TEMS Quick Tips

(More information is available on the TEMS Home page at the Help link)

7. Overview: To request reimbursement for
your business travel, record your travel
expenses for each trip, attach the trips to a
reimbursement request and route the request
for approval and payment.
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2. Record your expenses by trip. A trip begins when
you leave your official work station or official
residence. The trip ends when you return to your
official work station/official residence. A trip may
contain several “legs” of travel from destination to
destination.

3. For each trip, work your way through the Trip
“form”, recording any per diem expenses (i.e., meals
and lodging), mileage costs, and/or other expenses.
The Trip “form” will be filled out for each day of your
trip.
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4. Attach your trips to a Reimbursement Request
and submit it for approval and payment. You should
expect to move through several screens to title your
reimbursement request, pick your trips to attach to it,
confirm your routing, and submit.
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key to move from box to box and your Enter key to select.

Tip: The navigation buttons are at the bottom of the
screens. You may need to scroll down or tab down.

Tip: To select a city from the dropdown boxes, you can
always use your mouse. Or consider how your internet
browser works: For Internet Explorer 6, tab into the city
box and type the first letter of the city. Then use the up or
down arrow on your keyboard to click through the list.
Press Enter to select the desired city.

For Internet Explorer 7, tab into the city box and smoothly
continue to type in the first several letters of the city. It
will automatically scroll to the closest spelling of a city.
Press Enter to select the desired city.

Tip: Consider going directly to the Create
Reimbursement Request task to record your trips and
submit them. To reach the Add New trip, title your
reimbursement request, click Add Trips and look for the
Add New button at the left bottom of the screen.




