Travel Procedures at a Glance

1. Log into PeopleSoft Financials, which can be found on the CCC
website following these breadcrumbs: Faculty & Staff>Policies>
Employee Policies. Click on “Travel and Expense Reimbursement

Request Form”.
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Our menu has changed!

The menu is now located across the top of the page. Click on Main Menu to get

started.
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Recently Used pages now appear under
the Favorites menu, located at the top left.

Breadcrumbs visually display your
navigaticn path and give you access to
the contents of subfolders.

Menu Search, located under the Main
Menu, now supports type ahead which
makes finding pages much faster.
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2. Click on the Main Menu. Select Employee Self-Service>

Travel and Expenses>Travel Authorizations>Create/Modify.
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3. The first time that you login to the travel module every fiscal year, an
annual attestation page appears. Click on the top box and submit.
You are just agreeing to all of CCC’s travel policies.

4. Click on the “Add” button. The Employee ID is already
populated.
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Legal Attestation

Empioyee ID 000525804 Renda Patrcia A

Fiscal Year 2015

This link opens a new window directly into the Employee Reimbursement and Travel Policy
ravel Rei I Travel Al Pali

By clicking this box | (Renda,Patricia A) attest that | have read and accept the ferms of the Employee Travel and

“ Expense Policy. | understand that | am responsibie for abiding by the City Colleges of Chicago Policies. Failure to
comply with this Policy and related procedures may make me, 3s an employee, accountable for any questionable
expenditure{s)documentation that may be subject to discipmary action and'or possible termination of employment.

a 1do not agree with or accept the terms of the Employee Travel and Expense Policy, | understand by not agreeing with

the City Colleges of Chicago Policies | will not be elgible to seek TravelExpense authorization or Reimbursement. |
2lso understand that I will not have access to enter Travel Request or Expense Reimbursement uniess | have read and
accepted the terms of the Employee Travel and Expense Policy.

Save & Submit
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5. Enter your travel information into the screen below as you would when filling Fund Dept Program Class Project

out the Part | Travel/Conference form. If it is less than 30 days before the Faculty: 00003 0025006 89000 51311 0000000
conference start date, you must enter an explanation. For each line, you Non-Faculty: 00003 0025006 89000 10003 0000000
must click on the Detail hyperlink and enter the appropriate information
including the accounting detail. Two new departments were setup for union 6. When you are done entering your information, and scanning
travel. If the 1600 staff member enters the correct code below, it will auto- & attaching all your supporting cost estimate documentation
matically get routed to Van Feller for approval. The TA no longer needs to be (e.g. airfare, registration, hotel....), click on the “Submit”
printed out for Van Feller's signature. For 1600 professional development button.
funds ($750 max), please use the following chartfields.
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Create Travel Authorization
Travel Authorization Entry
EMPLOYEE TETRAIN16 Create Travel Autharization
i Travel Authorization Entry
Quick Start [ A Biank Authorization v|| 6o CRANNG TESUPERDD

General Information

*Description | Authorization ID NEXT General Information
“Business Purpose‘ W| *Relevance Or Benefit to Ed] "Description Travel 1o Atlanta Authorization 1D NEXT
cee "Business Purpose | Seeninar w| *Relevance Or Benefit 1o | e
cee
Destination a -
Destination At !
*Date From E  *DateTo [ Aftachments —— —
"Date From 111112014 [if  "DaleTo 11112014 §§ Aftachmenis
More Options v| G0 More Options | v| 60
Details (7 Personalize | Find | First U 1-4 0 4} Last e Perscralze | Find | Frst &/ 1 old b L
Select *Expenze Type *Date *Amount Currency *Payment Type  *Billing Type = eyl = F—— = e e | Ty
0 [ rtare v| (111201 1500/ USD |Propaid-ar | [intemal ] *Detal +
omal v &l L [Prsacc v] [iema V]
B i

Internal v ] Copy Selected Delate Salecied I Check For Emors [ew Expense v |

Copy Selected Delete Selected Check For Errors [New Expense v| | Add kals
Austharized Amount 225,00 UsD
Totals
Lipdate Tolsls
Authorized Amount 0.00 USD
Save ke Later Subrmil View Prinitable Version
Update Totals R v

Save for Later Submit View Printable Version




7. If you are ready to submit your Travel Authorization, click on “OK”.

Save Confirmation

Create Travel Authonzation

Submit Confirmation

TRAINING TESUPER02

| Travel Authorization Totals
Total

225.00 UsD

“ Ciick OK fo sutmit, or cick Cancel %0 retumn fo the travel authorization without submiting

8. If you have any errors, the system will flag the line. Click on
the flag. Read the error message. Make the correction and
re-submit. Click on the “Return to Search” button.

View Travel Authorization

Travel Authorizetion Details
TRAINING TESUPER(DZ

Description Travel fo Afiarta
Business Purpase Seainar
Stalus Syperission in Process

Destination AZanta
Date From 115112014 Date To 111112014
Dertadls (7
Date *Amount Currency
Afare 112004 HE00USD
| Totals
Authorized Amount 22500 USD
Less NonAppraved 000 uso
Due Employes 2500 UsD

Authoeization 1D (00000020

Relevance Or Benefit io PeopieSoft seming 1o improve PS Financial skils.
cee

Last Update Dttm (112014
1030234M

By TETRAMOT

Mare Optians |

vl ]

Pursoralze | Find |03 prst 0 1001 ® Lot
“Paymand Type

Pregaic-Alr

*Blling Type

Internal  “Detal




9. The screen below appears. Please make note your Authorization ID for further
reference. To view the approval status, follow these “breadcrumbs”
Employee Self Service > Travel and expenses > Travel Authorizations > View

and enter the travel authorization ID.

See Pending Actions & Action History.

iew Travel Authorization
Travel Authorization Details
TRAINING TESUPERD2

General Information
Description Travel to Atlanta

Business Purpose Seminar
Status Submitted for Approva

Destination Atiants

Date From 11/11/2014 Date To 1111112014

Details (7
currency
Airfars 225.00 USD
Totals

225.00 UsD

Pending Actions

Role Mame
Supervisor TESUPERDG, TRAINING
Exac Dir / Bus Mgr TEEDBUSMGRIZ, TRAINING

President | Wice Chareellor TEPRESVCOZ TRAINING

Prepay Auditor {Pooled)
Action History
Role Hama
Employse TESUPERDZ TRAINING
|a* Return fo Search | +| Previousin List |+ | Mesxtinlist | =] Moty

Authopzation ID 0000000220

r Benefitto PeocpleSoft seminar to improve P3S Financial skills.
cCcC

Last Update Dttm  09/11/2014 By TETRAINDT
10:30:23AM
Comments g &
Mare Options | GO
Personaliza | Find | | First &' 1 0f 1'% Last
*Payment Typs *Bllling Typa
Prepaid-Air Intzrmal “Dretail

\fizw Printable Version

Personaliz | Find | | First'd 1-40f 4 '} Last
Action DateTima
Personalize | Find |2 | £ First'd' 1af 1'% Last

Action DateMime
Submitted 09/11/2014 10:30:224M
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Mileage = 556400

Meals = 551130

Membership Dues = 546300

Toll & Bridge Fees = 556200

Parking = 556300

Professional Development Conference Travel = 555100
Conference Room Charge-Lodging (Hotel) = 551110
Fee, Conference/Convention-Registration = 551100

Although the system automatically chooses the account
numbers, there may be occasions when you may need to enter
them yourself. Below are some of the travel account numbers:

CorpTrav fees are $22 for telephone reservations and $8 for
online reservations. Professional development funds can’t be
prepaid.

CITY COLLEGES of CHICAZD

Wilbur Wright

Education that Waorks



