
Financial Tasks:  Web Travel Entry Instructions 

Logging In 
 
To begin login to the University of Idaho Vandal Web applications, please login to 
VandalWeb and go to "Financial Tasks: Travel Web" on the Employee tab. 
 
Create a Trip 
 
Each travel requires the creation of the Trip.  The purpose is to ensure proper travel 
approval authorization is on record.  Secondly, it allows all travel related to the trip to be 
tied together on one trip id.  
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CLICK on Create New Trip 
Here you will enter in the detail of the 
trip. 
 

o Trip Title - Enter Dates & 
Purpose – it will display on the 
check Stub and Direct Deposit 
notifications 

o Enter Destination 
o Select Department 
o Select Perdiem Type 
o Depart & Return Times (Follow 

formats for date and times, if 
Departure or Return time is 
omitted time will default to 
12:00 AM) 

o OPTIONAL – enter the 
estimated amount and budget 
responsible 

o Indicate whether there will be 
Entertainment or Alcohol 
expenses claimed on the trip and 
the purpose, who will attend and 
the agenda 

o Traveler ID - Traveler ID can be 
Vandal Number (V#) or Social 
Security Number (SSN#) or 
BANNER ID. 

CLICK on Create Trip when finished 
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Your screen will now add all information.  If any 
errors occurred you will not be allowed to move 
forward. 
 
·  CLICK on Trip Comments. 

o Enter complete details for the purpose 
of the trip.   

·  CLICK Save Comments. 
·  CLICK Request Trip Authorization 
·  SELECT  the Traveler from the drop down list 
·  ENTER e-approvers Username or Vandal 

number 
·  CLICK  Submit 
·  An Electronic email will be distributed to the 

Traveler, once the traveler has approved the 
Trip Request, an email will be forwarded to 
the listed e-approvers in the order listed on the 
Trip Setup. 



Financial Tasks:  Web Travel Entry Instructions 

 
 2 

Create a Purchasing Card Claim 
 
When a traveler uses the University’s US Bank Purchasing Card to purchase travel, it is 
placed on their Purchasing Card Ledger Account until this claim is received.  
 
First, identify the Trip Id associated with the Trip.  Once you have selected the correct 
Trip, click Create Claim at the bottom of the Trip Summary screen.   
 

 
 
 

 
 
 
 

·  On left side Menu select Claim Expenses 
o Select the correct expense type 
o Enter the dollar amount  
o Enter the Purchasing Card 

Cardholder Name  
(Use V#, SSN, or BANNER ID) 

o Enter description (Name of 
Vendor, Destination, Dates) 

o When all Pcard expenses are 
listed, CLICK Save Changes 
 

o Select the Specific Trip 
o Select the Traveler 
o Select Purchasing 

Card Claim 
o CLICK Save 
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You will be forwarded to the Budget Information Screen.  From this screen, you can edit 
your budget information by splitting dollar amounts up to 5 times, being sure that the 
Expense Amount and the Description Amount remains in balance.   
 
The example shows that for the airfare a second budget was listed and the amounts 
redistributed.   
·  Once all distributions are complete, CLICK on Save 
·  To return to the Claim Summary Page and continue with the claim CLICK on the P#  
 
 
 

·  On left side menu select Add 
Budget 
o Enter in the Index field 

and Activity code if 
applicable 

o CLICK Add Budget   
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IMAGE UPLOAD PROCESS 
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Attaching the receipt Images  
 

o Select the gold 
“ Attach Image” link 
(you will receive the 
upload screen.)�

 

·  Click the BROWSE button to 
locate the receipt image.   

·  Highlight  the pdf or tif 
formatted file and press OPEN. 

·  Press the UPLOAD button to 
attach the image to the claim 
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ELECTRONIC SIGNATURES 
 

 
 
 
 
 
 
 

·  The attached image will be 
displayed on the Claim 
Summary.  You can view the 
document or delete the 
document if necessary from 
this point. 

·  CLICK on Submit Claim to 
direct it to the electronic 
signature processes 

Your screen will now add all information.  If any 
errors occurred you will not be allowed to move 
forward. 
 
·  SELECT  the Traveler from the drop down list 
·  ENTER e-approvers Username or Vandal 

number 
·  CLICK  Submit 

 
o An Electronic email will be distributed to the 

Traveler, once the traveler has approved the 
Trip Request, an email will be forwarded to 
the listed e-approvers in the order listed on the 
Trip Setup. 

o After the electronic signatures are completed, 
the form will be forwarded electronically to 
Accounts Payable to be processed. 
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Create Travel Reimbursement 

When a traveler has used personal funds for a trip or has received an advance, which 
must be claimed, a Travel Reimbursement Form must be completed. 
 
First identify the Trip Id associated with the Trip, once you have selected the correct 
Trip, Click Create Claim at the bottom of the Trip Summary screen.   
 

o Select the Specific Trip 
o Select Traveler 
o Select Travel Reimbursement Claim 
o CLICK Save 

 
·  On left side Menu select Claim Expenses 

o Select the correct expense type 
o Enter the dollar amount  
o Enter description (Destination, Dates) 

For Per Diem you can use the Add Per Diem button, it can be changed as needed by 
department. 
 
When all reimbursable expenses are listed, CLICK Save Changes 
 
·  On left side menu select Add Budget 

o Enter in the Index field and Activity code if applicable 
o CLICK Add Budget   

 

 

The Budget Information Screen 
allows you to edit your budget 
information by dollar amounts.  Please 
be sure that the Expense Amounts and 
the Budget Amounts are in Balance.   
 
·  Once all distributions are complete 

CLICK on Save 
·  To submit the Claim CLICK on 

the C#  
·  To Complete: Return to page 4 in 

the instructions on Imaging 
Return to page 5 in the instructions 
on Electronic signatures. 
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Create Non Travel Purchase Card Expense Form 

When a cardholder’s purchasing card has been used for non UI employee Travel or there 
is a merchant code mismatch, the items are posted to the Cardholders Travel Accounts 
Receivable account.  To remove these expenditures a Non Travel Purchase Card 
Expense Form must be completed. 
If creating a Non Travel Purchasing Card form, select from the Web Form Menu the 
Purchasing Card Menu selection. 
 
After selecting, you should receive: 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

o Department – select the correct department from the drop 
down menu  

o Cardholder – enter the Cardholder’s Vandal Number or 
Banner userid and tab to display the cardholder’s name. 

o Document Text – Enter a description of the item and the 
purpose of the item as how it relates to the University 
programs. 

o Starting at the Date selection, Type in the transaction and 
FOAPAL of the expense you are removing from the 
Purchasing Card Ledger account.  If more than 1 item is to be 
removed, select ADD to insert additional lines as needed. 

o When all reimbursable expenses are listed, CLICK Save and 
Complete 

o To Complete: Return to page 4 in the instructions on 
Imaging.  Return to page 5 in the instructions on 
Electronic signatures. 


