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i PROCESS A TRAVEL AUTHORIZATION

* You must complete the Purchase Card and Travel Training before you can
process your own travel authorization requests. Please refer to the
PowerPoint training “TravelWeb Training” found on the CNR Fiscal website
http://www.uidaho.edu/cnr/forms-resources/fiscal-hr-services for this training.

« Once you complete the above training you will be ready to submit a travel
authorization request.
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i LOG IN TO VANDALWEB

File Edit View Fovortes Took Help
4 % CNRFical ) Ppladmin £)ARGOS & FymAct P Pandors T STARIZ )FSH  APM & OSP & Uldsho & Userlogin £ Fastine &) Directory &) EPRS £ Cayuse [ Gl &) ReGport [§] Chroricle B0 0 B v Pager Sy~ Tookw @ 7

Log in using your Universityorldahio o
VandalWeb NetID and
Password

User Login

J

Enter your University of Idaho NetiD and password.

Need assistance with your NetiD? You may change
your password by visiting the Account Management
page. Once logged in select the "Change Passwords"
menu item

VandalWeb will be out of service starting at 5:30PM
each Friday evening for regular maintenance activities.
Outage length will vary depending on the specific
activities.

VandalWeb will experience an extended outage starting
on October 17 at 8:00am for regular maintenance. The
outage is expected to last between 10 and 12 hours,
but may go longer.

NetiD: I I

Password: I I
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Select Employees Tab

DLES

Fle ot Vew faorts Tods Hep

45 & CNRFiscal 5] PlAdmin 5]ARGOS & FyAmact P Pandora [FISTARI2 B)FSH & APM & OSP & Uldaho % UserLogin & Fastane ) Directory &) EPRS 3 Cayuse [V] Gmail &) ReEport [8 Chroricie Bv B) vt @ v Bagew Sfetyv Tookv @v

Universi Idaho
VEJyr?;lal Web

Welcome, Cathryn L. Knock!

‘ Personal Information Students Financial Aid & Scholarships

©2015 Ellucian Company L.P. and its affiliates.

RELEASE: 8.7

~

& Sign Out | @ Help

P Find a page.

Faculty & Advisors Employees Finance Advancement Payroll Deduction Gifts b

Last web access on Oct 08, 2015 at 02:38 pm | SITE MAP

R10%
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Fie Edt View Favortes Tools Help
45 % CNRFiscal ) Ppladmin 5ARGOS & FiyAmAct P Pandors [ISTARI2 5)FSH & APM & OSP & Uldsho & Userlogin & Fastime ) Directory ) EBPRS () Cayuse [ Gl &) ReEport [§] Chroicle Bv B v @ v Pager Sy~ Tookv @

Universityosldaho i

i
Select Financial Tasks VandalWeb

Welcome, Cathryn L. Knock!

& | Home > Employee Main Menu

‘ Personal Information Students Financial Aid & Scholarships Faculty & Advisors - Finance Advancement Payroll Deduction Gifts P

Benefits ~ Payroll

P Find a page.

- i Action _ i -
Form (EPAF)

Financial Tasks ¥ Ul Administrative Tasks ¥ Finance Query for Non-
Banner Users

 Purchasing Service Contract v

©2015 Ellucian Company L.P. and its affliates.

RELEASE: 8.11.1 Last web access on Oct 08, 2015 at 02:38 pm | SITE MAP

®10% ~
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A | htes
File Edit View Fa Tools Help
% % CNRFiscal &)Ppladmin &) ARGOS & FlyAmAct P Pandora [ STARI2 S7FSH & APM & OSP & Uldaho % UserLogin & Fastlane & Directory &7EIPRS £ Cayuse [M] Gmail &) ReEport [8] Chronicle B~ B v @ v Pagev Sefetyv Tooksv @+

Universityofldaho
Select the Travel Web VandalWeb

P Find a page.

" " .
I k Y I k Welcome, Cathryn L. Knock! g
INK. YOUr IINK may be In
. . & | Home > Employee Main Menu > Financial Tasks
a d I ffe re nt S p Ot 0 n t h I S { Personal Information Students Financial Aid & Scholarships Faculty & Advisors - Finance Advancement Payroll Deduction G b
"
CaSCade VI eW becau Se Benefits N 7 Form (EPAF) Action : 7
We al I h ave d iffe ri n g Financial Tasks j Ul Administrative Tasks v ;.:::ecre ‘?;:;y for Non- , Purchasing Service Contract v
access levels and « o VoucherEny R — R —
0 pt i O n S . = Pending Approvals - Z:m‘gT ingcard = ing Card
s = Travel Web = Travel Web Approvals = Journal Document Imaging
= Student Fee Payment and = Asset Change Requests
Student Resource Application
Approvals Pending v
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Fle Edit

45 & CNRFiscal 5] PlAdmin 5]ARGOS & FyAmact P Pandora [FISTARI2 B)FSH & APM & OSP & Uldaho % UserLogin & Fastane ) Directory &) EPRS 3 Cayuse [V] Gmail &) ReEport [8 Chroricie Bv B) vt @ v Bagew Sfetyv Teokv @v

. Universityofldaho
Select Create New Trip VandalWeb

fiew  Favorites Tools Help

" ’ Personal Information ~ Students | Financial Aid & Scholarships ~ Faculty & Advisors Finance Payroll Deduction Gifts Pr P Find a page. ~
option on the left m
Home > Employee Main Menu > Financial Tasks > Travel Web
TRAVE LWE/ /é Trips Claims Advances Check AR Purchasing Card
‘wtf a
Create New Trip
rip Searc
List Current Trips
Trip ID ‘
List Archived Trips
Department ‘ All Departments
Trip Title ‘
Destination ‘
Traveler Last Name ‘
Depart Date From ‘ ‘ To
Return Date From ‘ ‘ To
v
Arehivad Al Trins

R10%
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ENTER TRIP INFORMATION

I Trip Title: Enter your Last Name and
a brief description of the trip (Knock-

. - 8 - ——— = —— ol O

Attending SRA Conference) M [ e i -- - ooel
Fle Eit View Fawrte Toos Help

5 % CNRFiscal )Ppladmin £)ARGOS & FiyAmAct P Pandors TS STARL2 S)FSH & APM & OSP & Uldsho & UserLogin & Fastiane &) Directory &)EIPRS (3 Cayuse V] Gmail &) Regport [§] Chronicle v B - # - Pager Sefety~ Took~ @~

Destination: List all sites, locations, Univers\i/tyogdlavrt"ob
cities, and states andalWe

Department: Select the correct dept. TRAVELWER ™ * wchasing

Create New Trip

from the drop-down. It defaults to [ Create Trip
CNR Administration so you will have s A Trps
to change it. e
Department  CNR Administration
Per Diem Type: Select correct type, Pordiem e 1 state
in state, out of state, international -
Depart/Return Dates & Times: il S
Choose dates from calendar or type wervsa O
in dates. Enter time using Eemeted coo
HH:MI AM/PM format v

1320% -
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Estimated Cost: Enter the

estimated guess of the costs for — e —
the trip including per diem, NOTEI, &2 i .2 e o o o1 . 50 5 e s 1 1my 105 5t e 1 Bt e
airfare, mileage, etc. This does Umvers'tgl,;’ﬂgfxgb

not have to be exact. o —
Budget: Enter the Ul budget s cou

number which will pay for the - .

travel expenses. If paid by a -

third-party please list their name et

here. s ot e et it o ey o

There are special rules for third- ] )

party funded travel. Remember:

All travel for business requires

an authorization even if not paid

with Ul funds. Uik }
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Purpose of Trip: Please
I describe the purpose of the trip,

how it relates to the University, pgm » , — :
and Who IS partlc'patlng- ThIS IS :*l:"'”':-"l:::{:;zfm P Pandors [STARLY B)FH § MM § 09 & Udihe § Unerlogn © Fastine ) Diecicry ) E94S [ Coyse ™M Genad ) Pifpor [ Onceicie B -0 @ - tuev Sayw ,,.,‘,;
your justification for the trip. Universityoidao| e
Traveler ID: Enter the V# of the pa—— Produms
Primary traveler.

Budget
Travelers outside CNR should submit S O
their own travel requests following ety v

their department/college policies. *

See last slide for special “’—u—‘ﬂﬂ"""‘" em————
circumstances such as class field

trips, etc. s = o
Create Trip: Select the Create st Trro
Trip button at the bottom.
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Fle Edt View Favortes Tooks Help

The next screen wi" Iook Iike this & :jwis:-x @’v"dmw:@meos -;:ml:v-num ESTARL2 S)FSH & APM & OSP & Uldsho  UserLogin & Fastone ) Diectory ) EPRS 3 Cayuse [v] Gmail ) REEport [8] Chronicle Bv B O @ v Pager Sy Tookv @~ :
H H niversi Of ano & Sign Out | @ Help

at the top — It will show a Trip yor,cano.,

Summary of the information you just

entered.

P Find a page.
.
= Trips Claims Advances Check AIR Purchasing Card
TRAVELWEB

You will see a series of buttons at the et Trip Summary

List Current Trips

bottom. We will discuss these on the Tip ID
neXt Sllde. Trip Title testing the sytem

Destination somewhere amazing
Department CNR Administration
Per Diem Type In State

Depart Time 10/15/2015 12:00 AM
Return Time 10/16/2015 12:00 AM
Travelers Knock, Cathryn L.

@ Edit Trip Details

+ Request Trip Authorization ¥4 Print Authorization Request i Delete Trip

®130% v
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Trip Comments: Please add any
additional CNR travelers in the trip
comments unless they have
submitted their own travel request
(recommended if they will have
expenses to claim for reimbursement
or clearing from their P-cards). * See
last slide for class field trips and other
special circumstances.

Mixed Personal and Business
Travel: Please use the comments to
provide details about any mixed
business and personal travel. Keep
in mind that mixed expenses must be
paid out-of-pocket and submitted for
reimbursement.

=il
@ ks

[
S e eon @ o

File Edt

View Favorites Tools Help

Y5 % CNRFiscal &) Ppladmin &) ARGOS & FiyAmAct P Pandora [TISTARL2 &)FSH & APM & OSP & Uldsho & User Login & Fastiane &) Directory &) BPRS (! Cayuse [ Gmail &) ReEport [8] Chronicle

f - B v & v Pager Safety~ Toosv @~

Universityofldaho
tc%: dalWeb

& Edit Trip Details

P Finda page.

+ Request Trip Authorization & Print Authorization Request

Trip Comments
Please enter the destination and other trip details into a comment.

By: Cathryn Knock Date: 2015-10-08 15:33
Edit fddsddsdfs
System Generated Comment Date: 2015-10-08 15:33

Trip Created 08-OCT-2015
No alcohol or entertainment included in this trip.

"

# Create Comment

Advance

$ Request an Advance

Claims

=+ Create Claim

Universi

1 Delete Trip

®10% v
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DO NOT — Request an
Advance or Create a Claim —
CNR policy is that only CNR
Fiscal employees may process
advance requests or submit
claims. You should only use the
system for submitting travel
authorization requests. Work
with your CNR Fiscal Specialist
if you need a travel advance or
need to file a travel claim.

Fla (6t Vew Fovcetes Tock Mep
o ORFacal §)Ppladmin §)AR005 & Fiyhmact P Pandors [T2STARLY §)FSH & MM & 09 & Uldshe & Userlogn @ Fastiane &) Deecicry ) E99S [ Cayue M Genad ) Pipos [ Cvonicie

Universityofldaho
VandalWeb

& Edit Trip Details
 Request Trip Authorization o Print Authorization Request

Trip Comments

Please enter the destination and other trp detads into & comment.
By Cathryn Knock Date: 2015-10-08 1533
Eot tddsadsafs

System Generated Comment Date: 2015-10-08 1533

Trip Created 08-OCT-2015
No alcohol or entertainment included in this tnp.

# Croate Comment

Adva

$R ance

Claims

B Dolote Trip

Universi

tyofldaho

College of Natural Resources




I REQUEST AUTHORIZATION

Request Trip Authorization: If
everything is the way you want it you
can select the Request Trip
Authorization Button to move to the
next step.

OR

Edit Trip Details: If you found a
mistake (like my typo on the Trip
Title) or need to make a change you
can select the Edit Trip Details button
to go back to the previous screen and
make changes.

Ele Edt View Favorites Tooks Help

%5 & CNRFiscel &) Ppladmin

E1ARGOS & FiyAmAct P Pandora FTISTARIZ 51FSH & APM & OSP % Uldsho & Userlogin & Fastiane &) Dirctory &EPRS £ Cayuse [ Grosl ) REEport [ Chroricle

gt

— = -- A

v B) v 0 @ v Pagew Sefetyv Tookv @~

Universityofldaho

VandalWeb

T

& Edit Trip Details

~

P Find a page.

+ Request Trip Authorization & Print Authorization Request ‘

Trip Comments

Please enter the destination and other trip details into a comment.
By: Cathryn Knock Date: 2015-10-08 15:33

Edit fddsddsdfs

System Generated Comment Date: 2015-10-08 15:33

Trip Created 08-OCT-2015

No alcohol or entertainment included in this trip.

# Create Comment

Advance

$ Request an Advance

Claims

+ Create Claim

1 Delete Trip
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g ADD APPROVERS

Select Traveler: Select the name of

the traveler in the drop-down menu. e . - - - on
This should be your name if you are 0.8 mres e e s e ot 1 8/ § 6§ e § i e By 2 e i ) Bl BB oD e o s ke @ "
processing your own authorization. Universityorldaho [ & 5on0u @ ror I

VandalWeb
Approver 1 ID: Your immediate
Supervisor. If you are faculty this is
your Department Chair. You can use .
their username (first part of their TRAVELWER ™ 0%m  Adame  crcam  Pucnasng o
email) or V#. Select Traveler:  Saiect Traveler

’ Personal Information ~ Students = Financial Aid & Scholarships ~ Faculty & Advisors | Employees = Finance = Advancement  Payroll Deduction Gifts =~ Sponsored Pri AP Find a page.

Home > Employee Main Menu > Financial Tasks > Travel Web

Enter e-approvers username or V number

Approver 2 ID: This is the Dean’s
Proxy Erika Crossland (V00549056

Approver 11D

or crosslande). e
Approver 3 ID: Additional approvers @Cancel
if necessary (for non-CNR budgets,

etc.)

Universityofldaho
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i SUBMIT FOR APPROVALS

FEile Edit View Favorites Tools Help
%5 & CNRFiscal &) Ppladmin &) ARGOS & FiyAmAct P Pandora [T STARL2 S)FSH & APM & OSP & Uldsho & User Login £ Fastlne &) Directory &) EIPRS (3 Cayuse [ Gmail &) ReEport [@ Chronicle

Submit: Click submit button to begin  Universitycrldaho
the routing for approvals. VandalWeb

’ Personal Information ~ Students | Financial Aid & Scholarships ~ Faculty & Advisors | Employees ~ Finance ~ Advancement  Payroll Deduction Gits  Sponsored Pri |2/ ndapee.
IMPORTANT: YOU ARE NOT DONE

YET! You MUST Approve the

travel authorization or it will not TRAVELWEB ™ S fame Geesn | fmemc

route for further approvals. e St v

T ol O
o vk

Home > Employee Main Menu > Financial Tasks > Travel Web

Enter e-approvers username or \V number

After you click submit there is one approver 110
more step. approer 20

Approver 3 ID

Universityofldaho
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Fle Edit View Favorites Iools Help

%5 & CNRFiscal &) Ppladmin &) ARGOS & FiyAmAct P Pandora [T STARL2 S)FSH & APM & OSP & Uldsho & User Login £ Fastlne &) Directory &) EIPRS (3 Cayuse [ Gmail &) ReEport [@ Chronicle

To approve your authorization so it Universityorldaho
K i ‘andalWeb

will route to your supervisor select the = | e i it o e smees oo somirores G —

Employees Tab at the top agaln Home > Enployee M Meny > Firanial Tasks > Trave Web

TRAVE LWE/B/ Trips. Claims Advances Check AR Card
Create New Trip Trip Summary
| made my screen view smaller so e

Destination ‘somewhere amazing

you could see the Electronic e —
Approvals at the bottom where it EETD

shows it is pending my approval. pen e I

@ Edit Trip Details.
[  Request Trip Authorzation | & Print Authorizaton Request

1 Delete Trip

Trip Comments

Please enter the destination and other tp detals into a cor
System Generated Comment Date: 2015-10-08 17.03
Electronic Approvals:

Knock, Cathryn L. ~ Pending Approval
Ktner, Lynne M. ~ Pending Approval
By: Cattryn Knock Date: 2015-10-0 15:33

v
mmmmm erts
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Ble Edt View Favortes ook Help
45 % CNRFiscal ) Ppldmin

Select Financial Tasks and now you

5)ARGOS & FiyAmAct P Pandora T3 STARI2 &) FSH & APM & OSP & Uldsho & UserLogin &% Fastiane &) Directory &) EPRS £ Cayuse V] Gl &) ReEport [8] Chronicle

Unlver5|tyof Idaho

should see a link that says Travel VandalWeb

Web Approvals.

. . . Welcome, Cathryn L. Knock!
Again, these options may show upina «

different order on your screen.

Home > Employee Main Menu > Financial Tasks

Personal Information Students

Benefits

Travel Web Approvals: Select this
link

= Claim Voucher Entry
= Pending Approvals

= Student Fee Payment and
Student Resource Application
Approvals Pending

Financial Aid & Scholarships

¥ Payroll

‘ Financial Tasks j Ul Administrative Tasks

Faculy & Advisers -

i Sign Out | @ Help

P Find a page.

Finance Advancement Payroll Deduction G b

Form (EPAF)
Banner Users

= Claim Voucher Approval

¥ Finance Query for Non-

Action

v

v

= Finance Self Service for Non-

Banner Users.

Purchasing Service Contract v

= Pending Tr

g card -
claims

= Travel Web Approval = Journal Document Imaging
= Asset Change Requests

g Card

University

College of Natural Resources

B v B - @ v Pager Sfetyv Tookv @

ofl[daho



Fle Edt View Favories Tooks Hep

YO u S h O u Id n OW Se e th e &5 & CNRFicl ) Ppladmin )ARGOS & Fhmact P Pandors ESTARIZ ]FSH & APM 4 05P & Uldsho & UserLogin &5 Fastiane ) Dirctory &) EDRS (5 Coyuse I Gl ) REEport Chmn(k Mo @@ Mo B 50 T Cr
Universityofldaho Son out | @ oo

travel authorization (and any VandalWeb
Personal Information ~ Students | Financial Aid & Scholarships ~ Faculty & Advisors |~ Employees ~ Finance ~ Advancement  Payroll Deduction Gifts ~ Sponsored P |- apeoe
other documents that are >

awaiting your approval.)

Home > Employee Main Menu > Financial Tasks > Travel Web
Trips Claims Advances Check AR Purchasing Card

TRAVELWER

Pending Claim/Advance Approvals

Select the hyperlinked Trip
ID to open the authorization.

You have no pending claim/advance approvals.
Pending Trip Authorizations

\ Trip ID Department Trip Title Destination Travelers Depart Return
T00483793 CNR Administration somewhere amazil ing Knock, Cathryn L. 10/15/2015 10/16/2015

testing the sytem

© 2015 Ellucian Companv L.P. and its affiliates.
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You can now view the
I Travel Authorization with
the button at the top.

To Approve and route o mr o oeoso s e s s s e
to the next approver O —
select the Approve TRAVELRRE [ o
radio button. e

Deparment ino

Dept Name: CNR Administraton
Dept Contact Knock, Gethryn L
Prone: 2053558572

T

Then click the green

Submit button on the
bottom to route to the
next person. .

Universityofldaho
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i IS MY TRAVEL APPROVED?

You will know you have approval when your receive an email from the system with the
following:

Approved, KS Pregitzer, ec
If you have not received this email it can mean one of two things.
1. That the travel has not fully routed through all the approvals, or

2. That | may have forgotten to send the email (it is a manual process and | do miss it
sometimes)

So, how do you know which it is? Follow the next steps to check on your authorization.

Universityofldaho
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i CHECK ON YOUR AUTHORIZATION

Log In to Vand aIWeb :;::n;san év;md...i“l“;n::: & FlyAmAct P Pandora % STARI2 S)FSH & APM & OSP & Uldsho & Userlogin & Fastlane &) Directory &)EIPRS EX Cayuse [V Gmail &) REEport [§] Ch fi v B v & - Pagev Sfety Took~ @
following the steps on  Urerjgidiie,

slides 3-7. You can L
then search for your TRAVELWE ™ T

trip with any of the - L I

options shown on this -
page. Scroll to the B
bottom and click the T —

search button. “ m‘,

Universityofldaho
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& Tees — T olo .

€ -8 vandahweb.uidaho.edu e wnem eos @ enes oo G v
File Edit View Favorites JTools Help
5 & CNRFiscal &) Ppladmin &]ARGOS & FiyAmAct P Pandora [ STARI2 E]FSH & APM & OSP & Uldaho & UserLogin & Fastiane &) Directory &)EIPRS &3 Cayuse [ Gmail &) ReEport [§] Chronicte B v B v @ v Pugev Safetyv Took @+

~

. . Universityofldaho
Find the trip you are Vandalweb
Destination ‘ [PFndapage |

looking for and click on —
the hyperlinked Trip ID #. .

Return Date From To
Archived () All Trips

@ Current Trips
O Archived Trips

=+ Create New Trip

D Department Trip Title Destination Travelers Depart Retun

T00483793  CNR Administration  testing the sytem somewhere amazing  Cathryn Knock  10/15/2015  10/16/2015

T00481033  CNR Administration ~ Knock-Bell WRAOM Meeting Kona, Hawaii PamelaBell  10/18/2015 10/24/2015
Cathryn Knock

T00480915  CNR Administration  test hawail Cathryn Knock  08/04/2015  08/05/2015

T00473719  CNR Administration ~ Bell/Knock - NERAOC Meeting San Diego, California  Pamela Bell  05/01/2015  05/07/2015

0% -

Universityofldaho
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Scroll down and you can see
the Electronic Approvals status
and determine if it is still
pending in someone’s queue.
You can see in this case that
Cathryn has approved this but
it is still waiting for Lynne
Kittner to approve.

If all names have a date (and
one of the names is Erika)
then it means the conformation
email was missed being sent.

= T el

— —— - o ena— - @ 2N

Tooks Hep
in 5 ARGOS & FiyAmAct P Pandors [JSTARL2 5)FSH & APM & 0P & Uldsho % UserLogin & Fastine &) Directory &) EPRS [ Cayuse 14 Grail ) ReEport [8 Chronicle

v B - @ - Pagev Sefety Took~ @~

Universityofldaho
szn{ia (Web

+ Request Trip Authorization ¥ Print Authorization Request

Trip Comments
Please enter the destination and other trip details into a comment.

System Generated Comment

Electronic Approvals:
Knock, Cathryn L. - 09-OCT-2015
Kittner, Lynne M. -- Pending Approval

By: Cathryn Knock
Edit fddsddsdfs
System Generated Comment

Trip Created 08-OCT-2015
No alcohol or entertainment included in this trip.

By: Cathryn Knock

Edit Lynne, please ignore this. Just testing the system and | will delete this in a minute.
# Create Comment

Advance

Date: 2015-10-08 17:03

Date: 2015-10-08 15:33

Date: 2015-10-08 15:33

Date: 2015-10-09 11:43

~

& Sign Out | @ Help

1 Delete Trip P Find a page.

Universityofldaho
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Field Trips, Non-CNR Budgets, etc.

SPECIAL CIRCUMSTANCES

* Some special circumstances require special handling
* Class Field Trips

*  The leader of the trip should put the authorization on for the trip and list themselves as the primary traveler. They will

then just include a comment that the class list will be kept on file in the department. There is no need to list all the
students.

« Travel by CNR faculty/staff/students paid for on a non-CNR budget

*  Other departments may not authorize your right to travel. However, CNR does not have authority to authorize you to
use their funds, either. The way to deal with this is to process your authorization through our college as normal and find

out who their budgetary approver is and add them in the approvals. They should be listed either directly before or after
Erika Crossland in the approvals.

« Travelers from different colleges

Travelers from different colleges should each process their own travel authorization requests following their college
policies and within their college. This is the only way to ensure all college policies for travel are followed and to ensure
that the college/dept. for each traveler will have access to the authorization for claims processing later. It is still a good
idea to list the additional travelers in the comments in case our college ends up processing their reimbursement.

Universityofldaho
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PLEASE LET US KNOW IF YOU
HAVE ANY QUESTIONS!
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