Financial Tasks: Web Travel Entry Instructions

Logging In

To begin login to the University of Idaho Vandal Vapplications, pleadegin to
VandalWeband go to "Financial Tasks: Travel Web" on the Exyge tab.

Create a Trip

Each travel requires the creation of the Trip. Pphgoose is to ensure proper travel
approval authorization is on record. Secondlg/ldws all travel related to the trip to be

tied together on one trip id.
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o N THn TipTitle [ |

ps Destination l—

chived Trips Department: Im
Per Diem Type m

Depart Time Iij.-,-

Return Timel

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

Create Trp

Archived [T
Estimated cosrl
Buduel'
Entertainment while traveling? € yas € pg
Alcohol purchases? € yos € g
ase note the purpose, how it relates to the university
[RemovelID|Traveler Name]
Add Traveler ID I

check Stub and Direct Deposit
notifications

Enter Destination

Select Department

Select Perdiem Type

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

0 OPTIONAL — enter the
estimated amount and budget
responsible

0 Indicate whether there will be
Entertainment or Alcohol
expenses claimed on the trip ar
the purpose, who will attend an
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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Universityoridaho TRAVELWEB

TRIPS CLATHS ADVANCES CHECK AR FURCHASING CARD ADMIN VANDALWED LOHGOuT

Craste Hew Trp

Trip 1D 435425
S Trip Tithe Travel Testing
i Destination Boise, 1d
ved Trips Department Class Traiming
Per Diem Type In State
Depart Time 05/12/2012 05:00 AM
Return Time 05/19/2012 10:18 PM
Travelars Keeney, Linda D

Edit Trig Details | Request Trip Authorization | Print Authorization Request | Delete Trip |

Trip Comments
Plgase ander the deshination and obther irip defads indo & commeant.

By: Linda Keeney Date: 2012-10-31 18:12
Edit Mo alcohol or entertainment inclsded in this tnpg.

Craate Commant
Advance
Request an Advance K . .
B Your screen will now qdd all information. If any
errors occurred you will not be allowed to move
Create Claim forward.

CLICK on Trip Comments.
0 Enter complete details for the purpos
of the trip.

CLICK Save Comments

CLICK Request Trip Authorization

SELECT the Traveler from the drop down list

ENTERe-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.
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Create a Purchasing Card Claim

When a traveler uses the University’s US Bank Pasuig Card to purchase travel, it is
placed on their Purchasing Card Ledger Account tms claim is received.

First, identify the Trip Id associated with the@riOnce you have selected the correct
Trip, click Create Claim at the bottom of the Trip Summary screen.
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[ TRIPS CLAIMS ADWANCES CHECK AR PURCHASING CARD ADMIN ;AND&LWEB ' ‘I.OGCII.IT

New Clain
Incomplete Claims TriUIKeenay Banner training 10/31/12 j
Frocessed Claims Tra\lelerlm
e TvPe [Purchasing Card Claim =] o Select the Specific Trip
B 0 Select the Traveler
0 SelectPurchasing
Card Claim
0 CLICK Save

DIRECTIONS AND MAPS | CONTACT US | POLICIES AND COPYRIGHTS | ACCESS!

search | Go| SITE MAP HELP EXIT

Trips Claims Advances Check A/R Approve Admin
Claims

Create New Expenses to claim
Trip

List Current Expense Help |
Trips
Ifi:i;:rchived ‘Delete‘ Expense ‘ Amount | C?Id |Name| Description |
Trip B A} - On left side Menu sele@laim Expenses
ﬁ':i?"“a“"“ [Seect.. = 0 Select the correct expense type
- — == u
1D:107333 [select =Tl o Enter the dollar amount
aim [t HI ] o Enter the Purchasing Card
Information [Setect.. H[ ] Cardholder Name
Claim (Use V#, SSN, or BANNER ID)|
Expenses H
s suder NSRRI ° Vendor, estnation. batse)
Budget Info y f
Other Claimed Expenses
Claim ID Traveler Expense Amount Stati 0 ?_N[]edn glll_::():czrsd expgﬂses are
isted, ave Changes
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$8 B0 B https:/fvandahveb.vidaho.edufPROD/owafufintravel, . | | - B) - o - |Page v (FTook + 7
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SITE MAP HELP EXIT

Trips Claims Advances Check A/R Approve Admin

Claims

Create New Trip Budget Information

List Current Trips
List Archived Trips Use this form to set up what budgets the expenses should be charged to.

=i
Trip Information ) Expense Expense Amount Budgeted Amount De?cription
Trip ID: 107333 Airfare-In State 350 350 Delta Boise 10/30/08
Delete Amount  Index Fund Orgn Prog Actv Locn
Claim Information [~ [250 [sFx01< [u1100¢ [sFX01¢ [07G6AX ] [
PC00140018 i
Claim Expenses I l I [ ! On left side menu seleédd
Add Budget [ [ [ [ Budget
Budget Info Lodging In State 89 . .
Delete Amount  Index Fund Orgn Prog o Enter m_ the Index.fleld
r [ss [sFxo1: [u1100: [SFX01: [07GA and Activity code if
| | [ | | applicable
| I [ | | 0 CLICK Add Budget
4
|

You will be forwarded to the Budget Information &en. From this screen, you can edit
your budget information by splitting dollar amoungsto 5 times, being sure that the
Expense Amount and the Description Amount remairisalance.

The example shows that for the airfare a seconddtudas listed and the amounts
redistributed.

Once all distributions are complete, CLICK Save

To return to the Claim Summary Page and contintle te claim CLICK on th@&#
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IMAGE UPLOAD PROCESS

© B U Teavel web [l P w6 - 0@ v pager Seetyr Tods @ ”
Universityofldaho TRAVF LWP B
E Tt oA o B LT R W ‘”‘"""""‘;’._‘_;‘_. :':‘"""”'
Clim Summary
IO ets Clann Claim ID PC00750381
e Clars Trip T00435385: Keeney Banner training 10/31/12
' e Type Purchasing Card Claim
Submitted Claims Traveler V00009149 Keeney, Linda D.
PCO0750381
S e Edit Claim Details | | Check Travelers AR | | Submit Claim | _Delete Claim |
Add Budget
i Images
Budget Info
There o
are
n:tached H H
images Attaching the receipt Images
to
display
il 0 Select the gold
. “Attach Image” link
omments . .
Co_nf;iddtntlia_i Comments are displayed in red. These (you WIII recelve the
printed claims
S| upload screen.)
iﬂmrmdwuh | | M- B) - (Y #% - Page~ Safety- Took- @+
Universityorldaho TRAV E LWE B
‘I'RI@S_ CLAIMS . AWANCES" . CHECK._R!R " PURCHASIHG-CARD " ﬁDHlN . VANDALHU-‘EB d .::.OCOI.IT "
New Image for Claim NTOO750385
Incomplete Claims Please select an image to attach. PDF and TIFF are the only formats supported.
Frocessed Claims m' -
Submitted Claims MI Cancel .
Click theBROWSE button to
locate the receipt image.
Highlight the pdf or tif
DIRECTIONS AND MAPS | CONTACT US | POLICIES AND COPYRIGHTS formatted file and pres@PEN.

Press th&JPLOAD button to

attach the image to the claim
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wm | 45 2 webpage has expred

: 5 U Travel web | | M~ E) - (9 o= - Page~ Safety - Took- @~
Universityoridaho FrR’“\Vl? l WITI[I’
/ 1y <5 1D
TRIPS = CLAIMS  ADVANCES = CHECKA/R  PURCHASING CARD = ADMIN  VANDALWEB  LOGOUT
m Claim Summary
Incomplete Claims Claim ID PCOO750381

Trip TO0435385: Keeney Banner training 10/31/12
Type Purchasing Card Claim
Traveler V00009149 Keeney, Linda D.

Edit Claim Details | Check Travelers AR | Submit Claim | Delete Claim |

Images
[Sequence[Type| Size | Uploaded By | Date [ view Delete
|1 ,pd_r'|13-£~-£~.73 EF\"E-EI'-'E'\. Linda D |1:--23.2I3'_2 4:35 PM |\-‘|-:-'.-.' Image | Delete I
Attach Image
e The attached image will be
g?illtlfli:éalél!;aiL‘csonnneuts are displayed in red. Th d|Sp|ayed on the Clajm
Create Comment | 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

ELECTRONIC SIGNATURES

&% U1 Travel web | | £~ B) - 0 o - Page~ Safety~ Todks+ -
Universityoridaho Y . o
Y ['RAVELWERB
TRIPS CLAIMS ADVANCES CHECK A/R PURCHASING CARD ADMIN VANDALWEE LOGOUT
[Select Traveler 2] Your screen will now add all information. If any
“”1‘":’ kcaaichidicer i errors occurred you will not be allowed to move
Approver D
R 1 forward.
Appro {8
Approver 3 1D
_Submit | _Cance | - SELECT the Traveler from the drop down list
- ENTERe-approvers Username or Vandal
number

CLICK Submit

0 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.

0 After the electronic signatures are completec
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 atrifas received an advance, which
must be claimed, @ravel Reimbursement Formmust be completed.

First identify the Trip Id associated with the Trgnce you have selected the correct
Trip, Click Create Claim at the bottom of the Trip Summary screen.

Select the Specific Trip

Select Traveler

SelectTravel Reimbursement Claim
CLICK Save

© 0O O0OOo

On left side Menu sele@laim Expenses
0 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 buttargn be changed as needed by
department.

When all reimbursable expenses are listed, CLE2Ke Changes

On left side menu selegidd Budget
o Enter in the Index field and Activity code if apgable
0 CLICK Add Budget

TheBudget 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
theC#

To Complete: Return topage 4in
the instructions on Imaging

Return topage 5in the instructions
on Electronic signature
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Create Non Travel Purchase Card Expense Form

When a cardholder’s purchasing card has been osewh Ul employee Travel or there
is a merchant code mismatch, the items are postgtCardholders Travel Accounts
Receivable account. To remove these expendituemal ravel Purchase Card
ExpenseForm must be completed.

If creating a Non Travel Purchasing Card form, steflom the Web Form Menu the
Purchasing Card Menu selection.

After selecting, you should receive:

o0 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 cardholdeafaen

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

o Starting at the Date selection, Type in the trainsa@nd
FOAPAL of the expense you are removing from the
Purchasing Card Ledger account. If more thanr iteto be
removed, select ADD to insert additional lines asded.

o0 When all reimbursable expenses are listed, CLE2Ke and
Complete

o0 To Complete: Return topage 4in the instructions on
Imaging. Return tpage 5in the instructions on
Electronic signatures.



