SAN JOSE STATE CMS PROJECT OFFICE Travel Authorization

UMIVERSITY

Overview

This guide shows how to create a Travel Authorization in Financial Transaction Services. Use Travel
Authorization to request approval for domestic or international travel.

Requesters can fill out the Travel Authorization for the Traveler and save it; but only the Traveler can
submit his/her Travel Authorization.

For more details on Travel Policies/Guidelines, visit Procurement &Support Services
(http://www.sjsu.edu/pass).
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Creating a Travel Authorization
This section shows how to create a Travel Authorization in Financial Transaction Services (FTS).

To create a Travel SJSUOne Shibboleth Login
Authorization:
1. Navigate to the
Financial Transaction SSO LOGI N
Services Flease login using your SJSUCne account
(https://lcmsweb.sjsu.e
du) database. = [
The FTS login page | p
displays. _ PASSWORD

2. Enter Tower ID and
Password (using
SJSUOne Account). LOGIN RESET

3. Click LOGIN.

The Financial
Transaction Services
Main Menu displays.

+~  San Jose State University Financial Transaction Services

Ieain My Prafile Preferences Setup Data Exit
Far gullﬂﬂﬂEE an travvel policies and For guu:!ante on ATl purchases, see
procedures, see the Travel Guide About the ESIT Procursment Checklist
Note: at murrrh—nr_w. all open and
Travel Authorzation ﬁ;ﬁ?f:::f;;c;u:;:;:; bwo

ﬂ Travel Rermbursement m Eeguistion
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The Travel Menu
displays.

4. Click the Add [+] icon
to create a new Travel
Authorization.

The Travel Authorization
page has four sections:

e Header Information
e Trip Information
o Estimated Expenses

e Funding Source/
Chartfields

Note: Asterisks and red
text indicate required
fields.

Header Information
section:

5. Enter Traveler Home
DeptID.

If you are the Traveler
completing this form,
the following fields
default with your
information:

e Requester Name

e Requester Phone
e Requester Email

e Traveler Name

e Employee ID
Number

e Address (only
visible to Traveler)

6. If you are the
Requester completing
this form for a
Traveler, select More
from the Traveler
Name dropdown.

For guidance on travel policies and
procedures, see the Travel Guide

@ EI Travel Authorization

EI Travel Reimbursernent

Header Information

NOTE: Flalts procedad by Jsteriais indic e required fiekes.

Stabus

Trip Niimber
Requester Nama
Requester Phone

Fequester Email

HEW
NEW
Tom Traveler

4-1111

sjsutravel@gmail.com

w|

noalef Name
Emplinyie 10 Mumber

Admress

* Traweler Mame

Mofe: Approval is based on fraveler's dephid

Travale, Tom | »
1000a0001

1 Uashingron Square
San Jose CA 95112

¢ Iawiul permanerd resident? ves O No O

" OFaculty O Statt O Student
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The User Preferences
Search page displays.

7. Enter the Traveler's
first or last name in
the Criteria box.

8. Click the Search
button.

9. Click the check icon
to select the Traveler’s
name (or the check
plus icon to select the
Traveler's name and
add it to your User
Preferences).

10. Select Yes or No to
specify the Traveler's
citizenship.

11. Select Traveler’s
University Affiliation:

o Faculty
e Staff
e Student

If Faculty was selected:

How will classes/duties
be handled in your
absence? box displays.

12. Enter your answer to
the question in the text
box.

User Preferences

Field: Employee/Student w| Criteria: [Traveler

Select

(VAL

* How will your
classesiduties be
handled in your
absence?

Name 1D
Traveler Tom 100000001
IS5 citizen or lawiul permanent resident? Yes :x Mo !:_-.-'

CFacuty OStat O Student
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Trip Information section:

13. Select Departure
Date from the
calendar.

14. Select the Return
Date from the
calendar.

15. Enter Destination:

e Country
e State
o City

16. Enter the Purpose of
Trip.

17. Select a Travel Type:

e Business Related
e Team Travel

e Field Supervision
Travel

e Travel Paid By
Non-University
Funds
(If selected, Travel
Reimbursement
will not be
created.)

18. Enter Additional Trip
Details, if necessary.

Estimated Expenses
section (optional):

19. Estimate the following
expenses:

e Transportation
e Registration/Tuiti

on
e Lodging
e Meals
e Other

Trip Information

Agditional Trip Details

Country
State

City

) Business Falated

O Team Travel

O Field Supenvision Travel

O Trawel Paid By Non-Unéversity Funds

Estimated Expenses

Transporiation
Registration, Tuition
Lodging

Meals

Other

Total

0.00

0.00

0.00

0.00

0.00

0.00
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Advance Requested
section: Amount 000

Ling ® Aocoun] " Funt * Deplil Program Class Progect *Amounl  Percent

Note: This section only e o 000 (v [+]—]

appears if country
H frv Fequessing [R5 adteanoe, | recognine £ a5 & oeli oue [o lhe Stie of Calformaa, and | herehy auhorile The amoun 10 be deducled from my
SeIeCted IS Other than Bt It NGY BRODEry SaImed O FErunaed wiihin 30 gays SRer Ihe ending date of ihe g a.l'ng'rx.'ran.-'.\m

United States and the
checkbox for Paid by
Non-University Funds is
not checked.

Account defaults to
107001.

20. Enter Advance
Requested Amount.

21. Enter:

o Fund (required)
e DeptID (required)

e Program
(optional)

o Class (optional)
e Project(optional)
e Amount (required)

Note: System will
calculate Percent.
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Funding Source /
Chartfields section:

Note: Account defaults
based on the location of
travel: 606001 for in-state,
606002 for out-of-state,
606800 for international,
but codes are editable.

22. Enter:

e Account
(required)

e Fund (required)

e DeptlD (required)

e Program
(optional)

e Class (optional)

e Project (optional)

Note: System will
calculate Percent.

23. Enter Amount
(required)
Amount defaults to
Total Estimated
Expenses, but it is
editable and can be
split.

24. Click the Add (+) icon
for another chartfield
line, if needed.

25. Click the Save button.

The Status changes to
Open and a Trip Number
is assigned.

Funding Source/Chartfields

Ling ¥ * Account *Funa * DepliD Pragtam Class Pragect *Amounl  Pancand

1 EDEROD 100 0.00 u=

Request for Authorization to Travel

Header Information

NOTE: Fields preceded by asterisks indicate required fields.

Status Open
Trip Number TRO0S535
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26. Click Upload
Attachments, if
needed.

27. Browse and select
the file you want to
upload.

28. Click Upload.

29. Click the Submit
button (only the
Traveler can submit)
or click Save (as
Requester).

The Status changes to
Pending Approval.

Funding SourcelChartfields

Line # * Accound
i GOEE0D
Save Slunin

Cancel

*Fund = Dieptil

EL] 1001

Primit pload Attaclansnt|

Program Class Projeci

Upload files

File names:
File 1:

File 2
File 3
File 4.

{] Upload H Faturn 1o Travel Request ]

h

3
:
\

§

Funding SourcelCha

Lina # = Accouni

1 GOGG00

* Fund

70000

* DepliD

Program Class

Related Files

=TH

e Cancel

11 E

Print

nhancements Fr Flan 1

Urloaml Attaclanent|s)

Header Information

Status Pending Approval
Trip Number TROO9320
Requester Name Tom Traveler
Requester Phone 41111
Firiranehin Statne ~itTan

Traveler DeptiC
Traveler Hame
Employee |D Nu
Address
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Traveler receives email
confirmation.

The first level of
Reviewer/Approver in the
Approval Structure
receives an email
notification.

Once the Travel
Authorization is approved
by the final level of
Approver, the Status
changes to Distributed.

Traveler receives email
notification of approval
and of the Travel
Reimbursement to be
completed upon return.

(Msg#32) Inba x
DoMotReply ToF TS@s|su.edu
tome -

Daar Tom Traveler,

[FTS] - Your Request for Authorization to Travel (TR009320) Has Been Submitted

Mar 26 (3 days ago) *

Your Reguest for Authorization to Travel was submitted on 328/2012. Te review the approval status of your reguest,

please log in to Financial Transaction Services (FTS)

Thank you,
Fimancial Transaction Services (Msg#31)

FT3 Email Inbax  x
DoNotReply ToF TS@s/su.edu
to me -

Dwar Dan A DeptReviewer,

Mar 26 (3 days ago) -

A Request for Authorization to Travel (TRO08320) for Tom Traveler was subbmitted on 3/26/2012 and is waiting your
review and approval. Please log in to Financial Transaction Services (FTS) to review and approve the reguest.

Thank you,
Fimancial Transaction Senices (Msg#5)

Trip Number TRODS317
Requester Name Tom Traveler

Requester Phone 4-1111

Citiranchin Statue irmiEn

FTS Email L
DoNotReply ToF TS@s/su.edu
tome -

Dwar Tom Traveler

Header Information

[ Status Diitril:lutedl

Traveler Deptil
Traveler Hame
Employee 1D NL
Address

1 ]]

Mar 26 (3 days ago) -

Your Request for Authorization to Travel, trip number TRO09317, was approved on 3/28/2012 by Doaris A Deptipprover.

To review your request, please log in to Financial Transaction Services ([FTS)

Upon your return, please log in to FTS where a Travel Reimbursement will be in your Open ltems, ready for you to

complate and submit.

Thank you,
Financial Transaction Services (Msg®2)
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Finding and Editing an Existing Travel Authorization

This section shows how to find an existing Travel Authorization and modify it. The Travel Authorization can
only be edited if its status is Open.

Finding a Travel Authorization

There are three ways to find an existing Travel Authorization:

e Use the Items Pending Approval (if Status is Pending Approval)
¢ Use the Open Items (if Status is Open).

e Use a criteria search.

Main Menu / ltems

Pending Approva Items Pending Approval

isplays

1. Select the Travel Yo hawe 1 Iravel ﬁuﬂmrjzatinn
Authorization link. You have 2 Ttavel Fetnhursements

Main Menu / Open Items
displays

1. Select the Travel
Authorization link.

Yo have 1 Travel Authorization
011 DAVE 1 1 Tavel & erir s ernent

2. SeleCt the TI’I p tain henia Piodie Prefetences Enig
Number of the trip you

want to modify.
TR0 3600 Tomm Travglar | QA2 | Opan 8, Argenting NERF02 AEBI2012
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The Travel Authorization Request for Authorization to Travel

page displays.

3. Ed|t the page, as — —

NOTE! Fiedds preceded by astorishs indsafe roquired fakls

s Spen
needed. o e
4. Click Save (as Recuesterfyse  Dorls A Deptappraver
Requester) or Su b m |t Renusster Phons FRTTE
Traveler) Feqesier Loan sjsutravel@gmail.com
(aS . Traveior Home DaptiD 1440 - Spanas Bockiae u:

Nete: Appuavil A BEEed 0f IFAVEIRrs depre
Mg Taa

P Tresssiar Tom
Employer D Sumder 1800008081
AT B ETEn o St permanent residenT ves & No €

OFacuty =St O Ssudent

Trip Infermation

AP
ereTy [t 4817082
LOURTY ) led Sinnes |
e il |
Ry Haminoid
Resting

= Travel Type (= Busingis Renled
O} Teeas Trmved
Cr Foeld Superasion Traeel
3 Trwepd Pait By Non-Linssersty Funds

Criteria Search
1. Select the Lookup Travel

(magnifying glass) For guidance on travel policies and
icon. procedures, see the Travel Guide

@Tmuﬁl Authorization
ﬂ Travel Reimburserment
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2. Enter one or two
search criteria.

o Enter Trip Number
to search for a
single specific
Travel
Authorization.

e Enter Traveler to
search for all
Travel
Authorization for a
specific Traveler.

e Enter Status to
search for Travel
Authorization
based on status.

3. Click the Go button.

The Request for
Authorization to Travel
page displays.

If its Status is Pending
Approval, it shows the
routing and approval
status of the Travel
Authorization.

Travel

For guidance on travel policies and
procedures, see the Travel Guide

ﬂ Travel Authorization

Trip Number
Traveler .
]
Status
(]
Go
(LGa )

Request for Authorization to Travel

Routing and Approval Status
Traveler Hame Tom Traveler

Dept 1D 1207 CMS Project Office
Trug

Approval Reuting

Primary: Backup: Atlen: Reviewsd Approved by
Rendewres  Dan A DeplRevdiewer Werify Dan A DeptReviews 02262012
Approven Crores & DeptAponover

Reviewer

Approver
Comments

Header Information

Status Pending Approval Traveler DeptiD 1207
Trip Humiber TROK3NT Traveler Name Teen Traveler
Requester Name  Tom Traveler Employes ID Humber 100000001

Dasiiasrar Dhana A_4144

SJSU CMS Project Team
User Guide

Travel Authorization
Page 12



Cancelling a Travel Authorization
Note: You can cancel a travel authorization only if its Status is Open.

1. Follow the steps in the
Finding and Editing
an Existing Travel
Authorization section.

2. Click Cancel button.

A confirmation message
displays.

3. Click OK to confirm.

Status changes to
Cancelled.

L B (URI]

Total 320.00

Line# *Account * Fund * DeptiD

1 BOGO001 70000 1207

Sinve Subinit Print Upload At

If you cancel thiz voucher it will be permanertly read-only. Continue?

{ Ok } Cancel

Status Cancelled

Header Information

Traveler Dept

Trip Humber TROD9318 Traveler Nami
Requester Name Tom Traveler Employee ID k
Requester Phone 4-1111 Address

Citizenship Status Citizen

SJSU CMS Project Team
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Cloning a Travel Authorization

rLan [ERElE)

1. Tofind the Travel
Authorization you want

to clone, follow the

steps in Finding and _
Editing an Existing
Travel Authorization. Line = Account Fund (1

2. Click the Clone button. 1 S ol b

Print Upload Attachment{s)

A new Travel Header Information
Authorization is created.

NOTE: Fields preceded by asterisks indicate required fields.

Status open

Trip Number TROOS320

Requester Name Tom Traveler

Requester Phone 4-1111

Requester Email sjsutravel@gmail.com

* Traveler Home DeptiD| 1207 - CMS Project Office 1_
Note: Approval is based on traveler's deptid.
(Msg=1000)

* Traveler Name TravelerTom |

Fraclmees 10 Nombier A nnnnmnn
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