | Sign Qut
[15 copy [ Delete - % Clos=

Authorization Report Li... Authorization Report Actions ’.‘, Refresh

D Gamboa_Mileage Encumbrance_010617-051617 (TA001559 - In Process)

Authorization Report )

General Information
Dalinda Gamboa (ID: A00001715)
Itinerary

General Information

Estimated Expenses
Report Type: Travel

Purpose:  In district mileage

Attachments
Description:
Comments P .
User Activity History
Related Documents Initiated By: Isabel Ramirez (1D:A00138224)
Submitted by:
Status History

E-Mail Address

dgamboa@ southtexasoollege.edu

Itinerary
From: Jan 06, 2017 9:00 AM McAllen, Texas

Attachments
D _Gamboa Encumbrance Form PDF

Comments

Open Items @

w Authorization Reports

D Gamboa_Mileage Encumb

i
Report Date: Apr 05, 2017 Pay Amount: 347.75 USD
Relocation: Mo Affiliation:  Professional support
ra
ra
To: May 16, 2017 1:00 PM McAllen, Texas
rd

ellucian..

12345
Request Advance Submit. Print View Related Documents
Travel and Expense Management (Release 8.7.0.4)
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To correct an error or to make changes to any expense, you must select the pencil icon and edit the information as

needed.

Click Submit to continue.

]
ML@ http://pastravidt stecloc:8181 fvlexp/tvlexp-flexindechtr O ~ & H_@ Travel and Expense x | |

ol O
AR

Delegate = Expense Manager | ‘ Profile ‘

PHelp -

Sign OQut

Authorization Report Li...

Authorization Report
General Information
Iinerary

Estimated Expensss
Attachments

Comments

Related Documents

Status History

Open Items @

w Authorization Reports

D Gamboa_Mileage Encumb

Authorization Report Actions & Refresh ] [ copy [ Delete - X Close

D Gamboa_Mileage Encumbrance_010617-051617 (TA001559 - In Process)

Dalinda Gamboa (ID: AD0001715)
4 Reimbursable: 347.75 USD
Date Expense Type

»  Jano06, 2017 Mileage

Request Advance

Expand All
Pay in USD

34775 |9 h

Submit Print View Related Documents.

ellucian.
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A pop-up message will appear with the designated TA number for the In-district Mileage report. Make sure that you
keep this information (TA number) for future reference, in case of errors or delays in processing.

Click Ok to continue.

P

Authorization request TADD1559 has been submitted.
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The Related Documents option on the left navigation bar will allow you to view the Mileage Reimbursement

(Authorization).

[
MLQ http://pastravidt stecloc:8181 fvlexp/tulexp-flex/indechtr O = ¢ H@ Travel and Expense x | |

Lo | fSom]
i v 85

Delegate = Expense Manager I [ Profile }

P Help v

Sign Out

Authorization Report

General Information

Itinerary

Estimated Expensss

Attachments

Comments

ﬂ Related Documents 3

Status History

Open Items @

w Authorization Reports

D Gamboa_Mileage Encumb

Authorization Report Li... Authorization Report Actions 2 Refresh (i il X = X Closs

D Gamboa_Mileage Encumbrance_010617-051617 (TA001559 - Submitted)

Dalinda Gamboa (ID: AD0001715)

Document Type w ‘ Status Status Dete Reimbursable] Non-Reimbursable]

Report Tuﬁa\‘ Remaining Authorized

Authorization Report ‘ TAD01559 ’ 1In Process Apr 05, 2017 347.75

0.00

347.75 347.75

Wiew or Submit Report

ellucian.
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The Status History will allow you to view the status of the Mileage Encumbrance (Authorization).

Note: It is the delegates’ responsibility to monitor the status history to make sure that all items are being approved in
a timely manner.

=
w|@ http:// pastrav0dt.stec ocB181 tviexp/tilexp-flewindechtn O = C H @ Travel and Expense x | ‘ {2} 5o 03

|PHelp = |

Delegate | | Expense Manager | | Profile Sign Out

Authorization Report Li... Autherization Report Actions % Refresh ke - % Clos

D Gamboa_Mileage Encumbrance_010617-051617 (TA001559 - Submitted)

‘ i

Authorization Report

Authorization and Advance Report || Worldlow
Dalinda Gamboa (ID: A00001715)

General Information

Ttinerary r—n
Authorization
Estimated Expenses Repart 1D Status Date Message
TAD01559 Submitted Apr 05, 2017 3:20 PM Authorization request TAO01559 has been submitted.
ﬁ Attachments
TADO1559 In Process Apr 05, 2017 12:29 PM Request document created
Comments

Related Documents

Status History 3

Open Items @
¥ Authorization Reports
D Gamboa_Mileage Encumb

View or Submit Report

ellucian.. Travel and Expense Management (Release 8.7.0.4)

Note: Once the authorization and advance have been submitted, an email is sent to the approver informing them that
the authorization is ready to be approved in Workflow (link to workflow is provided in the e-mail). The employee
traveling will receive an email once ALL the approvals have gone through.
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V. Reviewing Travel Transactions in Banner

Once the travel authorization is approved, an encumbrance equal to the travel reimbursable amount (entered in T&E) is

created in Banner.

1) To view the encumbrance posting, go to FGITRND screen in Banner, enter the FOAP used for the travel authorization,
then select Shift + Page Down.
To see the encumbrances created, under

2) To see the encumbrances created under the Document field enter the TA number

3) Under the field enter authorization number and then Ctrl/ + F11 (that will query the information requested).

B 0racle Fusion Middleware Forms Services: Open = FGITRND

File Edit Options Block |tem Record Query Tools Help

=1ofx|
ORACLE

(I"!IIE@@II%L“EGI- B R ERR SHEE RO X
COA Fiscal Year Index Fund Organization Account Program Acthity Location Period Commit Type
- 1 _C i Tj M M M
E ’F 110000 410013 730015 5300 l_
Increase {+) or
Account Organization  Program Activity Date Type Document Field Amount Decrease {-)
730013) 410013 5300 [14-2pPR-2014 [Eoto [rano0123 D Garbioa_Mieage En EN | 36075 |+— ~

o

LI A

-

¢ JTTTTIITTTTITT ) I8

N [

1]

w
@
I
o
[

4

Fress Key Dup ltern for document query forms; Count Query for encumbrance detail

Record: 111

| <0gC=
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C.

Changing Default Organization on Travel Transactions

***Note: The only time a FOAP should be changed is when the mileage reimbursement is using the Dean’s
travel budget pool.

lll. Delegate

Select the delegate tab and verify that every employee you listed on the T&E Management System Access Form is
included in the “drop down list”.

IV. Creating a New Travel Authorization

If entering a travel document for someone other than yourself, you will have to select the traveler’s name from the drop
down list. Select “Self” when entering your own travel document (default setting is “Self”).

4 clocB181/tviexp/tviexp-fl

(& Travel anglifxpense
y 4

Delegate | | Expense Manager | | Profile

ThHp v
Sign Out

Delegate Actions - st
Delegate 3 q % Refrash x
Delegate
_—
Delegate
Actas Delegate For: | self, A00138224 |~
Self, ADD138224
Marittza Adame, ADO172785
Katarina Bugariu, ADD494804
Blanca Cantu, AD00O1774
Nora Cantu, AD0527477
Alma Church, AG0001807
Calinda Gambeoa, ADOO01715
Jadinta Garda, ADO345537
Maria Garza, ADD152413
Ana Gonzalez, AD0166393
Open Items @]
elluclan. Travel and Expense Management (Release 8.7.0.4)
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1) Double click on the item that you want to change the FOAP on
2) To change the default FOAP select the General Information option on the left navigation bar
3) Click on the pencil to edit or make changes to the funding default

M|@ http://pastravidt stecloc:8181 fvlexp/tvlexp-flexindechtr O ~ & H (& Travel and Expense x | |

ol O
AR

Delegate | Expense Manager | | Profile

Authorization Report Li...

1 Authorization Report
ﬁﬁeneral Information
Iinerary

Estimated Expensss

Attachments

Comments

Related Documents

Status History

Open Items @

w Authorization Reports

D Gamboa_Mileage Encumb
D Gamboa_Mileage Encumb

PHelp -

Sign OQut

Authorization Report Actions & Open |kml Copy | X More Actions ~ ¥ Close

D Gamboa_Mileage Encumbrance_05/01/14 -05/31/14 (TA001561 - In Process)

Dalinda Gamboa (ID: A00001715)

General Information

Report Type: Travel Report Date: Apr 07, 2017 Pay Amount:

Purpose: In district mileage Relocation: No Affiliation:
Description:

Funding Default

0.00 USD

Professional suppart

ellucian.

Chart Index Fund Organization Program Activity Location
100%: s 110000 410013 6300
‘ View or Submit Report |
Travel and Expense Management (Release 8.7.0.4)
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The following screen below will appear.

1) Click the pencil in the funding default section.

A

Delegate | Expense Manager I [ﬁ}

=l O -
@ Travel and Expense x AR

Sign Qut

Authorization Repart

General Information »

Authorization Report Li... Authorization Report Actions

D Gamboa_Mileage Encumbrance_05

[ copy

(& Open i

BRIGER Edit General Information

% Mare Actions ~ % Close

/14 -05/31/14 (TAO01561 - In Process)

Itinerary
©enel || General Information &
Estimated Expenses
Ll Report Mame: s [_M\\Eaga Encumbrance_05/01/14 —05,'31,'14] Report Type: % _
Attachments Purp .
Do || Pupose: [ inasimet mioge [=]  Feporeootes
Comments intic . .
Fundi ipti Affiliation: s | Professional support |-
Related Documents [] Relocation Location
100!
Status History Funding Default 2 h 1
Chart Index Fund Organization Program Activity Location
100% s 110000 410013 6300
Open Items @
w Authorization Reports
D Gamboa_Mileage Encumb
D Gamboa_Mileage Encumb
Wiew or Submit Report
slluclan. Travel and Expense Management (Release 8.7.0.4)
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The following screen will appear.

1) Click the FOAP

2) Click to delete the current FOAP

3) After deleting the current FOAP type the new FOAP

Fund, Organization, Program — once changed make sure to confirm codes in Banner.
4) Click Add once the correct FOAP is entered
5) Click Save

6) On the following screen you will click Save and Continue

Update Selected Funding /
Percent: 100 [ /\ —‘

Chart: = P Organization: 11 sl

Fund: (110000

Account: },.,\ Location: |
Project:
'You can only edit the Percent. To edit the Funding, please delete the record and re-create.
=l
Chart Index Fund Organization Program Activity Location Project | ercent |
s 110000 410013 6300 100%
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You may now view a summary of the authorization report by selecting pages 1-4 (bottom of the page). Page 5 is blank.

1 " — (Sl
MLQ hitps// pastrav0dtsiccloc818] fdep/iviexp-flevindexhtr O = G H_@ Travel and Expense % | | e
— Frep -
Delegate Expense Manager | ‘ Profile ‘ Sign Out

Authorization Report Li... Authorization Report Actions 2 Refresh [ = [ copy [ Delete - X Close

D Gamboa_Mileage Encumbrance_05/01/14 -05/31/14 (TA001561 - In Process)

Authorization Report

General Information

Dalinda Gamboa (ID: AD0001715)

Iinerary
General Information 2
Estimated Expenses
Repart Type: Travel Repart Date: Apr 07, 2017 Pay Amount: 0.00 USD
Attachments Purpose: In district mileage Relocation: No Affiliation:  Professional support
Description:
Comments P .
User Activity History
Related Documents Initiated By: Isabel Ramirez (ID:A00138224)
Submitted by:
Status History
E-Mail Address 3
dgamboa@southtexasoollege.edu
Itinerary 3
From: May 01, 2014 9:00 AM McAllen, Texas To: May 31, 2014 12:00 PM McAllen, Texas
Attachments 3
D GAMBOA EMCUMBRANCE FORM.PDF
Comments 3
Open Items @
~ Authorization Reports
[ Gamboa_Mileage Encumb
D Gamboa_Mileage Encumb 12343

Reguest Advance Submit. Print View Related Documents.

ellucian. Travel and Expense Management (Release 8.7.0.4)
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To correct an error or to make changes to any expense, you must select the pencil icon and edit the information as
needed.

Click Submit to continue.

= = (o[ [t
m) & http://pastraviitstee ocB18L idexp/trlep-fles 2 = € || @ Travel and Expense x | | E e
PHep v
Delegate | | Expense Manager | | Profile ‘ Sign out

Authorization Report Li... Authorization Report Actions ’l’/ Refresh L. = liE] Copy ’—‘i Delete ~ X Close

D Gamboa_Mileage Encumbrance _05/01/14 - 05/31/14 (TA000180 - In Process)

Authorization Report »

General Infarmation

Dalinda Gamboa (ID: A00001715)

ttinerary Reimbursable: 360.75 USD Expand Al

Estimated Expenses Date Expense Type Pay in USD

R }  May08, 2014 Mileage 360.75 | _
Comments

Related Documents

Status History

Open Items @]

¥ Authorization Reports

D Gamboa_Milzage Encumb

[¢] 1234
Request Advance Submit Print View Related Documents
SUNGARD HIGHER EDUCATION Travel and Expense Management (Release 8.4.0.2)
Dore [T [ [ N3 cocalintranet v | ml0% v
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A pop-up message will appear with the designated TA number for the In-district Mileage report. Make sure that you
keep this information (TA number) for future reference, in case of errors or delays in processing.

Click Ok to continue.

,f,; Travel and Expense - Windows Internet Explorer
@‘\: hd |g, httpe ffpastravil.skee.loc: 8892 tviexpjtvlexp-Flex findex. html

File Edit ‘iew Favorites Tools Help

ST

j 41 X I@Securesaarch Ll I

i Favorites | o, 8] Web Sice Gallery + [ Suggested Sites -
(€ Travel and Expense | |

Zp v B - ) mm - Page v Safety - Tods - (@h-

PHep v

f Authorization request TAOO0180 has been submitted

0K

Done

T T[T T R esaintranet

av M v
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The Related Documents option on the left navigation bar will allow you to view the Mileage Reimbursement

(Authorization).

{2 Travel and Expense - Windows Internet Explorer

% = |g, hitp:/fpastraw01.stec.loc: 8892/ tvlexpitviexp-flexfindes. html

=l |§| \Z\ [@ zecue search

File Edit View Favorites Tools  Help

gl

28| |

S Favorites | /5 @ | web ice Galery - [ suggested sies -

(& Travel and Expense | |

P~ B - ) o - Page~ Safety v Tooks - @+

Delegate |  Expense Manager | | Profile Sign Out

YT

Authorization Report Li... Autharization Report Actions & Refresh i i ~ % Closz

D Gamboa_Mileage Encumbrance_05/01/14 - 05/31/14 (TAO00180 - Submitted)

General Information -

Authorization Report

Dalinda Gamboa (ID: A00001715)

Ttinerary

Document Type = R Mon-Reimbursable Report Total

- Status Status Date Reimbursable|
Authorization Report ! TAQOO180 Submitted May 08, 2014 360.75 0.00

Estimated Expenses 360.75
Attachments
Comments

Related Documents

Status History

Open Items @

 Authorization Reports

D Gamboa_Milzage Encumb,

SUNGARD' HIGHER EDUCATION

Remaining Authorized

| View or Submit Report. |

360.75)

Done

Travel and Expense Management (Release 8.4.0.2)
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The Status History will alow you to view the status of the travel voucher submitted.

Note: It is the delegates’ responsibility to monitor the status history to make sure that all items are being approved in a
timely manner.

/2 Travel and Expense - Windows Internet Explorer

S|
G@ = [&] heep:fipastravon stec loc: 8852 tvlexpfivlesp Fexjindes bl =4[] [@ secore searcn o[-
File Edit View Favorites Toaols Help

i Favortes | 53 | web Sice Gallery + [ Suggested sites +

(@ Travel and Expense | | L v B - ) e - Page v Safety - Tods~ @+
[2Hep < |
Delegate | | Expense Manager | | Profile Sign Out .
Authorization Report Li... ' Authorization Repart Actions % Refresh %] 5 = % Close
[ ot resor D Gamboa_Mileage Encumbrance_05/01/14 - 05/31/14

(TADD0O180 - Submitted) s

Authorization and Advance Report | Workflow Approvals

Dalinda Gamboa (ID: A00001715)

General Information

Itinerary : n
Authorization
Estimated Expenses

Report 1D Date

Message

TAODO1BO Submitted WMay 08, 2014 11:20 AM Autharization request TADOD180 has been submit
Attachments

TAODO180 In Process May 08, 2014 B:52 AM Request document created.
Comments

Related Documents

Status History )

Open Items @

v Authorization Reports

D Gamboa_Mileage Encumb)

View or Submit Report

SUNGARD HIGHER EDUCATION

Travel and Expense Management (Release 8.4.0.2)

[T [ ’3oclinranst RIS

Done

Note: Once the mileage reimbursment voucher has been submitted, an email is sent to the approver informing them

that the expense report is ready to be approved in Workflow (link to workflow is provided in the e-mail). The employee
will receive an email once ALL the approvals have been finalized.
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D. Expense Report (Travel Voucher)

I. Logging into Banner Travel and Expense

Please enter your A# for the username and your six-digit birthdate (ex: 112275, where 11 is the month, 22 the day, and
75 is the year). Click Sign In.

o O

K’;)@ @ nttpy/pastravdit steclocB181 vlexp/tviexp-flevindexjsp O + & || @ Travel and Expense Reporting

Sign in to Travel and Expense Reporting

Please er

User Name:

Password: | #xakrs

Sign In

Travel and Expense Management (Release 8.7.0.4)

ellucian..
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Il. Profile

Click on the profile tab and confirm that the address and the pay source are correct. If the traveler receives per diem
and mileage reimbursement payment electronically, the Pay Source should read “Direct Deposit to your Banking
Institution”. Please ensure that the traveler’s STC email address is correct, and that the immediate supervisor’s name
and A# appear in the Approver section. Make sure that the correct FOAP appears in the Funding Default section. This
should be the primary FOAP (The FOAP that pays the travelers paycheck) for transactions processed through the Travel

& Expense Management Systgm.

clocB181 /tvlexp/tviexp-f

(& Travel and Expense

Delegate || Expense Manager | | Profile

Sign Out

PHep v

et Profile Actions 2 Refresh

Profile for Dalinda Gamboa

e

Address or Direct Deposit

Vendor Address -AP: 7401 N 31st St
McAllen, TX 78504

Pay Source: Direct Deposit o
Acoount

E-Mail

CAMP: dgamboa@isouthtexasoollege.edu

Approver

ID: ADD001645

Workflow Login ID

ID: DGAMBOA

Funding Default

Chart
100%

Open Items @]

More Actions ~ &

This address must match the address on
Banner.

Name: Myriam Lopez

Index Fund Organization Program
110000 410013 6300

Activity

Location

Travel and Expense Management (Release 8.7.0.4)

Note: If the employee updates their address with Human Resources, the travel office must be notified (traveler
must send an email to traveloffice@southtexascollege.edu with his new address) because the two systems are

not linked for updates.
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II. Delegate

Click on the delegate tab and verify that every employee you listed on the T&E Management System Access Form is

included in the “drop down list”.

III. Creating an Expense Report (Travel Voucher)

If entering a travel document for someone other than yourself, you will have to select the traveler’s name from the drop

down list. Select “Self” when entering your won travel document (default setting is “Self).

@ hitp://pastravdt steclocB18L ivlerp/tlep-fledindehtml

P~ & | & Travel and Expense

Delegate | | Expense Manager | | Profile

PhHep v
Sign Out

2 Refresh

Self, A00138224 |v
Self, AD0138224

Marittza Adame, ADDI72765
Katarina Bugariu, ADCS4804
Blanca Cantu, A00D1774
Nora Cantu, AQ0527477
Alma Church, AQOO0L807
Dalinda Gambea, ADDO01715
Jadinta Garda, ADI345537
Maria Garza, ADD152413
Ana Gonzalez, AD0166393

Delegate Delegate Actions
Delegate
[
Delegate
Act as Delegate For @
Open Items @
ellucian..

Travel and Expense Management (Release 8.7.0.4)
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1) To enter an Expense Report, select the Expense Manager tab.

2) Click on Authorization Reports on the left navigation bar.

3) Select the appropriate Travel Authorization Report (TA) to complete the corresponding travel voucher for that trip.
4) Once the Travel Authorization is selected, click “Generate Expense Report” option at the bottom right hand corner of

the screen.

1

Qe

Delegate | Expense Manager | | Profile

& htp://pastraviit.steclo exp/tulexp-flex/indexhtrr 2 = & H & Travel and Expense x

Sign OQut

Authorization Report Actions w ‘B Refri 3 - %
2 Outstanding Advances P + New g Refresh (5 Open iy Copy | 3 More Actions

» Authorization Reports

Expense Reports =

N e S Displaying 4 rows.
Report Name Report 1D Report Date ¥ | Status Status Date Reimbursable Non-Reimbursable Report Total
D Gamboa_Mileage Encumb TAOO1559 apr 05, 2017 Approved Apr 06, 2017 347.75 0.00 347.75
3 D_Gamboa_Austin TX_0412 TADD1557 Apr 03, 2017 Approved Apr 06, 2017 45.00 646.31 691.31

ﬁ D Gamboa_Lake Buena Vst TADO1396 Dec 15, 2016 Approved Jan 04, 2017 118.00 1,846.21 1,964.21
D Gamboa_Ssn Marcos,TX_| TADODO13 May 29, 2013 In Process May 29, 2013 357.95 669.93 1,027.88

Open Items @]

Generate Expense Report

ellucian. Travel and Expense Management (Release 8.7.0.4)
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A pop-up message will appear summarizing the Expense Report. Make sure to verify all information before saving.

Click Save to continue.

Report Name: s [D_Gamboa_Austin TX_041217
Report Date: s [Apr 06, 2017 E
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Once the report is saved the Expense Report List will appear on the screen. Highlight the Expense Report you are
working on and make sure that the Travel Voucher (TR) status appears as “In Process”.

Double Click the highlighted report to continue.

M|@ http://pastravidt stecloc:8181 fvlexp/tvlexp-flexindechtr O ~ & H (& Travel and Expense x |

ol O
AR

Delegate | Expense Manager | | Profile

PHelp -

Sign OQut

E Report Acti w g ot .
Outstanding Advances pense Repart Actions % New e Refresh (&5 Open i Copy [ Delets
Asthorization Resrts Expense Report List for Dalinda Gamboa
Search by Report Name
Expense Reports ) L
@ Advanced Search = | -
—= - Displaying 1 row.
Report Name Report 1D Report Date ¥ | Status Status Date Reimbursable Non-Reimbursable Expense Total Advance Report Total
D_Gamboa_Austin TX_( TRO01311 Apr 06, 2017 In Process Apr 06, 2017 45.00 646.31 691.31 -36.00 655.31
D Gamboa_Mileage Enc TRO01310 Apr 08, 2017 Approved Apr 08, 2017 68.79 0.00 68.79 0.00 68.79
Open Items @
w Authorization Reports
0_Gamboa_Austin TX_0412
w Expense Reports
D Gamboa_Mileage Encumb
ellucian. Travel and Expense Management (Release 8.7.0.4)
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After selecting the correct Expense Report from the list the following screen will appear.

[]
mﬂ% hittp://pastravdt stecloc 8181 tvexp/tviexp-flexindex.htr © = G H & Travel and Expense x |

i
o e 23

Delegate | Expense Manager I [ Profile \

PHelp

Sign Out

Expense Report )
General Information
Itinerary

Expensas
Attachments
Comments

Related Documents

Status History

Open Items @
w Authorization Reports
D_Gamboa_Austin TX_0412

w Expense Reports

[O_Gamboa_ustin TX_0412
D Gamboa_Mileage Encumb

ellucian..

Expense Report e Expense Report Actions

D_Gamboa_Austin TX_ 041217 (TR001311 - In Process)

& Refresh [ =} [ copy [ Delet=

Dalinda Gamboa (ID: A00001715)

General Information

Report Type: Travel Report Date:

Purpose:  Conference Relocation:

Description:  [_Gambaa_fustin TX_041217 TACCBO

1. To acquire knowledge for new procedures for the Business Office.
2. To be able to apply any updates to the Business Cffice.

3. To implement new procedures for the Business Office,

Qutstanding Advance
36.00 USD

Advance Cleared
-36.00 USD

User Activity History

Initiated By:
Submitted by:

Isabel Ramirez (ID:A00138224)

Remittance Address

Vendor Address -AP: 7401 N 31st 5t
McAllen, TX 78504

Fay Source: Direct Deposit

E-Mail Address
dgamboa@southtexasoollege.edu
Itinerary
From: Apr 12, 2017 9:00 AM McAllen, Texas

LY PSR .

- X Clos=

Apr 06, 2017 Pay Amount: 9.00 USD
No Affiliation:

Remaining Advance
0.00 UsD

To: Apr 13, 2017 7:00 PM Austin, Texas

4] 12345 [¥

Professional support

[ E‘I:I'r\itl Print I View Related Documents.
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1) Select the Expenses option on the left navigation bar. Here you will enter incidentals expenses incurred by the
traveler which were not included in the Authorization. (Examples: parking, baggage fees, etc.) Each of these expenses
will be have to be entered separately. Each receipt must have the method of payment and the last four of the account
being used to pay.

2) Make sure the current date appears on the date field.

3) Click Type and select from the drop down list, the correct option for the expense(s) the traveler has incurred

4) Make sure an amount is entered for each expense.

5) The Paid By field must show “traveler”.

6) The Provider field must have the traveler’s A# and Full Name.

7) Click Save.

w|@ hitp:// pastravidt stecloc8181/tvlexp/tviexp-flexfindexhtr 2 ~ & H & Travel and Expense X | | i 5g 5%
PHelp
Delegate | | Expense Manager | | Profile 2 3 4 sonou
Expense Report List for... Expense Report Actions &+ New (5] Wore Actiong¥ 3 Close v Traveler
' D_Gamboa_Austin TA_041217 (TR001311 - Ir ~rocess) P e

Expense Report Pay Currency USD

I y Pay Amount  9.00

General Information

1 Add Expenses Pay By ChecffDirect Deposit
Itinerary

’ . > Date: | Apr 06, 2017 e [ Type: *{ Inddentals |- J Receipt Amount: s 5000 |[uso |+
xpenses - E—
Paid By: #| Traveler ‘ v & Provider AN0001715_Dalinda Gambod Location ‘ |

Attachments
ription:  [Baggage .
unding .
Comments Reimbursable &
Related Documents 6 Tatal: 9.00 USD
5 Advance -36.00

Status History Clly S In state - pe... 45.00

O Date Type Desription Pay in USD Pay in USD

& Apr 06, 2017 Advance Reduction to Outstanding Advance of 36.00 -36.00 -36.00 »

[ i Apros, 2018 In state - air fare 538.40 538.40 (x|

[  Apros, 2016 In state - lndaing 107.91 107.91 (3]

[ &L Apros 206 In state - per diem 45.00 45.00 (]

Non-Reimbursable  {

Total: 646.31 USD

In state - air... 538.40
In state - low.. 107.91

Open Items @

w Authorization Reports
[D_Gamboa_Austin TX_0412

w Expense Reports
0_Gamboa_Austin TX_0412
D Gamboa_Mileage Encumb

View or Submit Report

ellucian. Travel and Expense Management (Release 8.7.0.4)
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1) Select the Attachments option on the left navigation bar.
2) Click New to attach supporting documents (pdf format only) for the travel voucher (Example: registration, receipt,
hotel itemized receipt, airfare boarding passes (round trip), incidental expense receipts, etc.)

w|@ http://pastravidt stecloc8181 /tviexp/tviexp-flexfindexhtr 2 ~ & Travel and Expense X | | i 5g 5%
|7Help  ~ |
Delegate | Expense Manager | | Profile Sign Out S

Expense Report List for... Expense Report Actions % New B Refresh 5} 5 Maore Actions = % Close

Expenss Report

General Information

Dalinda Gamboa (ID: A00001715)

Itinerary
Document Mame A

Expensas

Comments

Related Documents

Status History

Open Items @

w Authorization Reports
[D_Gamboa_Austin TX_0412

w Expense Reports
0_Gamboa_Austin TX_0412
D Gamboa_Mileage Encumb

Wiew or Submit Repart

ellucian.. Travel and Expense Management (Release 8.7.0.4)

NOTE: Please do not attached the traveler’s insurance, driver license, or W9’s. Please email these documents to the
travel office prior to submitting for review or requesting an advance. The attachment file name must not contain any
special characters.
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Click Browse to select the file containing the travel documents that support the authorization report.

Note: All documents must be PDF format and not contain any special characters in the name. The file name should be
as short as possible.

m‘|@ hitps/ pastrav0dtstccloc818] fdep/iviep-flodindexhtr © + G H & Travel and Expense | | o~ e

FHelp -

ﬂe\mﬁ«gachment o

Attachment: |D Gamboa_Austin, TX_041217_TV.pdf | | Browse

Cancel Attach

ellucian
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Attachment will appear in the center part of the screen. Double click on the document to verify it is a clear image and
make sure it is scanned upright. (Note: may take a couple minutes to open up document, depending on the size of
document)

Click View or Submit to proceed.

w|@ http://pastravi4t stec.loc:8181/tviexp/tvlexp-flexindexhtr 2 + & H (& Travel and Expense x | | {n} 57 9%

Delegate | Expense Manager | | Profile Sign Out

Expense Report List for... Expense Report Actions # New B Refresh (55 Open [ X Deletz  More Actions ~ ¥ Close

D_Gamboa_Austin TX_ 041217 (TR001311 - In Process)

Expenss Report

General Information

Dalinda Gamboa (ID: A00001715)

Itinerary . =
= A

Expenses D GAMBOA_AUSTIN,TX_041217_TV.PDF

Attachments »

Comments

Related Documents

Status History

Open Items @

w Authorization Reports
D_Gamboa_ustin TX_0412

w Expense Reports
O_Gamboa_Austin TX_0412
D Gamboa_Mileage Encumb

| Wiew or Submit Repart |

ellucian. Travel and Expense Management (Release 8.7.0.4)
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You may now view a summary of the travel voucher report by selecting pages 1-4 (bottom of the page).

Click Submit to continue.

' —— o= | P
m|e http://pastravi4t stec.loc:8181/tviexp/tvlexp-flexindexhtr 2 + & H (@ Travel and Expense x | | it g 5%
S PHelp ¥
Delegate | Expense Manager | ‘ Profile ‘ Sign Out

Expense Report List fo Expensz Report Actions ‘& Refresh & = [ copy [ Deletz - % Close

D_Gamboa_Austin TX_ 041217 (TR001311 - In Process)

Expense Report )

General Information

Dalinda Gamboa (ID: A00001715)

Ttinerary .
General Information g

Expenses

Report Type: Travel Report Date: Apr 06, 2017 Pay Amount: 59.00 USD
ttschments Purpose: Conference Relocation: Mo Affiliation:  Professional support

Description:  D_Gamboa_Austin TX_041217 TACCEO

1. To acquire knowledge for new procedures for the Business Office.

Comments

2. To be able to apply any updates to the Business Office.

3. To implement new procedures for the Business Office.

Related Documents

Qutstanding Advance Advance Cleared Remaining Advance

Status History 36.00 USD -36.00 USD 0.00 USD

User Activity History

Initiated By: Isabel Ramirez (ID:AQ0138224)
Submitted by:

Remittance Address @)
Vendor Address -AP: 7401 N 31st St
McAllen, TX 78504

Pay Source: Direct Deposit
E-Mail Address ]
dgamboa@southtexasoollege.edu LJ
Itinerary ]
Open Ite
pen, ftams B From: Apr 12, 2017 9:00 AM McAllen, Texas To: Apr 13, 2017 7:00 PM Austin, Texas
w Authorization Reports L]
D_Gambea_Austin TX_0412 Ao b ot S
12345
w Expense Reports
D_Gambaa_Austin TX_0412 oy |
amhen_fusn T Submit | | Print | | View Related Documents
D Gamboa_Mileage Encumb
ellucian Travel and Expense Management (Release 8.7.0.4)
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To correct an error or to make changes to any expense, you must select the pencil icon and edit the information as

needed.
v — o
m\@ http://pastravddt stecloc8181 fivlexp/tviexp-flevindecht O = & H_@ Travel and Expense x ‘ | o v 563
e -

Delegate = Expense Manager | | Profile ‘

Sign OQut

Expense Report List for... Expense Report Actions 2 Refresh i (=] [5 copy [ Delete + X Close

D_Gamboa_Austin TX_041217 (TR001311 - In Process)

Expense Report )

General Information

Dalinda Gamboa (ID: A00001715)

Itil "
nerE A Reimbursable: 59.00 USD
Expenses Date Expense Type
Atchments » Apr 03, 2016 In state - per diem
» Apr 06, 2017 Incidentals
Comments
» Apr 06, 2017 Advance

Related Documents

Status History

Open Items @]

w Authorization Reports
D_Gamboa_Austin TX_0412.

Expand All

Pay in USD
45.00 [
50.00 [

-36.00 [

w Expenss Reports 1231445
D_Gambea_Austin TX_0412 T (e (—
i ew Documents
D Gamboa_Mileage Encumb,
ellucian.. Travel and Expense Management (Release 8.7.0.4)
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A pop-up message will appear allowing you to confirm the final Expense Report (Travel Voucher) for the trip. Selecting
“yes” will close out the travel authorization/expense report and no more changes will be allowed.

Is this your final Expensa Report for this Authorization?
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A pop-up message will appear with the designated TR (travel voucher) number for the expense report. Make sure that
you keep this information for future reference, in case of errors or delays in processing.

Click Ok to continue.

Reimbursement request TRO01311 has been submitted.
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The Related Documents option on the left navigation bar will allow you to view the Expense Report (travel voucher), the
travel advance, and the travel authorization associated with that expense report.

N — e E=Jlafl x|
MLQ hitp://pastravidt stec.loc8181 /tvlexp/tviexp-flexfindexhtr O ~ & H_@ Travel and Expense x | | i v i
File Edit View Favorites Tools Help
PHelp

Delegate | Expense Manager I [ Profile \

Sign Out

Expense Report List for...

Expenss Report
General Information

Itinerary

Expense Report Actions

- X Clos=

D_Gamboa_Austin TX_041217 (TR001311 - Ready To Pay)

Dalinda Gamboa (ID: A00001715)

@ Exceeds Autbam

Advance Activity: Status: 0.00 Reconciled as of Apr 06, 2017
Expenses Document Type | Report ID Status Status Date Estimated Pay Date Advance Amount| Qutstanding Amount|
Advance TVO01141 Paid Apr 08, 2017 36,00 36,00
Attachments
Expense Report TRO01311 Ready To Pay Apr 08, 2017 -36.00 0.00,
Comments
Related Documents )
Status History
Expense Activity:
Document Type ‘ Repart ID Status Status Date Reimbursable;| Non-Reimbursable,| Report Total Remaining Autharized
Authorization Report TADO1557 Approved Apr 06, 2017 45.00 646.31 691.31 68131
Expensz Report TROOL311 Ready To Pay Apr 08, 2017 95.00 646,31 74131 -50.00
Open Items @
 Expense Reports
0_Gamboa_Austin TX_0412
Wiew or Submit Report
ellucian.. Travel and Expense Management (Release 8.7.0.4)
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The Status History will allow you to view the status of the Expense Report (travel voucher).

Note: It is the delegates’ responsibility to make sure that all the approvals are done in a timely manner.

w|@ http://pastravidt stec.loc:8181 /tvlexp/tviexp-flewindexhtr 2 ~ & H (& Travel and Expense x | | it g 5%
|7Help  ~ |
Delegate | Expense Manager | | Profile

Sign Out

Expense Report List for... Expense Report Actions 2 Refresh 5] - % Close

Eumenee Report [ 217 (TR001311 - Ready To Pay

Expense Report | Workflow &pprovals
General Information

Dalinda Gamboa (ID: A00001715)

Ttinerary

Expense
Expenses Report 1D Status Date Message
TROO1311 Ready To Pay Apr 06, 2017 4:58 PM Invoice TRO01311 was created and posted.
Attachments
TROO1311 Approved Apr 06, 2017 4:45 PM Approved
Comments TROO1311 Submitt=d Apr 06, 2017 4:40 PM Reimbursement request TRO01311 has been submitt=d
TROO1311 In Process Apr 06, 2017 4:25 PM Request document created.
Related Documents

Status History

Open Items @

w Expense Reports
D_Gamboa_ustin TX_0412

Wiew or Submit Repart

ellucian. Travel and Expense Management (Release 8.7.0.4)

Note: Once the travel voucher has been submitted, an email is sent to the approver informing them that the expense
report is ready to be approved in Workflow (link to workflow is provided in the e-mail). The employee traveling will
receive an email once ALL the approvals have been finalized.

Page 68 of 88
Revised 10/12/17



IV. Reviewing Travel Transactions in Banner

Once the travel voucher is approved, the encumbrance will liquidate and the reimbursement amount entered in (T&E) is

posted in Banner as an expense.

1) To view the travel voucher transaction, go to FGITRND screen in Banner, enter the “Organization”, the Fund and

Program fields will default, then select Shift + Page Down.

2) Enter the TR # in the Document Field and then Ctr/ + F11 (that will query the information requested).

gﬂracle Fusion Middleware Forms Services: Dpen > FGITRND

Eile Edit Options Block [tern Becord Query Tools Help

=10l
ORACLE

(

B ECRBEEBE w7

78 Detail Tr ity FGITRMD 8.4.0.3

FIEYEIEEIEEEIRE

-

g JLLTTITTTTTTT 1B

COA  FiscalYear  Index Fun fization  ACCOU i Location  Period Commit Type
S Al . -

k] e W @103 | |seu [ ] [gan

— —
Increase {+) or

Account Organization  Program Activity Date Type Document Field Amount Decrease {-}
730005} 410013 E300 [ra-spr-2014 [ [rronmoes [zambos, Dalinds WD 4500 |+— B
[r3o00s [+100m13 [6300 [re-npr-2014 73] [rRoo00ss [cambos, Dalinds 4500 [

frao0z0 10013 lpac0 [r-apr-2014  [rew [rRunooss [oambos, Dainds 1350 [+

N[ [ (5

o
n
=1

4

Fress Key Dup Itemn for document query forms,; Count Query for encumbrance detail
Recard: 1/3 (. o | | z08C>
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E. Expense Report (Mileage Reimbursement Voucher)

I. Logging into Banner Travel and Expense

Please enter your A# for the username and your six-digit birthdate (ex: 112275, where 11 is the month, 22 the day, and
75 is the year). Click Sign In.

o
({i:)@ @ http://pastravddt steclocB181 /tvlexp/tviexp-flex/indexjsp O ~ & 1| @ Travel and Expense Reporting ~
Travel a pense Management (Release 8

ellucian..

Page 70 of 88
Revised 10/12/17



II. Delegate

Select the delegate tab and verify that every employee you listed on the T&E Management System Access Form is
included in the “drop down list”.

III. Creating an Expense Report (Mileage Reimbursement Voucher)

If entering a travel document for someone other than yourself, you will have to select the traveler’s name form the drop
down list. Select “Self” when entering your own travel document (default setting is “Self”).

cIoc:8181/tvlexp/tvlexp-flex/ind P = & | @ Travel and Expense
ThHp v
Delegate | | Expense Manager | | Profile S
Delegate Actions a J
Delegate 3 q ¥ Refresh Il X
Delegate

| —

Delegate

Actas Delegate For: | self, A00138224 |
Self, AD0138224 =]
Marittza Adame, ADD172785
Katarina Bugariu, AOM494804
Blanca Cantu, ADDDD1774
Nora Cantu, AQ0527477
Alma Church, AQ0001807
Dalinda Gambea, ADDOD1715
Jadinta Gardia, AOO345537
Maria Garza, ADD152413
Ana Gonzalez, AD0166393

Open Items @]
ellucian. Travel and Expense Management (Release 8.7.0.4)

****please see Alert Notice in your reference page 84.
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2

q Authorization Reports % Authorization Report List for Dalinda Gamboa

3

ﬁ D Gamboa_Lake Buena Vst TAOD1396 Dec 15, 2016 Approved Jan 04, 2017 118.00 1,846.21 1,964.21
D Gamboa_San Marcos,TX_! TAOODOL3 May 29, 2013 In Frocess May 29, 2013 357.95 669.93 1,027.88

1) To enter a Mileage Reimbursement (travel voucher), select the Expense Manager tab.
2) Click on Authorization Reports on the left navigation bar.
3) Highlight the appropriate Mileage Encumbrance Authorization (TA) in order to complete the reimbursement

request.
4) Once the Mileage Encumbrance is selected, click the “Generate Expense Report” option at the bottom right hand

corner of the screen.

1

w'é MttP:""Iiavrstc.:.\cpc:8181J’t:\flexp-ft'.'\exp-ﬂex-’lm:lamhtr’r o~a H & Travel and Expense x | | {n} 57 %%

Sign Out

Delegate | Expense Manager | | Profile

Authorization Report Actions W g -
COutstanding Advances Bl & New ' Refresh (&5 Open i Copy | 3 Maore Actions * %

Search by Report Name

Expense Reports =
Q Advanced Search ¥ |

| A OVANCed Searen v | Displaying 4 rows,

Repart Name Report 1D Repaort Date ¥ | Status Status Date Reimbursable Non-Reimbursable Report Total

D Gamboa_Milsage Encumb  TAO01559 Apr 05, 2017 Approved Apr 06, 2017 347.75 0.00 347.75

D_Gamboa_Austin T¥_0412 TA0OD1557 Apr 03, 2017 Approved Apr 06, 2017 45.00 646.31 691.31

Open Items @
w Authorization Reports
D_Gamboa_Austin TX_0412

Generate Expense Report

ellucian. Travel and Expense Management (Release 8.7.0.4)
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A pop-up message will appear summarizing the Expense Report. Change the dates on the report name to match the

dates of travel being requested.

Make sure to verify all information before saving.

Click Save to continue.

mk@ hitp// pastrav0dtsiccloc818] fdexp/iviexp-flevindexhtr O = G H  Travel snd Expense

ellucian

Report Name:

Report Date
Affiliation:

Pay Currency
Pay By:

USD to USD Rate:

#|D Gamboa_Mileage Encumbrance_010617-051617
[ pr 08, 2017 225
#| Professional support -
#| USD (United State |

Chede/Direct Depc | »

Cancel Save
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Once the report is saved, the Expense Report List will appear on the screen. Highlight the Expense Report you are
working on and make sure that the Travel Voucher (TR) status appears as “In Process”.

Double Click the h

ighlighted report to continue.

m|@ hitp://pastravidt stec.l

oc8181 /tvlexp/tvlexp-fleyindechtr © v ¢ H  Travel snd Expense x | |

TS
o e 893

Delegate | Expense Manager

Profile

P Help v

Sign Out

Outstanding Advances
Authorization Reports

Expense Reports )

Open Items @
w Authorization Reports
0_Gamboa_Austin TX_0412

@ Advanced Search ~ |

Expense Report Actions # New @ Refresh [ Open [

Expense Report List for Dalinda Gamboa

Copy [ 5 Delete - X

Displaying 1 row.

ellucian.

Report Name Report ID Report Date Status Status Date Reimbursable Non-Reimbursable Expense Total Advance Report Total
D Gamboa_Mileage Enc  TRO01310 Apr 06, 2017 In Process Apr 0§, 2017 347.75 0.00 347.75 0.00 347.75
Travel and Expense Management (Release 8.7.0.4)
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After selecting the correct Expense Report from the list, the following screen will appear.

» — oo | 0 |
mL@ http://pastravi4t stec.loc:8181/tviexp/tvlexp-flexindexhtr 2 + & H (@ Travel and Expense x | | it g 5%
S PHelp ¥
Delegate | Expense Manager I [ Profile \ Sign Out

Expense Report List for... Expense Report Actions R Refresh (5 5] [ copy [ Delet= - % Clos=

D Gamboa_Mileage Encumbrance_010617-051617 (TR001310 - In Process)

Expense Report )

General Information

Dalinda Gamboa (ID: A00001715)

Itinerary
General Information |
Expenses
Report Type: Travel Report Date: Apr 0, 2017 Pay Amount: 347.75 USD
Attachments Purpose: In district mileage Relocation: No Affiliation:  Professional support
Description:
Comments - .
User Activity History
Related Documents Initiated By: Isabel Ramirez (ID:AD0138224)
Submitted by:
Status History
Remittance Address ]

Vendor Address -AP: 7401 N 31st St
McAllen, TX 78504
Pay Source: Direct Deposit

E-Mail Address 3

dgamboa@southtexascollege.edu

Itinerary 3
From: Jan 06, 2017 5:00 AM McAllen, Texas To: May 16, 2017 1:00 PM McAllen, Texas
Attachments rl

—— =] Comments [
w Authorization Reports

D_Gamboa_Austin TX_0412,
w Expense Reports 123435

D Gamboa_Mileage Encumb, [—Subm'tl _mm] Ii‘r -,

i lew Documents
ellucian.. Travel and Expense Management (Release 8.7.0.4)
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1) Select the Expenses option on the left navigation bar.

2) Highlight the encumbrance from the middle section and double click.
3) The Paid By field must show “Traveler”.

4) Change the units to the number of miles traveled by employee.

5) Click Save.

| Al

|ZHep v |

m|@ hitp://pastravddt.stee.loc181 /tvlexp/tvlexp-flexindexht O = & H @ Travel snd Expense x

Delegate Expense Manager Profile Sign Out

Expense Report List for... Expense Report Actions & New 5 Copy | 5 WMare Actions * X Close 3 - .n,mlﬂ

D Gamboa_Mileage Encumbrance_010617-051617 (TR001310 _.in Process) _

Expensa Report

General Information Pay Amount  347.75

Update Selected Expense Pay By  Check/Direct Deposit
1 Itinerary
Date: s [Jan 08, 2017 [t @ e ’*{ Mileage |.J Recelpt Ameunt: s [
Expenses ) e —
H - . i B - - .
UnitRate: | Mileage - College- Rate Per Unit: 0.5350 | v ] PaidBy: | Traveler | v | unis: ¥ Summary By Type
Attachments
Description: Total: 347.75 USD
Funding .
Comments Reimbursable &
Related Documents Total: 347.75 USD
o = Mileage 34775
Status History =2h = 5
O Date Type Desription Pay in USD Pay in USD
| X  Janos, 2017 Mileage 347.75 347.75 [x] 4

Open Items @
w Authorization Reports

0_Gamboa_Austin TX_0412
w Expense Reports

D Gamboa_Mileage Encumb; -
. View or Submit Report |

ellucian. Travel and Expense Management (Release 8.7.0.4)

Page 76 of 88
Revised 10/12/17



1) Click on the Attachments option on the left navigation bar.

2) Click New to attach supporting documents (pdf format only) for the travel voucher (mileage log, standard mileage
method form (if applicable), map with directions of actual route taken, course schedule (if applicable), etc.)

***The course schedule must have the location and must be from Jagnet or Banner. The Travel office does not accept
schedules that are in an excel format or do not have a location.

wh’@ hitpi//pastiavidt stecdocB18L tvexp/tvlexp-flexiindexhtrrffP + @ || @ Travel snd Expense x | A
y &
PHelp v
Delegate Expense Manager Profile Sign Out

Expense Report List for... Expense Report Actions 4 New & Refresh i WMare Actions * X Close

D Gamboa_Mileage Encumbrance_010617-051617 (TR001310 - In Process)

[

Expense Repart

General Information

Dalinda Gamboa (ID: A00001715)

Iinerary

1 Erpences

*ﬁa(hmerﬂs >

Comments

Document Name A

Related Documents

Status History

Open Items @
w Authorization Reports

O_Gamboa_Austin TX_0412
w Expense Reports

D Gamboa_Mileage Encumb
Vigw or Submit Report

ellucian.. Travel and Expense Management (Release 8.7.0.4)

NOTE: Please do not attached the traveler’s insurance, driver license, or W9’s. Please email these documents to the
travel office email at traveloffice@southtexascollege.edu prior to submitting for review or requesting an advance. The
attachment file name must not contain any special characters and must be kept to a minimum.
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mailto:traveloffice@southtexascollege.edu

Click Browse to select the file containing the supporting documents (receipts) for the Expense Report (mileage
reimbursement).

All documents must be PDF format.

New Attachment

Attachment: [u Gamboa_Travel th:hsrf[]ll)ﬁﬂ-[ﬁlﬁl?.pdf] | rowse |
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Attachment will appear in the center part of the screen. Double click on the document to verify it is a clear image and
make sure that it is scanned upright. (Note: It may take a couple minutes to open up the document, depending on the
size of document).

Click View or Submit to proceed.

| &7 @

FHelp ~

m|@ hitp://pastravddt.stee.Joc181/tvlexp/tvlexp-flexindecht O = & H (@ Travel snd Expense x

Delegate Expense Manager Profile Sign Out

Expense Report List for... Expense Report Actions 4 New & Refresh (5 Open [ % Delete  More Actions = X Close

D Gamboa_Mileage Encumbrance_010617-051617 (TR001310 - In Process)

Expense Repart

General Information

Dalinda Gamboa (ID: A00001715)

Iinerary

Expensas D GAMBOA_TRAVEL WOUCHER_010617-051617.FDF

Attachments %
Comments
Related Documents

Status History

Open Items @
w Authorization Reports

O_Gamboa_Austin TX_0412
w Expense Reports

D Gamboa_Mileage Encumb § ]
| View or Submt Report |

ellucian. Travel and Expense Management (Release 8.7.0.4)
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You may now view a summary of the travel voucher report by selecting pages 1-4 (bottom of the page).

' —— o | o7
M|e hittp://pastravdt stecloc 8181 /tviexp/tulexp-flewindex.htr © v & H @ Travel and Expense x | | o 77

S PHelp ¥
Delegate | Expense Manager | ‘ Profile ‘ Sign Out

Expense Report List for... Expense Report Actions % Refresh (i 5] [5 copy [ Delete - % Close

D Gamboa_Mileage Encumbrance_010617-051617 (TR001310 - In Process)

Expense Report )

General Information

Dalinda Gamboa (ID: A00001715)

Ttinerary
General Information @
Expenses
Report Type: Travel Report Date: Apr 0, 2017 Pay Amount: 68.70 USD
Attachments Purpose: In district mileage Relocation: No Affiliation:  Professional support
Description:
Comments - .
User Activity History
Related Documents Initiated By: Isabel Ramirez (ID:AD0138224)
Submitted by:
Status History
Remittance Address &

Vendor Address -AP: 7401 N 31st St
McAllen, TX 78504
Pay Source: Direct Deposit

E-Mail Address 3

dgamboa@southtexascollege.edu

Itinerary &
From: Jan 06, 2017 5:00 AM McAllen, Texas To: May 16, 2017 1:00 PM McAllen, Texas

Attachments ]

D GAMBOA TRAVEL YOUCHER 010617-051617.POF
Open Items

(=] Comments ]
w Authorization Reports
D_Gambea_Austin TX_0412
12 3 45

w Expense Reports | ... 4li3ds

D Gamboa_Mileage Encumb M|
amboa_Mileage Encuml Submit. Print View Related Documents

ellucian. Travel and Expense Management (Release 8.7.0.4)

¥
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A pop-up message will appear allowing you to confirm the Final Expense Report (Travel Voucher) for the mileage
encumbrance.

If the amount of the mileage reimbusement equals the encumbrance amount, select “Yes”, this will close out the
encumbrance.

If the amount of the mileage reimbursement is less than the encumbrance amount select “No”, to keep the
encumbrance open for future reimbursements.

=) = 2
e@ @ http:/pastravidt steclocB81/tviexp/tviexp-flew/indexhtr O + & | @ Travel and Expense o 53
FHelp ¥

2 Confirm Final

Is this your final Expenss Report for this Authorization?

No Yes
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A pop-up message will appear with the assigned TR number for the expense report. Make sure that you keep this
information (TR number) for future reference, in case there’s delays or errors in processing.

Click OK to continue.

e@ @ bitpy/jpastiauitsteclocB1EL tulexp/tlexp-lexindexhin D » G |[ @ Travel and Expense

< Reimbursement request TRO01310 has been submitted

OK

Page 82 of 88
Revised 10/12/17



The Related Documents option on the left navigation bar will allow you to view the Expense Report (mileage

reimbursement report) and the remaining balance on the encumbrance.

]
w|_@ http://pastravidt stecloc:8181 fvlexp/tulexp-flex/indechtr O = ¢ H_@ Travel and Expense x | |

TS
o e 893

Delegate = Expense Manager | ‘ Profile ‘

Sign Out

P Help v

Expense Report List for...

Expensa Report

General Information

Expense Report Actions 2 Refresh 1 [ & -2 Close

D Gamboa_Mileage Encumbrance_010617-051617 (TR001310 - Submitted)

Dalinda Gamboa (ID: AD0001715)

Itinerary
Document Type m ‘ Status Status Dete Reimbursable] Non-Reimbursable] Report 'rma\‘ Remeining Aulgaseeg
Expenses Authorization Report TADO1559 Approved Apr 06, 2017 34775 0.00 4775 47.75
Expense Report TROOL310 Submitted Apr 06, 2017 £6.79 0.00 £8.79 278.96
Attachments
/
Comments
Related Documents »
Status History
Open Items @
+ Authorization Reports
0_Gamboa_Austin TX_0412
w Expense Reports
D Gamboa_Mileage Encumb o]
e Hileags Eneu View or Submit Report
elluclan. Travel and Expense Management (Release 8.7.0.4)
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The Status History will alow you to view the status of the travel voucher submitted.

Note: It is the delegates’ responsibility to make sure all items are approved in a timely manner.

w|@ http://pastravi4t stec.loc:8181/tviexp/tvlexp-flexindexhtr 2 + & H (& Travel and Expense x | | it g 5%
e v |
Delegate | Expense Manager | | Profile Sign Out .
Expense Report List for... Expense Report Actions 2 Refresh 5] 5 - % Close

D Gamboa_Mileage Encumbrance_0 617 (TROO1 Submitted)

Expensz Report

Expense Report | Workflow &pprovals
Dalinda Gamboa (ID: A00001715)

General Information

Ttinerary

Expense
Expenses Report 1D Status Date Message

TROO1310 Submitt=d Apr 06, 2017 3:48 PM Reimbursement request TRO01310 has been submitt=d
Attachments

TROD1310 In Process Apr 06, 2017 3:34 PM Request document created.
Comments

Related Documents

Status History

Open Items @

w Authorization Reports
D_Gamboa_ustin TX_0412
w Expense Reports
D Gamboa_Mileage Encumb

Wiew or Submit Repart

ellucian. Travel and Expense Management (Release 8.7.0.4)

Once the mileage reimbursment voucher has been submitted, an email is sent to the approver informing them that the

expense report is ready to be approved in Workflow (link to workflow is provided in the e-mail). The employee will
receive an email once ALL the approvals have been finalized.
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Iv. Reviewing Travel Transactions in Banner

Once the mileage voucher is approved, the encumbrance will liquidate and the reimbursement amount entered in (T&E)

is posted in Banner as an expense.

1) To view the mileage voucher transaction, go to FGITRND screen in Banner, enter the FOAP used for the mileage
authorization, then select Shift + Page Down.
2) Enter the TR # in the Document Field and then Ctr/ + F11 (that will query the information requested).

gﬂracle Fusion Middleware Forms Services: Dpen > FGITRND

Eile Edit Options Block [tern Becord Query Tools Help

=10l
ORACLE

on

(@nE BAAEE & WIE

) 8403

B B R E

COA  FiscalYear  Index Organization  Account Activity Location  Period Commit Type
N N Pt N N R i N N
3 he | 10000 @103 [r30015 y [ ] Bioth
Increase {+) or
Account Organization  Program Activity Date Type Document Field Amount Decrease {-}
7300 5} 410013 E300 [ra-spr-2014 [ [rronaoe7 [zambos, Dalinds ’W | 7136 |— B
[raoms [+100m13 [6300 [re-npr-2014 73] [rRoo00s7 [cambos, Dalinds D [ 7136 [+
| | | | | | | [ [
| | | | | | [ ] [
| | | | | " =l B
| | | | | | [ 4 [ 1] [
| | | | | | | [ [
| | | | | | | [ ] [
| | | | | | | [ [
| | | | | | | [ ] [
| | | | | | | [ [
| | | | | | | [ 1] [
| | | | | | | [ [
| | | | | | | [ ] [
| | | | | | | [ [
| | | | | | | [ ] [
| | | | | | | [ 0 K
. emst | »
Total: | 0.00

Fress Key Dup [tem for document query forms; Count Query far encumbrance detail

Record: 1/2

| z08C>
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SOUTH TEXAS

COLLEGE

Business Office

Building N

P.O. Box 9701

McAllen, TX 78501-9500
Phone: (956) 872-4646
Fax: (956) 872-4647

Mayriam Lopez, MBA
Comptroller

Phone: (956) 872-4646

Fax: (956) 872-4647
myriaml@southtexascollege.edu

Business Office

“Count on Satisfaction”

Alert Notice

Number: 2017-27

Issued:

January 24, 2017

Mileage Reimbursement Best Practices

Financial Managers and Supervisors should plan for the in-district
mileage expense and ensure that authorized faculty and staff complete
the necessary documentation as recommended below:

1.

Complete and submit the Employee In-District Mileage
Reimbursement and Authorization Form {BO-6200) at the
heginning of the fiscal year (staff) or the beginning of each
semester (faculty].

Complete and submit the Travel Voucher Form {BO-0500),
Mileage Log Form (BO-0400), Standard Mileage Method Form
{BO-6800), if applicable, and supporting documents on a
manthly basis, to ensure prompt reimbursement and
compliance with IRS guidelines.

Include the business purpose, clearly and specifically
identifying the reason for the miles reported on the mileage
log.

Ensure that all forms are complete, accurate and meet Travel
Office deadlines, including year-end deadlines, to avoid delays
in processing payment and to record amounts in the
appropriate fiscal year.

Make sure a copy of your current driver’s license and proof of
insurance covering the travel period is on file with the
Business Office.

It is the Financial Manager’s responsibility to verify emplovees are eligible
to travel.

If there are any questions, please call Vanessa Limon (X4618) or Brenda

Aleman (X4656) in the Travel Department.
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Workflow approval sequence for Online Travel and Expense Items

In state trips and mileage reimbursements will flow as follows:

o O O O

Delegate submits item

Goes to Supervisor for Approval

Goes to Travel Office for Review

Goes to Financial Manager for approval

****|f the supervisor is also the financial manager then he/she will only approve at the supervisor level and

will flow as follows:

©)
©)
@)

Delegate submits item

Goes to Supervisor for Approval

Goes to Travel Office for Review (once approved by travel it will feed to finance as ready for
payment)

Out of State trips

O O O O O O

Delegate submits item

Goes to Supervisor for Approval

Goes to Travel Office for Review

Goes to Financial Manager for approval
Goes to Dean (if applicable)

Goes to Vice President for Approval

****|If the supervisor is also the financial manager then he/she will only approve at the supervisor level and

will flow as follows:

o O O O ©O

Delegate submits item

Goes to Supervisor for Approval
Goes to Travel Office for Review
Goes to Dean (if applicable)

Goes to Vice President for approval

**%*If an item is returned for correction it goes back to the delegate and after it is corrected and
resubmitted the approvals begin all over again.
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