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TEMS Vision

The “Travel and Expense Management System” (TEMS) supports and manages requests for
reimbursements to state employees and other individuals for personal expenses incurred while
conducting state business. TEMS supports the complete business process from preauthorization to
reimbursement. Individuals, including those with disabilities, have access to the system; and
administrators have the tools to support agency operations. TEMS contains a repository of data on the
daily travel and expense activities for each customer, allowing management, activity, and budgetary
reporting. TEMS reduces redundancy and errors, streamlines processes, and saves time.

Contact information
For TEMS assistance, please contact the OFM Help Desk:

Phone: 360.407.9100

E-mail: HereToHelp@OFM.wa.gov

TEMS Agency Administrator: TEMS Help Contact Information.xlsx (live.com)

Technical & System Requirements

Recommended minimum software technical requirements for using the TEMS application:

Microsoft Edge or Google Chrome (Note: TEMS will not work in Internet Explorer or in
Compatibility mode in Microsoft Edge as of January 10, 2022)

Login Procedures
The address to access the TEMS web site is: https://tems.ofm.wa.gov

The TEMS login screen will appear. The User ID, Agency Number, and Password fields must be
completed to access the system. Click the “Login” button once these fields are completed.

Travel and Expense Management System
STATE OF WASHINGTON

Logon

(=
o

3>
& &
] 3
g )
&
-
g
3
Ed
H
=
Py
g
3
3
a
@

T
o
=

traveler.adam Forgot User ID
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Forgot Passwor d
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Edge and Chrome are the supported web browsers for TEMS.
If you are experiencing issues please clear your cache.
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Home link provides a link to the TEMS initial login screen or the users TEMS home tab if already
logged in.

Help link provides a link to the TEMS resource page.

Forgot User ID link to request your user ID. On the Forgot User ID screen user will enter their email and

agency number and then click "Submit". When the information is validated, the user will receive an

email notification of their User ID.

Forgot Password link to request a temporary password. On the Forgot Password screen user will enter

their User ID and agency number and then click "Submit". When the information is validated, the user
will receive an email notification with their temporary password. Upon using the temporary password,

the user will be prompted to immediately change the password.

Travel and Expense Management System
Statewide Financial Systems
Oifice of Financial Managemaent

Change Password

Cunrerd Patevesd

=
&
1]

B

New Passwoed

Cordrm News Passvrd
Save |

Enter the current password, the new password, and the new password again as confirmation and click the
“Save” button to complete the process.

Passwords must:
e Be at least eight characters long
e Contain a special character suchas '#$% () *+,-./:;=2@[]{}\"_|~
e Contain two of the following three items:
o An upper case letter
o A lower case letter
o A number
e Cannot contain your first name or your last name

Passwords must be changed in the following instances:

e Upon expiration of the password at the interval set by the customer agency (e.g. 60 days, 90 days,
up to 120 days).
e After first use of a temporary password.
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Home Tab

The Home tab is the default screen for the system and is divided into three sections: System
News, Agency News, and Tasks. The System News section is used by the System
Administrator(s) at the Office of Financial Management to provide system specific information
to users. The Agency News section is used to display agency unique information. The Tasks
section contains “quick links” to various frequently performed functions. These functions may
also be performed by clicking on the appropriate tab at the top of the screen.

Profile

Per Diem Rates | Travel Reaulstions | Helo | Logotf

Welcome to the Travel and Expense Management System!

SystemNews ______________WlTasks |

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

Agency News Switch Requestor

All travel reimbursement requests received inthe fiscal office by the * Create New Tri

15th ofthe month will be processed for payment by the 30th.
Reference Accounting Policy Create Reimbursement Request

General Navigation Information

When navigating the Travel and Expense Management System (TEMS) you will generally be
using the Tab key or the mouse to begin 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 when used in conjunction with the
Tab key to move from box to box.
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Trips Tab

The trips tab displays a list of “in-process” trips that are awaiting further action.

Trips for Adam A Traveler

Trip Filters ~Trip List Filte
- Lt aiter You can sort by
= ¥ Saved [ attached to Reimbursement Request column

[ Processed for payment Attached to Inactivated Reimbursement Request headings

™ Inactivated

C[Trip Id RR Id| Start ¥ | End Purpose | Mileage |PerDiem| Misc | | Status
05/29/2008 06/06/2008 Camano Island 511349 $26200 | 5,49 Saved

) 05/20/2008 06/06/2008 Per Diem Rates

Use Pencil lcon
to edit trips

$132.89  $292.00 00 Attached to
FY 2008, Skagit ‘ Reimbursement
. County. . Request ¥
05(28/2008 06/06/2008 Per Diem Rates $58.68  $262.00 1 ‘Saved
'FY 2008, Island
\County | |
02/29/2008 03/01/2008 new location $22826 $206.90  $0.00 Saved
picker
02/28/2008 0:2/2872008 new trip to verify 522826  $39.00 \Attached to
vendor id is taken ‘Reimbursement
ifrom the table ?Request'
$0.00 ‘ $75.00 00

02122/2008 02/24/2008 new trip prepared 5000 §17400

Use button Tor traveler . |Reimbursement
to Add New ! | Request
Trip

otice | OFM Sysiems Horme

ate Office of Financial Management

Trip List Filter

The trip list filter is a tool that provides filtering by the various trip statuses. A trip may have one
of five statuses:

Trips for Adam Traveler }
TrigiList Filter J
Saved %.ttachedto Reimbursement Request
™ Processed for payment [T Attached to Inactivated Reimbursement Request
I Inactivated Apply Filter ﬂ,
- ‘. '\\
Select filters by Then click the - o
placing a check in the "Apply Filter”
appropriate check box button

Saved — 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.
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Inactivated — A trip that was manually inactivated by clicking the Inactivate button.
Attached to Reimbursement Request — A “Saved” trip that has been attached to an
(active) reimbursement request.

Attached to Inactivated Reimbursement Request — A “Saved” trip that is attached to
an inactivated reimbursement request. A trip in this status must be accessed through the
Reimbursement Tab.

The filter allows the user to choose all or any combination of the five trip statuses. Trips with
statuses of “Saved” and “Attached to Reimbursement Request” comprise the default filter option.

To use the filter feature, simply select the desired filter options and click the “Apply Filter”
button.

Sorting

The trip list can be sorted by any of the column headings except “Edit”. The default sort order is
by the “Start” column. To initiate a different sort, click on the desired underscored column
heading, i.e. clicking on “Total” will sort the entire trip list by the “Total” column in ascending
order. Clicking “Total” again will reverse the sort to descending order.

.. ~=~__~| Youcan sort by any of the column headings except the 'Edit'
4 Trip Id[RR 1d | _End | Purpose | Mileage |PerDiem| Misc | Total |
1663 | 870 |U6R2Pr2008 07/04:2008 Per Diem Rates $117.37 | $352.00 $0.00 54659.37 Aftached to Sy
FY.2008 Clallam Reimbursement
County [Request e
| 1667 871 § P7/200807/04/2008PerDiem Rates ~ $96.03 | §33200  $0.00  $428.03 Aftachedto R

., FY 2008, Je@ou | Reimburserment
MN ' \M e L e

[ Direction of arrow indicates direction of sort |

-;.qq\
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Creating a New Trip

The screen below will appear after clicking the “Create New Trip” button on the trip list screen.

The “General Trip Information” section contains required fields that must be completed before

the trip can be saved. These fields are preceded by an asterisk (*).

New Trip Screen

Trip Information For Admin Minning

View/Edit Trip

Fer Diem Rates |  Travel Regulafions |

a = Purpose | Trip 1D
— Start of Trip

o |12/01/2021 12:00 AM
—End of Trip

e |12/91/2021 12:00 AM =|

Selectacity ® Gy | v
Typeinacty O Gity:
State:
Country;
e — * To Location /
Selectacity ®  City: | v

All fields marked with * must be completed

—General Trip Information

— Start of Trip
[Erpo/2021 p2:05 P B
December 2021 ~
ecember ™~ S 5 &
— Su Mo Tu We Th Fr Sa
01 01
29.30 1 2 3 4
| 02
5 6 7 8|89 10 1 i
12 13 14 15 16 17 18 03 03
19 20 21 E 23 24 25
£ . 04 04
26 27 28 29 30 31 1
05 05
2 3 4 7
08 06

Today

— First D

— * From Location

Typeinacity O City
State:
Country:

"

Mileage Allowance E0.00 | Mileage |

/

After selecting a
date & time, click
outside of the
date/time picker box
to save.

Note: The time
picker defaults to
12:00 a.m.; Users
must select a time or
€ITOTS can occur.

[ Save & Continue | Save & Close | Cancel |

Trip ID will be assigned when you either:

7: Save & Continue
OR
8: Save & Close
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General Trip Information:

D
2)

3)

4)

5)

6)

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
and Time fields each have two completion options: free form input or a date/time picker.
Note: The start of trip date and time automatically become the first itinerary line of the trip.
Note: When selecting a date & time from the date/time picker, you must click outside of the
date/time picker box to save.

Note: The time picker defaults to 12:00 a.m.,; Users must select a time or errors can occur.

End of Trip (Date and Time): indicates the ending date and time of the trip. The date and
time fields each have two completion options: free form input or a date/time picker.

Note: When selecting a date & time from the date/time picker, you must click outside of the
date/time picker box to save.

Note: The time picker defaults to 12:00 a.m.; Users must select a time or errors can occur.

First Destination (From Location): indicates the first departure location of the trip.
There are two selection options: “Select a city” or “Type in a city”. The Select a city
option contains a drop-down list of in-state locations within the system’s database. The
Type in a city option (free form input) is used for out-of-state locations and in-state locations
not found within the Select a city option. When the “Type in a city” option is chosen, the
“State” and “Country” must be chosen. The State field automatically defaults to “WA” and
the country field automatically defaults to “United States”. For out-of-country travel, the
State field becomes inactive when a country other than “United States” is selected.

First Destination (To Location): indicates the first destination of the trip. There are two
selection options: “Select a city” or “Type in a city”. The Select a city option contains a
dropdown list of in-state destinations. The Type in a city option (free form input) is used for
out-of-state destinations and in-state destinations not found in the Select a city option. The
“State” must also be selected when using the Type in a city option. A “Country” field is
available in the Type in a city option for out-of-country travel. When a state is selected the
country field automatically defaults to “United States”. The State field becomes inactive
when a country other than “United States™ is selected.

Mileage Calculation: Click the “Mileage” button if mileage reimbursement is being
requested for the initial itinerary line. The mileage calculator as shown below will appear.
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—Mileage g Apply Round trip
— mileage by
Point to Poini Mileage 120 i : .
| ul g | | De!‘.ault Mileage checklng this box
Round Trip (] is unknown
Vicinity Mileage | 25| Total Mileage
e q - < | | Rk
Effective Autormobile Reimbursement Rate ! D.545| N Mileage Rate
Reimbursement Rate .
20 545 Mileage Allowance 57903 can be adjusted
here
e n1c:-| |
| OK || Cancel |

Point-to Point Mileage - the system will automatically calculate the one-way point-to-point
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 field. Note:
This automatic calculation of mileage only works when the “Select a city” option is used and the
locations (From and To) selected are in the system database.

Round Trip Indicator - doubles the point-to-point mileage field for single day trips to one
location.

Vicinity Mileage - manually enter vicinity mileage claimed.

Default Mileage — displays system default one-way mileage for the itinerary line or “unknown”
if one or both locations (From and To) are not in the database or the “Type in a city” destination
selection option was used.

Total Mileage - sum of the “Point-to-Point Mileage” and “Vicinity Mileage” fields.

Effective Automobile Reimbursement Rate - the system will retrieve the proper POV
reimbursement rate based on the start date of the trip and enters the value in the Reimbursement
Rate field.

Reimbursement Rate - defaults to the POV rate in effect on the “Start Date” of the trip.

Mileage Allowance - mileage reimbursement claimed by the traveler. The system determines
the sum of this field by multiplying the “Total Mileage” field by the “Reimbursement Rate”.

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

Cancel - does not save the entries and returns the user to the previous screen.

11 of 116



At this point you have created a blank trip container, which you may save or discard. If you
save it the system has all the necessary data to a blank trip container.

Trlp Information For Adam A Traveler

View /Edit Trip

R o e e g i

Save & Continue | Save & Close | Cancel |

Three processing options exist:
1) “Save & Continue” - saves input and opens trip detail input screen for further input options.
2) “Save & Close” — saves input, and then returns to previous screen.
3) “Cancel” — does not save input and then returns to previous screen.

Note: The system generates and displays a Trip ID after clicking either “Save and Continue” or
“Save & Close”.

Clicking “Save and Continue” will produce the trip detail input screen as shown on the next
page.
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Trip Information For Preparer Minning

View /Edit Trip

All fields marked with * must be completed.

r—General Trip Information

— Start of Trip
[12/81/2021 10:08 an

-End of Trip -
l12/14/2821 B4:08 "M

- Trip iEnerary and Mieage
From To Hileage
Location Location Allowance
12m12021 10.00 &M Anderson island. V¥a Sammamish, WA

Edit

| Add Destination Hote: Changing the iinerary can aflect per dism. miscefaneous iraved expenses, or mileage

Mileage Allowance Tokal:

[‘Add Per Diem

Per Diem Total:

—Miscedaneous Travel Exp

Miscellanecus Travel Expense Total: 5000
Trip Total: su.m§

| Aca/Edit Commants |

[ Inactivate | Save & Continue | Save & Close | Cancal | Flags

This screen allows users to:
1) Add a new Destination
2) Add Per Diem
3) Add miscellaneous travel Expenses
4) Add a comment

13 of 116



Adding a Destination (New Itinerary Line):
Click the “Add Destination” button on the trip’s detail input screen.

The itinerary detail input screen will appear as shown below.

View/Edit Itinerary

Ber D.-Err.l I-.'*\at.es | ;!'ravel l:"—\egu!a_'icr's. | H_e.lg

Al fiedds marked with * must be completed

— Current Travel Dates

Cumrently the frip begins on 12/01/2021 at 10:00 AM and ends on 12142021 at 4:00 PM

The Start Date

— Itinerary Destination defaults to the

— Start Dale and Time

prior itinerary line
12/02/2021 12:88 AM =] “Start Date” plus
one day.
—
The “From
—* From Location Location” defaults
Selectacity: @ city: | Sammarmish, WA w to the prior
itinerary line “To
= . ER)
Type in a city: ) City: Location”.
State:
Country

—* To Location

Selectacity ® Gty | ~
Typeinacty: O City:
State:
Country: 1t
Mileage.-’-\llawance| SI}J}UH Mileage |

| Save || Cancel

Input new itinerary data in same manner as described in the General Trip Information paragraph
for the initial itinerary. After input, two processing options exist from this screen:

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

Cancel - does not save the entries and returns the user to the previous page.
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Per Diem

Add Per Diem by clicking on the “Add Per Diem” button from the trip summary page. Meals
and lodging expenses are entered, modified, or deleted through the per diem grid.

Adding Per Diem (In-state)

The following window will appear after clicking the “Add Per Diem” button on the trip
summary page. The “Travel Dates” window will be pre-populated with the individual dates of
the trip. To claim per diem, the User chooses a date from the drop-down list and clicks the
“Claim Per Diem” button. Clicking the “Cancel” button returns the User to the trip summary
page.

Trip Information For Adam A Traveler

View /Edit Per Diem

Available Per Diem Dates & Locations ———
’7Tra'u'el BECER1/3/2008 - Tacoma. WARS Use this screen to Claim Per Diem

" CamParD — Click on 'Claim Per Diem’

After choosing a date and clicking the “Claim Per Diem” button, the screen below will appear
(if the location is in-state and the location is in the TEMS database).

Trip Information For Adam A Traveler

View /Edit Per Diem

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

r Meal Entitlement

. Claimed Subjectta Taxable
B Amount Payroll Taxes Amount

Breakfast [~ Claimed T Provided 0.00 I~ Subject to Tax | 000

Lunch [T Claimed [ Provided 0.00 ™ Subjectto Tax 0.00

Dinner " Claimed [ Provided 0.00 I Subjectto Tax | 000
Meal Total - 50.00 Tax Total | £0.00

Lodaing

Standard Rate for Tacoma, WAis 108.00
Lodaing Receipt is Required.

. Click if Lodging Cost
Lodomy 1at iy Exceeds Standard Rate

Lodging ™ claimed I Provided 0.00

Lodging Total | 50.00 101450% Oer 1500 I

Per Diem Total | 50.00

Memo |
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Meals

Trap Irformation For Adam Travoker

View /Edit Per Diem

| JIoosifsoubess | Hek |

When overnight travel | Note: non-  Ji
involved » overnight meals

are subjectto

Payroll Taxes

Per Diem rates base on
Per Diem for Tacoma, WA - 12132007 where traveler slept

w Tanatds .J,se me
Ll Ambunt
e checkboxes to
F sujeantar | °% | either claim a meal |
I sutjeasaTas | 000 S
I sobjectsoTax | o000 | state that one was

41.00 Tas Tobad 50 00 pl’ﬁ\ﬂﬂ&d

e S e B S ' L I e o " T
The User clicks the appropriate box next to the meal period to indicate if a meal is being
“Claimed” or is “Provided”.

Clicking the “Subject to Tax” box indicates that the chosen meal is taxable. A meal must first
be “Claimed” before it can be checked as “Subject to Tax. Note: Non-overnight travel meals
are subject to Payroll Taxes.

When a meal is claimed and the per diem location is in the system database, the system will enter
the meal value in the “Claimed Amount” column for each meal checked as claimed. The
“Claimed Amount” will remain $0 (default) if a meal is checked as being provided. The
“Claimed Amount” will also remain $0 (default) if neither the “Claimed” nor “Provided” boxes
are checked.

Note: When overnight travel is involved, the system will use the per diem rate for the location
where the User last stayed overnight for the last day of the trip meal calculations.

Lodging

As with meals, the User must check the “Claimed” box if lodging reimbursement is being
requested. The lodging amount is then manually entered into amount field. The system provides
(in read only and for informational purposes) the standard lodging rate for the per diem location
next to the “Claimed” amount field. The system validates the lodging amount entered when the
User leaves the “Claimed” amount field. The system accepts the value if the amount entered is
the “Standard Rate” amount or below.

] s e TTOTMEA | e, T hT’ﬁa... e 7,_._««3»9.&@5\.-— e

Lodaing
Standard Rate for Tacoma, YWaA is 108.00
Lodging Receiptis Required.

. Click if Lodging Cost
Lotana fa I D00 Exceeds Standard Rate
Lodging Total | 50.00 10715805 Oyer 1650%

System will let you know

Lodaing Claimed ™ Provided 0.00

Per Diem Total | $0.00 \ what the standard rate is for

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

In-state locations
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If the amount entered is above the “Standard Rate”, the system will generate one of two
exceptions messages based on the amount entered in the lodging amount field: The first is the
101- 150% exception. The system will not accept the lodging amount entered until the
appropriate exception is claimed or an amount equal to or less than the “Standard Rate” is
entered.

Exceptions to the maximum allowable lodging rates 10:30 20 ’
IF the rate
—Expenses Between 100% and 150% of maximum: Check all that apply exceads
5 Required to stay at same facility as dignitary. the
™ Temporary special cost escalation. standard
[ More economical to stay at temporary duty station. rate then
™ Business interaction is expected at event location. this popup
[T Comply with ADA or health and safety of traveler is at risk. window
[ Suite is more economical than meeting room. dappears
rﬁgency Rented Facility - Reimbursement allowable up to 125%. h r
You will need to check the

appropriate condition in order
to continue

The second is the Over 150% exception (see below)

Exceptions to the maximum allowable lodaing rates 10:20:20 ( . )
If the maximum

- Lodging Expense in excess of 150% of applicable maximum per diem —— | amount allowed
The traveler attends a meeting, conference, convention, ar training session where the h'f the 1_500-"5
traveler is expected to have business interaction with other participants 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, ar training session is appears.

held; AMND

_ _ _ _ - You must check
The lowest available advertised 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

lodaging rates is to be attached to the travel voucher or its file location referenced. ExceFtl?n box
to continue or

cancel and
input a lower

(8] 4 I Cancel | amount

[T | claim this exception

Any associated lodging tax is manually entered into the “Lodging Tax” field. The system
automatically calculates a “Lodging Total” by adding the values in the “Lodging” and “Lodging
Tax” fields. The “Lodging Total” is a read only field.

Note: When a trip involves overnight travel, the system prevents the User from requesting
lodging on the last day of the trip by graying out the lodging “Claimed” checkbox.
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Per Diem Total

The system automatically calculates the daily “Per Diem Total” by adding the values in the
“Meal Total” and “Lodging Total” fields. The “Per Diem Total” is a read only field.

Memo Field
“Memo” is an optional free-form input field that may be used for agency unique purposes.

The system provides two processing options after the per diem data is entered: “Save” and
“Cancel”. The “Save” option saves the data to the database, updates the “Per Diem” grid, and

returns the user to the Trip Summary page. The “Cancel” option does not save any data and also
returns the User to the Trip Summary page.

Adding Per Diem (Out-of-State)

To claim out-of-state per diem you will click on the same ‘Add Per Diem’ button that you did for
in-state per diem.

293 = TR S
5 s ;. T

e o A . . SR S .

Add Per Diem by clicking on
the 'Add Per Diem’' button

Acd Per Diem ¢ from the trip summary page |

Meals

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

The “Travel Dates” widow will be pre-populated with the individual dates of the trip date range.
To claim per diem, the User chooses a date from the drop-down list and clicks the “Claim Per
Diem” button. Clicking cancel returns to the trip summary page.

Trip Information For Adam Traveler

View /Edit Per Diem

Available Per Diemn Dates & Locations
ﬂm Dates® | 12/13/2007 - Los Angeles. CA |

-

Claim Per Diem £ ¢
aim Per e‘m._\mq
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After choosing a date and clicking the “Claim Per Diem” button, the following screen will
appear. This screen appears if the location is either out-of-state or an unknown in-state location.

Trip Information For Adam Traveler
View /Edit Per Diem _ :
Use this link if you | Per Diem Rates

[ ] [— = . R
neetiéor:::: a The per diem rate links

will allow access to the
General Services

Use the drop down list s .
Per Diem for Los Angeles, CA - 12/13/2007 tssctant m"; ol Administration (GSA)

Daily Meal All
Or use Sliaiibl meal allowance rate
: Select the daily meal allowance for this location i
this one e

|— Ieal Entitterment

Per Diem Rates g ed Subjectto Taxable
- nt Payroll Taxes Amount

Breakfast ¥ Claimed [ Provided [359  [16.00 I Subject to Tax | 0.00
Lunch I claimed [ Provided mg_uug I” Subject to Tax | 0.00

Dinner ¥ Claimed [T Provided | 29.00 I Subject to Tax | 0.00
Meal Total | $64.00 Tax Total | 0.00

Lodaing

= Standard Rate for Los Angeles ‘CAis unknown
odging [ Claimed [T Provided | 150.00 Lodaing Receiptis Required.

. Click if Lodging Cost
Lodaing Tax | Sl Exceeds Standard Rate
Lodaging Total I . $215.00 ! ;;;_1 £0% = Ove:?;ﬂ% |

o

Per Diemn Total 27900 /

You will need to manually click on
the appropriate exception button,
if the lodging rate exceeds the
standard rate

Select the appropriate meal allowance rate from the drop-down list. Once the meal allowance is
selected, a meal is claimed by checking the “Claimed” box of the desired meal period. Based on
the meal allowance selected, the system will assign the appropriate value to the meal period

when the “Claimed” box is checked. The remaining meal options are the same as those indicated
for in-state.

Lodging

As with in-state lodging, the User must check the “Claimed” box if lodging is being claimed.

The lodging amount is then manually entered into amount field. Since the location is out-of-state
and unknown to the system, the system cannot provide a standard lodging rate as done for
(known) in-state locations. Therefore, the automatic comparison of the standard rate to the

lodging amount cannot occur. The User must manually select the appropriate lodging exception
if necessary.

All other remaining out-of-state per diem steps are the same as in-state.
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Adding Miscellaneous Travel Expenses:
Click the “Add Expense” button to add miscellaneous travel expenses.

The View/Edit Miscellaneous Travel Expenses screen will appear.

_Trip Infarmation For Adam & Traveler

View /Edit Miscellaneous Travel Expenses

PerDiemRates | TravelRequistions | Help

: . . =;£SFU\MIJnks
Receipt Reguirements | Reimbursement Costs =

All fields marked with * must he completed.

Mizcellaneous Travel Expenses —gi? g{a:f trar;ges 3"3 p:rje'poi;_u?md-
“Date DoA7/2008 L‘Z ele ate from drop down st

*PaidTo [XvZ

*Paid For |F'arking

* Amount 15.00

Memo ||

Save || Cancel

Date - The date pick list is pre-populated with the date range of the trip. Select 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 previous screen.

Cancel - does not save the entries and returns the user to the previous screen.

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 the free-form input section. The following
characters are allowed when using the free-form input section: A-Za-z0-9!' @ #% & (). *$

\ o -

GI1=/><].7~

Add New Comments
Click on the “Add/Edit Comments” button from the trip summary screen to add or edit
comments.

The following” Trip Comments” grid will appear.

Trip Information For Adam Traveler
View /Edit Trip Comments

PerDiemRates | TravelReoulations | Helos | Logoff

You can edit these

All fields marked with * must be completed.
comments here

Trip Comments
Datef Time Comments Comments By w
12/20/2007 439 PM You can editthese comments here Adam Traveler

* Comments:

— 2

You can add your comments to this area here.

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 free-form input section. The grid includes the following data

fields:

“Date/Time” - System generated timestamp of when the comment was created.
“Comments” - User inputted data. This is a required field.

“Comments By” - System generated value displaying the User ID of the individual
creating the comment.

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

“Save & Continue” - saves input and maintains comments detail input screen for further input.
“Save & Close” — saves input, and then returns to previous screen.
“Cancel” — does not save input and then returns to previous screen.

The new comment will appear in the “Trip Comments” grid once it is saved.
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Edit an Existing Trip

From the Trip List screen, click the “pencil” icon in the Edit column on the row of the trip to be

modified.

Trips for Adam A Traveler

rTrip List Filter
¥ Saved ¥ Attached to Reimbursement Request
™ Processed for payment ™ Attached to Inactivated Reimbursement Request

I™ Inactivated

| Mileage |Per Diem| Misc |
$113.48
1689 870 05/20/2003 06/06/2008 Per Diem Rales  §132.89
'FY 2008, Skagit
‘County
1885 05/28/2003 0G/05/2008 Per Diem Rates
'FY 2008, Island
‘County
02/29/2008 03/01/2008 new location
| ‘picker
02/28/2008 02/29/2008 Another test
1269 02128/2008 02128/2008 newrip to verty
wendorid is taken
{from the table
W 2206 1244 02/22/2008 02/23/2008 new trip by traveler

W 2205 1243 02/22/2008 021242008 newip prepared |
fortraveler

vacy Notice | OFM Sysiems Home
on State Office of Financial Management

22 of 116

37549 |

5424 89

$320.68

a6

530.30
528225

57500

5174.00

Aftached to
‘Reimbursemient
Request

Saved

‘Saved

Saved

Attached to
‘Reimbursement
‘Request
‘Attached to
‘Reimbursement
‘Request
Aftached to
Reimbursement

From the Trip List Screen

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




The trip’s detail input screen will appear as shown below.

Trip Information For Proparer Mimning

View [ Edit Trip

Al fissds marosd with = must be complesed

— Genergl Tnp Infgroabon

0 - ) roro

—Start of Trig From this screen, users can:
- |12/01/2821 18:88 an 1) Edit the purpose of the trip
Change 2) Edit the end of the trip
Start Date & 3) Edit the existing itinerary line
Time by —Endof Trip " 4) Ad.d Destipa?ion o
Editing 0 . Gl 5) Editan existing Per Diem line
“Trip - 6) Add Per Diem
Itinerary and 7) Edit an existing Miscellaneous Travel Expense line
Mileage” 8) Add a Miscellaneous Expense
9) Add or Edit a Comment
—Trip Hinerary and Miaspe

Froam LE*) Mileage

Edit

|\ Localion Location Al ance
12012021 1000 AN Anderson Sland. W Sammamesn, WA S0.00 ‘\

Add Destination | Mot Changmig the inerary can afec per dem. mscelanaous ave! SX0ersar. of mieage

Mileage Allowance Total: I 50.00|

— Pgr Diam
Diate Location Meals Lodging Lasdging Tax Tokal Edit
12012021 Sarmrmamish. e ATE00 30:00 30.00 ITH.0O \'u, x
G Add Per Diem

Per Dwem Totai: ! 7900

— Miscsllaneous Travel Expenses

Date Paid To Paid For Ampunt Edit
12012021 Enmimeprize Car Feme E150.00 N X H

Miscellaneous Travel Expense Totak | S:t,ﬁ.l}‘[!}
Trip Total: S22 _{H}_
e | Add/Edit Comments
[ Inzctivate | Save & Conbnue | Save & Close | Cancel | Flags |
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Edit General Trip Information:
The User has four processing options after entering the edits:

“Inactivate” —See Inactivate Trip section of this document.

“Save & Continue” - saves input and maintains the current screen.

“Save & Close” — saves input, and then returns to previous screen.

“Cancel” — does not save input and then returns to previous screen.
Edit an Itinerary Line:

Click on the “Pencil” icon in the row of the “Trip Itinerary and Mileage” grid to be modified
Note: This is the only way to edit the “Start of Trip” Date & Time.

Trp Informaton For Preparer Minning

| View /Edit Trip

Al Nads marned with * must ba comolted.

— Gengral Trp Informaton
et =5t Tio for ) oo 8551
—Start of Trp
[12/e1/zen1 10700 |

—End of Trip:

12/14/2021 9330 PH ]|

Trp linerary and Miasge -

Hileagpe

Allow ance
1202021 10:00 AM Anderson isand, WA Sammamiss, WA 200 “

Agd Destinaton MNexe: Changing the mnecary con afen per dam, micelaneous ravel DINEE. oF misage

Mileage Allowance Total 2000,
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The “View/Edit Itinerary” detail input screen will appear as shown below.

View /Edit Itinerary

ForDiem Fates | Travel Regulsions | Helg

All fields marked with * must be completed

— Current Travel Dates
Curmrently the frip begins on 12/01/2021 at 10:00 AM and ends on 12/14/2021 at 4.00 PM

— Hinerary Destinaticn
— Start Dale and Time

EIB]IZ!BZl 1a:88 &AM

—* From Location

Select acity: @& City: [ Anderson Island, WA

Typeinacity: O Cily:
State:
Country:

— * To Location

Selectacty ®  city: [ Sammamish, WA

Type in a city: @] City:
State;

Country:

Mileage A]Iuwancel $0.00 “ Mileage

The “Current Travel Dates” section is informational only and cannot be modified from this screen.
This data is obtained from the General Trip Information.

Desired modifications to the itinerary line can be made from this screen. If you change the
location, click “OK” to the warning message; this will clear the mileage that was previously
calculated.
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To recalculate the mileage, click on the “Mileage” button to open the mileage pop-up window.

If modifications to the “Mileage Allowance” are necessary, the “Mileage” button must be
clicked to open the mileage calculator to enter the new values.

— Mileage
Eoint to Poini Milzage Défault Mileage
Round Trip is unknown
Vicinity Mileage Total Mileage
Effective Aufomobile Reimbursement Rate 0.545

Reimbursement Rate

£0.545 Mileage Allowance 7903

M&mul |

| ok || cancel |

e [f Mileage is known to the system, then the point-to-point mileage will be filled in. If not,
then the user will need to manually update this window.

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

Click “OK” or “Cancel” to return to the View/Edit Itinerary page.

After modifying the itinerary line, the user will have two processing options:
“Save” and Cancel”.

Edit Existing Per Diem

Click the “pencil” icon on the row of the “Per Diem” grid to be modified.

-, e L

s e e et ¥

FerDiem |
’7 Location Meals | Lodging | Lodging Tax | Total
1211312007 Tacoma, WA $59.00 $102.00 $12.00 _Jjgﬂ,& x
You can either edit or delete an
existing Per Diem line by clicking
on one of the two icons
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Upon clicking on the “pencil” icon, the following “View/Edit Per Diem” input screen containing
the saved values will appear. Use this screen to modify the per diem values as necessary.

Trip Information For Adam A Traveler

View /Edit Per Diem

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

r Meal Entitlement

’ Claimed Subjectto Taxable
FerDiem Rates
Amount Payroll Taxes Amount

Breakfast W claimed [ Provided | 15.00 ™ Subjectto Tax 0.00
Lunch  Claimed [ Provided | 16.00 I™ Subjectto Tax 0.00
Dinner ¥ Claimed [ Provided | 26.00 ™ Subjectto Tax 0.00

Meal Total | $5900 Tax Total $000

rLodaing

A . X Standard Rate for Tacoma, WA is 108.00
Lot W Claimed ™ provided | 920 Lodging Receipt is Required.

Lodging Tax | —12_00 Click if Lodging Cost

Exceeds Standard Rate
Lodging Total [ §114.00 Ieises | 1 Gier 0%

Per Diem Total | $173.00

Click “Save” to keep the modifications or “Cancel” to discard them.

Edit Miscellaneous Travel Expenses:
Click the “pencil” icon on the row of the other expense grid to be modified.

. iz s
e s va - P S "
= 'F"{ - ot e e e i e L

S A LT T "h—m"‘_[m &'4,_,‘,{%““&2 .

Miscellaneous Travel Expenses

Amount

121372007 xvz Parking $1500 | % €

L e :M-\*M“J Click on the 'Pencil’ to open line for editing %
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The View/Edit Miscellaneous Travel Expenses detail input screen for the selected row will
appear as shown below:

Trip Information For &dam A Traveler

View /Edit Miscellaneous Travel Expenses

Eeceipt Requirements | Reimbursement Costs

All fields marked with * must be completed.

Miscellaneous Travel Expenses Required fields are:
*Date Da_te
*Baid To [XvZ Paid To
Paid For
Amount

*Paid For |F'arking

Memo |

Modify details as necessary and then click “Save” or “Cancel” to keep or discard the changes
respectively.

Edit Existing Comments

From the Edit Trip Screen, click on the “Add/Edit Comments” button to arrive at the View/Edit
Trip Comments Screen below.

Trip Information For Adam A Traveler

View/Edit Trip Comments

All figlds marked with * must be completed.

Trip Comments

Date/Time Comments | Comments By
121312007 2:24 PM ‘This is a sample comment. Adam Traveler

* Comments:

28 of 116



Click the “pencil” icon on the row of the “Trip Comments™ grid to be modified.
The detail input screen containing the chosen comment will appear as shown below.

Trip Information For Adam A Traveler
View /Edit Trip Comments

Existing comments can be modified until
the trip is routed as part ofa

All fields marked with * must be completed. =
2 Reimbursement Request

r Trip Comments

Date/ Time Comments Comments By

Comments By: IMam Traveler Date & Time: I12.r'13."2007 2224 PM

b
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.

The user can modify the comment as necessary. Existing 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: “Save & Continue”, “Save & Close” or “Cancel”.

Delete Existing Comments

Click the “X” icon on the row of the “Trip Comments” grid to be deleted. The delete message
window will appear verifying that you want to delete the row.

Choose “OK” to continue the deletion or “Cancel” to stop. After the deletion, 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 “Saved” status can be inactivated. Trip owners (Requestors) can inactivate
their own trips. Preparers may also inactivate trips they created for Requestors.

Trips for Adam A Traveler

~Trip List Filter
¥ Saved
I Processed for payment
™ Inactivated

¥ attached to Reimbursement Request
[ Attached to Inactivated Reimbursement Request

“e|Irip IdRR Id| Start | End

Only trips in 'Saved'
Status can be
‘Inactivated’

The View/Edit Trip screen below will appear.

View/Edit Trip

| Purpose | Mileage | Per Diem | | |
1666 05/29/2008 06/06/2008 Camano Island 511349 526200  $0.00 537549 Saved %
1830 01/03/2008 01/04/2008 Sample for $2910 000 5000 52910 Sayed S
Reference
2202 02/02/2008 020272008 new trip new $0.00 $0.00  $0.00 $0.00
i Saved
| reimb request
¥ 2042 02129/2002 03/01/2008 new location §22826 520690 S000 543516 %
4 il ; S a
2243 1280 |02/28/2008 02/29/2008 Another test $30.30 5000  $0.00 $30.30 |Attached to %
Reimbursement
Request
2203 1241 0200212008 02102/2008 NEW rip new 5000 5000 5000 5000 Aftachedto N
reimb request Reimbursement
Request
W 2205 1243 02/22/200802/24/2008 new trip prepared $0.00 | $174.00  30.00 |  $174.00 Attachedto
for traveler Reimbursement
Request
¥ 2205 1244 02221200802232008 new bip bybaveler $000 | $7500 5000 | $7500 Atachedto N\

Use 'Pencil’
to select trip
to open

All fields marked with * must be completed.

General Trip Information

75 -1 Test Trip for Edge]

Start of Trip

T

'ﬁw ”\W ~AJ‘A.A,

Add/Edit Comments

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

Click the “Inactivate” button.
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Click “OK” to inactivate the trip or “Cancel” to discontinue to the warning message.

The trip will now have an “Inactivated” status and can be viewed in “read only” mode by
selecting “Inactivated” on the Trip List Filter.

Activating a Trip

Only trips with an “Inactivated” status can be activated. Select Inactivated from the Trip List
filter and click “Apply Filter”. The trip list will display inactivated trips.

Trips for Adam A Traveler

r~ Trip List Filter
I saved [ Attached to Reimbursement Request

I Processed for payment [ Attached to Inactivated Reimbursement Request Use !'he
e ‘Pencil' to
‘select a trip
to open

|
¥ Inactivated

V| mipid |RRId| start End |  purpose | Mileage | Per Diem | Misc | Total | Status ¥ |Edit
| 12M5/2007 121742007  tinerary check | $16.01 5000 §16.99  §33.00 Inactvated N,
1213/2007 12M4/2007 Sample  $1455  50.00 5000 51455 Inactvated % 1

121302007 12114/2007  Sample 50.00 5000 | 5000 5000 Inactivated %

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

View/Edit Trip

This trip is Read Only
All fields marked with * must be completed.

General Trip Information

LI fest i for Edgel ) Tip 10 8552]

Start of Trip
’]12/01/2021 10:00 AM |
I T I e e e

Miscell Travel Expense Total:[___ $150.00]
T Tota [ 38783

[Acivate | gancel]

Click the “Activate” button.
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Click “OK” to activate the trip or “Cancel” to discontinue to the warning message.

The trip will now have a “Saved” status.

Reimbursements Tab

The “Reimbursements Tab” displays a list of “in-process” reimbursement requests that are
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.

Reimbursements for Adam A Traveler

r Reimbursement Request List Filter
¥ Saved ¥ submitted ¥ Approved
¥ Returned for Changes ¥ Denied [~ Approved for Fayment
™ Processed far Payment ™ Inactivated ¥ Prepared
I Rerouted Apply Filter

v M! Date v | Description Total | Status
W 1282 03/04/2008 Display Trip flags - Unset Flags 2 537549 Submitted To (Betty Manager)
5?1 1281 03!04:‘2003D1sp4 ay tnp ﬁ.ags‘ unset ﬁags $221ﬁ ‘Submitted To (Beh}r Manager]
? 359 03/04/2008 new trip pick list test two trips $50.17 Returned for Changes By (Jane Fiscal} To
| (Fiscal Group 1)
W 861 03/04/12008 trip pick list fve trips $50.17 Refumed for Changes By (Jane Fiscal) To
(Fiscal Group 1)
1280 03/03/2008 February trips 535098 Saved
1269 Dl‘l)af?ﬂ(}srtew red}nbxeq’p est o verify vendor id comes from: $282.25 Approved By (Betty Manager)
the table
| 1013 .ONOSIQOOSETe st 15077 $193.16  Approved By (Betty Manager)
| 1272 031032008 vendorid 51515 Approved By (Bety Manager)
|? 1244 02/29/2008 new reimb request by traveler §75.00 Approved By (Betty Manager)
| asé 02.'29!2008Recem5 flag !'esﬁwo 9640@ Appmve&-%ly (Dan Preparerj
02/28/2008 checking the account arid $140876 Approved By (Mike Manager)
02/27/2008 new rrfor java script $276.00 Saved
'0'2;2"7{2'00'3@'9& Iodéfng exceptibn ch anges in H\stbrg; tab S.‘I 74.00 Approved Ely {Eleﬂy.l.h'ian ager.)

PP e S S o

tPL L LS L L L LB

Home | Contact | Privacy Notice | OFM Svstems Home
i@ 2006 Washington State Office of Financial Msnagement
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Reimbursement Request List Filter

The reimbursement request list filter provides filtering capability by the various reimbursement
request statuses. A reimbursement request may have any of the following statuses:

e, . o, ol . A, e '-.r'/\ boatiesnde, Al . @ A, Sl 4 (3 o i b
A = L A £~ ™| Reimbursement Request
eimbursements for Adam A Traveler : :

4 Filter List default
.i-:"_- g Feimbursement Request List Filter- SEtthS:
& YV saved ¥ submitted e ¥ Approved (1) Saved
A0 (2) Returned for Changes
T v Returned for Changes ¥ Denied r Approved for Payment (3) Submitted
:- | | ™ Processed for Payment ™ Inactivated 0 ¥ Prepared (4) Denied
5) Approved
B Apply Filter | (
Rerouted PRy (6) Prepared
LV w‘d-"r" wﬁ\ﬂf‘"‘”’ R S N —— ——— s
Filter Options:

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

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

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

Rerouted — A reimbursement request that has been redirected by an Agency or System

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

Denied — A reimbursement request that has been declined by an Approver or Fiscal staff.
Inactivated — A reimbursement request that was manually inactivated by clicking the
Inactivate button.

Approved — A reimbursement request that has been approved by an Approver.
Approved for Payment — A reimbursement request that has been authorized for payment
by the Fiscal staff.

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

To use the filter feature, simply select the desired filter options and click the “Apply Filter”
button.

Sorting

The reimbursement request list can be sorted by any of the column headings except “Edit”. The
default sort order is by the “Date” column in descending order. To initiate a different sort, click
on the desired underscored column heading, i.e. clicking on “Total” will sort the entire trip list
by the “Total” column in ascending order. Clicking “Total” again will reverse the sort to
descending order.

v 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

—
Vel |RR Id| Datz ¥ Description Status

? 988 01/04 '-smoke test build 95 $760.21 Saved
990 01.'04:2003 retest bugs for build 95 §52357 Saved % |
E? 812 01/04/2008 Comments Grid on Reimb Req to Scroll Bar $709.60 Submitted To (Betty Manager) S

%WMWWS,*- WWJWWQP\,
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Creating a New Reimbursement Request
If you click the “Create A New Reimbursement” button on the reimbursement request list
screen, the following screen will appear.

Reimbursement Information For Adam A Traveler
View/Edit Reimbursement Request

_PerDiemBates | TravelRequlaions | Helb | Logoff

All fields marked with * must be completed.

ReimbursementID':I

* Description; ||

- Profile Information

Requestor: |Mam A Traveler * Work Schedule; {n)-F
8a-5p

Requestor Phone: |36{)—664—8823 Ext. 101607 *Official Workstation: |Turnwat er
Approver. |Betinahager * Official Residence: |Olympia
Approver Phone: |36{)_664—5825Ext 91207

~Reimbursement Trip List

| Click 'Save & Continue' to start adding trips to this reimbursement request.

[A] [c]

The new reimbursement request is initially composed of several sections:

1) Description: This is a free-form entry field. The user types in the desired description.
(NOTE: Do not use the “tab” key when filling out the description, single space only is
recommended. A Tab will result in an error of “Invalid Row Length” when uploading the
batch.)

2) Profile Information: serves as the header for the reimbursement request. The fields of this
section with the exception of Description and possibly are pre-populated from the traveler’s
profile. The Requestor, Requestor Phone, Approver, Approver Phone, and Routing Status are
“Read Only” fields and cannot be changed on the reimbursement request. The Work
Schedule, Official Workstation, Official Residence, and Description are required fields
and may be modified on the reimbursement request without impacting data saved on the
traveler’s profile.

3) Reimbursement Trip List: lists trips currently attached to the reimbursement request. A
new reimbursement request will initially display “No Data Found” for this section until
trips are added.

After the user types an entry in the Description field (all other fields are normally prepopulated),
one of the three processing options can be chosen:
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A) “Save & Continue” - saves input and maintains current reimbursement request input
screen for further action.

B) “Save & Close” — saves input and returns to previous screen.

C) “Cancel” — does not save input and returns to previous screen.

Adding Trips to a Reimbursement Request
Once the reimbursement request is saved, the “Routing Status” field, “Add Trip” and

“Add/Edit Comments” buttons are displayed. The Routing Status field is “Read Only” and
cannot be manually changed on the reimbursement request.

Reimbursement Information For Adam A Traveler

View /Edit Reimbursement Request

PerDismRates | TravelRequlations | Help

All fields marked with * must be completed.

Routi ng-Slatus:lSa%d o Reimbursement D | 1319

*Deseription: |Once more through the braech

r~ Profile Information

Requeslohlm,\*rm * Work Schedule: [p_F

8a-op

Requestor Phone: {350.664-8823 Ext. 101607 *Official Workstation: |Tu mwater

Approver: |B‘e&ty Mw * Official Residence: |O\ympia

Approver Phone: 360-664-8825 Ext. 91207

 Reimbursement Trip List Once 'Saved"...

(1)  the Reimbursement ID is assigned

| Add trips using the 'dd 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

k) Adadt Comment @ rirt e |
FD) inactvate | Sae&Contnue | Sawe&Close | Cancel |

Click the “Add Trip” button to attach trips to a reimbursement request. The following screen
will appear:
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Trip Pick List

Per Diem Rates | Travel Regulations | Help

r— Trip List
B SelectAll | ¥ TripId End Mileage = Per Diem
8553 12/16/2021 12/17/2021  Test Trip 2 $70.85 $158.00  $25.00 @ $253.85
0 8552 12/01/2021  12/14/2021  Test Trip for Edge $79.03 $202.00  $150.00  $431.03
~1 8554 |11/08/2021  11/08/2021 Test Trip 1 518367 $59 00 $0.00  $24257
| Attach |

| Create A New Trip| | Cancel |

Choose the desired trip(s) to be attached to the Reimbursement Request:

¢ Individual trips can be selected by clicking the checkbox in the “Select All” column next
to the desired trip.
e All trips can be selected by clicking the “Select All” box in the column header.

e A new trip may also be created from this screen by clicking on the “Create a New Trip”
button at the bottom of the page. This will take you to the New Trip Screen. Once the
new trip is created, it will be added to the trip list. It can then be selected and attached to
the reimbursement request as described above.

Click the “Attach” button when trips are selected to attach the trip(s) to the Reimbursement
request.

The View/Edit Reimbursement Request screen will now show the “Reimbursement Request Total”
section:
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View/Edit Reimbursement Request

Per Diem Rates "| Travel ﬁeﬁuialioﬁé | @é

All fields marked with * must be completed.
Routing Status:|Saved Reimbursement ID: 7397

* Description: |m

r— Profiie Information

Requestor. IKendra AHanson I * Work Schedule: |\-F
8-5 i
Requestor Phone: [360-407-9100 | *Official Workstation: ‘ 4565 |
Approver: [Approver Minning | * Official Residence: ‘Olympia |

Approver Phone: | 360-407-9999 |

— Reimbursement Trip List

Purpose Mileage | Per Diem | Misc | Total | Edit

8552 12/01/2021 10:00 AM - (12/14/2021 0400 PM | Test Trip for Edge | 579.03 $202.00 §150.00 15431.03 | X

[Add i |
r— Reimbursement Request Total
Mileage Allowance: §79.03 Reimbursement Request Total: 5431.03
Per Diem: $202.00 Travel Advance: 0.00
In-State: £202.00 Reduce Balance to Code:
QOut-of-State: 5000 Reduce Amount Requested: 0.00
Taxable {meals): 50.00 Reduce Amount Requested and Balance to Code:
Miscellaneous Travel Expense: £150.00
Reimbursement Request Total: £431.03 Requested Reimbursement Total: $431.03
Coded Amount: $0.00 Balance to Code: 5431.03
| Add!EdilCamments| | Print | Flags | History
[ Inactivate | Save & Continue | Save & Close | Cancel | | Send |

Reimbursement Request Total: displays the expense component totals (Mileage Allowance,
Per Diem, and Miscellaneous Travel Expense) as well as the reimbursement request total. A new
reimbursement request will display zeros for all amounts in this section until trips are
added.

Note: some agencies may have previously seen a “Transaction Detail Information” grid section
on this screen. It is recommended agencies use the comments section for this information as the
“Transaction Detail Information™ grid is currently only available to users with the “Fiscal” Role.

Adding Comments to a Reimbursement Request
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View/Edit Reimbursement Request

PerDiem Rates | Travel Regulations | Help

All fields marked with * must be completed.
Routing Status:{Saved |

Reimbursement ID: 7397

* Description: | TESTING

— Profile Information

Requestor: [Kendra A Hanson

] * Work Schedule: [M-F
8-5 y

Requestor Phone: E _ plegggeaes
,’__,szm‘*r.!_j’ i J "‘-J‘ , el
W useMeNequb s vees e | «ed Reiha @ \ . 200,
Coded Amount: $0.00 Balance to Code: $431.03 ’

Add/Edit Comments

| Inactivate | Save

ontinue | Save & Close | Cancel |

[ Print] Flags I History ]

Clicking the “Add/Edit Comments” button on the reimbursement request will open the
View/Edit Reimbursement Comments input screen below.

View/Edit Reimbursement Comments

FerDiem Fates |  Trawsl Regulstions | Helo

All figlds marked with * must be compleied.

—Reimbursement Commenis

Edit
WX

Comments
Example of a comment

DatefTime
112/07/2021 9:32 AM

Comments By
‘Kendra Hanson

* Commenis:

| Save & Confinue || Save & Close || Cancet |

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 free-form input section. The grid includes
the following data fields:
“Date/Time” - System generated timestamp of when the comment was created.
“Comments” - User inputted data. This is a required field.
“Comments By” - System generated value displaying the User ID of the individual
creating the comment.
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To add a new comment just type your comment in the free form comments field. When you have
finished you may either Save & Continue, Save & Close, or Cancel. If you choose one of the
save options a new comment line will appear on the screen.

“Save & Continue” - saves input and maintains comments detail input screen for further
input.

“Save & Close” — saves input, and then returns to previous screen.

“Cancel” — does not save input and then returns to previous screen.

The new comment will appear in the “Reimbursement Comments” grid once it is saved.

Edit Existing Comments

You can view comments any time, but you can only edit your comments until you have routed the
Reimbursement Request. At that time, additional comments are added as new comment lines underneath
the existing comment lines.

Click the “pencil” icon on the row of the “Reimbursement Comments” grid to modify the comment.

Reimbursement Comments

Date/Time Comments By
1200772021 9:32 AM Example of a comment Kendra Hanson %D

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

View/Edit Reimbursement Comments

.P-arb.eiﬂl.?.abes.l Tra-\;.el.Reg..Ji;xims | ﬁg

All fields marked with * must be completed

— Reimbursement Comments

Date}'ﬁmg i Comments By

Comments By | Kendra Hanson Date & Time: [12/07/2021 9:32 AM

* Commenis:

Example of a comment

o

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

The User can modify the comment as necessary. Existing comments cannot be modified once a
reimbursement request is routed. The same three processing options as described earlier exist
after the desired modifications are made: “Save & Continue”, “Save & Close” or “Cancel”.

Delete Existing Comments

Click the “X” icon on the row of the “Reimbursement Comments” grid to be deleted. The delete
message window will appear to confirm the request.
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Choose “OK” to continue the deletion or “Cancel” to stop. After the deletion, the comment will no
longer appear in the grid. Existing 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
removed from the reimbursement request by clicking the “X” icon on the row of desired trip in
the Reimbursement Trip List section. Trips can only be deleted from a Reimbursement Request
before it has been routed.

: Fu II1Ih1J"" aHTHEE '|r|.|'|-rn1 Tataly I'-nr .-u:l'trn A 1r VL ]1 r

View fEdit Reimbursement Request

Micage | Per Diem | Misc Total | Fdm
DUOL2008 0500 Pl smokebestbuld3E  E3NASR  Sa1B00 52800 870 N O

—_—
Click on the "X" to remove frip from Reimbursement Request
Once removed trip will return to the Reimbursement Request Trip List

"-W *f“‘-'-.

The system will generate the warning message confirming the request.

Choose “OK” to continue the removal or “Cancel” to stop. If the removal is 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 clicking the “pencil” icon on the row of the desired trip in the
Reimbursement Trip List section.

e

ek
RelmbursementTnp Llst

Vlupid|  statv | End | Pupose | Mieage | PerDiem | Misc | Total | Edit
W 1829 01/01/2008 08:00AM  071/04/2008 05:00 PI smoketesthmldQS $31522 541800 | 52509 | §7602 %

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

— Sl

The system will open the trip for editing. Make any changes necessary to the trip then Click
“Save & Continue” or “Save & Close” or “Cancel”.

Flags and Exceptions

Flags alert users of information entered that might require closer scrutiny. Flags are generated
when travel information entered varies from system or business rules; or from both system and
business rules. Flags are included on both trip list and reimbursement request list screens.
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Profile

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 [T Attached to Inactivated Reimbursement Request

I Inactivated

? 1616, .'10!111200?'10!1 4/2007 Smoke Test $50.17 $0.00 F0.00 $50.17 Attachedto
‘Reimbursement
‘Request
10/M1172007 10M4/2007 Smoke Test $5017  $270.00 $1599 $336.16 Saved
? 1629 11017172007 10/14/2007 Smoke Test $50.17 $270.00 | $15.99 $336.16 Saved
10/11/2007 10/14/2007 Smake Test $50.17 527000  $15.99 $336.16 Attached to
‘Reimbursement
- ‘Request
Click on Flag to ; T T t f o
1626 2 7 2007 Smoke Test $50.17 $270.00 | $15.99 $336.16 Saved
* view details !
?- 1633 T 007 Smoke Test 5017 $270.00  $1599 $336.16 Saved
? 1634 110/11/2007 10/14/2007 Smoke Test 55017 $270.00 | $15.99 $336.16 Saved
? 1635 862 10/11/2007 10414/2007 Smoke Test 55017 $270.00 $15.99 $336.16 Aftached to

Reim_bmsém ent

277

2727

LSS st e 7 A il AP r R it S SO L SN

Click the flag on the row of the desired trip to view details. The following screen will appear

displaying the exceptions.

Purpose: Smake Test | Flag detail associated with trip 1625 I

10172007 Mileage rate of 0.111 differs from current standard automobile rate of $50.485
1012007 Breakfast amount of $22.00 differs from allowance of $10.00 for Zillah, WA
1012007 Lunch amount of $32.00 differs from allowance of $12.00 for Zillah, WA
1112007 Dinner amount of $44.00 differs from allowance of $17.00 for Zillah, Wa
10M11/2007: Lodging exceeds allowance of $60.00 for Zillah, WA

- Required to stay at same facility as dignitary.

-Temporary special cost escalation.

- More 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.

- 3uite is more economical than meeting rcom.

- Agency Rented Facility - Reimbursement allowable up to 125%;,
e 10/12/2007: Breakfast amount of $22.00 differs from allowance of $10.00 for Zillah, WA
A0 272007 Lunch amount of $23.00 differs from allowance of $12.00 for Zillah, Wa
a 10MZ2/2007: Dinner amount of $44 00 differs from allowance of 17 .00 for Zillah, Wa

|http://198.239.159.205/ ViewFlags.aspx?tripID=1625 |& Internet

Reimbursement Request History
TEMS maintains the history of a reimbursement request from its creation to the time it’s

processed for payment. The history is displayed in chronological order starting with the earliest

at the bottom of the screen to the latest at the top.
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History details may be accessed by clicking the “History” button on reimbursement request.

View/Edit Reimbursement Request >>

PerDiem Rates | Travel Regulations | Help

All fields marked with * must be completed.

Routing Status |Saved Reimbursement ID: 7397
* Description: (ESINE ]

J—Proﬁle Information
e stoTie @i g @@ 5 1 A ke (Bc S H 4 o 4 ] 4

>
—_—
J

Reimbursement Request Total: | §431.03 Requested Reimbursement Total: [ sa3i03
Coded Amount: $0.00 Balance to Code: $431.03
| Add/Edit Comments| | Print | Flags l History ]
[ Inactivate | Save & Continue | Save & Close | Cancel | Send

The History details will be displayed on the pop-up window displayed below.

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

Adam A Traveler

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 1D 854 was changed from Mo
to Yes by Adam A Traveler on 01/04/2008 8:33 AM.

Comments: 854 update receipt received flag to N send to fiscal

0170472008 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 rermoved from reimbursement request 10 854 by Adam A Traveler on
01/04/2008 8:32 AM.

Comments: 854 removed trip added trip with receipts required and received

01/0472008 8:30 AM

You can print the
history details by
clicking the print link

The History details may even be printed by clicking the “Print” link. Click the “Close” link to close the
History screen.

Change Log

When modifications (additions, deletions, or changes) are made to reimbursement requests after

their initial submission, the system will auto-generate 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.
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Adam A Traveler

History

Description: trip pick list three trips
0170472008 8:45 AM

From: Manager, Betty

To: Fiscal Group 1

Action; Approved by Approver to Fiscal

Changes:

Feceipts cbiained designation for reimbursement request ID 854 was changed from Mo

} to Yes by Adam A Traveler on 01/04/2008 2:33 AM.
Details Comments; 354 update receipt received flag to N send to fiscal

of 0170472008 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 1D 854 by Adam A Traveler on
}EI1J'E|4.|'2E|DB 8:32 AM.
Trip ID 1611 was removed from reimbursement request 1D 854 by Adam A Traveler on

01/04/2008 8:32 AM.
Comments; 854 removed trip added trip with receipts required and received

Routing
Requestor (To Approver)

The reimbursement request routing process is initiated by clicking the “Send” button at the
bottom of the View/Edit Reimbursement Request. The “Send” button does not appear until at
least one trip is added to the reimbursement request. Example of Screen without a trip assigned.

| Add Trip |
| Add/Edit Comments| | Print | Flags | History |
| Inactivate | Save & Continue | Save & Close | Cancel | |

Example with at least one trip assigned to reimbursement request.
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Reimbursement kequest Toqal: |_ 5731 ﬁl Requestea Reimbursement Total: | ;13133'
Coded Amount: $0.00 Balance to Code:

| Add/Edit Comments| Print | Flags | History
| Inactivate | Save & Continue | Save & Close | Cancel | I

After clicking the “Send” button, the Process Reimbursement Request screen will display.

Proce 2 e = = Reque

PerDiemRates: | TravelRequlstions | 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 w:l sections:
& Aprov (1) Action
z RRTere (2) Routing
il (3) Receipts

€ Return for Changes

(4) Comments

~ 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

B Comments: "Comments" - allows Requestor to type in any
;l desired comments

 Yes|The Requestor must respond to this question in order to proceed
¢ no [from this screen, if a receipt generating event has occurred.

[]

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.

] =

The screen is divided into several sections:
1) Action defaults to “Send” when the reimbursement request is initially routed. All
other actions are grayed-out.

2) Routing defaults to the Approver selected in the Requestor’s profile. The Requestor
also has the option of choosing another Approver from the drop-down list.

3) Receipts if a receipt generating event has occurred, (i.e. lodging); the Requestor must
respond whether or not receipts were obtained. A “Yes” or “No” response must be
checked to proceed from this screen. If a receipt generating event did not occur, the
Receipts section will be grayed-out and the system will indicate that receipts are not
required.

4) Comments allows 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 clicks “OK” button to submit the
reimbursement request to the chosen Approver. The system will generate an e-mail notification
to the Approver that a reimbursement request was received and is waiting to be reviewed.
“Cancel” button does not save any changes and returns the Requestor to the reimbursement
request.

Inactivating/Activating Reimbursement Requests

Inactivating a Reimbursement Request

Click on the “Inactive” button in the lower left-hand corner of the screen to inactivate a
reimbursement request. Only reimbursement requests with a “Saved” status can be inactivated.
Reimbursement request owners (Requestors) can inactivate their own reimbursement requests.
Preparers may also inactivate reimbursement requests they created for Requestors.

A message window will appear to confirm the request. Click “OK” to continue.

The reimbursement request and any attached trips will be assigned an “Inactivated” status.
Note: to find the Inactivated Reimbursement Requests use the “Inactivated” status from the
Reimbursement Request List Filter.

F's TATE OF WASHINGTON

Home Trips Reimbursements Profile

Reimbursements for Adam A Traveler

r Reimbursement Request List Filter
I~ saved ™ Submitted ™ Approved

[T Returned for Changes ™ Approved for Payment
[ Processed for Payment Inactivated I Prepared
= 7 :

™ Rerouted
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Activating a Reimbursement Request

To activate an inactivated reimbursement request, just click on the “Activate” button located in
the lower left-hand corner of the View/Edit Reimbursement Request screen.

Reimbursement Information For Adam A Traveler
View /Edit Reimbursement Request

A message window will appear to confirm the request.

Click “OK” to continue.

The reimbursement request will be assigned to a “Saved” status.

Printing a Reimbursement Request

When a reimbursement request is initially saved, the “Print” button will display in the lower right

corner.

Example: Reimbursement request prior to being saved.

Reimbursement Information For Adam A Traveler
View /Edit Reimbursement Request

All fields marked with * must be completed.

RelmbursememlD:I #

L SURPNP. s S ‘ }"‘«JM"’“M&I“\
o s s .—\_ st e e R e e =, .‘,_,/—"-"'« I —u.""‘“”'v\_,, ”
Reimbursement Trip List *
|Click 'Save & Continue’to start adding trips to this reimbursement request i
Moticell

No buttons!!! |
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Example: Saved Reimbursement Request.

(et o

Add/Edit Cummemsl

Inactivate |

Save & Continue Save & Close I Cancel |

Moticelll

Buttonsil |

Print

Flags | History

AAA N

From this point, a reimbursement request may be printed regardless of its status.

When the “Print” button is clicked, a reimbursement request report will display as shown below.

B Reimbursement Request Summary

Training Agency
Travel and Expense Management System
Reimbursement Request Report
For: Tabler, Denise D
02/16/2022

Expand All_ ‘= Print Close

[ RRId__[ official Workstation: |

Official Residence |

Description | Routing Status

| Amount Requested|

Taxable Amount]

Travel Advance]

1110740 ]

Olympia

Olympia

Test of new TEMS Browser - Chrome Processed for Payment By (Teena Minning)

$1,169.92]

$0.00]

30.00]

Travel Summary

Reimbursement

History

.

Totals

Document Header and Batch Information

Transaction Detail Information

Reimbursement Request Flags

Request C.

The reimbursement request report is displayed in an expandable and collapsible format. By
clicking on the desired section’s + sign, a user can tailor the report to print only the needed
details. Clicking the “Expand All” option in the upper right corner will display all sections of the
report. Once the desired sections are displayed, click the “Print” link on the Reimbursement
Request Report to print the report.

Click the “Close “button to cancel the print option and return to the previous page.
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Check-in/Check-out

When a reimbursement request is in-use 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

| oo by somecne sk, you i scelveti

message and won't be able to edit anything.

This reimbursement requestis Read Only

AllTIEIOS Marked with = must oe CompieEa.
Routing Status{Submitted To (Betty Manager) Reimbursement ID;

If the same reimbursement request is opened by two individuals with edit capability then the
second individual to open the reimbursement request will receive the following warning
message. The message will indicate that the reimbursement request is “read only” and provide
the name and phone number of the person who has it open.

Reimbursement Information For Adam A Traveler
View/Edit Reimbursement Request

If you are the second individual (with edit capability
such as a reviewer or approver) to open the same

 emmaa ) "OWeSYORWrecsvelis waring message

This reimbursement request is Read Only and is in use by Betty Manager, phone 360-664-8825 Ext. 91207.
All fields marked with * must be completed.
Routlng Status; ISﬂ‘bf“lﬁEd To (Betty Manager) Reimbursement ID.l 892

Preparer (Prepare Only)

A user (Preparer) who has been delegated authority to prepare trips and reimbursement requests
for Requestors will have the “Switch Requestor” link available in the “Tasks” section of the
Welcome screen.

WASHINGTON

Trips Reimbursements Profile

Welcome to the Travel and Expense Management System!

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

Appears only to
users given the

authority to
Others
Larem ipsum dolor sit amet, consectetuer adipiscing elit. Curabitur * Change Your Proﬁle/’
orci. Mullam risus leo, condimentum et, lacreet non, ornare vel,
mauris. Fusce tellus augue, eleifend eget, accumsan eget, eleifend d
ac, mauris. Quisque augue velit vehicula et, ornare at, interdum - SWI'tCh Rﬂuestn
SRR LT R P S S T LR g-bx'
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The Preparer clicks the “Switch Traveler” link and screen below will display.

You are currently preparing for Dan L Preparer:
Switch Requestor

Choose a
Requestor to
Prepare for
from the Drop
Down List

_PerDiemRates |  Travel Requlations |

Available Requestors To Prepare For

Requestor To Prepare For: |F|sca| Jane

[Fiscal, 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
dropdown list by highlighting the name and then clicking the “OK” button. The system will
display the Home Tab of the chosen Requestor.

Reimbursements

Profile
Per Diem Rates

Welcome to the Travel and Expense Management System!

TEMS is the replacement to the Travel Woucher Systermn (TWS)
Wye hope you will find this new systerm to be of greatvalue in accomplishing your duties!

Lorem ipsum dolor sit amet, consectetuer adipiscing elit
Curabitur orci. Mullam risus leo, condimenturn et, laoreet non,
ornare wel, mauris. Fusce tellus augue, eleifend eget, accumsan
eget, eleifend ac, mauris. Guisgue augue velit, vehicula et, ormare = Create Trip Pre-Approval
at, interdurm vitae, enirm. Pellentesque habitant morbi tristiqgue
senectus et netus et malesuada fames ac turpis egestas. Mauris
aliguam. Pellentesgue vel odio.

Agency News = Create Reimbursement Request

= Fiscal Suite

= Change Your Profile

= Create New Trip

Donec ultricies Morbi et eros quis diam nonurmmy pretiom
Praesent risus nl'bh, faucibus sit amet, interdum eu, ultricies sed,
sem. Maecenas suscipit viverra 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 pretium.

The Preparer can now create and/or modify existing trips and reimbursement requests for the
Requestor. The Preparer will only be able to send the reimbursement request to the Requestor.

Note: Preparer groups are only 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 reimbursement
request to the Requestor’s Approver (default routing option).
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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.

Access Profile

Profile : information from
S i here

__._.or..._.
here

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!

T [ —

Larem ipsum dolor sitamet, consectetuer adipiscing elit: Curabitur Change Your P ﬁle.
orci. Nullam risus leo, condimenturn et, lacreet nan, arnare vel, ge Your Pra

W e o il
- - o — Ao i

Clicking either the “Change Your Profile” link on the Home tab or the “Profile” tab will display
the screen below. The resulting screen displays in “read only” mode. The edit button is used to
make modifications to the profile.

Home

Appears atfirstas a
'Read Only’ Screen

View Profile
Requestor Name: }Prepaer {)a,,;_
Phone: Wﬁgﬁm 80707
E-pail ltmw omaTs wagw
Official Residence: |W
*Official Workstation: h‘mef

Work Schedule: |§—5M—F

Chan assword

~Routing
Requestor Route Ta: |MWBE“Y
To Edit the Fhone: |360-664-8825 Ext. 91207
screen click on -
the 'Edit' button ~Delegation
Prepare Only; |p¢m3ge
Prepare & Submit: |

Home | Contact | Pnivacy Notice | OFWM Systems Home
& 2006 Washington State Office of Financial Management
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The profile screen is composed 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.

AT v, e i e e T W O e e SRS R S SR e
%

:] | Profile Header | Userib: [preparer dar Profile

‘? Agency: [1050 Office of Financial Management Screen

{ o View Profile in

] Requestor Mame: |Preparer:, Dan L "View"

\ Fhone: |350-664-8827 Ext. 80707 mode

?‘_\r E-ldail: |tracy.anundson@afm.wa_gou

i e e e A T A

L P, e

Official Residence: iOIympia

*Official Workstation: Tumwater
Work Schedule: g5 ME il

Change Password
e-Routing—

Feguestor Route To: |Manager. Betty

Phaone: |360-664-8825 Ext. 91207
e- Delegation -

Frepare Only. |Preparer. Sue

FPrepare & Submit: I

1) View Profile - displays requestor related information important to the processing
of the reimbursement request. The users password may also be changed via the
Requestor’s profile by clicking on the “Change Password” link in the View Profile
section. This will take the user to the “Change Password” screen.

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

3) Delegation — 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 edit button.

Mo st

B T

e

b
4 All fields marked with * must be completed.

i RSl breparer dar]

%

‘.;. Agency: |1050 Office of Financial Management

& — ~Edit Profile Profile
i | To edit just tab = First Name: Screen
: Dan

i |to the field you ] — in

}g \want to change Iiddle Initial: ||_ Edit
: (and either type * LastName: |F’reparer: mode
: R n nte_w *E-Mait Itracy.anundson@oﬁn.wa.gw

4 | Information or 5

2 * Phone Area Code: I

3| usethe drop N _ g

5\( down lists Phone Prefix: |554

¢, | when they are * Phone Suffix |882?

p) available Phone Extension:

; X [o707

;.s * Official Residence: IOWmPiE

J}, Once you *Official Workstation: iTumwater

b have changed * Waork Schedule: [g.5 \-F -

i the B

{ |information to

¢ (what you want
click 'Save' to

ey

-

A ol i
e e

i At

-

R

e e e,

rRouting

- : Reguestor Route To: | pManager. Batt 'l
4 retain the Eotoant ! : g

- u o —Uelegataon

{ | modifications g Prepare Only: [P 3 |
e ' ' =2y hd
5 | or'Cancel’ to i el

discard them

b gt —

Prepare & Submit

activated via the

Prepare & Submit is

Administrative Suite

The values in the profile may now be modified. Field names preceded by 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.

In the “Routing” section, a new default approver may be chosen by clicking the drop-down arrow
and selecting the desired name.

A new preparer (only) may also be chosen by selecting the name from the drop-down in the
“Delegation” section.

Click the “Save” button to retain the modifications or “Cancel” to discard them.
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Review Tab

The “Review” Tab is available to users who have the Approver role. It contains reimbursement
request submitted to the Approver for review and processing.

Reviewing a Reimbursement Request (Approver)

The “For Review” Tab and “Switch Approver” link are available to users who have the approver
role. The “For Review” tab contains reimbursement requests submitted to the Approver for
processing. The Switch Approver link is used to review reimbursement requests on the behalf of
another Approver.

WA SHINGT®ON

Profile

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 greatvalue in accomplishing your duties! Approver Role

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Curabitur * Change Your Profile
orci. Nullam risus leo, condimentum et, |aoreet non, ornare vel,

mauris. Fusce tellus augue, eleifend eget accumsan eget, eleifend
ac, mauris. Quisque augue velit, vehicula et, ornare at, interdum = Switch AEE! over

| vitag, gnim.Rellentesque hal tristi sen et netus . . ¢ . "

Clicking the “Review” tab will open the following screen.

‘G‘ISTF\.TE G W A S HINGTON

Home Trips Reimbursements Profile
' Click on the
'Eyeglasses’ to
open a request

— for review
Clickona .

'Flag' to Total
view the ‘Adam Traveler 12/21/2007 Smoke Test : ubmitted By (Adam Traveler)
flag detail | 785 Adam Traveler 122412007 Reimb Trip List grid to scroll §1,317.54  Submitted By (Adam Traveler)
;Adam Traveler;U‘IrU?,rZUt}sinew trip pick listtest two trips . $50.17 éSunmmed By (Adam Traveler)
‘Adam Traveler 01/03/2008 Holiday Tripping | (849.83) Submitied By (Adam Traveler)
‘adam Traveler 0110412008 Recaipts flag testtwo | 86400 Submitted By (Adam Traveler)
‘Adarm Traveler 01/0412008 preparer dan creales a reimb requestfor 556179  Submitted By (Adam Traveler)
traveler adam
\dam Traveler 01/04/2008 Test $645.81 ‘Submitted By (Adam Traveler)
\Dan Preparer: 01/04/2008 upadating iinerary and the effecton ather  $219.22 Submitted By (Dan Preparer:)
expenses
;Dan F’reparer:%ﬂﬂ(}ﬁz{maénew reimb request | $219.22 ;Submi'rtedBy (Dan Preparer:)
‘Adam Traveler 01/0412008 Comments Grid on Reimb Req to Scroll Bar  5709.60  Submitted By (Adam Traveler)

44 23] 393337

Home | Contact | Privacy Motice | OFM Systems Home
& 2008 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
“Review”.

~Rermursement Retossts mﬁé@ewﬂ[ You can sort by any of the column headings except 'Review’

| Dai: 4 Description Total

; S————y
Arrow direction shows direction of sort | — - a

The default sort order is by the “Date” column. To initiate a different sort, click on the desired
column heading, i.e. clicking on “Total” will sort the entire trip list by the “Total” column in
ascending order. Clicking “Total” again will reverse the sort to descending order.

Click the “eyeglasses” icon of the desired reimbursement request to open it from the list. The
view/edit reimbursement request will be displayed as shown below.

Al ks A B Wil * Mt Db COmplgtag
mqm.ihbrmﬁmur Manages) Reimburssmant i0

oneones Revier
i - General
Flegseator m,.*_ * mamMu.m ﬂ Req I.IEEi
3 , ~ linformation
Fiegoeston PR W 8823 Ex 100607 *Official Workstation: Tummwater
Apprier. W’ * Ofcial Rasienda. [ohamoia hE re

Approver Prees. (306606025 Bl BI20T Open trip
Asimbursemant Trg List details here

W Trig i Start ¥ d TRFEHIE Mlsage Por Diem| Misc | Total |idi
W2 TATVI00T CEOOAM 11007 (500 PH T o grandmas houss SI00B8  BISA00  BTSS 540045 | W e

TSAT  1RDST00T SR D0 A 1112007 8-00 P nelest bug B8 mite han one fearany 5308 40 BSS B0 HHU9R BE1108 b
birief ot Mt S5 ol

Raimbursemanl Reguast Total

Wleage Alowanoe: TrEL Reimbursement Heauest Tolak [siars
P Dio: [ st Towwsd Aabutiticin [ ¢,
i Saste: [ smstEn Fosctucs Ralance to Code: [ o

Cut.of. Stasee [ =m Tutuce Ament Roqurstet: Iim

I §51.57 Rediace Amsount Roguested and Bslance io Code: F

pnt Recueest Totat: [ 51,317 54 mmm.“m'ru .

From this screen, the approver can review reimbursement request related details as well access
trip details. Trips are accessed by clicking the “pencil” icon of the desired trip within the
“Reimbursement Trip List” section of the View/Edit Reimbursement Request screen.
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1632 11/21/2007 08:00 AM 11/23/2007 05.00 PM trip to grandmas house

line far 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/Edit Trip

Per Diem Rates | Travel Begulabons | Help

Mileage
5100.88
1547 1062007 08:00 AM 11111/2007 06:00 PM retest bug fix more than one itinerary  5308.49

$208.00

Per Diem| Misc
§7.58
555260 $49.99

5911.08

All fields marked with * must be completed.

— General Trp Information

: F‘grposel est Trip for Edgey ]

— Start of Trip
[12/81/2021 18:08 Ay |

— End of Trip

12/18/2021 84:88 PH

Trip 1D 8551

Click on the
“Pencil”
button to open
the detail line
for review and
modification.

— Trip ltinerary and Mileage

Mileage

Allowance

1200172021 10:00 AM Aberdeen, WA |Sea-Tac Airport, WA 510246 | N |
Mileage Allowance Total: 5102 46
— Per Diem

Meals

Lodging

Lodging Tax

1200172021 Sea-Tac Airpart, WA 579.00 579.00 50.00 5158 00
Click on the Per Diem Total: 5158.00
“Add/Edlt — Miscellanzcus Travel Expense
2
Comments_ Date Paid To Paid For Amount Edit
button to view 1210172021 Enterprise Car Rental 5150.00 %
or add trip
comments.

Add/Edit Comments
Cancel

Miscellaneous Travel Expense Total: §150.00
Trip Total: $410.46

Flags
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Suggested Review Steps:

10.

Review the Flags to assess situations called to your attention by TEMS.

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

Review the full text of the trip purpose.

Review the work schedule against the time of travel to determine whether the Requestor
is entitled to reimbursement of meals. TEMS does not automatically determine eligibility
for meals. State travel regulations can be reviewed at the OFM web site.

Review the Requestor’s residence and work locations against their destinations to
determine whether they are entitled to any lodging reimbursement. State 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.

Review the meal and lodging expenses. Consider whether there were any flags listed for
this reimbursement request back at the "Review" tab. TEMS will provide standard meal
rates for many in-state destinations. Reimbursement requests with unknown destinations
and unknown per diem rates will be flagged.

Review any IRS taxable amounts. The 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.

Review mileage expenses claimed for use of a privately owned vehicle. Review the
mileage claimed for reasonableness. TEMS provides point-to point mileage for many
instate destinations as assistance to the Requestor. The Requestor may claim actual
odometer mileage. Regulations exist regarding mileage claimed from a work location or a
residence. TEMS does not automatically determine whether to use mileage from a work
location or a residence. State travel regulations can be reviewed at the OFM web site. If
mileage reimbursement rates are in error, Approvers can make the necessary corrections
and forward to fiscal for processing or return the reimbursement request back to the
Requestor for correction.

Review Miscellaneous Travel Expenses. State regulations regarding allowable
miscellaneous travel expenses can be reviewed at the OFM web site.

Review the Travel Advance amount. TEMS does not automatically keep track of travel
advances and remaining balances. Confirm 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 of the following fields of a trip:

Mileage Reimbursement Rate

View/Edit Itinerary

L Click on the
Country/| | “Mileage”
button to edit
7 the Mileage
Mileage Allowance | $102.46|[ Mileage ]47 Reimbursement

. Rate

- Breakfast Amount

- Lunch Amount

- Dinner Amount

Taxable Meal Designation
Lodging

Lodging Tax

Lodging Exceptions

View/Edit Per Diem

PerDiem Rafes | Travel Regulations |  Help

Per Diem for Sea-Tac Airport, WA - 12/01/2021

Meal Entitlement
’VPer Diem Rates

Claimed
Amount

Breakfast
Lunch

Dinner

Claimed [ Provided | 20.00|
Claimed | Provided 2400
Claimed [ Provided 35.00

Subject to Taxable
Payroll Taxes Amount

(] Subject to Tax
O Subject to Tax
O Subject to Tax

Meal Total . $79.00

Tax Total | 50.00 |

—Lodging

Lodging

.
Claimed [ Provided 79.00

Lodging Tax

Lodging Total $79.00

Standard Rate for Sea-Tac Airport, WA is 79.00
Lodging Receipt is Required.

Click if Lodging Cost
Exceeds Standard Rate

Per Diem Total $158.00

Memo |
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An Approver may also modify entries to any of the following fields of a reimbursement request:
- Travel Advance
- Reduce Amount Requested

View/Edit Reimbursement Request

— ReimLursement Req.,est T. - = ;e

Mileage Allowance: Reimbursement Request Total:

Per Diem: [ si58.00] | Travel Advance: 0.00
In-State: rm Reduce Balance to Code: Wl
Out-of-State: Reduce Amount Requested: m

Taxable (meals): Reduce Amount Requested and Balance to Code:

Miscellaneous Travel Expense:

Reimbursement Request Total: Requested Reimbursement Total:

Coded Amount: Balance to Code:

| Add/Edit Comments| | Print | Flags | History |

| Save & Continue | Save & Close | Cancel |

Once the reimbursement request has been reviewed, the Approver may submit it by clicking the
“Send” button. This opens the “Process Reimbursement Request” screen.
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Reimbursement Information For Preparer Minning

Process Reimbursement Request

i PerDiemRales | Travel Requlations | Help

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

— Action Routing

Send Route To: | Fiscal Group 2

C)] Approve
O pe ny
) Return for Changes

— Receipts

* Receipis are required for this reimbursement request. Have original receipts been obtained?
® ves
O No

Comments:

If the Approver made changes to the reimbursement request, the system autogenerates
entries into this Comments fisld.

Additional comments may also be input as necessary.

| have determined this travel was for business purposes and is autheorized for payment.

The Process Reimbursement Request screen is divided into several sections:
1) “Action” — Of the four options listed the Approver can take action on three:

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

- Deny - the reimbursement request is not approved and routed back to the Requestor. A
reason for the denial should be entered in the “Comments” section. The “Route To”
drop-down list is grayed-out and the requestor’s name is automatically selected.

- Return for Changes - the reimbursement request requires modifications before the
Approver will approve it. An explanation of the necessary changes should be entered

in the “Comments” section. The reimbursement request is routed back to the Requestor
or another Approver.

- The Send option is grayed-out and is not an option to the Approver.
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2) “Routing” defaults to Fiscal or possibly another Approver based on the selection in the Approver’s
profile. The Approver also has the option of choosing another Approver 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 drop-down list)

Deny Requestor

Return for Requestor (Other options can be chosen from the

Changes drop-down list)

3) “Receipts” defaults to the selection chosen by the requestor. Note: this field is also available
for the approver to adjust.

4) “Comments” allows the Approver to type in any desired comments for the reimbursement
request. Use of the Comments section is highly recommended when the Deny or Return for
Changes action options are selected. If an Approver made any changes to the reimbursement
request, the system will display them in the Comments screen.

The Approver clicks “OK” to route the reimbursement request to Fiscal, an Approver, or another
chosen Approver. The system will generate an e-mail notification based on the action option to
the Requestor from the Approver (Refer to Appendix A). The body of the e-mail will display
system generated entries resulting from changes made by the Approver as well as comments any
made by the Approver. “Cancel” does not save any changes and returns the Requestor 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

et ] Per Diem Bates . | . Travel dabsns | e | : j
P L e, v oo o W A e e e = = _jH_,..f“ hOg0E.
oo -'-'-.‘:':(ﬁa e ol e e et S T P ‘f"-ﬁ“ SERL _/"P\ CEEE ey Simisaaen 2} ' TR S RSN ST

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

=] applicable to the |

| Reimbursement Request

Printl Fla

Add/Edit Comments |
—— —~

& Continue I Save & Close Cancel I
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Reimbursement Request Comments

Relate to information displayed or contained in the reimbursement request. This might include
comments regarding data within the “Profile Information” or “Reimbursement Request Total”
sections, or data displayed on the “Flags™ and “History” screens of the reimbursement request, or
responses to comments previously made by others. Comments made on the “Process
Reimbursement Request” screen are also displayed as reimbursement request comments.

Trip Comments

Relate to specific trips attached to the reimbursement request. The desired trip is opened and the
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

< qi2r2007 4 gequirn, WA W e T T et = e o e el o N L
112202007 Sequim, WA : i . 14900 %

Per Diem Totat: $298.00

Click on the Miscellaneous Travel Expense:

'Add/Edit

Comments'
button to add [11/21/2007 Thriftway ‘Cranberries and sweet potatoes

Paid For Amount \ Edit |

comments that

are trip specific

Miscellaneous Travel Expense Total: 57.58

Trip Total:l 5406 46
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Switch Approver

The switch approver feature allows a primary Approver to delegate another Approver to review
and process reimbursement requests on their behalf. The primary Approver chooses the
delegated Approver by using the drop-down list of the “Review & Approve” field of the profile.
The drop-down list will be populated with names of individuals assigned the role of Approver for
the using agency.

i.,zz‘ys‘S!’ATE o F W A S HI NG T o N
-

: [1050 Ofice of Financial Management.

[ view Profil
Requestor Name: [anager, Betty
Phone: [360-664-8825 Ext. 91207 |
E-Mail: fiulie mullikin@ofim wa.gov
Official Residence: [Slympia
*Official Workstation: Frumwater
Wi Schedule |§»5 Mandays through Fridays

Change Password

 Routing
Requestor Route To: igstead. Tom P

Fhone: [£03-466-0099 Ext. 91207

Click on the 'Edit’ Approver Route To: [Fiscal Group 1
button to open a new
screen where you can | D
modify the information Prepare Only:
Prepare & Submit

Review & Approve:

Home | Contact | Privacy Notice | OFM Systems Home
9 2008 Washingion State Office of Financial Management

Clicking the “Edit” button will open the following screen where you can delegate your
approving authority.

All fields marked with * must be completed

.- -

r Edit Profile
* First Name:

Middile Initial i
*LastName: [\anager

"EAE uie mullikin@ofm.wa. gov
*Phope Area Code: |30

*Phone Prefix. [gg4.
* Phone Suffix; 3825

Fhone Extension: (g120;

* Official Residence: [Qlympia

*Official Workstation: [Tumwater

* Work Schedule: |35 Mondays through Fridays

~Routing
Reguestor Route To. |G¢gsteaﬂ. Tom P
Appraver Route To: |F\s¢:al Group 1

D ) Choose the new
Frepare Only. | Preparer., Dan L approver from

Prepare & Submit: [Preparer, Sue this list
Reyiew & Approve: [Manager, Mike ]

Approver, Michelle
ndFiscal, Michelle

IV
Hoine | Contact | P e e TS TRIE Traveler, Jake S
£ 2008 Wash &0 papciat bisnaseme

62 of 116



The “Switch Approver” link will appear in the Tasks section of the Home tab of the delegated approver.

Welcome to the Travel and Expense Management System!

TEMS is the replacement to the Travel Voucher System (TVS). s
We hope you will find this new system to be of great value in accomplishing your duties! Appears only if
delegated by
another Approver

Click the “Switch Approver” link and the screen below will appear.

You are curren rdiewing for Betty Manager
Switch Approver

Choose an
Available Approvers To Review For T:lll:;l:er;:teer:g
Review For Approver: IManagEf Tans : from the drop

S ——— ' - down list

The delegated Approver chooses from the drop-down 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.

Click “OK” once a name is selected or “Cancel” to go back to the Home screen. If you click
“OK” the “Review” tab of the primary Approver will appear.

Delegated Approver
can now review and
approve for the

Reimbursement Requests to Review for Mike Manager primary approver

Requestor Date & Description
k4 864 Adam Traveler 1412112007 Smoke Test

$336.16 Submitted By (Adam Traveler}
¥ 927 Jake Traveler 12/11/2007 Smoke Test I

$369.16 Submitied By (Jake Traveler)
§336.16  Submitted By (Adam Traveler)

(W 852 Adam Traveler 01022008 Smoke Test

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

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

Approvers can access the query feature through a link located in the Tasks Section of their Home
screen.

s T AT E o F W A S HINGTON

imbursements Pi Review

Welcome to the Travel and Expense Management System!

[SystemNews ______________WTasks |

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

Switch Approver
Agency News = Switch Approver

Al travel reimbursement requests received in the fiscal ofice by the * Create Trip Pre-Approval
15th ofthe month will be processed for payment by the 30th,
Reference Accounting Policy Create New Trip

Change Your Profile

Approvers access the Create Reimbursement Request
Query feature from
this link on their main o
0
Menu screen Luery

View Returned Reimbursement
Requests

After clicking on the Query link, you will be directed to the following screen.

Home | PerDiemRates | TravelRegulaions | Help | Logoff

Search Criteria

Reimbursement Request Data

Regquestor: I Official Workstation: I\
Description: I o Taxable Meals? O

Batch Data
éﬁatch Number::] @ Batch Type: :]@ Eiscal Month: C] @ Biennium: D

Vendor/Document Numbers
éyendor Number/Suffix: l @Documem Number/Suffix: I
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Trips and reimbursement requests can be selected using one or more of the
following criteria:

Note: Below is the recommendations for using the criteria.
Note: Query results can be refined by using more than one selection criteria.

1) RRID
* Each Reimbursement Request (RR) ID will be generated by the TEMS application once it
has been created and saved. Individuals can use the RR ID if known, to look for specific
Reimbursements.

2) Trip ID
* Each Trip ID will be generated by the TEMS application once it has been created and
saved. Individuals can use the Trip ID if known, to look for specific Trips.

3&4) Start and End Dates

» The query allows a selection range of dates or a single date.

* Dates must be in the following format: mm/dd/yyyy, where mm=Month, dd=Day, and
yyyy=Year (2008).
Delimiters are not necessary (i.e.’/’). Note — Two characters are required for the Month
(i.e. O1).

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

* Must enter a valid date.

* Ifadate is entered into only one of the date fields (start date or end date), the other date
field must also be completed, or an error message will appear. O Only dates of July 1,
2006 and after can be used.

5) Requestor
» Data can be searched by entering the Requestor ID into this field. The normal requestor
ID is lastname.firstname. Users can also use the last name only to pull all data that
matches.

6) Official Workstation
» Type in a portion or all of the location desired. All locations containing the information
entered will appear. (Example — typing Oly would result in Olympia appearing).

7) Description
» Type in a portion or all of the description desired. All descriptions containing the
information entered will appear. (Example — typing Oct would result in October
appearing.
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8) Taxable Meals
* Check the taxable meals box to display trips and reimbursement requests that contain
taxable meals.
Note: Remember to uncheck taxable meals to include all trips and reimbursement requests in the

query.

9) Batch Number
e The batch number is a 3 digit numeric field.

10) Batch Type
* The batch type is a 2 digit alphanumeric field with no special characters allowed. Those
characters not allowed are — | @#$%&*.

11) Fiscal Month
* Fiscal month is a 2 digit numeric field. Valid numbers are 01 — 25 or 99.

12) Biennium
* The biennium field must be 4 digits and odd numbered years (for example. 2007).

13) Vendor Number/Suffix
» The vendor number is a 10 digit alphanumeric field, suffix is two digits. No special
characters are allowed.

14) Document Number/Suffix
* The document number allows up to 8 characters total. Can be alphanumeric and can include a
dash (-) and/or forward slash (/) as a special character. Can also include a space, but not at the
beginning or end. Alpha characters will display uppercase. Entry in this field 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 the Query Screen.

PerDiem Rates | Trawvel Regulations

Search Criteria

Reimbursement Request Data

RRID: | Trip 1D Start Date: | End Date: |

Requestor: | |Qfﬁcia| Workstation: |

Descrl'pﬁon'| | Taxable Meals? [

Once you have selected

your criteria and clicked

) — on the "Search" button,
Batch Number,| | Batch Type: | | Eiscal Month: | Biennium: | 2009 the results from your
query appear at the
bottom of the screen.

Batch Data

Vendor/Document Numbers

Wendor Mumber/Suffix: | Document MumbernSuffix |

Query Help

Search Results

1938 558 DT 2009 22 | Origin Mame Test of name change. 04/02/2003 11:38 AM $55.00
Test of Name change |

1959 997 oT 2009 22 | Origin. Mame for ARs

0:8/02/2009 01:35 PM 535200

1948 001 Be 2008 |21 Requestor bret tealfootmyel 03/26/2009 D4:51 PM $275.00
| advance 2

1904 . 595 . . 2009 . 21 Traveler.Adam Test for DEMO . 0:4/02/2005 11:08 AM . 3818.105
< il

You will need to use the scroll bar to scroll right and then click the “folder” icon in the view
column of the desired row to view the trip or reimbursement request.

Click the “Clear” button to clear the current query.

You can change the sort order by clicking on any column heading. The default sort order is this
screen is by Requestor in descending order.

Selective sorting:
* Clicking Last Activity as a primary sort will result in a chronological display, to the
minute, with the oldest trip or reimbursement request listed first. Secondary sorts are not
available.

The system will display a “No Data To Display” message in the Search Results Section if the
search doesn’t find a match.
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Viewing Returned Reimbursement Requests

The View Returned Reimbursement Requests link allows Approvers to view reimbursement
requests that they “denied” or “returned for changes”.

W ASHINGTON

Reimbursements Profilk
PerDiem Reles | Iravel Reaulafions | Hels | Lowoff

Welcome to the Travel and Expense Management System!

forstommews e

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

i . y
switch Approver
Agency News Switch Approver

Al travel reimbursement requests received in the fiscal office by the * Create Trip Pre-Approval
16th ofthe month will be processed for pavment by the 30th.

Reference Accounting Policy Create New Trip

= Change Your Profile

Create Reimbursement Request

Query
Approvers may view

reimbursement View Returned Reimbursement

requests they returned
through this link Beduens

The “View Returned Reimbursements” screen will appear after clicking the link. This screen
will display all active reimbursement requests that the Approver has returned.

Reimbursements returmad by Betty Manager
View Returned Reimbursements - Approver

Per Diem Rat | Travel Requlstions

Retuthed Reimbursement Requests to View

RR 1

Adam Tra\reler UBIUBJ’ZUDB sub mlﬂedfur remute $545 42 Relumed for Changes By (Betty Manager
!? 1544 Adam Traveler 052202008  trip Nlags 91270 Denied By (Betty Manager)
i? 1495  Adarn Traveler  05/21/2008  new rr to check histary §305.20 Returmed for Changes By (Betty Manager)
W 1145 Adam Traveler 05142008 Receipts $43306 Denied By (Bety Manager)

Close

Clicking the “Folder” icon in the “View” column of the desired reimbursement request will
display the Reimbursement Request Report.
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Training Agency
Travel and Expense Management System
Reimbursement Request Report
For: Tabler, Denise D

02/16/2022
B Reimbursement Request Summary
RR Id Official Workstation: Official Residence Description Routing Status
1110740 Olympia Olympia Test of new TEMS Browser - Chrome Processed for Payment By (Teen

Travel Summary
Reimbursement Totals

Document Header and Batch Information

Transaction Detail Information

Fiscal Suite
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 that are 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.

Profile

Welcome to the Travel and Expense Management System!

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

SystemNews _______________ [Tasks |

Lo;em ipsum 301_01_511 amet, Cm&‘m#er a(ﬂhisi:iﬁg elit. Curabitur = Change Your Profile
orci. Mullam risus leo, condimentum et, Iaore:
mauris Fusce tellus augue, eleifend eget, acs Appears only to

ac, mauris. Quisque augue velit, vehicula et d those users = Create Trip Pre-Approval
vitae, enim. Pellentesque habitant morbi tristi{ assigned a Fiscal

eir da fames ac turpis Mauri)
Pellentesque vel odio. '

®* Create New Trip

P — Create Reimbursement uest

Danec ultricies. Morbi et eras guis mam nonummy pretium. Praesent Fls ca ' s urte
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The initial screen of the Fiscal Suite appears as shown below.

NANCIAL > ANAGEMI( AT

Query Batch Report Retumed
| Travel Regulations | Help | Logoff

Description Status Review

7396 | Minning, 12/08/2021 Test Trip- Edge EApproved By (Kendra Hanson)
\Preparer

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

The screen displays five tabs:

)

2)

3)
4)

)

The Review tab is the location where incoming reimbursement requests from
Approvers are sent.

The Batch tab contains the reimbursement requests that have been approved 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.

The Query tab allows you to request, view, print and export information based on fourteen
criteria.

The Batch Report tab allows you to request, view, and print details regarding
released batches based on Batch Date, Batch Number and Batch Type.

The Returned tab allows fiscal to view active reimbursement requests that it
returned.
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Review Tab (Fiscal Suite)
The “Review” tab displays reimbursement requests in grid format.

Query Batch Report
Per Diem Rates | TravelRegulations | Help | Logoff

Description Status Review

7396 Minning, 12/08/2021 Test Trip- Edge Approved By (Kendra Hanson)
Preparer

© 2006 Washington State Office of Financial Management

The grid is composed of the following columns:

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

2) RR Id - System assigned identification number given to the reimbursement request.

3) Requestor - displays the owner of the reimbursement request.

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

5) Description - displays the description entered on the reimbursement request.

6) Status - displays the routing status of the reimbursement request.

7) Review — if you click on the icon when it is “eyeglasses” the reimbursement request will
open in edit mode. If you click on the icon when it is a “checked circle” the
reimbursement request will open in read only.

The “Refresh” 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 the “eyeglasses” icon on the row of the
reimbursement request to be reviewed. The reimbursement request will open as displayed
below:

View/Edit Reimbursement Request

PerDiemRates | TravelReguiations |

All fighds markeed with * must be complated.
Routing Staws{ Approved By (Kendra Hanson) Reimoursement 0 7390)

r— Profile Informaticn

Requestor |F’lg|:|_arer Minning * Wik Schedule: (g5

Requestor Phone: [360.407-0999 *Official Workstation: | Olympia
Approver: [Kendra A Hanson * Official Residence: | Olympia
Approver Phone: [360-407-9100

— Reimbursement Trip List

¥ Trip Id Purposa Mileage PerDiem Misc | Total | Edit
2551 11200142021 10:00 AM 12/102021 0400 PM | Test Trip for Edge  (5102.46  |5158.00 F150.00 3410.45 \

— Reimbursement Reguest Totsl

Milzage Allowancea: Reimbursement Request Total:

Per Diem:

&
8
8|5

Travel Advance:

In-5State:

Reduce Balance to Code:
Cut-of-5tate: Reduce Amount Requested:
Taxable {meals): Reduce Amount Requested and Balance to Code:

Miscellaneous Travel Expense:

Reimbursement Request Total: Requested Reimbursement Total:

Coded Amount:

g

Balance to Code:

— Dogument Header and Batch Information

BafTyp Doc Date | Document # Sfx Vender # L 3 Vendor Message Due Date | Edit
12102021

r— Transaction Detail Information

Account | Al Pl SO SSO BudgUnit Org Alloc Proj SubPr PrPhs Amount Invoice# GL MOS | Edit

Add/Edit Comments|

| Save & Continue | Save & Close | Cancel | Approve | Deny | Retum For Chaﬂges|

Reimbursement request and trip details may be accessed from this screen.

Fiscal has the capability of modifying the following fields during the trip review process by
clicking on the “pencil” icon of the Trip under the “Reimbursement Trip List” section:

o Mileage Reimbursement rate (“Trip Itinerary and Mileage” section)
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o Breakfast Amount o Lunch Amount o Dinner Amount o Taxable Meal Designation
(“Per Diem” section)

Fiscal can also modify the following fields of a reimbursement request: (“Reimbursement
Request Total” section)

o Travel Advance o Reduce Balance to Code o Reduce Amount Requested o Reduce
Amount Requested and Balance to Code

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 auto-generate 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 clicking the “History”
button on the reimbursement request.

Suggested Review Steps:

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

2. Review the full text of the trip purpose.

3. Review the work schedule against the time of travel to determine whether the
Requestor is entitled to reimbursement of meals. TEMS does not automatically
determine eligibility for meals. State travel regulations can be reviewed at the OFM
web site.

4. Review the Requestor’s residence and work locations against their destination to
determine whether they are entitled to any lodging reimbursement. State 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.

5. Review the meal and lodging expenses. TEMS will flag the reimbursement request if
meal or lodging rates for known destinations exceed the standard. Reimbursement
requests without default per diem rates will be flagged.

6. Review any IRS taxable amounts. The 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 expenses claimed for use of a privately owned vehicle. Review the
mileage claimed for reasonableness. TEMS provides point-to point mileage for many
in-state destinations as assistance to the Requestor. The Requestor may claim actual
odometer mileage. Regulations exist regarding mileage claimed from a work location
or a residence. TEMS does not automatically determine whether to use mileage from
a work location or a residence. If mileage reimbursement rate is in error, Fiscal Users
can make the necessary corrections and continue processing or return the

reimbursement request back to the Requestor for correction.
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8. Review Miscellaneous Travel Expenses. State regulations regarding allowable
miscellaneous travel expenses can be reviewed at the OFM web site.

9. Review the Travel Advance amount. TEMS does not automatically keep track of
travel advances and remaining balances. Confirm any travel advance amount
according to your office procedures.

Input Account Coding

‘ View/Edit Reimbursement Request

PerDiemRates | Travel Regulations | Help

All fields marked with * must be completed.
Routing Status| Approved By (Kendra Hanson) |

Dt ,
S8 clhig gt —.w-*{mu’ P

Reimbursement 1D

— Reimbursement Request Total

Reflects the total
amount coded to
the Transaction
Detail Information
Grid.

Mileage Allowance: Reimbursement Request Total:

Per Diem: Travel Advance: IW'
In-State: Reduce Balance to Code:
Out-of-State: Reduce Amount Requested: [W|
Taxable (meals): Reduce Amount Requested and Balance to Code: W

Miscellaneous Travel Expense:

Reimb t Request Total: [m Requested Reimbursement Total:

Coded Amount: | Balance to Code:

— Document Header and Batch Information

Bien M BafTyp Doc Date Document # Sfx Vender # Sfx

12/10v2021

Vendor Message Due Date Edit
121012021| %

r— Transaction Detail Information

Account| Al Pl SO

S50 BudgUnit Org | Alloc |Proj SubPr PrPhs Amount Invoice# GL MOS| Edit

[ Print | Flags | History |
[ Approve | Deny | Retum For Changes|

Add/Edit Comments

| Save & Continue | Save & Close | Cancel |

Coded Amount — reflects the total amount entered in the Transaction Detail Information
Grid .

Reduce Balance to Code — reduces the Balance to Code by the amount entered.
Reduce Amount Requested — reduces the Requested Reimbursement Total by the
amount entered.

Reduce Amount Requested and Balance to Code — reduces both the Requested
Reimbursement Total and Balance to Code by the amount entered.

Balance to Code — reflects the remaining amount of the Reimbursement Request Total
that has not been coded. Balance to Code serves as reconciliation between the coded
amount and the Requested Reimbursement Total. The Balance to Code must be zero
before the Reimbursement Request can be routed to the Batch Tab.
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Document Header and Batch Information — this grid is only available to the Fiscal Group. The
field options for the Document Header and Batch Information Section are:

Document Header and Batch Information

BafTyp Doc Date | Document # Six Vender # Six Vendor Message Due Date |EBdit

2023 05 12112021 12102021 q'\w..
Field Optional/ Length Edits Error message
-
Xield name Required Length
Biennium R 4 | numeric Biennium year requires a valid (odd only) four-digit
biennium year after 2005.
Fiscal Month R 2 | numeric Fiscal month requires two valid numbers from 01 to 25 or
99.
Batch Type R 2 | alpha/num | Batch type requires two alphanumeric characters and

cannot use a first letter of P, Q, T, W, Y, or Z. In
addition, batch types 0A, 0B, 0C, 0D, and OE cannot be

used.

Current doc Date R 8 | numeric

Current doc num R alpha/num/ | Document Number must be alpha numeric and will allow
special special characters of a dash (-) and forward slash (/). Can
characters | contain spaces, but not at the beginning or end.

Current doc num suffix | O 2 | alpha/num

Vendor num R 10 | alpha/num

Vendor num suffix R 2 | alpha/num

Vendor message o 25 | alpha/num

Due Date o 8 | numeric

NOTE: Vendor Number and Vendor num suffix: Field will start with leading zeros.
NOTE: Current Doc Date and Due Date default to date arrived in fiscal. Can be updated by Fiscal staff.

Click the “pencil” icon and input values into the desired fields. The Tab key or the mouse can be used to
navigate within the grid.

You will then need to scroll to the left and right to see all the fields as well as the save & cancel icons.

To save the changes, click on the “Save” icon on the far right of the grid.
To cancel changes, click on the “Cancel” icon on the far right of the grid.

Note: this section can still be edited after changes are saved until the reimbursement request is
processed.
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Transaction Detail Information — this grid is only available to the Fiscal Group. Detailed
account code entries to support the reimbursement request are entered in this section. The field
options for the Transaction Detail Information Section are:

Transaction Detail Information

Al | PI

TC Ml | Account

SO

5SSO BudgUnit Org | Alloc Proj SubPr PrPhs Amount Invoice# GL MOS Edit

Field name —"—ﬁe ; 11?1?::1/ Length | Edits Error message

Transaction code R 3 | numeric Transaction Code must be numeric, not all zeros.
Master index 0] 8 | alpha/num
Account (Fund) (0] 3 | alpha/num | Account must be three alpha numeric characters.
Appropriation Index | O 3 | alpha/num | Appropriation Index must be three alpha numeric characters
Program Index o 5 | alpha/num
Subobject o 2 | alpha Subobject must be two alpha characters.
Sub Subobject (0] 4 | alpha/num | Sub subobject must be four alpha numeric characters.
Budget Unit o 3 | alpha/num | Budget Unit must be three alpha numeric characters.
Organization index (0] 4 | alpha/num | Org Index must be four alpha numeric characters.
Allocation code o 4 | alpha/num | Allocation code must be four alpha numeric characters.
Project 0] 4 | alpha/num | Project must be four alpha numeric characters.
Subproject 0] 2 | alpha/num | Subproject must be two alpha numeric characters.
Project phase o 2 | alpha/num | Project Phase must be two alpha numeric characters.
Amount R 13/2 | numeric Amount must be a positive number between 0 and 99999.99.
Invoice num o 30 | alpha/num/ | Invoice Number must be alpha numeric and -/# characters

special only.

characters
GL account o 4 | numeric GL Account must be four numeric characters.
Month of service o 4 | numeric Month of Service must be four numeric characters.

NOTE: System converts to upper case any alpha in lower case in the fields
NOTE: TC, MI, PI: Field will start with leading zeros.
NOTE: Amount field defaults with $0.00

NOTE:

Invoice Num field: special characters allowed are - / # and space

IMPORTANT: Some fields are optional in TEMS but required in AFRS. If AFRS required
fields are not completed in TEMS, the batch will appear in Error status and need to be

corrected in AFRS.

The “pencil” icon allows editing & inputting of values into the desired fields. The Tab key or the
mouse can be used to navigate within the grid. You will also have to scroll to the left and right.

The “Copy” button duplicates that specific line of coding onto a new row in the last line of the

grid.

The “X” icon deletes that specific row of Transaction Detail Information. (a confirmation
message will appear verifying this action. Click “OK” to continue the deletion or “Cancel” to

cancel the action.)
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NOTE: The first line of the Transaction Detail grid cannot be deleted as there must be one line of

coding

for each reimbursement.

After Transaction Detail Information is input for that line, users have the options to:
You will need to scroll to the left and right to see all the fields as well as the save & cancel icons.

Click on the “Save” icon to save the changes on the far right of the grid.
Click on the “Cancel” icon to cancel the changes on the far right of the grid.

The Fiscal review will end in one of three ways. The action options are displayed at the bottom
right-hand corner of the “View/Edit Reimbursement Request” screen:

1.

Approve - submits to the “Batch” Tab

NOTE: If a reimbursement request contains a travel advance balance when you
click the “Approve” button, the system will generate a warning message. Click
“OK” to continue or “Cancel” to return to the prior screen.

NOTE: If the balance to code is not zero, the reimbursement request cannot be
approved. The system will generate a warning message. Click “OK” to return to

the prior screen to make changes.
Deny - returns to Requestor

Return for Changes - returns to Requestor (default) or Approver.

The reviewer may select the individual to whom it will be returned from the drop-down
list provided on the “Process Reimbursement Request” screen

Once one of the actions above has been chosen, the “Process Reimbursement Request” screen
appears:

Process Reimbursement Request

Per Diem Rates

| Travel Requlations | elp

All fields marked with * must be completed
— Process Reimbursement Request

Action
selected on
prior screen

pre-populates
here.

— Action—————— ’7 Routing

Send Route To

N Approve

Deny

Return for Changes

— Receipts

* Receipts are required for this reimbursement request. H

This section is frozen for the Actions of “Approve” & “Deny”.

For the option of “return for Changes” the “Route To” drop-
down menu is available.

Yes
No

Comments:

I User may add comments here. I

OK || Cancel
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Your only choices are “OK” to continue or “Cancel” and return to the prior screen. The system
will generate an e-mail notification based on the action option to the Requestor from Fiscal
(Refer to Appendix A).

The body of the e-mail will display system generated entries resulting from changes made by
Fiscal as well as comments any made by Fiscal.

Batch Tab

Once approved in the Review tab, reimbursement requests are sent to the grid in the Batch tab.

Batch Report Retuned
PerDiem Rales | TravelReguiafions | Help | Legoff

Date a Description
0 17334 | 12 (2023 05 Denise Tabler |12/07/2021 Re-Test the |Approved for Payment By (Jacqulyn | o
Reimbursemant Request Frans)
0 (7396 | ML 2023 06 Preparer  12/15/2021 Test Trip- Edge \Approved for Payment By (Kendra | v
Minning ‘Hanson)

Use the “Select All” checkbox to select all the requests for
batching

OR

o eetieean e Use the individual checkboxes to select those items for batching.
. ¥ Fither way, place a check in the checkboxes.

| Batch || Refresh |

All or selected reimbursement requests in the Batch tab may be batched. Select the desired
reimbursement requests, and then click the “Batch” button. The application will group like
reimbursement requests by “Batch Type”, “Biennium”, and “Fiscal Month”.

The following “Batch Release” screen will appear:

Batch Release

Enter Batch Per Diem Rates | Travel Begulations | Help
Number here

Batch No Batch Date | Batch Type Due Date
1212012021 1212072021

Batch Total
$526.69

Fiscal Mo
08

Biennium
2023

# of Requests

Click the “Release” button to release the batch
to the Accounting System.

| Release | | Cancel |

Once released, a batch cannot be recalled.

A Batch Number must be entered to release each batch. Clicking the “Release” button will submit the
batch to the accounting system. Once released, batches cannot be recalled.

Batches should NOT be submitted between 8 pm and 10 pm while AFRS is processing.
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Note: If a Reimbursement Request within a batch does not “balance to code” at the time of
release you will receive the following message “Batch #123: One or more reimbursement
requests in the batch has a balance to code.” and the batch with will NOT be sent to the
accounting system. Please contact the OFM Help Desk so that they can assist you.

Query Tab

The Query Tab is used to search for trips and reimbursement requests that have been processed
for payment. Trips and reimbursement requests can be displayed on this screen, but no changes
can be made to the data.

When a Fiscal user clicks on the Query Tab the following screen is displayed to enter the query
criteria.

& OFFICE OF FINANCIAL MANAGEMENT

Query Batch Report Retumned
Home | PerDiemRates | TravelRegulations | Help | Logoff

Search Criteria

Reimbursement Request Data

Reguestor: [ Official Workstation: L
<
Description: [ oTaxab\e Meals? [J

Batch Data

Batch Number::] @ Batch Type: :]@Eiscal Month: :] @ Biennium: :]

Vendor/Document Numbers

Vendor Number/Suffix: [ E@ Document Number/Suffix: I

Search Clear Query Help
| Clear |

Trips and reimbursement requests can be selected using one or more of the following criteria:
1) RR ID (Reimbursement Request ID)
2) Trip ID
3) Start Date
4) End Date
5) Requestor
6) Official Workstation
7) Description
8) Taxable Meals
9) Batch Number
10) Batch Type
11) Fiscal Month
12) Biennium
13) Vendor Number/Suffix
14) Document Number/Suffix

Note: Query results can be refined by using more than one selection criteria.
79 of 116



Recommendations for using the above criteria or fields:

RRID TBD
Trip ID TBD
Start and End Dates

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

* Dates must be in the following format: mm/dd/yyyy, where mm=Month, dd=Day, and
yyyy=Year (2008).
Delimiters are not necessary (that is °’/’). Note — Two characters are required for the
Month (that is 01).

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

*  You must enter a valid date.

« Ifa date is entered into only one of the date fields (start date or end date), the other date
field must also be completed or an error message will appear. 0 Only dates of July 1,
2006 and after can be used.

Requestor  TBD

Official Workstation
* Type in a portion or all of the location desired. All locations containing the information
entered will appear. (Example — typing Oly would result in Olympia appearing).

Description
* Type in a portion or all of the description desired. All descriptions containing the
information entered will appear. (Example — typing Oct would result in October
appearing.

Taxable Meals
* Check the taxable meals box to display trips and reimbursement requests that contain
taxable meals.

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

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

Batch Type

» The batch type is a 2 digit alphanumeric field with no special characters allowed (that is
{@#$%&*).
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Fiscal Month
* Fiscal month is a 2 digit numeric field. Valid numbers are 01 — 25 or 99.

Biennium
* The biennium field must be 4 digits and odd numbered years (for example. 2007).

Vendor Number/Suffix

* The vendor number is a 10 digit alphanumeric field, suffix is two digits. No special
characters are allowed.

Document Number/Suffix
* The document number allows up to 8 characters total. Can be alphanumeric and can
include a dash (-) and/or forward slash (/) as a special character. Can also include a
space, but not at the beginning or end. Alpha characters will display uppercase. Entry in
this field must be identical to the reimbursement request information to achieve
successful results.

Viewing Your Query Results:

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

OFFICE OF FINﬁ\NCIﬁ.L MANAGEMENT

Review atc j Batch Report Returned

Search Criteria

Reimbursement Request Data

g [ ] mwo [ ] saome ] eeome| ]

Reguestor: | [gfﬁcial Workstation:] |

Deﬁcripﬁon:| | Taxable Meals? []

Batch Data

Batch Numberl:l Batch Type: l:l Eiscal Month: Beieﬁn-ium

- Vendor/Document Numbers Toopena 1 Click here to

Once you have selected yourcriteria and Document Number/Sufix specific fine, adda
clicked on the "Search" button your query click onthe comment
results will appear at the bottom of the screen "Folder" icon
Query Help onthe

desired line

Search Results
:|| ch Hhr T |:|n- R stor Description Y
Dngm Name | Test of name change.| | 04/02/2003 11:38AM |
| Test of Namechaﬂge |
| | for RRs
21 i | | 03/26/2003 04:51 PM

 advance 2

Crigin.Name: |WDZ-"ZDD‘3 01:35PM

121 TmvelerAdam  TestforDEMO | 04/02/2009 1108AM |
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Click the “Clear” button to clear the current query.

The system will display a “No Data to Display” message in the Search Results Section if the
search doesn’t find a match.

You will need to use the scroll bar to scroll right and then click the “folder” icon in the Open
column of the desired row to view the trip or reimbursement request.

Click the “comment” icon in the Comment column to open the “Add Reimbursement Comment”
window. Comments made in this widow display as reimbursements request comments.

R Add Reimbursement Comment -- Web Page Dialog A |

Al fields marked with * must be compleded

Reimbursemeant Comments

T Comments:

[ Save & Close || Cancel |

You can change the sort order by clicking on any column heading.

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

e C(Clicking Last Activity as a primary sort will result in a chronological display, to the
minute, with the oldest trip or reimbursement request listed first. Secondary sorts are
not available.

Batch Report Tab

The Batch Report Tab provides the capability of generating a report of a batch released from
TEMS. The Batch Report, which contains both summary and detail information can be used to
reconcile the batch released from TEMS to the accounting system.

Fiscal users click on the “Batch Report” Tab to display the search criteria.

82 of 116



You will be directed t