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TEMS Vi si on

The ATravel and Expense Masandeamemeguessy st e mo
for reimbursements to state employees and other indiviftugtersonal expenses

incurred whileconducting state business. TEMS suppttie complete business process

from preauthorization to reimbursement. Individuals, including those va#bilities,

have access to the systeand administrators have the tools to suppgencyoperations.

TEMS contais a repository of data on the daily travel and expense activities for each
customer, allowing management, activity, and budgetary reporfie§IS reduce

redundancy and errors, stream$ipeocesses, and satame.

New FeaturfTgsawverler Vouc H(leMg Syst em

0 Accessible to those with disabilities

o Easier to deploy

0 Usest he ATrip Concepto
o0 Improved filtering

Cont act I nformati on

For TEMS assistangelease contad/aTech Support Center.
Phone:360586.10000r 855.WaTechl

E-mail: support@watech.wa.gov
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Techni cal Requirements

Recommended minimum hardware and softweacénical requirements for using the TEMS
application:

IBM-compatible workstation

Pentium 4 processor or higher

At least 512MB of RAM

Microsoft Windows XP SP 1 or 2 or Vista

Microsoft Internet Explorer.0,8.0*

Microsoft Office 2000, 2003, XP or Higr

Adobe Acrobat 7.0 or higher

TEMS can also be accessed through the interne
Washington Technology Solutions.

TEMS will continue support for current products version (i.e., Windows, Internet Explorer,
Adobe Acrobat, etc.)Versions that have been declared no longer supported by the vendor will
not receive additional support in the TEMS produlthis is due in part to our need to have

support from the various vendors as we develop and support theasippk. It is recommended
that agency users stay current with these products through service packs, updates, and upgrades.

NOTE:
1 Compatibility View need tdeon if use Internet Explorarersionhigher than 8.0
1 TEMS works only with Internet Expter. Thefi F i r €ifGoxd, e a@dhr o me 0
A Mi cr os dfowsergategnet Gompatible with TEMS.
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Login Procedur es
The addresssto access the TEMS web stare

https://tems.ofm.wa.gofintranet)

https://fortress.wa.gov/ofm/tem@nternet)

The TEMS login screen will appear.

Office of Financial Management

I Travel and Expense Management System

Logon

User|D

Haome

Hal || Fargot User D
Agency Number (4 characters)
Fassword (inputis case sensitive)
I Forgot Passwaord

Office of

k| Financial Managemant Privagj Motice

+ 8 Sue of Waahingios

The User ID, Agency Number, and Password fields must be completed to access the system.

UserlD
Home
Hel Itraveler.adam Forgot User 1D

Agency Number (4 characters)

1050

Passwoard (input is case sensitive)

(T Foroot Password

ClicktheALogi no button once these fields are compl

60128
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Homéab

The Hometabis the defauliscreerfor the system and givided into three sections: System
News, Agency News, aniasks. The Systeiews section is used by the System
Administrator(s) at the Office of Financial Management to provide system specific information
to users. Thégency News sectiois used to display agency unique informatidrhe Tasks
section cont ai arigus filequentlycpkrformédriukctiains. These yunctions may
also be performed by clicking on the appropriate tab at the top of the screen.

S TATE O F W A S HI NGT O N

Home Trips Reimbursements Profile

TEMS

Per Diemn Rates | Travel Requlations | Help | Logoff
default screen

Welcome to the Travel and Expense Management System!

SystemNews ________________MlTasks |

The Mileage Reimbursement Rate will be updated daily to reflect the n
increase in oil prices. Reference Travel palicy

Agency News Switch Requestor

Al fravel reimbursement requests received in the fiscal ofiice by the Create New Tri
15th of the month will be processed for payment by the 30th.

Reference Accounting Policy Create Reimbursement Request

Change Your Profile

General Navigation Information

When navigating the Travel and Expense Management System (TEMS) ygenetally be
using theTab key or the mouse tmegin the process of entering data into TEMS.

NOTE: Do not use the enter key when inputting data as this may open up screens before you are

ready for them.The Enter key can be used to select a button wked in conjunction with the
Tab key to move from box to box
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TrsPab

The tripstabdisplaysa | i s-p r @ ¢ e Sithadaretawaiting $urther action

W A 5 H I

Profile

Trips for Adam A Traveler

Trip List Filts
rip List Filter You can sort by
Saved Attached to Reimbursement Request column

I Processed for payment [ Attached to Inactivated Reimbursement Request headings

it ooy e | —

¥l Trip Id|RR Id | Start 7 End Purpose Mileage | Per Diem Status
05/29/2008 06/06/2008 Camano Island $113.49 1 Saved
05/29/2008 06/06/2008 Per Diem Rates $132.89 A 1 Attached to

FY 2008, Skagit Reimbursement
County Request

Use Pencil Icon
to edit trips

Fer Diem Rates 1 U Saved
FY 2008, Island
County

new location 1 Saved
picker
new frip to verify ] Attached to
vendor id is taken Reimbursement
from the table Request

new frip by traveler . Attached to
Reimbursement
Request

new frip prepared ] Attached to

Use button for traveler Reimbursement
to Add New Request
Trip

stems Home

cial Management

Trip List Filter

Thetrip list filter is a tool that provides filtering kthe varioudrip statugs A trip mayhave
one of five statusesiSavedo, fAProcessed for paymento, @l ne
Rei mbur s e me nandifRtached ® mdctivated Reimbursement Request.

Trips for Adam Traveler

Trigi List Filter 4
Saved %ﬂached to Reimbursement Request
™ Processed for payment ™ Attached to Inactivated Reimbursement Request
I Inactivated Apply Filter
s N N .
Select filters by Then click the e
placing a check in the 'Apply Filter"
appropriate check box button
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Filter Options:

Savedi A trip that was saved, but was not attached to a reimbursement request.

Processed for Payment A trip (as part of a reimbursement request) in which payment

was received by the Requestor.

Inactivated 1 A trip that was manually inactivated by clickirftigtinactivate button.

Attached to Reimbursement Request A A Savedo trip that has be
(active) reimbursement request.

Attached to Inactivated Reimbursement Request A iSavedo trip that I
an inactivated reimbursement requesttrip in this status must be accessed through the
Reimbursement Tab.

The filter allows the user tchooseall or any combination of the five trip statuse&ips with
statusesoi Savedo and AAtt ached canpriseRleidefablifitesoptiore nt Re

To use the filter feature, simply select the desired filter options and clickth@ pl vy Fi | t er o
button _
J_-'.I..-’]_._.ﬁféﬁh’bﬂAM(E.&m \

1
< |

S
| Apply Filter :

Sorting

The trip list can be sorted by any of the column headings eRcEpd .| Ttheddefault sort order
is bythed St acoluma. To initiate a different sortljak on thedesiredunderscored column
headingi.e. clicking onfiTotalo will sort theentiretrip listb y  {Tdtadd fc o In asoending

order . Clicking ATotal o again wil!/ reverse t
.. /- ~| Youcan sort by any of the column headings except the 'Edit' |
4 [Trip 1d RR 1d |_End | Purpose | Micage |Per Diem| Misc | Total | :|
1663 | 870 |UGER2008 070472008 Per Diem Rates $117.37 $352.00 $0.00 $469.37 |Attached to x

FY 2008 Clallam Reimbursement
County Request
1667 871 712008 07/04/2008 Per Diem Rates $96.03 = $332.00 £0.00 $428.03 Attached to \
| FY 2008, Jeffe SOL Reimbursement
e "‘r"w&-"" ot M g

[ Direction of arrow indicates direction of sort |

Creating a New Trip

The screeteloww i | | appear ZfedateblewTripd i b koh thagtrp tish sereef
The AGeneral Tri p &nsfequiradiedsthat must bescemptetedbbefore o n t
the trip carbe saved. Thedeldsareprecededy an asterisk (*).
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New Trip Screen

View/Ednt Tnp

Create the trip container shell using this screen

Al Seids Mmarted aith * must be COmOlet

- Generl Trg Information
: TI'DDI

—

Input the General Trip Information using this
screen for:

(1)  The Purpose of trip
(2) Start of Trip: Date and Time
(3) End of Trip: Date and Time
(4) The From Location
(5) The To Location
and
(6) The Mileage Allowance Amount if using POV

-

=

Trip ID will be assigned when you either . ..
[A] 'Save and Continue’

........ Ta] CETEEEEFY
[B] 'Save and Close'

General Trip Information:
Purpose:indicates the reason for travel. This is a free form input field.

Start of Trip (Date and Time)indicates the starting date and time of the trip. The Date field
hastwo completion optionsfree form input or calendar. The Time field also has two
completion options: f r Note: Theostamnof tri;mdpe @rid timer a At i
automatically become the first itinerary line of the trip.

End of Trip (Date and Time)indicates the ending date and time of the trip. The Date field
has two completion options: free form input or calendar. The Time field also has two
comgetion options: free form input aelection from a dregown list

First Destination(From Location). indicates the firstleparture locatioof the trip. There

are two selection optiongiSelect a cityp or fiType in a cityd. The Select a city option contains

a dropdown list ofin-statelocationswi t hi n t he s.yI'BetTgmid a citydoptiora b a s e
(free form input) is used faut-of-statelocations and irstatelocations not foundavithin the
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Select a city optionWhenthel Ty p e ityiooptian is choserthefiStated andii ©@untry o

must be chosen. The State field automatically defaufiswbA and the country field
automaticallydefaults ton Un i t e d. FBrtowtdf-eosntry travelthe State field becomes
inactive when a country other than AUnited

First Destination (To Location):indicates the first destination of the trip. There are two
selection optionsfiSelect a city or iType in a cityd. The Select a city option containsraot
down list ofin-statedestinations. The Type in a city option (free form input) is usedutpf-
statedestinations and istate destinations not found in the Select a city option. fiSkeged
must also be selected when using the Type in a citgropA i ©untry o field is available in
the Type in a city option for owdf-country travel. When a state is selected the country field
automatically defaultsth Un i t e d. TBd State diesdddecomes inactive when a country
ot her than i8d¢leded.ed St ateso

Mileage Calculation: Click theii Mi | ehaittpre. 0. _

P |
} 5 |
;"

N .
-, Mileage &Ilowancel $0.00 M"Eﬂg@ i 4

-‘."' ey ‘ - ~

. .if mileage reimbursement is being requested for the initial itinerary line. The mileage
calculator as shown below will appear.

A Privately Owned Vehicle Expenses -- Web Page x|

—Mileage Apply Round trip
mileage by

Pointto Point
I'-.-'Iileagel 0 | ,checking box Default Mileage

is unknown.
Round ‘I‘rlpl"/ —~
Vicinity I'-.-1i|eage| 0 Total r-.-1ileage| 0 Mileage Rate
can be
Effective Automobile ReimbursementRate [ 0.485 — - adjusted here
Eeimbursement Rate
50.485 Mileage Allnwancel 5000

Memol

OK | Cancel -
4| | 2

http://198.239.159.205/MileageCalculator.aspx?edit |§ Internet

Point-to Point Mileage - the system will automatically calculate the amay pointto-point

St

mileage based on the From and To locations selected for the itinerary line. The system generated

point-to point mileage values may be overridden and manually entered into this Nekg:
This automatic calcul ation of mileage only
locations (From and To) selected are in the system database.

11o0f128
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Round Trip Indicator- doubles the poirto-point mileagefield for single day trips to one

location

Vicinity Mileage - manually enter vicinity mileage claimed.

Default Mileagei displays system defaultomeay mi | eage for the itiner
if one or both | ocations (From and $tioadtionar e no
selection option was used.

Total Mileage-s um o f ttdPeo ifinko iMitl eage o and AVicinity N

Effective Automobile Reimbursement Ratéhe system will retrieve the proper POV
reimbursement rate based on the start date of the trip and enters the valleimthesement
Ratefield.

ReimbursementRated ef aul t s to the POV rate in effect

Mileage Allowance- mileage reimbursement claimed by the traveler. The system determines
the sum of this field by multiplying the ATot

Memo- this is an optional field that can be used for agency specific needs.

OK - sawes the entries and returns the user to the presmesn

Cancel- does not save the entries and returns the user to the previossreen

At this pointyou have createdl@anktrip containeywhichyou maysaveor discard. If you
save it hesystem has all theecessargata toa blank trip container

Trip Information For Adam A Traveler

View /Edit Trip >> A
-l oA, ' r-\f . PerDlemB@Ig;NW ,Hgv*..x.-qrf
Save & Continue | Save & Close | Cancel | f

Three processing options exifl)iISave & CdAiSiaviee & ,dd(PHACan c.el 0

Save & Gaeavesiinputangpens trip detail input screen for furtheput options
Save &I gaves smputand therreturns to previouscreen
Ca n @& ddesnot save input and then returns to previous screen.

ot 3Ot N

Note: The system generates and displaysipID af t er c¢cl i cking either AS
AfSave & Closeo.
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Clickingih Sav e and wilproduce therie detail inputscreeras showrbelow.

View /Edit Trp

All fields marked with * must e complebed.

r General Trip

Tacoma, WA

mh@mmmmmﬂaﬁwdmmmmmmm or mileage.
Mileage Aaveance Tota: [ $29.10
-

T PerDiem " _{"This screen allows you to:

1) Add a new Destination

2) Add Per Diem

3) Add miscellaneous travel Expense | biem rotet | so.00
~ Miscellanecus Travel Expens: 4] Add a Comment

Imimf_wroul 50.00

Trip ot [T 828,10

This screen allows the user to inpwlditionaldestinationsper diem, miscellaneous travel
expensesas well asadding comments

Adding a Destination (New Itinerary Line):

ClickKdtdheefsthutoadt honlbe tri pbs det ail i nput scr
1121 .
.| "_-N--..- P

;‘ Add Destination
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The itinerary detail input screen will appear as shown below.

Trip Information For Adam A Traveler

View /Edit Itinerary

The Start Date
defaults to the

prior itinerary line | fieids marked with = must be completed
"8tart Date" plus

one day Current Travel Dates
urrently the trip begins on 02/02/2008 at 6:00 AM and ends on 02/02/2008 at 6:00 PM.

=~ [ Itinerary Destination
™Start Date and Time

- Date [EZREEREE =r
= Time [12:00 AM [

The "From
Location™ = From Location
defaults to the Selecta city: @ City: IZ'Hah’ WA,
prior itinerary

line "To ypeinaciy: € City:

Location” State:
Country:

* To Location

Selecta ity & city: |

e —
State:

Country:

Mileage Allowance $0.00 -

Input new itinerary data in same manner as describtgk@eneral Trip Informatioparagraph
for the initial itinerary After input, two processing options exist from this screer8 a \amd 0
AfCancel 0O

Save- saves the entries and returns the user to the previous page.

Cancel- does not save the entries and returns the user to the previfgus pa

Per Diem
Meals and lodging expenses are entered, modified, or deleted through the per diem grid.

e

e f._'_."' - "'\-__“ F,/v—"-ww,-h_ T RO e "f‘mléhu " ‘Miihbﬁ e A - (_,Q_J o Terem

B ST T P

Add Per Diem by clicking on
the 'Add Per Diem’ button
from the trip summary page J

Add Per Diem

Per Diem Total:l 50.00
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Adding Per Diem (Instate)

The following window will appear after clicking the Per Diem button on the trip summary page.

The ATravel D¢ prepapulated witth hhenindiwidual dates of the trip. To claim

per diem, the User chooses a date from the-dowmn list and clicksthd CI ai m Per Di e mo
button. Clicking théi C a n dwtbndeturns the User to the trip summary page.

Trip Information For Adam A Traveler

View/Edit Per Diem

Per Diem Rates | _Travel Regulations | Help | Logoff

Available Per Diem Dates & Locations
E Tacoma WS Use this screen to Claim Per Diem

Click on 'Claim Per Diem'

After choosing a date and c | screekbelowgill appear (ii Cl ai m
the location is irstate andhe location isn theTEMS database).

Trip Information For Adam A Traveler

View/Edit Per Diem

PerDiem Rates |  TravelRequlatione | Help | Logoff

Per Diem for Tacoma, WA - 01/03/2008

r Meal Entitlement

. Claimed Subijectto Taxahle
Eer Diem Rates Amount Payroll Taxes Amaount

Breakfast " Claimed T~ Provided IW ™ Subjectto Tax IW
Lunch ™ claimed T Provided IW ™ subjectto Tax IW
Dinner 7 Claimed I Provided IW I Subject to Tax IW

MealTotal [ 50.00 TaxTotal [ 50.00

rLodaing

Standard Rate for Tacoma, Wais 108.00
Lodging Receiptis Required.

Click if Lodging Cost

Exceeds Standard Rate

Lodging Totall 50.00 101-150% Qver 150%
Per Diem Totall 30.00

Lodaing ™ claimed I Provided 0.00

Lodging Tax 0.00

Memol

[See] coce |
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Meals

Trp Informa

View /Edit Per

on For A

dam Traveler
Diem

Per Diem for Tacoma, WA - 12/13/2007

When overnight travel

Per Diem rates base on
where traveler slept

involved

overnight meals

Note: non-

are subjectto
Payroll Taxes

1eal Erayemans
Par Diem Rates omszan me -~ — Use the
{./ 5 checkboxesto |
Breartast Claimed [ Pgowded | 15.00 ) ™ Sudjectto Tax | 0.00 either claim a meal
Lunch ro w%:«d 0.00 I subjecso Tax [ 000 0
Oinner T Ciaimes ™ Prowdes | 26.00 | I~ Subjectto Tax | 000 | state thatone was
MeatTotat | 41.00 | TaTos [ 5000 provided

| P e e =
The User clicks the appropriate box next to the meaI period to indicatesilasbeing

ANCl ai ons@Br ovi dedo

Clickingthefi Su b j e c tboxtindicaesatixabthe chosen meal is taxable. A meal must first

be AC|I ai medodo before it

are subject to Payrollaxes.

c d\ate: Namoverrigbtdrdvel ocheala s

ASub

When a meal is claimed and the per diem location is in the system database, the system will enter

t he meal val ue i n t hrefcmealichmeked afdclhaimedmet 0O
ACl ai med Amount o will remai bein§ @rovifed.eThea ul t )
ifCl ai med Amounto will al so remain $0

are checked.

Note: When overnight travel is involved, the system will use the per diem rate for the location

where the User last stayed ovigiht for the last day of the trip meal calculations.

Lodging
As with meals, the User must check th€ | a i Inor ifll@adging reimbursement is being

requested. The lodging amount is then manually entered into amount field. The system provides
(in read mly and for informational purposes) the standard lodging rate for the per diem location
syst
The

next to the ACI ai medo amount field. The
User |l eaves the ACI ai medo a mo umetamount enlerdd is
then St an d a ramouﬁ!ta)rtb«domv

]/f‘ T P | Ll e e T ’,/'\"-/—-_N)_.-"-‘Ij:‘&., ,..n;rrnl-_\._.__,.-_,,_ob..-’_“.,\__,_“_,,__..—',_,. __,,,\_-/""‘T"

Lodaging
Standard Rate for Tacoma, VWA is 108.00
Lodging Receipt is Reguired.

Click If Lodging Cost
Exceeds Standard Rate
101-160% | | Gver 150%

System will let you know
what the standard rate is for
In-state locations

Lodging Clalmed I Provided

I 0.00

Lodgmg Total

Lodging Tax

Fer Diem Total

Clalm lodging by
checking the box
IF
Lodging provided you
would check that box

Memo

160128
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I f the amount entered is above the fiStandard
exceptions messagbased on the amount entered in the lodging amount Tiblel first isthe

101- 150%exception The system will not accept the lodging amount entered until the

appropriate exception is claimed or an amount
entered.

2 OFM Travel and Expense Management - Web Page Di x|

Exceptions to the maximum allowable lodging rates 10:30: 2

IF the rate
—Expenses Between 100% and 150% of maximmum: Check all that apply exceeds
r Required to stay at same facility as dignitary. the
I Temporary special cost escalation. standard
I More economical to stay at temporary duty station. rate then
I Business interaction is expected at event location. this popup
[ Comply with ADA or health and safety of traveler is at risk. window
[T Suite is more economical than meeting room. appears
I-Agency Rented Facility - Reimbursement allowable up to 125%. , .
You will need to check the

appropriate condition in order
to continue

|http://198.239.159.205/LodgingException.aspx | Internet

The second is the Ov&b0%exception(see below)

2 OFM Travel and Expense Management - W ﬂl
f

Exceptions to the maximum allowable lodging rates 10:30:2F

If the maximum

~Lodging Expense in excess of 150% of applicable maximum per diem ——— | @amount allowed
The traveler attends a meeting, conference, convention, or training session where the b‘f the 1_500"';3
traveler is expected to have business interaction with other paricipants in addition to rule is
scheduled events; AND exceeded then

this popup
Itis anticipated that maximum benefit will be achieved by authorizing the traveler to stay window
atthe lodging facility where the meeting, conference, convention, or training session is appears.
held; AMD

You must check

The lowest available adverised lodging rate at the lodging facility exceeds 150% of the the 'l claim this

applicable maximum per diem amount for the location. Documentation supporting the

lodging rates is to be attached to the travel voucher or its file location referenced. Excel:tl?n box
| claim thi _ to continue or
| claim this exception cancel and
input a lower
Ok I Cancel amount
\ J
4| | B

Ihttp://198.239.159.205/Lodging150Exception.aspx | Internet
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Any associated lodgiligax i s manually entered into the HALC
automatically calculates a fiLodging Total o by
Taxo fields. The ALodging Totalo is a read o

Note: When a trip involves overnightavel, the system prevents the User from requesting
l odging on the | ast day of the trip by grayin

Per Diem Total

The system automatically calcul ates the daily
AMeal TaditLtaoldgi aamgd Tot al o fields. The fAPer Diem
Memo Field

iMemoo i s a fornoimput fiet that mayfoe useal for agency unique purposes.

The system provides two processing options after the per diem data is efitSel:\ared 0
AfCancel he ASaved option saves the data to th
returns the user to the Trip Summary page. T
returns the User to the Trip Summary page.

Adding Per Diem (@t-of-State)

Toclamoutof-st at e per diem you will <c¢click on the s
in-state per dlem

a)

P | T, - |~ UL SR

PerD|em
Add Per Diem by clicking on
the 'Add Per Diem" button
£dd Per Diem from the trip summary page

3 menwwmﬁmw -

Meals

The following window will appear after clicking the Per Diem button on the trip summary page.

The ATravel D at epopulated withahe indwidlal datbsef the trig date range.

To claim per diem, the User chooses a date from theadbomi st and cl i cks the
Di emo button. Clicking cancel returns to the

Trip Information For Adam Traveler
View /Edit Per Diem

Per Diem Ratez | Travel Regulations

Available Per Diemn Dates & Locations
’7Travel Dates: [ 12/13/2007 - Los Angeles, CALI

| Claim Per Diem mg Cancel
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After choosing a date and clfollowingscrgenwvihe A CI ai m
appear This screemppearsf the location isitherout-of-stateor an unknown irstate location
Trip Information For Adam Ti
V'EW/E"" : The per diem rate links
[ ] needt‘,.ookxp SRR L eReustons | sep | wawt | will allow access to the
the rates General Services
Administration (GSA)
. Use the drop down list site for rates.
Per Diem for Los Angeles, CA - 12/13/2007 to select the proper
Daily Meal Allowance
tl?'r use ’;elecﬂhe daily meal allowance for this location M meal allowance rate
1S E |—Meal Entitlerment 539
PerDiem Rates 5 ﬁ‘; Subiectto Taxable
554 Payroll Taxes Amount
Breakfast ¥ Claimed I Provided ™ Subjectto Tax | 0.00
Lunch ¥ Claimed I Provided T ™ Subjectto Tax 0.00
Dinner ¥ Claimed I Provided | 29.00 ™ Subjectto Tax 0.00
Meal Total I 564.00 Tax Total I 0.00
rLodging
Lodging W Claimed [ Provided | 15000, fi”g?s;d;f:i:::s";z:Sigr:lfs'Cms unknown
Ew oo
Lodging Total | $215.00
Per Diem Total $279.00 /
Memo | [ You will need to manually click on
the appropriate exception button,
ﬂlﬂl if the lodging rate exceeds the
standard rate
Select he appropriate meal allowancefrom the dropdown list. Once the meal allowance is
seected, a meal is claimed by checking the ACI
the meal allowance selected, the system will assign the appropriate value to the meal period
when the AC|I ai medo box i s ¢ he cskmeedsthoselindieated e ma i
for in-state.
Lodging
Aswithinst at e | odging, the User must check the #fnCcC

The lodging amount is then manually entered into amount field. Since the locatiomfsstate
and unknown tolte system, the system cannot provide a standard lodging rate as done for
(known) instate locations. Therefore, the automatic comparison of the standard rate to the
lodging amount cannot occur. The User must manually select the appropriate lodginpexcept
if necessary.

All other remaining oubf-state per diem steps are the same -asate.
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Adding Miscellaneous TraveExpense:
Clickthen Ad d E x lpugom mau:ldmiscellaneouisravelexpensgs.

Lo LT e —_ _,-" .
s T E T -

" Miscellaneous Travel Expenses l

Add Expense

TheView/Edit Miscellaneous Travdtxpensescreen will appear

Trip Information For Adam A Traveler
View /Edit Miscellaneous Travel Expenses

Per Diem Rates | Travel Regulstions | Help

. . . SAAM Links
Receipt Reguirements | Reimbursement Costs

All fields marked with * must be campleted.

Miscellaneous Travel Expenses -giFI, gtaée {a?ges Zre pge—po;ll_ultated_
*Date 2A772008 v elel ate mrom arop aown st

*Paid To [XvZ |

*Paid For |Parking |

* Armount 15.00

Merno ||

Save || Cancel

Date - The date pick list is prpopulated with the date range of the tripelect a date
from the list.

Paid To - Enter who the expense was paid to.

Paid For - Enter what the expense was paid for.

Amount - Enter the amount of the expense.

Memo - this is an optional field that can be used for agency specific needs.
Save- saves the entries and returns the user to the prescoesn

Cancel- does not save the entries and returns the user to the [@sereen

Note: The Date, Paid To, Paid For, and Amount Fields are required fields.
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Comments

Comments give the User a mechanism to provide additional information or explanations
pertinent to the trip. Users manually key in comments in theféree input section. The
following characters are allowed when using the-fogen input section'A-Zaz 09! @ # % &
ON*$\+0; _-{}]1=/><],?~

Add New Comments
Click on thenAdd/Edit Commentso button . . .

R L : -
S T e -
= e

Add/Edit Comments

.. .from the trip summary scredn add or edit comments

Thef ol | o wiGogndmeTnrti spoappeari d  wi | |

Trip Information For Adam Traveler

View/Edit Trip Comments

Per Diem Rates |  _Trawvel Regulations | Help | Legoff

You can edit these

All fields marked with * must be completed.
comments here

Trip Comments
{ Date/Time Comments By
1212002007 4:39 PM You can edit these comments here Adam Traveler \ p 4

*Comments:

— B

You can add your comments to this area here.

S

Save & Continue Save & Close | Cancel |

Users can add new comments as well as edit or delete existing comments from this screen.
Existing comments will appear in the grid above the-foem input section. The grid includes
the following data fields:

Dat e/ -TSysteendgenerated timestamp of when the comment was created.
C o mme nlUser inputted data. This is a required field.

Co mme n t- SystBg @enerated value displaying the UBeofithe individual
creating the comment.

1 s 1 e 14
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The User types in the desired comment. After completion, the system provides three processing
options:

ASave & GCaeavdsinpuuaadimaintains comments detail input screen for further
input.

ASave &I SAvedimpet, and then returns to previous screen.
fi Ca n ¢ dokesnot save input and then returns to previous screen.

The new comment will appear in the ATrip Comm

Edit an Existing Trip

Fromthe Trip List screen,lick thef AN oiconin the Edit columron the row of the trip to be
modified.

S TATE o F WA SHINGTON

Home i s Profile
Per Diem Bates |  TravelRegulaticns | Helo |  Logoff

Trips for Adam A Traveler

[ Trip List Filter From the Trip List Screen
V saved ¥ Attached to Reimbursement Request ..

™ Processed for payment [” Attached to Inactivated Reimbursement Request
™ Inactivated Apply Filter

Click on the 'Pencil Icon’
to open a trip for editing

C|Trip Id|RR Id| Start ¥ Purpose Mileage | Per Diem Status
1666 05/29/2008 06/06/2008 Camano Island §113.49 $262.00 $375.49 Saved
1669 870 05/29/2008 06/06/2008 Per Diem Rates $132.89 | $292.00 . 542489 AHachedto
FY 2008, Skagit Reimbursement
County Request
05/28/2008 06/06/2008 Per Diem Rates $558.68 $262.00 $320.68 Saved
FY 2008, Island
County
02/29/2002 03/01/2008 new location $228.26 . Saved
picker
02/28/2008 02/29/2008 Another test $30.30 Saved
0212812008 02/28/2008 new trip to verify $228.26 Attached to
vendor id is taken Reimbursement
from the table Request
? 2206 1244 02/22/2008 02/23/2008 new frip by traveler Attached to
Reimbursement
Request
? 2205 1243 02/22/2008 02/24/2008 new trip prepared . Attached to
for traveler Reimbursement

Home | Contact | Privacy Notice | OFM Systems Home
® 2008 Washington State Office of Financial Management
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The tripbs detail i nput screen will appear as

View /Edit Trip

Al b33 Mared mih * mMyust b COmpleted

- Generai Tp From this screenyou can...
(1) Edit the Purpose of the trip

(2)  Editthe End of Trip

(3) Edit an existing itinerary line

(4) Add Destination

(5) Edit an existing Per Diem line

(6) Add Per Diem

(7) Edit an existing Miscellaneous Travel Expense line
(8) Add a Miscellaneous Expense

(9) Add or Edit a Comment

ME‘MI

mrm(mmtu' 0m

mrul 424 69

ASYES Commants |

SamdCotove | SaedClose | Cancel | Flags |

Edit General Trip Information:

APurposeo, AENnd of Trip Dadse@obeaaliddfrinEnd of
this screen

iStart of Trip Dat e o0 nastbembdifiedarougheditihgther i p Ti n
first itinerary line.
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The User has th ocessing options
i 0.

& Closeo, and
iSavE@o &t i -rsavesdnput and maintains the current screen.

A Save &idalevigpet,@nd then returns to previous screen.

=]

C a n ¢ dokestnot save input and then returns to previous screen.

Edit an Itinerary Line:

Click theni No¢ oiconin the row of thetrlp |t|neraryand mlleage grldb be mOdIerd.

np‘lhnen-m,-a.ﬁdmlleage B P o=t . caermetn e g e \
T From To Mileage
Location Location Allowance
12132007 5:30 AM Qlympia, WA Tacoma, WA $14.55

[ - ' ; | Click on the Pencil' to open line for edlllng f

ThefiView/Edit Itineraryd detail input screen will appear as shown below.

Trip Information For Adam A Traveler
View /Edit [tinerary

Per Diem Rates | Trawvel Requlations | Help

All fields marked with * must be completed

Current Travel Dates
Currently the trip begins on 01/03/2008 at 8:00 AM and ends on 01/04/2008 at .30 PI.

r inerary Destination
rStart Date and Time

- Time [8:00 AM =]

* From Location
Selectacity & City: | Olympia, WA

Type in acity: ¢ City:
State: 'l

Country I

~*To Location
Selecta ity City: |Tacoma, WA

Type inacity: © City:
State: 'I

Country |

Mileage Allowance $29.10 ,ml
Savel Cancel

TheA Cur r ent T rsactioa is informdti@al only and cannot be modified from this
screen. This data obtained from the General Trip Information.

2401128
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Desired modifications to the itinerary line can be miade this screenf you change the

location the following pojup window will appear.

Microsoft Internet Explorer
2/

Changing the Location will clear the mileage calculator.

x|

0K I Cancel |
The mileage calcul ator wi l
A s

cl ear whlecationc hange

- o =

-

lu1ileage.ﬁllnwan|:e| $0.00 )

Click on the mileage button to open the mileage-pppvindow to recalculate the mileage
location is unknown to system, or to reset if mileagenmwvn to system.

If modifications to théi Mi | ea g e
clicked to open the mileage calculatorenter the new values.

Aate hezessany, tlie i | e battpe must be

A Privately Owned Vehicle Expenses - Web Page Dialog ﬁll
y

—Mileage
Point to Paoint
Miloags | 120 Default Mileage is 60
{b‘% miles one way.
Round Trip
Vicinity Mileage Total Mileage I 145
Effective Automabile Reimbursement Rate I 0.485
Reimbursement Rate
50.435 Mileage Allowance I B70.33
Memnl

If mileage is known to
system then the point-to-
point mileage will be filled
in. If not then you will
need to manually update
this window.

You can add Vicinity
mileage here and indicate
that the mileage should
be for a round trip

oK | cancel |

M

http://198.239.159.205/MileageCalculator.aspx?edit i Internet

After modifying the itinerary line, thaser will have two processing options:
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"[mueagemrdﬁamﬂ

Save | Cancel |;

S a vahdC a n c.
These options perform the same function as described in earlier paragraphs.

Edit Existing Per Diem

Click%bhécﬁ)n on the row of the APer Diemo gr.i

P - o F T N
e oy e T 2T e e SN e

o o, NG W g — ¥
Per Diem

Location Meals Lodging Lodging Tax

You can either edit or delete an
existing Per Diem line by clicking
on one of the two icons

Upon clicking on the pencil icoméfollowing AiView/EditP er Di e mo comaming
the saved valuesill appear. Use this screen to modifiaeé per diem values as necessary.

Trip Information For Adam A Traveler

View/Edit Per Diem

Per Diem Rates | _TravelRegulations | Help | Logeff

Per Diem for Tacoma, WA - 12/13/2007

r Meal Entitlement

Claimed Subjectto Taxable
Amount Payroll Taxes Amount

Breakfast ¥ cClaimed I Provided IW ™ Subjectto Tax IW
Lunch W Claimed [Provided [ 18.00 I subjecttoTax | 0.00
Dinner I Claimed [~ Provided lm [” Subjectto Tax | 0.00

MealTotal [ §59.00 TaxTotal [ $0.00

Fer Diem Rates

rLodaing

; Standard Rate for Tacoma, WA is 108.00
Lod l— . for :
odging ¥ Claimed I~ Provided 102.00 Lodging Receiptis Required.

. l— Click if Lodging Cost
Lodging Tax 12.00 Exceeds Standard Rate

Lodging Totall $114.00 101-150% Oyer 1505

Per Diem Tota\l $173.00

Memnl

(Soe]_coc

Click i S a woek@ep the modifications é C a n ¢oaliscard them.

260128
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Edit Miscellaneous Travel Expenses:

Click theni N oicon on the row of the other expense grid to be modified.

e e a 5 e T 0w o T, O PR - - g FE= e e .
- o et e o T - o Lt BET [+ Total: _’_’/ .__‘m_\_l

! \-

Miscellaneous Travel Expenses

[ S

Paid To Paid For Amount
XYZ Parking $15.00 %‘ [4

L‘M* | Click on the 'Pencil' to open line for editing r"r’i‘

TheView/Edit Miscellaneous Travdixpenss detail input screen for the selected row will
appear as shown below:

Trip Information For Adarm A Traveler
View /Edit Miscellaneous Travel Expenses

Per Diem Rates | Travel Regulstions Help

Eeceipt Reguirements | Reimbursement Costs

Al fields marked with * must be completed.

Miscellaneous Travel Expenses Required fields are:

*Date  |02/17/2008 ~ Date

Paid To
Paid For
* Paid F0r|F‘arking Amount
* Arnpurt 15.00|

Baid To [xYZ

Memo |

Save || Cancel

Modify details as necessary and tlidick i S a o AdC a n ¢oekéep or discard thehanges
respectively.
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Edit Existing Comments
From the Edit Trip Screee | i ck on t he Ad d/ Ed it Commentso b

. to arrive at the View/Edit Trip Comments Scrbetow.

Trip Information For Adam A Traveler
View/Edit Trip Comments

Per Diem Rates | Travel ulationz | Helo | Logoff

All fields marked with * must be completed

"Trip Comments

Date/ Time Comments By m

12132007 2:24 PM This is a sample comment. Adam Traveler

* Comments:

[

Save & Continue Save & Close | Cancel |

Clicktheﬁk(‘)iconin the row of the ATrip Commentso gri

Comments
12/13/2007 224 PM This is a sample comment. Adam Traveler q% L4

r_ d Click on the 'Pencil’ to open line for editing p_ '.“

280f128



TEMS Reference Guide

The detail input screen containing the chosen comment will appear as shown below.

Trip Information For Adam A Traveler
View /Edit Trip Comments

Per Diem Ratez | _TravelRegulatione | Help | Logoff

Existing comments can be modified until
the trip is routed as partofa

All fields marked with * must be completed. .
P Reimbursement Request

Trip Comments

Date/Time Comments By | Edit |

Comments By: IAl:Iam Traveler Date & Time: |12.||'13.|f200? 2:24 PM

s
Only Adam Traveler can
modify his comments until
the trip is routed.
Afterwards he can only
append additional
comments.

* Comments:

This is a sample comment.

Others may add their own
comments during
approval or review.

Upon routing all existing
comments become part of
the audit trail and can't be
modified.

Save & Continue Save & Close | Cancel |

The User can modify the comment as necesdaxysting comments cannot be modified once a
trip has been routed as part of a reimbursement request

The same three processing options as described earlier exist after the desired modifications are
made:i Save & Ch®aveu&alflCasnoe ol

Delete Existing Comments

Click thefiXoi con on the row of the ATrip Commentsbo
window will appear as shown below requesting confirmation.

Microsoft Internet Explorer x|

H?) Are you sure you want to delete this row?

oK Cancel |

Choosen O Kto continue the deletion dr C a n doestopd After the detion, the comment
will no longer appear in the grid.Existing comments cannot be deleted once a trip has been
routed as part of a reimbursement request.
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Inactivating a Trip

Only trips with a fiSavedo st at uskcarimctivalee i nact
their own trips Preparers may also inactivate trips they created for Requestors.

Trips for Adam A Traveler

Trip List Filter
Saved Attached to Reimbursement Request

Only trips in 'Saved'

™ Processed for payment ™ Attached to Inactivated Reimbursement Request
paym & Status can be

[ nadivated _ ‘Inactivated’ Use 'Pencil’

to select trip
rip IdRR Id| Start End Purpose Mileage | Per Diem Mi Staty i to open
Camano Island $113.49
Sample for 52010
Reference
Document

new trip new
reimb request
new location
picker
Another test U U L Attached to
Reimbursement
Request

ew trip new X . . . Attached to
reimb request Reimbursement
Request

Saved

new trip prepared I Aftached to
for traveler Reimbursement
Request

ew trip by traveler 1 . Aftached to
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The View/Edit Trip screen below will appear.

Mode TR Mo Rearary Lo M0 ol Sdm Medcolineout Yol Gpented of Miedde
h—m‘rﬂl SHES

Click the
'Inactivate’
button

Click the Inactivate buttonThefollowing warning message will appear:

Microsoft Internet Explore x|

\?') Are you sure you want to inactivate this trip?

Ok | Cancel |
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Click i O Kto inactivate the trip ofi C a n ¢oaliscontinue. The trip will now have an
Aflnactivatedo status and can be vieméd in Are
Trip List Filter.

Activating a Trip

Only trips with an

|l nactivatedo status ca
filterand clickn Appl y Fi l ter I

n b
The trip Iist wil di s

[e =1

I' NG T O N

Trips for Adam A Traveler

r Trip List Filter
[~ saved ™ Attached to Reimbursement Request
I~ Processed for payment ™ Attached to Inactivated Reimbursement Request Use the

'Pencil’ to
V Inactivated Apply Filter

select a trip
_ to open
| Tripid |[RR Id Purpose Mileage | Per Diem Status ¥ | Edit

12M158/2007  1217/2007  itinerary check $16.01 $33.00 |Inactivated \

121312007 12M4/2007  Sample 51455 51455 Inactivated \

121312007 12M4/2007  Sample $0.00 $0.00 Inactivated \

Home | Contact | Privacy Motice | OFM Systems Home
® 2006 Washington State Office of Financial Management
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The View/Edit Tripscreen below will appear.

Click on the
'Activate’

\‘?) Are you sure you want to activate this trip?

0K I Cancel |
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Click i OKto activate thetripoi Cand¢ ®l @i sconti nue. The trip w
status.

Reimbursements Tab

TheA Rei mbur semisphtaysTabpricde 00 fAirieni mbur sement r e
awaiting further action A reimbursement request is used to bundle trips together and route them

for processing. The user selects existing trips from the trip list and attaches them to the
reimbursement request. New trips may also be created and added through the reimbursement
request.

T ATE O F W A S HINGTON

Home ips i Profile
Per Diem Rates |  _Travel Regulatiens | Help | Logoff

Reimbursements for Adam A Traveler

Reimbursement Request List Filter
¥ Saved ¥ submitted W Approved
¥ Returned for Changes ¥ Denied I Approved for Payment
™ Processed for Payment ™ Inactivated ¥ Prepared

™ Rerouted Apply Filter |
.@EM_

1282 03/04/2008 Display Trip flags - Unset Flags 2 $375.49 Submitted To (Betty Manager)
q?1281 03/04/2008 Display trip flags, unset flags $221.17 Submitted To (Betty Manager)
W 859 0204/2008 new trip pick list test two trips 850,17 Returned for Changes By (Jane Fiscal) To
(Fiscal Group 1)

‘? 861 03/04/2008 trip pick list five trips §50.17 Returned for Changes By (Jane Fiscal) To
(Fiscal Group 1)

1280 03/03/2008 February trips $350.98 Saved

1269 03/03/2008 new reimb request to verify vendor id comes from $282.25 Approved By (Betty Manager)
the table

1013 03/03/2008 Test 15077 $193.16 Approved By (Betty Manager)

%
%
%
S
%
1272 03/03/2008 vendor id $15.15 Approved By (Betty Manager) \
%%
%
%
Y
%
G

? 1244 02/28/2008 new reimb request by traveler $75.00 Approved By (Betty Manager)

888 02/29/2008 Receipts flag test two §64.00 Approved By (Dan Preparer:)

W 1191 | 02/28/2008 checking the account grid $1,408.76 Approved By (Mike Manager)
1239 02/27/2008 new rrfor java script $276.00 Saved

? 1243 02/27/2008 check lodging exceptlon changes in history tab $174.00 Approved By (Betty Manager)

Create A New Reimbursement

Home | Contact | Privacy Notice | OFM Systems Home
@ 2006 Washington State Office of Financial Management

Reimbursement Request List Filter
The reimbursement request list filter provides filterwagability ky the variougeimbursement
request mtuses. Aeimbursement request may have any of the following statisésa v e d 0 ,

Returned f ofirPrMhcaensfeegstie fiitRe@r out edo, ASubmittedo,
Al nact ilVAptpegdo,ed o, A Appr end@Peepafeddr Pay ment 0,
i Bstnanie, A ATt e,

W
- Reimbursement Request
Reimbursements forAdam ATraveler Filter List default
Reimbursement Request List Filter SEtthS:
¥ Saved ¥ Submitted e ¥ Approved (1) Saved
(2) Returned for Changes
¥ Returned for Changes ¥ Denied I_Approved for Payment [3} Submitted
[” Processed for Payment [ Inactivated 6 V¥ Prepared (4) Denied
5) Approved
" Rerouted Filter | (
eroute Apply Fi (6) Prepared

et e e
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Filter Options:

Savedi A reimbursement request that was saved, but has not been routed.

Returned for Changesi A reimbursement request that has been sent back for
modifications.

Processed for Payment A reimbursement request in which payment was received by
the Requestor.

Reroutedi A reimbursement request that has been redirected by an Agency or System
Administrator.

Submitted i A reimbursement request that has been initially routed by a Requestor or
Preparer.

Deniedi A reimbursement request that has been declined by prodgr or Fiscal staff.
Inactivated 1 A reimbursement request that was manually inactivated by clicking the
Inactivate button.

Approved i A reimbursement request that has been approved by an Approver.
Approved for Paymenti A reimbursement request that teesen authorized for payment
by the Fiscal staff.

Preparedi A reimbursement request that has been created on behalf of someone else.

The filter allows the user to choose all or any combination aofeinebursement requestatuses.
ReimbursementRequesti t h st at useffReff umMmmad efder Changeso,
ADeni edod, nAAppr ocomprisghe default filtér Bptiemp ar e d 0

To use the filter feature, simply select the desired filter options and click#hp pl 'y Fi |l t er o
button. _2eely Fiter 3

Sorting

Thereimbursement requelsst can be sorted by any of the column headings exXtépd i Tthe

default sort order is by th@ated columnin descending orderTo initiate a different sort, click

on the desired underscored column heading, i.&icjoonfi T o twalllsast the entire trip list

by the fiTotal 6 column in ascending order. Cl
descending order.

e You can sort by any of the columns list except for the edit column.
I Rer The direction of the arrow shows the direction of the sort
Date Description | Total | staws  [Fdile
¥ 988 01/04/268¢ smoke test build 95 $760.21 Saved %,
990 01/04/2008 retest bugs for build 95 $523.57 Saved \
? 812 01/04/2008 Comments Grid on Reimb Req to Scroll Bar $709.60 Submitted To (Betty Manager) %

a_wp.n__twkww_ _ w e sl WMY\W@% ,
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Creating a New Reimbursement Request

If you dick the Create A New Reimbursemert |5, by tton on the reimbursement requestdiseen the
following screen will appear.

Reimbursement Information For Adam A Traveler
View/Edit Reimbursement Request

Per Diem Rates |  TravelRegulations | Help | Logeff

All fields marked with * must be completed.

ReimbursementID:l

* Description: Il

r~ Profile Information

Requestor: IAdam A Traveler * Work Schedule: p-F
8a-5p

Requestar Phone: [360-664-6823 Ext. 101607 * Official Station: [Tymwater
Approver. |Betty Manager * Official Residence: |O|ympia
Approver Phone: [360-664-8825 Ext. 91207

~Reimbursement Trip List

Click "Save & Continue’ to start adding trips to this reimbursement request.

[2] [c]

Save & Continue | Save & Close | Cancel |

The new reimbursement request is initially composed of several se¢fipBgscription, (2)
Profile Information, and (3) Reimbursement Trip List. It also displays #three processing
options a user can select after data is entefgdii Save & C@)mMtSiarviee &, Cl ose o,

BN

and(C)nCancel 0o

Description: This is a freform entry field. The user types in the desired description.

Profile Information: serves as the header for the reimbursement request. The fields of this

section with the exception of Descriptionarepre pul at ed from t he travel
Requestor, Requestor Phone, Approver, Approve
fields and cannot be changed on the reimbursement request. The Work Schedule, Official

Station, Official Residence, and Description are required fields and may be modified on the

rei mbur sement request without iempacting dat a

Reimbursement Trip List: lists trips currently attached to the reimbursement reqéesew

rei mbursement request wil/ initially display
are added.
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Reimbursement Request Total:displays the expense component totals (Mileage Allowance,
Per Diem, and Miscellaneous Travel Expense) as well as the reimbursement requéshéotal.

reimbursement request will display zeros for all amounts in this section until trips are
added.

After the user types an entry in the Description field (all other fieldea@mally pre-
populated), one of the three processing options can be chosen: Save & Continue, Save & Close,
or Cancel.

iSave & GCaeavdsinputiaadomaintains current reimbursemeniest input

screen for further action.

iSave &i dalevigpet,@and returns to previous screen.

fi Ca n @ dokesnot save input and returns to previous screen.

Adding Trips to a Reimbursement Request

Once the reimbursement requestis savediRoel t | n g fReldd&tAdsdo Tamdi p o
AAdd/ Edit Boammenssare displayed. The Routing
cannot be manually changed on the reimbursement request.

Reimbursement Information For Adam A Traveler

View/Edit Reimbursement Request

Per Diem Rates |  Travel Regulati | H

All fields marked with * must be completed.

Routing Statuslsa‘l’e'd oRewmbursememlD.l 1319

* Description: IOnce mare through the breech

Profile Information

Requestar. IAcIam A Traveler *Work Schedule: [i_F

Ba-5p

Requestor Phone: [350-564-8823 Ext. 101607 * Official Station: ITumwater
Approver IBetty Manager * Official Residence: IOIympia
Approver Phone I%msm Ext. 91207

rReimbursement Trip List Once "Saved”...

(1)  the Reimbursement ID is assigned

Add trips using the *Add Trip' button (2) the add Trip button appears

(3) the Add/Edit Comments button appears

(4) the Inactivate button appears

(5)  the Print, Flags and History buttons appear

—

Add/Edit Comments | e Print | Flags | Histary |

Inactivate | Save & Continue Save & Close | Cancal |

Click the AAdd Tr i po Husement nequastbhe fallowing scheent r i ps t
will appear:
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Trip Information For Adam A Traveler

Trip Pick List

Per Diem Rates |  Travel Regulatione | Help

Logoff

Trip List

Iripid| start ¥ | End
01/02/2008 01/04/2008 check itinerary delete
121312007 12142007 Sample
1200712007 12M2/2007 message testing
12/06/2007 12/08/2007 message testing
12/05/2007 12/05/2007 retesttime out without the time out
120412007 12/04/2007 re test the time outissue 12694
1210412007 12/04/2007 retesttime out issue without time out
12/04/2007 1212112007 message testing
11/26/2007 11/26/2007 add a new trip to display on the pick list

1112002007 11/2002007 scroll bar check on trip pick list
11/19/2007 11/19/2007 Smoke Test

O|a|ga|ajaa(g|a|g|a|g|ajao

11/02/2007 11/03/2007 Flags Test

109.61
1455
0.00
181.89
M7.37
106.70
106.70
0.00
109.61

11/26/2007 11/26/2007 preparer dan creates a trip for traveler adam 36.86

92.15
5017

111002007 11M13/2007 document itinerary changes for the same date  166.86

40138

303.00

$433.58
$261.55
50.00
522188
$176.37
$155.70
$155.70
$0.00
$179.60
$36.86
$92.15
$50.17
$496.83
$704.38

Using the nAS
then click t
trips for attachment.

Trip Information For Adam A
Trnp Pick List

I—Trip List

Use either the
Select All Checkbox

or

Select the trips
individually by
placing a check in
the checkbox on the
same line as the trip
number you want.
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A new trip may also be created frahe trip pick listscreen by clickingthd Ad d Muwteno

~

fi AddNew |3 at the bottom of the pag&hefollowing screen will badisplayed. You can create
your new trip here.

Reimbu ent Information For Adam A Traveler
View/Edit Reimbursement Request

Per Diem Rates |  TravelRequlatione | Help | Logeff

All fields marked with * must be completed.

ReimbursementID:l

*Description: ||

r~ Profile Information

Requestaor: |AdamATraveIer * Waork Schedule: [n-F
ga-op

Reguestor Phone: I%mgm Ext. 101607 * Official Station: |Tumwater

Approver: |Betty Manager * Official Residence: |Olympia

Approver Phone: [360-664-8525 Ext. 91207

rReimbursement Trip List

Click "Save & Continue’ to start adding trips to this reimbursement request.

You will use the same process to
add a new trip here as you did
earlier.

When you are finished the new trip
will be added to the trip list. You
can then add it to the
Reimbursement Request by
selecting it.

e ————————

Once the new trip isreated, it will be added to the trip list. It can then be selected andeattac
to the reimbursement request as described above.
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Adding Comments to a Reimbursement Request

Al fields marked with * must be comgleted.
Routing Status [Saved Reimbursementinf 1319

r Profile Information
Riquesion A Traveler " otk Schedule: .5
Ba-5p

Requestor Phone’ [350.664-6623 Ext_ 101607 * Official Stgbon: [Firmwater
Appraver. W * Official Besidence: [Olympia
Approver Phone: [360.664-8825 Ext. 91207

Reimbursamant Trip List

x| Per Diem | Misc Total Edit

2285 032472008 06:00 AM 032472008 06:00 PM  Onward came the 600 537.88

A

- .
R

~ Transackion Detail Information

Copy Selecled Row

Clicking the fAAdd/ Ed reimbugsenmen eequessvill ojpen the o n
View/Edit Reimbursement Commaenhput screen below.

400f128
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Reimbursement Information For Adam A Traveler
View / Edit Reimbursement Comments

Per Diem Rates |  Travel Requlations | Help |  Logoff

All fields marked with * must be completed

Reimbursement Comments

e commencor s

172008 3:51 PM example comments for reference Qulde Adam Traveler

= Comments:

[ =i

Save & Continue | Save & Close | Cancel |

Users can add new comments as well as edit or delete existing comments from this screen.
Existing comments will appear in the grid above the-foem input setion. The grid includes
the following data fields:

i Dat e/ -ISystam generated timestamp of when the comment was created.

fiC o mme n Userdnputted data. This is a required field.

i Co mme n t- Syst@rygenerated value displaying the User ID ofrttividual

creating the comment.

Click on the pencil to open existing
comments to view or edit. You can
view comments any time butyou
can only edit your comments until
you have routed the
Reimbursement Request. Then
additional comments are added as
All fields marked with * must be completed. new comment lines underneath the

existing comment lines.

Reimbursement Information For Adam A Traveler
View/Edit Reimbursement Comments

PerDiemRates |  TravelRequiations | Help | Logoff

" Reimbursement Comments

Date/Time Comments Comments By
/712008 3:51FM example comments for reference guide

* Comments:

Type your new comments in space provided here.

To add a new comment just typeur comment in the free form comments fieM/hen you
have finished/ou may eitheSave & Continug Save & Close or Cancel If you choose one of
the save options a new comment line will appear on the screen.
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ifSave & GCaeavdsinpuuaadomaintains comments detail input screen for further
input.
A Save &idaleviget,@nd then returns to previous screen.
fi C are 1 does not save input and then returns to previous screen.
The new comment will appear in the fARei mburse

Edit Existing Comments

mim e F L = T T L ) =% i Ty

Cllckthen%-mcon on the row of th_e nRelmb_ursement

o

Relmbursement Comments4[ Cllck on 'Pencﬂ' to open ccmment line for viewing or edlllng

Date/ Time Comments Commenii> oy

example comments for reference guide
. ; B D T DY

The detail input screen containing the chosen comment will appear as shown below.

Reimbursement Information For Adam A Traveler
View/Edit Reimbursement Comments

Per Diem Ratez |  Travel Begulatione | Help |  Logoff

All fields marked with * must be completed.

Reimbursement Comments

Date/Time CommentsBy | _Edit_|

Comments By: |Adam Traveler Date & Time: |1ﬂ!2008 351 PM

* Comments:

Selected comments_*" are
then edited here in this free-
form input area.

Save & Continue | Save & Close |Cance||

The User can modify the comment as necesdaxysting comments cannot be modified once a
reimbursement request is routéthe same three processing optionsescdbed earlier exist
after the desired modificationsare madieSave & Chdaveu&alGlanedl 0O

Delete Existing Comments

ClickthefiXdi con on the row of the fARei mbursement C
delete message window will appear as shown below requesting confirmation.

420128



TEMS Reference Guide

Microsoft Internet Explo x|

\?/ Are you sure you want to delete this row?

oK Cancel |

Choosdi O Kto continue the deletion ér C a n doestiopd After the deletion, the comment will
no longe appear in the gridExisting comments cannot be deleted once a reimbursement request
is routed.

Removing Trips from a Reimbursement Request
Trips removed from a reimbursement request are placed back into the trip pick list. Trips are

removedirom the reimbursement request by clicking fi* o icon on the row of desired trip in
the Reimbursement Trip List sectiofrips can only be deleted from a Reimbursement Request
before ithas been routed.

Rembursement Information For Adam A Traveler

View fEdit Reimbursement Reguéest

LerDism Bates | Travel Beoulations

- ,__" W‘\ ...-L.-....J-Jh._,_...."‘“‘“‘“\ - :i""'""'"’""""h"

e

'---’ gt r i et M imfnE A vl e

e f

.f.l =G UI'S.EI'I'IEF TI' [l L =8

? 1229 0102008 0200 AM 042002 0500 P smaods best build 98 2318 £412.00 52599 o B .

———
Click on the "X" to remove trip from Reimbursement Request
Add Trip Once ramoved trip will return to the Reimbursement Request Trip List

‘\,,,..\ PV SN S SN S e N I e f...-.,

The system will generatee followingwarning message asking.

Microsoft Internet Explore x|

\g) Are you sure you want to remove this trip?

oK Cancel |

Chooséi O Kto continue theemovalorii C a n ¢oestopd If theemovalis continued, the
system will automatically recalculate the balances in the Reimbursement Request Total section.

Editing Trips from a Reimbursement Request

Trips can be edited by clickirtig h Q%cﬁ on the row of the desired

Trip List section.

430128
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.
Re|mbursement Tr|p L|5t

Start ¥

v se lotal
W 4820 01/01/2008 08:00 AW 01/04/2008 05:00 PM  smoke test build 95 $316.22 $418 00 | $25.99 | 760 % ) 4

[ Click on the 'Pencil' to open trip for ]

The system will open the trip for editing.

View JEdit Tr i}

Trlp is now available for editing, just click the 'Pencil’ on the
row you want to open.

- Trig My 3 RA 0

Aub Dwrstnateon I Hete Changire Fot: retrary Can At per Bem mescelanecus el epenses o mileage

Mmrﬂl mw:

ASSESE Commants |

SoekContnos | SewhCloss | Concel |
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Flags and Exceptions

Flags alert users of information entered that might reaqlmser scrutiny. Flags are generated
when travel information entered varies from system or business ouligem both system and
business rulesFlags are included on both trip list and reimbursement request list screens.

Trips for adam A Traveler | Flags appear on this
and Reimbursements

Trip List Filter —————— trip list screens !
¥ saved ™ d to Reimbursement Request
[ Processed for payment " Attached to Inactivated Reimbursement Request
? 1616 0 10/11/2007 10142007 Smoke Test $50.17 $0.00 $0.00 $50.17  Attachedto % ;I
Reimbursement
Request
? 1617 1001142007 10142007 Smoke Test $50.17 $270.00 51599 $336.16 Saved %
? 1629 1001172007 10142007 Smoke Test $50.17 $270.00 | $15.99 $336.16 Saved \
10/11/2007 10M14/2007 Smoke Test $50.17 $270.00 @ $15.99 $336.16 Aftachedto \
Reimbursement
= Request
Click on Flag to
. .g (2007 Smoke Test $50.17 $270.00 | $15.99 $336.16 Saved \
view details
7 Smoke Test $50.17 $270.00 51599 $336.16 Saved %
10/11/2007 10142007 Smoke Test $50.17 $270.00 | $15.99 $336.16 Saved \
862 10M1/2007 10/14/2007 Smoke Test $50.17 $270.00 @ $15.99 $336.16 Aftachedto \
Reimbursement

Click the flag on the rowf the desired trip to view details. The following screen will appear
displaying the exceptions.

A OFM - Travel and Expense Management System - Web P
Adam A Trav
Flags
Purpose: Smoke Test  |___Flag detail associated with trip 1625 |
e 10M1/Z2007: Mileage rate of 30.111 differs from current standard automobile rate of 80.435
= 10M1/2007: Breakfast amount of $22.00 differs from allowance of $10.00 for Zillah, WA
e 10MZ2007: Lunch amount of $33.00 differs from allowance of $12.00 for Zillah, Wa
s 10M1/2007: Dinner amount of 344 00 differs from allowance of $17.00 for Zillah, WA
e 10M1/Z2007: Lodging exceeds allowance of $60.00 for Zillah, Wa,
- Required to stay at same facility as dignitary.
- Temporary special cost escalation.
- Mare economical to stay at temporary duty station.
- Business interaction is expected at event location.
- Comply with ADA or health and safety of traveler is atrisk.
- Suite is more economical than meeting room.
-Agency Rented Facility - Reimbursement allowable up to 125%.
e 10M2/2007: Breakfast amount of $22.00 differs from allowance of $10.00 for Zillah, WA
& T0MZ2/2007: Lunch amount of $332.00 differs from allowance of $12.00 for Zillah, WA
s 10M2/2007: Dinner amount of 344 .00 differs from allowance of $17.00 for Zillah, WA
|http:HJQB.ZBQ.159.2{)5NiewFlag5.a5p){?trip]D=1625 |i Internet
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Reimbursement Request History

TEMS maintains the history of a reimbursement
processed for payment. The hist@ydisplayed in chronological order starting with the earliest
at the bottom of the screen to the latest at the top.

Hi story details may be accessed by clicking t

nent Information For Adam A Traveler

View/Edit Reimbursement Request

All fields marked with * must be completed.
Routing Status {Saved Reimbursement IDI 1319

Rhe LN LI Once more through the breech

Diem | & \ Jit

$3300 $000 $7088 WX

e
m
T
T
T
T
T
T

Click here to
view history
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The History details will belisplayedon the popup window displayed below

‘2 OFM - Travel and Expense Management System - Web Page D X|

History is organized from the latest on
top to the earliest on the bottom

Adam A Traveler

History

Description: trip pick list three trips Y ot th
. ou can prin e
01/04/2008 8:45 Al history details by

From: Manager, Betty o : ]
To: Fiscal Group 1 clicking the print link

Action: Approved by Approver to Fiscal

Changes:
Feceipts obtained designation for reimbursement request ID 354 was changed from Mo

to Yes by Adam A Traveler on 01/04/2008 8:33 AM.
Commenits: 854 update receipt received flag to M send to fiscal

01/0472008 8:33 AM
From: Traveler, Adam A
To: Manager, Betty
Action: Submitted
Changes:
Trip ID(s) 1663 added to reimbursement request ID 854 by Adam A Traveler on

01/04/2008 8:32 AM.
Trip ID 1611 was removed from reimbursement request ID 854 by Adam A Traveler an

010442008 8:32 AM.
Commenits: 854 removed trip added trip with receipts required and received

01/04/2008 8:30 AM -
0 - | ©

|http://198.239.159.205/ViewHistory.aspx?requestiD=854 @ Internet

The History details may even be printed

close the History screen.

470128



TEMS Reference Guide

Change Log

When modifications (additions, deletions, or changes) are made to reimbursement requests after
their initial submission, the system will atggenerate details of the modifications as entries into
History. These system generated entries will display widhirdnen the changes occurred as

well as who made the changes.

History

Description: trip pick list three trips
01/04/2008 8:45 AM

From: Manager, Betty

To: Fiscal Group 1

Action: Approved by Approver to Fiscal

Changes:

Receipts obtained designation for reimbursement request ID 854 was changed from Mo

} to Yes by Adam A Traveler on 01/04/2008 8:33 AM.
Details Comments; 354 update receipt received flag to M send to fiscal

of 01/04/2008 8:33 AM
|IChanges From: Traveler, Adam A

are To: Manager, Betty
recorded Action: Submitted
here Changes:

Trip ID(s) 1663 added to reimbursement request ID 854 by Adam A Traveler on
}01!044'2008 8:32 AM.
Trip 1D 1611 was removed from reimbursement request 1D 854 by Adam A Traveler on

01/04/2008 3:32 AM.
Comments: 854 removed trip added trip with receipts required and received

U IS ZUU0 0100 AT vI
1 - - | B

|http://198.239.159.205/ViewHistory.aspx?requestiD=854 /@ Internet

Routing

Requestor (To Approver)

The rei mbursement request routing @rthecess i s
bottom of the View/Edit Reimbursement Request T h ebutfo® doesahat appear until at
least one trip is added to the reimbursement regirample of Screen without a trip assigned.

o e T e

e . N
- N

fem R s et

Notice . ..
No Send
button here
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Example with at least one trip assigrtedeimbursement request

e . p
—_— e 2 T e

. -

Notice . ..
Send button
Appears!

Add/Edit Comments

Inactivate | Save & Continue Save & Close | Cancel |

After clicking the S egsenentRequdsttsareen willtdisptlay. Pr oc e s s

» D [} [} 0
Per Diem Rates |  Travel Requlations | Help |  Logoff
All fields marked with * must be completed.
Process Reimbursement Request
Action Routing This screen is divided into the following
& Send Route To: |Manager, Betty 'l sections:
& Approve (1) Action
- (2) Routing
Deny (3) Receipts

€ Return for Changes (4) Comments

r Receipts
* Receipts are required for this reimbursement request. Have original receipts been obtained?

"Action"- defaults to "Send"

"Routing” - defaults to Approver from
Requstors Profile

""Receipts" - requires response if receipt
generating event has occurred

"Comments" - allows Requestor to type in any
;I desired comments

 ves|The Requestor must respond to this question in order to proceed
¢ o [from this screen, if a receipt generating event has occurred.

) Comments:

[

By submitting | hereby certify under penalty of perjury that this is a true and correct claim for necessary expenses incurred by me and that
no payment has been received by me on account thereof.

(o ] o |

The screen is divided into several sectightion, Routing, Receipts, and Comments

fNActidehaul ts to ASendo when the rei mbursem
other actions are grayeuit.

ARoutdefgadul ts to the Approver selected in t
also has the option of choosing another Approver from the divam list.

i R e c e if gorecsipd generating event has occurred, (i.e. lodging); the Requestor must
respond whethr or not receipts were obtained. A
checked in order to proceed from this screen. If a receipt generating event did not occur,

the Receipts section will be grayedt and the system will indicate that receipts are not

requred.

i Co mme alows the Requestor to type in any desired comments for the
reimbursement request.
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The Requestor responds to the desired sections above and'JE(‘) buttonto submit the
reimbursement request to the chosen Approver. The systenendtate an-enail notification
to the Approver that a reimbursement request was received and is waiting to be refviewed.

ﬂlo buttondoes not save any changes and returns the Requestor to the reimbursement
request.

Inactivating/Activating Reimbursement Requests

Inactivating a Reimbursement Request

Click _Meteelhe hfwtton i +hand doreer of thewereemihaetivate a

reimbursement requestOnly reimbursementrequestsi t h a fiSavedo status ¢
Reimbursement requesivners (Requestors) can inactivate their saimbursement requests.

Preparers may also inactivate reimbursement requests they created for Requestors.

Click here to
inactivate

W Ninactvate [J)Save & Continve |  Save & Close | Cancel |

You will receive the following confirmation message.
Microsoft Internet Explorer X

\?) Are you sure you want to inactivate this reimbursement?

oK Cancel |

Click OK to continue.

The reimbursementgeu e st and any attached trips wild/l be
Note:it o find the I nactivated Rei mbursement Reque
Reimbursement Request Lidter.

F W A S HI N G T O N

Reimbursements for Adam A Traveler

~ Reimbursement Request List Filter
™ saved ™ submitted ™ Approved

[~ Returned for Changes [ Approved for Payment
[~ Processed for Payment Inactivated - Prepared
Apply Filter

™ Rerouted

BV T e TN T =
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Activating a Reimbursement Request

To activateaniact i vated rei mbur sement request,
the lower lefthand corner of th¥iew/Edit Reimbursement Requesireen.

Reimbursement Information For Adam A Traveler
View /Edit Reimbursement Request

Per Diem Rates |  _TravelRegulations | Help | Logoff

Print Flagsl History |

You will receive the following confirmation message.

Microsoft Internet Explorer x|

\?) Are you sure you want to activate this reimbursement?

oK Cancel |

Click OK to continue.

The reimbursemenerqu est wi | | be assigned to a ASavedo

Printing a Reimbursement Request

j ust

When areimbursement requeistinitially savedt he APri nt o button wil/l

cornet
Example: Reimbursement request prior to being saved.

Reimbursement Information For Adam A Traveler
View /Edit Reimbursement Request

Per Diem Rates | Travel Regulations 1 Help

All fields marked with * must be completed.

Reimbursement ID.I
ol e

- P "

SIS P

L e e e <

= ae? = e

" Réirﬁ’gu'féement Trip Li;l”‘

Click "Save & Continue’ to start adding trips to this reimbursement request

Noticell
No buttonsil! |

Sawe & Close | Cancel |

510f128
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Example: Saved Reimbursement Request.

Noticelll

Buttons!l!!

Add/Edit Commentsl Printl Flagsl History |

Inactivate | Save & Continue | Save & Close | Cancel |

From this point, agimbursement requestay be printed regardless of its status.

When theﬂl button is clicked, a reimbursement request repdidisplay as showtelow.

Office of Financial Management
Travel and Expense Management System
Reimbursement Request Report
Traveler, Adam A
03/2512008
B Reimbursement Request Summary [ Expand All Y Print Close
RR Id Official Station Official Residence Description Routing Status Amount Requested Taxable Amount Travel Advance
1321 Tumwater Olympia Again for documentation purposes Saved $0.00 $0.00 50.00
@ Travel Summary
Reimbursement Totals
Document Header and Batch Information
@ Transaction Detail Information
History
Flags
Reimbursement Request Comments

Thereimbursement request report is displayed in an expandable and collapsible format. By

clicking on the desired sectionbs + sign, a u
details. Clicking the AEXxpan ddisgldy bllGectopstofithen i n
report. Once the desired sections are displa

Request Report to print the report.

Click the fAClose fibutton to cancel the print

Check-in/Check-out
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When a reimbursement request isuse and is opened by someone else, the system will display
a warning message at the top of the screen to the later individual.

Reimbursement Information For Adam A Traveler

View /Edit Reimbursement Request -
If you open one of your requests that is

 omiui | openby someons s, you il receive this

message and won't be able to edit anything.

This reimbursement request is Read Only
AlTIEIAS Marked with = must oe compietea

Routing Status{Submitted To (Betty Manager) Reimbursement ID:I 892

T history log

ged 2 times testing . -,

If the same reimbursement request is opened by two individuals wittapdibility then the

second individual to open the reimbursement request will receive the following warning
message. The message wil/l indicate that the
the name and phone number of the person who has it open

Reimbursement Information For Adam A Traveler

i - - If you are the second individual (with edit capability
View /Edit Reimbursement Request such as a reviewer or approver) to open the same

- request you will receive this warning message

This reimbursement request is Read Only and is in use by Betty Manager, phone 360-664-8825 Ext. 91207.
Allfields marked with * must be completed.
Routing Status ISubmitted To (Betty Manager) Reimbursement ID:I 892

Preparer (Prepare Only)

A user (Preparer) who has been delegated authority to prepare trips and reimbursement requests
for Requestors Reqlestshbvekt heainBawbtehin the AT
Welcome screen.

W A S HI NGTON

Trips Reimbursements Profile
Per Diem Rates | | Help | Logoff

Travel Requlations

Welcome to the Travel and Expense Management System!

TEMS is the replacement to the Travel Voucher System (TVS).
We haope you will find this new system to be of great value in accomplishi

Appears only to
users given the

authority to
Others
Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Curabitur - Chanae Your Profi
orci. Mullam risus leo, condimentum et, laoreet non, ornare vel, H
mauris. Fusce tellus augue, eleifend eget, accumsan eget, eleifend
ac, mauris. Guisque augue velit, vehjcula et, ornare at, interdum = Switch Reques‘l:or

S T P U N
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The Preparerclc ks t he ASwitch Travelero | ink and

You are currently preparing for Dan L Preparer:
Switch Requestor
Choose a

| ‘olenfls | TowRewios | e | Loff [ pooyestorto
Prepare for

from the Drop
Down List

Available Requestors To Prepare For

Requestor To Prepare For: |Fi5cal, Jane

Manager, Betty
Manager. Mike
Preparer, Sue
Traveler, Adam A

The Preparer chooses a Requestor to prepare for by selecting the desired name from the drop

down listby highlighting the namand then clickinghe i__2<_labutton The system will
display the Home Tab of the chosen Requestor.

Reimbursements

Travel Requlations I Help

Profile

Logoff

Trips

Per Diem Rates | |

Welcome to the Travel and Expense Management System!

TEMS is the replacement to the Travel Woucher System (TwS).
We hope you will find this new system to be of great value in accomplishing your duties!

[aystommews ——— Mraske

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. -
Curabitur orci. Mullam risus leo, condimenturn et, laoreet non,
arnare vel, mauris. Fusce tellus augue, eleifend eget, accumsan

Change Your Profile

eget, eleifend ac, mauris. Guisgue augue velit, vehicula et, ornare = Create Trip Pre-Approval
at, interdum vitae, enim. Pellentesgque hahitant morhi tristique
senectus et netus et malesuada fames ac turpis egestas. Mauris o

aliguam. Pellentesque vel odio.

Agency News " Create Reimbursement Request

Create New Trip

Donec ultricies. Morbi et eros guis diam nonurmmy pretium = Fiscal Suite
Fraesentrisus nibh, faucibus sit amet, interdum eu, ultricies sed,
sem. Maecenas suscipitviverra ante. Maecenas adipiscing, risus - Administrator Suite

in convallis adipiscing, lectus ligula ornare erat, nonummy
tempus nisl elit a odio. Vivamus ut pede id erat rutrum pretiom

The Preparer can now create and/or modify existing trips and reimbursement requests for the

S

Requestor. The Preparer will only be able to send the reimbursement request to the Requestor.

Note: Preparer groups avaly given prepare only authorization.

Preparer (Prepare and Submit)

The procedures for a Preparer with prepare and submit authority is the same as a Preparer with

prepare only authority with the exception of having the capability to submit the reimbatseme

c

request to the Requestoroés Approver (default

540f128
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Profile Tab

Profile Information

The Profile contains specific information about the requestor that is helpful or required to
process the reimbursement request.

H I N GTON

Access Profile
Reimbursements Profile information from
Jravel Requlations | Help | LOGOTT

Per Diem Rates |

Welcome to the Travel and Expense Management System!

TEMS is the replacement to the Travel Voucher System (TVS).
We hope you will find this new system to be of great value in accomplishing your duties!

O T

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Curabitur cha“ge Y’our Proﬁh
orci. Mullam risus leo, condimenturn et, [aoreet non, ornare vel,
. e - 1
- -

Clicking either the AChange Your Profile
the screen bel ow. The resulting screen
make modifications to the profile.

S TATE W A S HI NGTON

Home

Per Diem Ratez |  Travel Requlati

Appears at first as a Rl cparer dan

‘Read Only’ Screen Agency: [1050 Office of Financial Management
View Profile
Requestor Name: |Prepa'ef:, Dan L

Fhone: |360-664-8827 Ext. 80707

E-Mail: |t,acy_a|undsnn@ﬂfm-wa-9m
Official Residence: IOllﬂ'"Pia

Official Station: I'I'umwatet

Work Schedule: |25 p-F

Change Password

r Routing
Requestor Route To: |Ma1ager. Betty
To Edit the Fhone: [360-664-8825 Ext. 91207
screen click on
the 'Edit’ button ~Delegation
Prepare Only: |Prepaef, Sue
Prepare & Submit: |

Home | Contact | Privacy Motice | OFM Systems Home
@ 2006 Washington State Office of Financial Management
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The profile screersicomposed of several sections. The header of the profile displays the User
ID and Agency of the requestor. The header is followed by three sections: View Profile,
Routing, and Delegation.

S O RO & F S R v —— R e e esfamn e _ - .
e p— ) s e g Y, T e, mor N

j]

§ [ Profile Header | UseriD: [Emmgen Profile
4

5 Agency: |1 050 Office of Financial Management Screen
£ o View Profile in

] Requestor Mame: |F’reparer:, Dan L "View"'
% Phone: [350-664-8827 Ext. 80707 mode
:.f E-Mail: Itracy.anundson@oﬁﬂ.wa.gw

l—'.& Official Residence: |O|‘y"mpiﬂ

v Official Station: |Tumwater

% Work Schedule: |a_ g p-F il

: -

§

) <l Change Password

7 e-Routing—

3 Requestor Route Tao: |Manager, Betty

i Fhone: ISEU—EE-:L—BSZS Ext. 91207

5 e-Delegaticn-

i !

3 Prepare Only: IPreparer, Sue

\, Prepare & Submit: I

I N

!

%

‘{Hw SRESE — MRS b gl ot i,

(1) View Profile - displays requestor related informationpontant to the processing of
the reimbursement request.

(2) Routing - displays the name and phone number of the default approver who will
review the reimbursement request.

(3) Delegationi displays the name of a user (if any) who has been given authorization to

prepare (only) or prepare and submit reimbursement requests on the behalf of the
requestor. Prepare and submit authorization will be given by the agency administrator
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Modifying Profile Information

The screen below will appear after clicking the

R P

o

; All fields marked with * must be completed.

I
4
?
£
<

To edit just tab
to the field you
want to change
and either type
in new
information or
use the drop
down lists
when they are
available

et

NP PP R ot

SPPEL

Once you
have changed
the
information to
: fwhat you want
click 'Save’' to
retain the
modifications
or'Cancel' to
discard them

e

-
SRS

et porim A

P

User ID:

Agency

edit button.

o R S
R e

Ic reparer.dan

P e

: |‘105E] Office of Financial Management

r Edit Profile
* Eirst Mame

Middle Initial

* Last Mame

* E-Mail

*Phane Area Code
* Phone Prefix

* Phone Suffix
Phone Extension

* Official Residence

* Dfficial Station

*Work Schedule:

: |Dan
: ||__

: |F'reparer:

: |tracy.anundsnn@nfm_wa_gov

B0
e
e
- fporor

: |Olympia

: |Tu mwater

|8-5 M-F

Prepare & Submit:

r Routing
Reguestor Route Ta: |Manager. Betty LI
~Delegation
Prepare Qnly: |F'reparer. Sue ;I

Save Ca

ncel |

Prepare & Submit
is activated via the
Administrative Suite

Profile
Screen
in
‘Edit’
mode

- ‘-f----\‘.\_.-‘-\.w\"\"w..\c‘-’f*A S ‘A,\_r"“-. - PR TSR

The values in the profile may now be modified. Fieddnegprecededy an asterisk are
required entries. To modify an entry, simply tab into or place the cursor into the field to be
modified and key in the value.

new defdawml t

I n the ARoutingo section, a

arrow and selecting the desired name.

appro

A new preparer (only) may also be chosen by selecting the name from theodmopn the
ADel egati ond section.

Click the nSaveodo button to retain the modi fic
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Review Tab

The AReviewd Tab i s theApprover ole.elt contminsuanbursementh o h a
request submitted to the Approver for review and processing.

Reviewing a Reimbursement Request (Approver)

The AFor Reviewdo Tab and ASwitch Approvero |
role. TheA For Revi ewO tab contains reimbursement r
processing. The Switch Approver link is used to review reimbursement requests on the behalf of
another Approver.

Per Diem Rates | _Travel Regulatibns | Help | Logoff

Welcome to the Travel and Expense Management System!

TEMS is the replacement to the Travel Voucher System (TVS). Available to
We hope you will find this new system to be of great value in accomplishing your duties! Approver Role

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Curabitur -
orci. Mullam risus leo, condimentum et, laoreet non, ornare vel,
mauris. Fusce tellus augue, eleifend eget, accumsan eget, eleifend

ac, mauris. Quisque augue velit, vehicula et, ornare at, interdum = Switch AEEI'OVEI’
vitag, gnim Rellentesgue habit; i fristi senectus et netus
Raek 8 ENIESQUE T Wwﬂ,ﬂ.ﬂ_qi_. B e e SO N

Change Your Profile

Cl i cki(b htea lii wi follbwinggcreem. t h e

Per Diem Rates | _Travel Requlations Click on the
'Eyeglasses’ to
open a request

- Reimbursement Requests to Review for Betty Manager for review
Clickona

'Flag' to V|RR Id Requestor | Date & Description Status
view the Adam Traveler 12/21/2007 Smoke Test $318.16 Submitted By (Adam Traveler)

ﬂag detail Adam Traveler 12/24/2007 Reimb Trip List grid to scroll $1,317.54 Submitted By (Adam Traveler)
Adam Traveler 01/03/2008 new trip pick listtest two trips $50.17 Submitted By (Adam Traveler)
Adam Traveler 01/03/2008 Holiday Tripping ($49.83) Submitted By (Adam Traveler)
Adam Traveler 01/04/2008 Receipts flag test two $64.00 Submitted By (Adam Traveler)

Adam Traveler 01/04/2008 preparer dan creates a reimb request for $561.79 Submitted By (Adam Traveler)
traveler adam

Adam Traveler 01/04/2008 Test $646.81 Submitted By (Adam Traveler)

Dan Preparer. 01/04/2008 upadating itinerary and the effect on other $219.22 Submitted By (Dan Preparer.)
expenses

Dan Preparer: 01/04/2008 new reimb request $219.22 Submitted By (Dan Preparer:)

44 34 4434

Adam Traveler 01/04/2008 Comments Grid on Reimb Req to Scroll Bar $709.60 Submitted By (Adam Traveler)

Home | Contact | Privacy Notice | OFM Systems Home
006 Washington State Office of Financial Management
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This screen displays reimbursement requests submitted to the approver for review from various
requestors (if applicable). This list can be sorted by any of the column headings except
ARevi ewo.

~BanmursETERf Rutioedts wieliewtsy]  YOU can sort by any of the column headings except 'Review'

1 */RR Id| Requestor | Dat: & Description Status Review
Wﬂ' M
e Arrow dlrectlon shows dlrectlon of sort | "H . 3

The default sort order is by tifieD a tcaumn. To iniiate a different sort, click on the desired

column heading, i.e. clickingdn T o twaillol sort the entire trip | is
ascending order. Clicking ATotal o again wil!/
Cl i c k"™ 0oh @ eflassdsof the desired reimbursement request to open it from the list.

Theview/editreimbursement request will be displayed as shown below.

eimbursemer
| View /Edit Reimbursement Request

t Information For Adam A Traveler

All 69dds marked with * must D9 completed

Routeny; Statys [Submitted To (Betty Manager) Roimbursement 1D

xS Review
o General
Reguestor [KGam ATweier * Work Schecule m’ ﬂ Request
P ; =~ information
equestor Phaoe: [360.664.8823 Ext. 101607 Ondal Stton: [Tumwater
sooiowr [GaiyManager " OMam Besisence Oy here

Approver PRes [360.664.8825 Ext. 91207

Open trip
Reimbursement Trp List details hel'e
Ve M Micage Per Diem Misc | Total |fdit

1632 112172007 08 00 AM 11/2372007 05:00 PM ¥p to grandmas house $10088 $29800 S7S8 $40545 \

1547 10082007 0300 AM 11/1122007 05:00 PM retest bug fix more than one inerary $30849  $55260 S4999 S$91108 '\
ne foc the same date

Start ¥

Reimbursement Reguest Total

Wleage Alowance: lw Reimbursement Request Totak: r_ﬁ_ﬁm
[ ses060 Teaved sdvance; [ o
[ sss060 Recuce Balance to Code: ['_
I $0.00 Reduce Amount Requested: |
§57 57 Reduce A and 1o Code: [_"

$1.317.54 Requested Reimbursement Totat: 11 g
d‘*\’ w 'F

From this screen, the approver can review reimbursement request related details as well access
trip details. Tripar e accessed %(‘y icdorm kafngt teheddsi red tr

hY

ARi mbur sement Trip Listo section of the Viewl/
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- - Y -~ y
e e . RN n Py N e o Frte

ﬁelm“bursementTrl:lesT—*w 7" - e — — \
V|Tripld|  Starty | End | Purpose _|Mileage Per Diem| Misc | Edit]
1632 114212007 08:00 AM 11/22/2007 05:00 PM trip to grandmas house $100.88  5298.00 $7.58 $406.46 %‘

1547  11/06/2007 08:00 AM 11/11/2007 06:00 PM retest bug fix more than one itinerary  $308.49  $55260 $49.99 5911.08 %
line for the same date

The selected trip will open as shown below. Various components of the trip can be accessed by
clicking the desired icon or button.

View fEdet T

R R B A © et B SO
Gorrvpral Trg ndormateon 1
* s [ B0 RIS Moyt ren] WX

S2u of Trg

S Click on a 'Pencil’
: Tyma FO0AM to open detail line
— for review and

o BT ' modification
.

1T

Click on
the
'Add/Edit
Comments'
button to
view or
add trip
comments

Suggested Review Steps:

1. Review the Flagto assessituations called to your attention by TEMS.
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2. Review the dates, destinations and purpose of eachgs the Requestor expected to
be conducting business at thestinatiors listed on those days for that purpose?

3. Review theull text of the trip purpose.

4. Review the work schedule against the time of traveletermine whether the Requestor
is entitled to reimbursement of meal€£MS does not automatically determaieligibility
for meals State travel regulations can be reviewed at the OFM web site.

5. Review the Requestorodés residences and worKk
to determine whether they are entitled to any lodging reimburserS&ate regulations

generally prohibit overnight stays which are less than 50 miles from a residence or work
location. TEMS does not automatically determine eligibility for lodging within 50 miles
State travel regulations can be reviewed at the OFM web site.

6. Review themeal and lodging expense§onsider whether there were any flags listed for
this reimbursement request back at the "Review" TdBMS will provide standard meal
rates for many irstate destination&keimbursement requests with unknown destinations
and wnknown per diem rates will be flagged

7. Review any IRS taxable amountEhe detail for taxable meals is recorded within the Per
Diem box. If you believe the Requestor is incorrect in their identification of taxable
meals, you can make the correction and TEMS will document the change within the
comments section when sending teimbursement request. Another alternative is to
return the reimbursement request back to the Requestor for changes.

8. Review mileage expensekimed for use of a privately owned vehicRReview the
mileage claimed for reasonableneBSMS provides pait-to point mileage for many in
state destinations as assistance to the Requestor. The Requestor may claim actual
odometer mileagdregulations exist regarding mileage claimed from a work location or a
residence.TEMS does not automatically determine Wier to use mileage from a work
location or a residenc8tate travel regulations can be reviewed at the OFM weblkite.
mileage reimbursement rates are in error, Approvers can make the necessary corrections
and forward to fiscal for processing or rettie reimbursement request back to the
Requestor for correction.

9. Review Miscellaneous Travel Expensé&ate regulations regarding allowable
miscellaneous travel expenses can be reviewed at the OFM web site.

10.Review the Travel Advance amountEMS doesot automatically keep track of travel
advances and remaining balanc€onfirm any travel advance amount according to your
office procedures
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Modifying Trip and Reimbursement Request Data (Approver)

An Approver may modify entries to any the following fields of arip :
1 Mileage Reimbursement Rate

Trip Information For Adam A Traveler

View/Edit Itinerary

Per Diem Rates | _Travel Regulaticns

e .-

e o ST T e
Type in a city; JI_ B |_631 -
_'l‘ | Click here to Open
Mileage Allowance I 5100.88 Mileage Mileage Pop-up and
change mileage

reimbursement rate
amount

Breakfast Amount
Lunch Amount
Dinner Amount

Taxable Meal Designation
Lodging

Lodging Tax

Lodging Exceptions

= =4 =4 -4 -4 -8 A

Trip Information For Adam A Traveler

View/Edit Per Diem

Per Diem Rates |  Travel Regulatons | Help | Logoff

Fields on the screen availble
for modification . ..

) : Meal Amounts:
Per Diem for Sequim, WA - 11/21/2007 (1) Breakfast

. ¢
Meal Entitlement (2) Lunch
Claimed Sublectto Taxaole (3) Dinner

Amount Eauroll Taxes Amount (4) Taxable Meal Designation
Breakfast W Claimed I~ Provided | 15.00 I™ Subject to Tax | 0.00 | (5)Lodging Amount

pd)| Lunch ¥ Claimed T Provided | 18.00 I Subjectto Tax | 000 | (6)Lodging Tax Amount
Lodging Exception
3 Dinner ¥ Claimed [ Provided | 26.00 ™ Subjectto Tax | 0.00

PerDiem Rates

Meal Total I $59.00 Tax Total I 3000

Lodaing

Standard Rate for Sequim, WA is 88.00
Lodgin v Clai i Rk '
ging ¥ Claimed I Provided 31.00 Lodging Receipt is Required.
Click if Lodging Cost
Exce

Lodaging Tatal 590.00 109-150% Over 1505

Lodging Tax 9.00

Per Diem Total $149.00

Memol

Save| _Cancel |
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An Approver may also modify entries to any of the following fields edfimbursement
request

1 Travel Advance
Reduce Amount Requested

Reimbursement Information For Adam A Traveler
View/Edit Reimbursement Request

T REIMBO BB | fughe come 05 oo oo™ o o | e et

Y T

Mileage Allowance: I $1,549.04 Rei mhursemem-i%equest Total: I $1.934.02
Per Diem: I $333.00 Travel Advance: I 137223
In-State: I $333.00 Reduce Balance to Code: I 0.00
Out-of-State: I $0.00 Reduce Amount Requested: I 0.00
Taxable (meals): Reduce Amount Requested and Balance to Code: I
Miscellaneous Travel Expense:
Reimbursement Request Total: Requested Reimbursement Total: I $561.79
Coded Amount: | 50.00 Balanceto Code: | APProversmayalso | 53,77
just:
(A) Travel Advance
r~ Transaction Detail Information ?Bn;;l:;tuce Amount
Copy Selected Row ReqUEStEd

[ ¢ | Aom | oa | |
|

Add/Edit Comments Printl Flags | History

Save & Continue | Save & Close | Cancel | Send

Once the reimbursement request has been reviewed, the Approver may submit it by clicking the
ASendo button. This opens the AProcess Rei mb
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Reimbursement Information For Adam A Traveler
Process Reimbursement Request

Per Diem Rates | Travel Begulstions | Help

All fields marked with * must be completed. -
Process Reimbursement Request From this screen, an Approver can:

i Routing (1) Under Action
- Approve
Send oute To: | Fiscal Group 1 (% Deny
Return for Changes
Al
©rorrove (2) Under Routing
O Deny Route to a person in the drop-down list

3) Under Receipts
Return for Ch (
O Retum for Changes Change the ("yes" to "No") or ("No" to "Yes")

eceipts (4) Add comments if appropriate
*Receipts are raquired for this reimbursement request. Have original rew

Oves

Mileage Rate for 05/12/2008 was changed fram $0.505 to $0.485 by Betty Manager on
0B5/18/2008 1:14 Ph.

If the Approver made changes to the
reimbursement request, the system
autogenerates entries into the
"Comments" field

I have determined this travel was for business purposes and is authorized for payment. . .
Approver may also key in additional

comments as necessary
Cance

The Process Reimbursement Requestreen is divided into several sectioAstion, Routing,
Receipts, and Comments

A Act i ©fthé four options listeche Approvercan take action othree:

1 Approve - the reimbursement request is approved as is or wihoaer modifications
and is ready to be sent to the next processing step, normally fiscal or another possibly
anotherApprover.

1 Deny- thereimbursementequest is not approved and routed back tdéguestor. A
reason for the denial should beentéred t he A Comment so secti on.
dropdown listisgrayeb ut and t he requestords name i s

1 Return for Changes- thereimbursementequest requires modifications before the
Approver will approve it. An explanation of tihecessary changes should be entered in

t he fAComment seiimbussententaquest is rodidd back to tRequestor or
anotherApprover.

1 TheSendoption is grayeebut and is not an option to tiAgprover.
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A R o u t defaulfsoto Fiscal or possibly anothgpprover based on the selection in the
Appr over 0s Approvef alsb leas the optibneof choosing ano&gsrover from the
drop-down list. The default routing option changes based on the action option chosen.

Action options and their corresponding routing defaults are:

Action Route To (Default)

Approve Fiscal or Approver (Another Approver can be
chosen from the dregown list)

Deny Requestor

Return for Requestor (Other options candi®sen from the

Changes drop-down list)

A R e c e defadltsto the selection chosen by the requedote: this field is also available
for the approver to adjust.

A C o mme alows theApprover to type in any desired comments for the reimbursement
request. We of the Comments section is highly recommended when the Deny or Return for
Changes action options are selectdcin Approver made any changes to the reimbursement
request, the system will display them in the Comments screen.

TheApprover clicksi O Kt0 route the reimbursement requeskFiscal, anApprover, or another
chosempprover. The system will generate amail notification based on the action option to

the Requestor from thé&pprover(Refer to Appendix A) The body of the -enail will display

system generated entries resulting from changes made by the Approver as well as comments any
made by the Approveri C a n aae$ vt save any changes and returnRéuggiestor to the
reimbursement request being reviewed.

Adding Comments (Approver)

An Approver may view trip and reimbursement request comments made by others during the
review process. An Approver may also add trip and reimbursement request comments.

Reimbursement Information For Adam A Traveler
View /Edit Reimbursement Request

s r"““‘**-*—-u-\u_.d"‘k_r r F‘iinlem %tes Tra'.fel Wmaﬁms I}_g"m

S e Frem TR e T T b
T, L __/ T e e = il R

Click the "Add/Edit
Comments™ button to
add comments

i applicable to the ¥

Reimbursement Request

Add/Edit Comments

F’rintl Flags | History |

Save & Continue Save & Close | Cancel | Send |

A aaa oo d
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Reimbursement Request Comments
Relate to information displayed or containedha reimbursement request. This might include

comments regarding data within the AProfile |
sections, or data displayed on the AFl agso an
responsestocommergsr evi ously made by ot hers. Comment s

Rei mbur sement Requesto screen are also displ a

Trip Comments
Relate to specific trips attached to the reimbursement request. The desired trip is opered and th
comment is made directly to the trip. Trip comments might contain information regarding:

itinerary, mileage, per diem (meals/lodging), miscellaneous travel expenses, etc.

Trip Information For Adam A Traveler

View /Edit Trip

Per Diem Rates |  TrawvelRegulatione | Help | Legoff

e A e - - e . /
AIFIEAE007 T Sequih, WA T T e 0 it Tt e Ty e e,
1112202007 Sequim, WA $59.00 $81.00 $9.00 $14000 %

Per Diem Total:l $298.00

Click on the Miscellaneous Travel Expenses
'Add/Edit
Comments’ AT L radFor L Amount | Edit
button to add [11/21/2007 Thriftway Cranberries and sweet potatoes 3758 Y

comments that
are trip specific

Miscellaneous Travel Expense Total:l $7.58

I Trip Total: $406.46
& AddiEdit Comments ‘

=
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Switch Approver

The switch approver feature allows a primary Aper to delegate another Approver to review
and process reimbursement requests on their behalf. The primary Approver chooses the

delegated Approver by using the drdpo wn | i

st of

t he

AReview & App

The dropdown list will be p@ulated with names of individuals assigned the role of Approver

for the using agency.

Click on the "Edit’
button to open a new
screen where you can
modify the information

User ID:

W A s H I N G T O N

Profile
| Legoff

manager. betty

: [1050 Office of Financial Management

~View Profile
Requestor Name

Fhone

E-Mail

Official Residence
Official Station
Work Schedule

[Manager. Betty
360-664-8825 Ext. 91207

[julie mullikin@efm wa gov
Olympia
umwater

85 Mondays through Fridays

Change Password

~Routing
Requestor Route To

Phone

Approver Route To

|Gigstead. Tom P
503-466-0099 Ext. 91207
Fiscal Group 1

D

]
Prepare Only.

Prepare & Submit

Review & Approve: [}

[Preparer:. Dan L
[Preparer, Sue
- Mike

cv Notice | OFM Svstems Home
ate Office of Financial Management
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Clickil_E®" Jhebuitton

approving authority.

wi |

Per Diem Ratez |  Travel Requlations
All fields marked with * must be completed.

User ID:

manager.betty]

Help

o p where yoh @an delegate ypuwwi n g

| Logoff

Agency:

|1050 Office of Financial Management

r Edit Profile
* Eirst Name:

Betty
Manager

Widdle |nitial:

* Last Name:

* E-Mail:

hu\ie mullikin@ofm wa.gov

e
l—

*Phone Area Code:
*Phone Prefix

*Phone Suffix

[fumwater |

FPhone Extension:
* Official Residence:

* Official Station:

* Work Schedule: |8—5 Mondays through Fridays

r Routing

Reguestor Route To: [Gigstead, Tom P

Approver Route To: | Fiscal Group 1

r Delegation

Ch the new

Prepare Only: Dan L

Preparer, Sue

Preparer:,
Prepare & Submit:

approver from
this list

Reyiew & Approve: | Manager, Mike

|

Approver, Michelle
Fiscal, Michelle
Gigstead, Tom P
Manager. June
iManager, Mike
Traveler, Jake S

The t ch

approver.

Swi Approvero

Welcome to the Travel and Exp

nk will appear in

TEMS is the replacement to the Travel Voucher System (TVS).

We hope you will find this new system to be of greatvalue in accomplishing your duties!

Appears only if
delegated by

Lorem ipsum dalor sit amet, elit. ¢ -
orci. Mullam risus leo, condimentum et, laoreet non, ornare vel,

mauris. Fusce tellus augue, eget, eget,
mm&mmﬂmdmﬂm
senectus et netus

680128

another Approver

Change Your Profile

+ Switch Approver

t

SC

h e

r



TEMS Reference Guide

Click the ASwitch Approvero |link and the scre

Per Diem Rates |  TravelRegulations | Help | Logoff

Choose an
approver to
delegate to
from the drop
down list

Available Approvers To Review For

Review For Approver: I Manager, June

Manaer, Mike

The delegated Approver chooses from the dtown list which Approver to review for. The
drop-down list will be populated with only those Approvers (primary) who have given the
delegated Approver authorization to review for them.

Cli_% % oncesasmearm =l op o back tloyjout he Ho me
clickhBOR®evi ewdo tab of the primary Approver

0O F W A S HINGTON

Trips Reimbursements Profile

Per Diem Ratez |  _TravelRequlatons | Help | Logoff Delegated Approver

can now review and
approve for the
primary approver

Date & Description Status Review
864 Adam Traveler 11/21/2007 Smoke Test $336.16 Submitted By (Adam Traveler) oo e~

? 927 Jake Traveler 121142007 Smoke Test $369.16 Submitted By (Jake Traveler)
? 862 Adam Traveler 01/09/2008 Smoke Test $336.16 Submitted By (Adam Traveler)

Home | Contact | Privacy Motice | OFM Systems Home
® 2006 Washington State Office of Financial Management
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Query

The Queryfeatureis used to search and for trips and reimbursement requests that have been
approved by Fiscal fggayment to the accounting system. Trips and reimbursement requests can
be displayed on this screen, but no changes can be made to the data.

Approverscanaccess the quefgaturethrough a lindocated inthe Tasks Section d¢tfieir Home
screen.

S TATE O F WA S HINGTON

Irips Reimbursements Profile
PerDiem Rates | Travel Regulstions | Help | Logoff

Welcome to the Travel and Expense Management System!

apstom nows e

The Mileage Reimbursement Rate will be updated daily to reflect the
increase in oil prices. Reference Travel policy

® Change Your Profile

" Switch Approver
Agency News Switch Approver

All travel reimbursement requests received in the fiscal office by the = Create Trip Pre-Approval

15th ofthe manth will be processed for payment by the 30th.
Reference Accaunting Palicy = Create New Trip

Approvers access the ® Create Reimbursement Request
Query feature from
this link on their main

Que
Menu screen Huery

= View Returned Reimbursement
Requests

After clicking on the Query linyou will be directed to the following screen

Per Diem Rates | Travel Requlatibne | Help | Logoff

Search Criteria

Reimbursement Requeleata

cial Station: ‘ |

Ta.xable Meals? [

Batch Data

Batch Numbehl:l @Batcthpe. l:l&isca\ Month: l:l @iieﬂnium. l:l

Vendor/Document Mumbers

Vendor Number/Suffix: | | @ Document Number/Suffix: |

700128



TEMS Reference Guide

Trips and reimbursement requests can be selected using one or more of the following criteria:

RR ID (Reimbursement Request ID)
Trip ID

Start Date

End Date

Requestor

Official Station
Description

Taxable Meals

. Batch Number

10.Batch Type

11.Fiscal Month
12.Biennium

13.Vendor Number/Suffix
14. Document Number/Suffix

©CoNoh,rwNE

Note: Query resultgan be refinethy using more than one selection criteria.

Recommendations for using the above criteria or fields:
RR ID TBD
Trip ID TBD

Start and End Dates

1 The query allows you to select a range of dates or a single date.

1 Dates must be in the following format: mm/dd/yyyy, where mm=Month, dd=Day, and
yyyy=Year (2008).
Delimiters are not necessary (@€. 6 ) .1 Two Nharaaters are required for the Month
(i.e. 01).

1 The Start date must be chronologically before the End Date, or an error message will

appear.

1 You must enter a valid date.

1 If a date is entered into only one of the date fields (start daeddate), the other date
field must also be completed or an error message will appear.

1 Only dates of July 1, 2006 and after can be used.

Requestor TBD
Official Station

1 Type in a portion or all of the location desired. All locations containing the information
entered will appear. (Exampletyping Oly would result in Olympia appearing).
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Description
1 Type in a portion or all of the description desired. All descnigicontaining the
information entered will appear. (Exampléyping Oct would result in October
appearing.

Taxable Meals

1 Check the taxable meals box to display trips and reimbursement requests that contain
taxable meals.

Note: Remember to uncheck talxle meals to include all trips and reimbursement requests in
the query.

Batch Number
1 The batch number is a 3 digit numeric field.
Batch Type

1 The batch type is a 2 digit alphanumeric field with no special characters allGwede
charactersot allowed aré !@#$%&*.

Fiscal Month

9 Fiscal month is a 2 digit numeric field. Valid numbers aré @5 or 99.
Biennium

1 The biennium field must be 4 digits and odd numbered years (for example. 2007).
Vendor Number/Suffix

1 The vendor number is a Higit alphanumeric field, suffix is two digits. No special
characters are allowed.

Document Number/Suffix
1 The document number is an 8 digit alphanumeric field. Alpha characters will display

uppercase. Spaces, dashes, back slashes are allowedin Hrgyield must be identical
to the reimbursement request information to achieve successful results.
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Viewing Your Query Results:

Once the criteria have been selected, press the Search button. The results will be displayed on
the bottom of th&uery Screen

Per Diem Rates | TravelRequlatione | Help | Logoff

Search Criteria

Reimbursement Request Data

geo: [ 1w [ ] semome| | epme| |

Reguestor: | | Dfficial Station: | |

Description: | | Taxable Meals? []

Once you have selected
your criteria and clicked
Batch Data on the "Search"” button,

Batch Number:l:l Batch Type: I:I Eiscal Month: Biepnium: 2009 the results from your

query appear at the

Vendor/Document Mumbers bottom of the screen.

Vendor Number/Suffix | Document Number/Suffix |

“3
Search Results
RR Id Batch Nbr Requestor Description
1538 558 DT 2009 22 Crigin.Name Test of name change. 04/02/200% 11:38 AM

Test of Name change

for RRs

test for travel

1948 om BB 2 Requestor.Bret 03/26/2009 04:51 FM
advance 2

1904 939 oT 21 Traveler.Adam Test for DEMO 04/02/2009 11:08 AM

i LI

15959 597 DT 22 Origin.Name 04/02/2005 01:35 PM

You will need to use the scroll bar to far right and tHezk ¢he folder = in the Open column
of the desiredow toview the trip or reimbursement request.

Click the Clear buttol 22| to clear the current query.

You can change the satder by clicking on any column heading.

The default sort order is this screen is by Requestor in descending order.

Selective sorting:

1 Clicking Last Activity as a primary sort will result in a chronological display, to the

minute, with the oldest fior reimbursement request listed first. Secondary sorts are not
available.

The system wil lTobDispay | mgsaagboi Dat he Search Re

search doesnbot find a match.
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Viewing Returned Reimbursement Requests

The View Retured Reimbursement Requests link allows Approvers to view reimbursement
requeststhatthedyd eni ed o or fdAreturned for changeso.

WASHINGTON

Reimbursements Profile Review
Per Diem Rates | Iravel Regulstions | Help | Logoff

Welcome to the Travel and Expense Management System!

EEETE T

The Mileage Reimbursement Rate will be updated daily to reflect the
increase in oil prices. Reference Travel policy

® Change Your Profile

" Switch Approver
Agency News Switch Approver

All travel reimbursement requests received in the fiscal office by the * Create Trip Pre-Approval
14&th ofthe manth will be processed for payment by the 30th.
Reference Accaunting Palicy = Create New Trip

® Create Reimbursement Request

" Query
Approvers may view
reimbursement = View Returned Reimbursement

requests they returned
through this link [ReqUests)

ThefView Returned Reimbursemeantscreen will appear after clicking the link. This screen
will display all active reimbursement requests that the Approver has returned.

Reimbursements returned by Betty Manager
View Returned Reimbursements - Approver

Per Diem Rates | Travel Regulstions | Helo

Returned Reimbursement Requests to View

Requestor Description : Status
Adam Traveler  06MNG20028  submitted for reroute 154642 Returned for Changes By (Betty Manager)

Adam Traveler 0222008  trip Nlads §912.70 Denied By (Betty Manager)
Adam Traveler  058/21/2008  nhew it to check history $20520 Returned for Changes By (Betty Manager

Adam Traveler  05M4/2008 Receipts $433.06 Denied By (Betty Manager)

C licking the fAFol dero icon in the AVi ewo
display the Reimburseamt Request Report.
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B Reimbursement Request Summary
RR Id Official Station
1495 Turnwater

Official Residence
Clyrmpia

Trawvel Summary
Reimbursement Totals

Document Header and Batch Information

Transaction Detail Information

History
Reimbursement Request Flags

Reimbursement Request Comments

newe rrto check history

750f128

Office of Financial Management
Travel and Expense Management System
Reimbursement Re quest Report

For: Traveler, Adam A
06/16,/2008

Description Routing Status

Returned for Changes
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Fi scal Sui te

The Fiscal Suite is the portion of the application where Fiscal staff review and batch
reimbursement requests. This is also the location where the interface with the accounting system
occurs. Only users thate assigned a Fiscal role can access the Fiscal Suite. The Task Section
of the Home Tab displays the link to the Fiscal Suite. A user simply clicks the link and is

directed to the Fiscal Suite.

T

Welcome to the Travel and Expense Management System!

TEMS is the replacement to the Travel Voucher System (TVS).
We hope you will find this new system to be of great value in accomplishing your duties!

SystemNews ______________ QTasks |

Lu|:em i:slln_dululsimlet, consectetuer adipiscing elit. Curabitur - Change Your Profile

orci. risus leo, condimentum et,

mauris. Fusce tellus augue, eleifend eget, Appears only to

ac, mauris. Quisque augue velit, vehicula et, those users Create Trip Pre-Approval
vitae, enim. Pellentesque habitant morbi tri assigned a Fiscal
et malesuada fames ac turpis egestas. Role
Pellentesque vel odio.

Create New Trip

Agency News Create Reimbursement uest

Donec ultricies. Morbi et eros quis diam nonummy p Fiscal Suite

'-me wath. &J"‘"‘ A

The initial screen of the Fiscal Suite appears as st@baw.

Contains five Tabs:
\ . : (1) Review
9 N ] : (2) Batch
(3) Query
WASHINGTON (4) Batch Report
s (5) Returned

3) query 4 Batch Report 5, Returned

Reimbursement Requests to Review for Jane Fiscal

\ 4 A 1375 Adam Traveler 05/19/2008 Verify access to trip on approved $888.68 Approved By (Betty Manager) oo
reimb request

A 4 1458 Adam Traveler 05/15/2008 Changes included in email $409.15 Approved By (Betty Manager) oo
notifications

Home | Contact | Privacy Notice | OFM Systems Home
© 20086 Washington State Office of Financial Management

The screen displays/e tabs:Review, Batch, Query, Batch Report, and Returned

o TheReviewtab is the location where incoming reimbursement requests from
Approvers are sent.

o TheBatchtab contains the reimbursement requests that have ppesvad in the
Review tab and are now ready to batch. A batch is a group of like reimbursement
requests grouped by Batch Type, Biennium, and Fiscal Month.
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o TheQuery taballows you to requesview, printand exporinformationbasecdon
fourteen criteria.
o TheBatch Reporttab allows you to request, view, and print details regarding
released batches based on Batch Date, Batch Number and Batch Type
o0 TheReturned tab allows fiscal to vievactivereimbursement requests that it
returned.

Review Tab (Fiscal Suite)
The AReviewd tab displays rei mbursement reque

F WA S HINGTON

Batch Query Batch Report Returned
Home | PerDiemRates | Travel Regulations | Help | Logoif

1458  Adam Traveler 05/M15/2008 Changes included in email $409.15 Approved By (Betty Manager)
natifications

The grid is composed oifine columns:

1. Flags- displays if the reimbursement request contains trip and/or reimbursement request
flags.

2. Priority Reimbursement Requests- displays a triangle indicator if the reimbursement
request had been previously submitted to Fiscal.

3. RRId i System assigned identification number given to the reimbursement request.

4. Requestor- displays the owner of the reimbursement request.

5. Date- displays the routing date the reimbursement request was submitted to the Fiscal
Group.

6. Description - displays the description entered on the reimbursement request.

7. Total-di spl ays the fiRequested Rei mbursement T

8. Status- displays the routing status of the reimbursement request.

9. Reviewi if youclickontheiconwhen it i s Tfeimjusgred equesildo t h e
open in edit mode. Il f you click on the ic

reimbursement request wdpen in read only.

Thefi_Refesh |y button is used is update the Review tab with any new reimbursement requests
that may have been submitted during the current session.
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Reviewing the reimbursement request:

From the Review grid, Fiscal users click on i dicon on the row of the reimbursement
request to be reviewed. The reimbursement request will open as displayed below.

Reimbursement Informatior m A Traveler
View/Edit Reimbursement Request

Per Diem Rates | Travel Regulatons | Help

All fields marked with * must be completed

Routing Status:lNVﬂ'H’ By (Betty Manager) Reimbursement 1D 1281

R e T Ml Display trip flags, unset flags

r Profile Infarmation

Requestor (adam A Traveler *Work Schedule: _F
8a-5p

Requestor Phone: [350-564-8823 Ext. 101607 * Official Station ITumwﬁel
Approver: [Betty Manager * Official Residence: [Qlympia
#Appraver FRone: (360 664-8825 Ext. 91207

"Re\mbursemem Trip List

W 4534 11071/2007 10:00 AM 11/02/2007 05:00 FM Smoke Test $5017 $171.00 $0.00 522117 | %

~Reimbursement Request Total

Mileage Allowance: Reimbursement Request Total:

Per Diem: Travel Advance:
In-State: Reduce Balance to Code:

Out-of-State: Reduce Amount Requested:
Taxable (meals): Reduce Amount Requested and Balance to Code:

Miscellaneous Travel Expense:

(ERE

Reimbursement Request Total:

5

Requested Reimbursement Total:

Coded Amount:

{

Document Header and Batch Information

Doc date Document # Vendor #

"Transaction Detail Information

Copy Selected Row
Account

Reimbursement request and trip details may be accessed from this screen.
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Fiscal has the capabiligf modifying the following fields during therip review process:

Mileage Reimbursement rate
Breakfast Amount

Lunch Amount

Dinner Amount

Taxable Meal Designation

O 0O O0OO0Oo

Fiscal can also modify the following fields of a reimbursement request:

Travel Advance

Reduce Amount Requested

ReduceBalance to Code

Reduce Amount Requested and Balance to Code

o O 0O

Fiscal may also return the reimbursement request to the Requestor for modification.

When modifications (additions, deletions, or changes) are made to reimbursement requests after
their initial submission, the system will autgenerate details of the modifications as entries into
History. These system generated entries will display what and when the changes occurred as
well as who made the changes. This information may be viewed by clickihfistioey button

on the reimbursement request.

Suggested Review Steps:

1. Review the dates, destinations and purpose of eachwgs the Requestor expected
to be conducting business at the destinations listed on those days for that purpose?

2. Review thefull text of the trip purpose.

3. Review the work schedule against the time of tr&veletermine whether the
Requestor is entitled to reimbursement of me&alEMS does not automatically
determine eligibility for meals State travel regulations can be revidvaé the OFM
web site.

4. Review the Requestorods residencetoand work
determine whether they are entitled to any lodging reimburserSéate regulations
generally prohibit overnight stays which are less than 50 mies #& residence or
work location. TEMS does not automatically determine eligibility for lodging within
50 miles

5. Review the meal and lodging expens&&MS will flag the reimbursement request
if meal or lodging rates for known destinations exceed #matd. Reimbursement
requests without default per diem rates will be flagged.

6. Review any IRS taxable amountEhe detail for taxable meals is recorded within the
Per Diem box.If you believe the Requestor is incorrect in their identification of
taxable meals, you can make the correction and TEMS will document the change
within the comments section when sending the reimbursement request. Another
alternative is to return the reimbursement request back to the Requestor for changes.

7. Review mileage expesesclaimed for use of a privately owned vehiciReview the
mileage claimed for reasonableneBSMS provides pointo point mileage for many
in-state destinations as assistance to the Requestor. The Requestor may claim actual
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odometer mileagdregulatons exist regarding mileage claimed from a work location
or aresidence. TEMS does not automatically determine whether to use mileage from
a work location or a residendémileage reimbursement raiin error,Fiscal Users
can make the necessary @mtions anatontinueprocessing or return the
reimbursement request back to the Requestor for correction.

8. Review Miscellaneous Travel Expensé&tate regulations regarding allowable
miscellaneous travel expenses can be reviewed at the OFM web site.

9. Review the Travel Advance amouEMS does not automatically keep track of
travel advances and remaining baland@enfirm any travel advance amount
according to your offic@rocedures

Input Account Coding

e oy T @ 5T %% —onengn L ST S
' iBimbursen...f Request Tofal ——~— foeme . s e

Mileage Allowance: L Reimbursement Request Total:
Per Diem: d Travel Advance;
In-State: J Reduce Balance to Code:
Out-of-State: I Reduce Amount Requested:
Taxable (meals): I Reduce Amount Requested and Balance to Code:

Miscellaneous Travel Expense:

Reimbursement Request Total: R Requested Reimbursement Total:
Reflects the

total amount Coded Amount:
coded to the [»
Account Grid

Document Header and Batch Information

Document #

r~ Transaction Detail Information

Copy Selected Row

Print | Flags | History

Approve |Deny|ReltlnFuChal_)es|

1 Coded Amounti reflects the total amourintered in the account grid on one or more
rows.

1 Balance to Codé reflects the remaining amount of the Reimbursement Request Total
that has not been coded. Balance to Code serves@xiliationbetween the coded
amount and the Reimbursement RequesalT The Balance to Codeust be zero before
theReimbursement &juest can be routedttte Batch Tab.

1 Reduce Balance to Codé reduces the Balance to Code by the amount entered.
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1 Reduce Amount Requested reduces the Requested Reimbursement Totaldy th
amount entered.

1 Reduce Amount Requested and Balance to Codleeducedoth the Requested
Reimbursement Total and Balance to Code by the amount entered.

Document Headerand Batch Information T this grid is only available to the Fiscal Group.
The grid is configurable by agency. The field options for the Document Haadd&atch
Information Sectiorare:

Biennium

Fiscal Month

Batch Type

Document Date

Current Document Number
Current Document dmber Suffix
Vendor Number

Vendor Number Suffix

Vendor Message

Due Date

Input values directly into the desired fields. The Tab key or the mouse can be used to navigate
within the grid. Use the Enter or Tab key (on the last field of the row) to kedigdiad input.

Transaction Detail Information 1 this grid is available to the Requestor, Preparer, Approver, as
well as the Fiscal GroupThe Transaction Detailinformation Sectiorike the Document Header
and Batch Information Sectios also configurble by agencyDetailed account code entries to
support the reimbursement request are entered here.

Input values directly into the desired fields. The Tab key or the mouse can be used to navigate
within the grid. Use the Enter or Tab key (on the ladtifof the row) to input data on the active
row. This action will generate a new blank row below for additional entries.

Features of the Transaction Detailnformation grid:

Sort T The account grid may be sorted ascending or descending by clicking on the
desired column heading. The sort cannot be saved and is only available during the
current session.

Copy i A single existing row or multiple existing rows can be copied withirgtice To

copy a single row, use the row selector to highlight the desired row and click the Copy
button. A copy of the desired row will be entered as a new row in the last line of the grid.
To copy multiple rows, click on the row selector of the rosvedpy and click the Copy
button. The keyboard Shift and Ctrl keys may also be used to select a range or specific
rows to copy.

Deletei A single existing row or multiple existing rows may be deleted within the grid.

To delete a single row, use the roveseor to highlight the desired row and click the
keyboard Delete button. A confirmation message will appear asking for verification of
the del etion. AOKO continues the del etion
rows, click on the row selectof the rows to delete and click the keyboard Delete button.
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The same confirmation as mentioned above will appear. The keyboard Shift and Citrl
keys may also be used to select a range or specific rows to delete.

TheFiscal reviewwill end in one of thregvays. The request may be
A approved in which case it is routed to batches pending;
A denied in which case it is returned to the requésaveler
A returned for changes. If it is returned for changes then the reviewer may select the
individualto whom it wil be returned frot he dr op down | i st provi
Rei mbur sement Requesto screen

Theoptions are displayed at the bottoight-hand corneof thefiView/Edit Reimbursement
Request screen:

o Approve-submits to fiBatches Pendingo
o Deny- returns to Requestor
o Return for Changes- returns to Requestor (default) or Approver

Once the option has been chosen the Process Reimbursement Request screen appears

Basedon the option chosetheinformation will be frozen. Your only choices d&iecOK o0 t o
continue or ACancel 0 ahedystenewillgeneratetaomit he pri or
notification based on the action option to Requestor fronfiscal (Refer to Appendix A)
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