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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.xlIsx (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

User ID

i

traveler.adam | Forgot User ID

s
o

5

Agency Number (4 characters)

1050 ]

Edge and Chrome are the supported web browsers for TEMS.
If you are experiencing issues please clear your cache.
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https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fofm.wa.gov%2Fsites%2Fdefault%2Ffiles%2Fpublic%2Fitsystems%2Ftems%2FTEMS_Help_Contact_Information.xlsx&wdOrigin=BROWSELINK

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 1D. 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
Office of Financial Management

Change Password

Cutrent Passwod

New Passwoed
Coréim New Password

[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 charactersuchas '#$% () *+,-./:;=2@[1{}\"_|~
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).
o 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.

WASHINGTON

Trips Reimbursements Profile

TEMS Per Diem Rates | Travel Regulstions | Help | Logoff

default screen

Welcome to the Travel and Expense Management System!

[ SystemNews _____________ JTasks

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

Switch Requestor
Agency News Switch Requestor

All travel reimhursement requests received in the fiscal office by the Create New Tri
15th of the month will be processed for payment by the 30th.

Reference Accaunting Palic Create Reimbursement Request

Change Your Profile

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

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.

W A SHI NGTON

Trips for Adam A Traveler

r~ Trip List Filter You can sort by

¥ saved [V Attached to Reimbursement Request column
I” Processed for payment I™ Attached to Inactivated Reimbursement Request headings

I™ Inactivated I =

Nl Trip Id|RR Id| Start v End Purpose Mileage Per Diem | Misc Total Status u
305129!20Q8'0§106I2008103man0 Island $11349 | $262.00 $375.49 Saved N D
870 05/20/2008 06/06/2008 Per Diem Rates $132.89  $292.00 . $424.89 Aftached to

FY 2008, Skagit Reimbursement

se Pencil Icon
to edit trips

- | Request
105/28/2008 06/06/2008 Per Diem Rates $58.68 = $262.00 $320.68 Saved
FY 2008, Island
County
02/29/2008 03/01/2008 new location ] $435.16 Saved
| picker
1269 02/28/2008/02/28/2008 new trip to verify $282.25 Attached to

‘ vendor id is taken 'Reimbursement
from the table 'Request

1244 0212212008 02/23/2008 new trip by traveler A 3 ‘Attached to
Reimbursement
| ‘Request

1243 02/ il 4/20 trip prepared $174.00 D $174.00 Attachedto

Use button fortraveler 'Reimbursement
to Add New | | 'Request
Trip

Create A New Trip I

Home | Contact | Privacy Notice | OFM Systems Home
© 2006 Washington State 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 7
Saved %ﬂached to Reimbursement Request
™ Processed for payment [~ Attached to Inactivated Reimbursement Request
I Inactivated Apply Filter
. o — e :
Select filters by Then click the
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.

P You can sort by any of the column headings except the 'Edit’
" [Trip 1d/RR 1d | _End | Purpose | Mieage |Per Diem| ﬂ
1663 | 870 06/28/200807/04/2008 Per Diem Rates $117.37 | $352.00 $0.00 $469.37 Aftached to A
FY 2008 Clallam Reimbursement
County Request
1667 871 7/2008 07/04/2008 Per Diem Rates $96.03  $332.00 $0.00  $428.03 Aftachedto N |

FY 2008, Jefferso Reimbursement
ﬁ '\’"‘f- %\bM e o

[ Direction of arrow indicates direction of sort |

'-..\
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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

View/Edit Trip

Trip Information For Admin Minning

All figlds marked with * must be completed

PerDiem Rates | Travel Regulations | Help

— Start of Trip
‘/99/2@21 92:05 PM ‘ ‘
December 2021 v
T 4 12 00
— Su Mo Tu We Th Fr Sa
01 01
22 29 30 1 2 3 4
| 02
5 6 7 &8 9 10 11 02
12 13 14 15 16 17 18 03 03

i} ZWEQS 24 25 04 04

28 28 30 A
05 05

4 5 6 T 8

06 06

AM

— General Trip Information

* Purpose |

E — Start of Trip

|12;‘@1I2321 12:0@ AM

—End of Trip
e |12,-‘@1,*2321 12:08 AM

— First Destination

e — * From Location
Select a city: ® City: [

w
Typeinacity O City:
State:
Country:
e — * To Location f
Select acity: ® City: v

Typeinacity: O City:
State:
Country:

e Mileage Allowance $0.00|| 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
errors 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:

1)

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 — Apply Round trip
. - mileage by
Eoint to Point Mileage 120 Default Mileage Checking this box
Round Trip is unknown.
Vicinity Mileage 75 Total Mileage
- . - | |
Effeciive Automabile Reimbursement Rate | D.545| 3 Mileage Rate
Reimbursement Rate .
0,545 Mileage Allowiance $79.03 can be adjusted
here
Memao | |
| 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.
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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.

| Trip Information For Adam A Traveler

| View /Edit Trip

' r‘\# ———. w Jﬂe'

SEE1

Save & Continue I 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

Al fields marked with * must be completed.

r— General Trip Information
R ST (Test Trip for Edge

~ Start of Trip
[12/01/2021 10:00 an

End of Trip
12/14/2821 @4:88 PM

Trip Hinerary and Misage
From To Hileage
Location Location Allowance
12012021 10:00 AM Anderzon [sland. W Sammamesh, Wa,

Edit

Add Destination | Mote: Changing the itinerary can affect per diem, miscellanaous ravel expenses, or mileage

Mileage Allowance Total:

—Miscelaneous Travel Exp

Miscellaneous Travel Expense Total: $0.00|
Trip Total: £0.00

Add/Edit Comments

[ Inactivate [ Save & Continue [ Save & Close ] Cancel ] Flags

This screen allows users to:
1) Add a new Destination
2) Add Per Diem
3) Add miscellaneous travel Expenses
4) Add a comment
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Adding a Destination (New ltinerary 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
Per Ciem Rates | Trawel Begulstions | Help
All figlds marked with * must be completed
— Current Travel Dates
Currently the trip begins on 12/01/2021 at 10:00 AM and ends on 12/14/2021 at 4:00 PM.
The Start Date
— ltinerary Desfination defaults to the
—Start Date and Time prior itinerary line
12/82/2021 12:00 AM | “Start Date” plus
one day.
W
The “From
—* From Location Location” defaults
Selectacity: ®  city: | Sammarmish, WA v to the prior
| | itinerary line “To
Type in a city: Ciy: Location”™.
State:
Country:
—* To Location
Select a city: ® City: w
Typeinacity: O Ciy:
State:
Country:
Mileage.-!'.llm‘.lance| S{I'.GDH 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

Per Diem Rates | _Travel Requlations |

Available Per Diem Dates & Locations
{Travel Dates: [JIEINEERERERIS ~ Use this screen to Claim Per Diem

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

[PerDiemRates | |TravelRequiations | Help | Logoff

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

rMeal Entittement

. Claimed Subjectto Taxable
Barlizm Bates Amount Payroll Taxes Amount

Breakfast I claimed [ Provided | 0.00 I subjecttoTax | 0.00
Lunch I claimed [ Provided | 0.00 I subjecttoTax | 0.00
Dinner I Claimed [ Provided | 000 I subjecttoTax | 0.00

Meal Total [ §0.00 TaxTotal [ 50.00

rLodaing

: . . I— Standard Rate for Tacoma, WA is 108.00
Lodging I™ Claimed I Provided L Lodging Receipt is Required.

Lodging Tax IW Click if Lodging Cost

Exceeds Standard Rate
Lodging Total [ 50.00 q07450%. | [GveriEnss |

Per Diem Total I $0.00

Memo |

Cancell
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Meals

Trp Information For Adam Traveler

View /Edit Per Diem

When overnight travel || Note: non-

involved overnight meals
Per Diem rates base on Pl Tates
Per Diem for Tacoma, WA - 12/13/2007 where traveler slept

ldeal Epimemant

=
Par Diem Rates -~ wﬂ = s Use the
{./ R checkboxes to

g v — \7""“’ ahatet ™ sujeatioTar | *% | either claim a meal
Lunch I : Prowded 000 ™ Sudbjectto Tax | 000 — \ _—
Oinner T cisimes ™ Provides | 26.00 I SubjecttoTax | 000 | state thatone was

MeatTotal [ 41.00 TacTo [ 5000 provided

.

ARG A et N s . '*\J ST e & i
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.

e T e N S

o e e ey cion00 T N
o o e ”“""1'».-""’“"0 e aaa

Lodaing

L odging Cla|med [ Provided IW Standard Rate for Tacoma, WA is 108.00
Lodaging Receiptis Required.

: I— Click if Lodging Cost
+odging Tax 000 Exceeds Standard Rate
Lodglng Total 30 00 | 1315150%< I QVEr“ﬁU%

System will let you know

Per Diem Total ' Clalm lodging by what the standard rate is for
Mo checkiig fhobox In-state locations

IF

Lodging provided you
would check that box
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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.

iExceptions to the maximum allowable lodging rates 10:30:2C

...................................................................................................................................................................... [ y
IF the rate

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

OK You will need to check the

appropriate condition in order
to continue

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

( 3

If the maximum
~Lodging Expense in excess of 150% of applicable maximum per diem —— | @amount allowed
The traveler attends a meeting, conference, convention, or training session where the by the 1_50%
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, or training session is appears.

held; AND

You must check

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

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

lodging rates is to be attached to the travel voucher or its file location referenced. exceptl9n' box
to continue or
" I claim this exception cancel and
input a lower
| OK I Cancel I amount
- = /

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.

ST, i - . - . it ottt TN e, e o oA
e T T i o AWENES e T e
bl = "B

Per Diem

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

o | AddPerDem == from the trip summary page )
' _ Per Diem Total:l $0.00

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 Diem Dates & Locations
’VT’a"e' Dates: [ 12/13/2007 - Los Angeles, CA = |

I Claim Per Diem
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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
| needtolook up ——' JTravelRequistions | Help | Logoff . .
the rates The per diem rate links

will allow access to the
General Services

Use the drop down list ini i
Per Diem for Los Angeles, CA - 12/13/2007 fo selack e proper Administration (GSA)

Or use el e — meal allowance rate
= Select the daily meal allowance for this location | $64
this one

I—Meal Entitlement $39

‘ PerDiem Rates Lo ed
s $49

$54

Subjectto Taxable
nt Payroll Taxes Amount

Breakfast IV Claimed I Provided [$59  [16.00 I” Subjectto Tax | 0.00
Lunch ¥ Claimed I Provided % I Subjectto Tax | 0.00,

Dinner ¥ Claimed [T Provided | 29.00 I” Subjectto Tax | 0.00
Meal Total | $64.00 Tax Total I 0.00

rLodaing
3 X ; l— Standard Rate for Los Angeles, CA is unknown
rodatng W Claimed I Provided 150.00 Lodging Receipt is Required.
4 [— Click if Lodging Cost
L0dging f=x E0 Exceeds Standard Rate

Lodging Totall $215.00 '161_‘1'50% - NOver 150%l I
Per Diem Tota|| $279.00 /

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 Information For Adam & Traveler
View /Edit Miscellaneous Travel Expenses

Per Diem Rates | Travel Requlations | Help

; ; 4 SAAM Links
Receipt Reguirements | Reimbursement Costs

All fields marked with * must be completed.

Miscellaneous Travel Expenses gi? (cj’(afje {a?ges gre pLe—po;I)_ultated.
*Date 027008 v+ elect aate from drop down list.

*Paid To [XYZ

* Paid For IParking

* Amaunt 15.00

Memo ||

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!'@#% & ()".*$

\+:;

-{H1=/><].?~.

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

Per DiemRates |  TravelRequlations | Help | Logoff

You can edit these

All fields marked with * must be completed.
comments here

’>Trip Comments

Date/Time Comments By __|_ Edit

12/20/2007 4:39 PM You can editthese comments here Adam Traveler R X

* Comments:

— [=

You can add your comments to this area here.

S—

Save & Continue I Save & Close I Cancel |

Users can add new comments as well as edit or delete existing comments from this screen. Existing
comments will appear in the grid above the 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

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

I™ Processed for payment I” Attached to Inactivated Reimbursement Request

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

I™ Inactivated

Start ¥| End | Purpose | Mileage |Per |
5/29/2008 06/06/2008 Camano Island $113.49 4 2 $375.49 Saved
05/29/2008 06/06/2008 Per Diem Rates $132.89 . $42489 Attached to
FY 2008, Skagit Reimbursement
County ‘Request
1665 05/28/2008 06/06/2008 Per Diem Rates $58.68  $262.00 $320.68 Saved
FY 2008, Island
‘County
?3 2242 02/29/2008 03/01/2008 new location $228.26  $206.90 2 $435.16 Saved
picker |
2243 02/28/2008 02/29/2008 Another test $30.30 $0.00 $30.30 Saved
2238 1269 02/28/2008 02/28/2008 new trip to verify $22826  $39.00 $282.25 Attachedto
[ vendor id is taken ‘Reimbursement
from the table ‘Request
?‘ 2206 1244 02/22/2008 02/23/2008 new trip by traveler ‘Attached to
Reimbursement
Request
? 2205 1243 02/22/2008 02/24/2008 new trip prepared $0.00 $174.00 $174.00 Attachedto
for traveler Reimbursement

Home | Contact | Privacy Notice | OFM Systems Home
© 2006 Washington State Office of Financial Management
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The trip’s detail input screen will appear as shown belo

Trip Information For Preparer Minning
View/Edit Trip

W.

All fields markad with * must be completed

— General Trp Information

R (Test Trp for Eoge

| Trip ID 8551

—Start of Trip From this screen, users can:
> [12/01/2021 10:00 4 | 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) Add Destination
Editing e| T T &| 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 ltinerary and Mieage
Mileage
N Allowance
12/01/2021 10:00 AM Ancerson isiand, WA Sammamish, WA 5000 | N\ 9
0 Add Destination | Note: Changing the ttinerary can afect per diem. mscalanaous trave! ©xpenses, or mieage
Mileage Allowance Total: | $0.00
— Par Diem
Date Location Meals Lodging Lodging Tax Total Edit
1210172021 Sammamish. WA 5§72.00 50.00 50.00 7800 N\ X el
6 Add Per Diem
Per Diem Total: | §79.00
— Mizosllaneous Trave! Expanses
Date Paid To Paid For Amount Edit
12/01/2021 Enterprise Car Rems $150.00 b ol
e Add Expense |
Miscellaneous Travel Expense Total: $150.00
TrpTout: [ $229.00]
e | Add/Edit Comments
| Inactivate | Save & Continue | 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.

Trip Information For Preparer Minning
View /Edit Trip

Adl fiedds maroed with * must be complated.

— Genaral Trip Infomnation
—Start of Trip
[12/01/2001 10:00 M |

—End of Trip

12/14/2021 B2 8@ PH =]

—Trip linerary and Misage

Froim Mileage

Location Allow ance

120172021 10:00 AM Anderson lsland WA Sammamsn, Nk 50.00 '

Add Destination | MNeote: Changing the iinerary can afect per dem, miscelansous travel woerses, or misage

Mileage Allowance Total: S$0.00
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The “View/Edit Itinerary” detail input screen will appear as shown below.

View/Edit Itinerary

Per Diem Rates | Trawvel Regulstions | Helo

All figlds marked with * must be completed.

— Current Travel Dates
Currently the trip beging on 12/01/2021 at 10:00 AM and ends on 12/14/2021 at 4:00 PM.

— Itinerary Destinaticn
— Start Dale and Time

;ral;zazl 18:08 AM |

— * From Location

Select a city: @ City: [ Anderson Island, WA

Type in a city: @] City:
State:
Country:

— * To Location

Select a city: ® Gity: [ Sammamish, WA

Type in a city: @] City:
State:
Country:

Mileage Alluwancel 50.00 || 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.

— Milzage

Point to Point Mileage Default Mileage

Round Trip is unknown.

Vicinity Mileage Total Mileage

Effective Aulomohbile Reimbursement Rate 0.545
Reimbursement Rate
20,545 Mileage Allowance §79.03
Memo | |
| OK | | Cancel |

e If 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.
e 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.

7 R e e e T gt AROWAIIOL I D e SmeEE s,

R R s S ¥
"PerDiem |

12/1312007 Tacoma, WA $59.00 $102.00

$12.00 $173.00__ R, X

e

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

PerDiemRates | TravelRequlstions | Help | Logoff

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

rMeal Entittement

" Claimed Subjectto Taxable
Bicarinns Amount Pavroll Taxes Amount

Breakfast ¥ Claimed [ Provided | 15.00 I Subjectto Tax | 0.00
Lunch V¥ Claimed I Provided | 18.00 I Subjectto Tax | 0.00
Dinner ¥ Claimed I Provided | 26.00 I Subjectto Tax | 0.00

Meal Total I $59.00 Tax Total | $0.00

rLodaing

3 . . Standard Rate for Tacoma, WA is 108.00
Lodging IV Claimed I Provided | 102.00 L odging Receiptis Requlréd.

Lodging Tax 12.00 Click if Lodging Cost

Exceeds Standard Rate
Lodging Totall $114.00 101-150% Over 150%

Per Diem Total I $173.00

Wemo |

[Sawe] _Cancel |

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.

7 ya ~ L
e V’ Tttt el paten e s e, i v '

Miscellaneous Travel Expenses
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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 Adam A Traveler

View /Edit Miscellaneous Travel Expenses

Per DiemRates | TIravel Requistions | Help

Receipt Requirements | Reimbursement Costs

All fields marked with * must be completed.

Miscellaneous Travel Expenses Required fields are:
*Date  [02/17/2008 v Date
Paid To
*Paid To XYZ =
| Paid For
Amount

*Paid For |Parking

* Amaunt 15.00]

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

PerDiemRates | TravelRequiains | Help | Logoff

All fields marked with * must be completed.

Trip Comments

Date/Time | Comments
112/13/2007 2:24 PM This is a sample comment.

* Comments:

Save & Continue | Save & Close | Cancel |

28 of 115



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

PerDiemRates |  TravelRequlations | Help | Logoff

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

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

Trip Comments

Date/Time Comments Comments By Edit

5 <,

Comments By: [Adam Traveler Date & Time: [12/13/2007 2:24 PM

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

* Comments:

This is a sample comment.

Others may add their own
comments during
approval or review.

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

Save & Continue Save & Close | Cancel |

The user can modify the comment as 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

r~ Trip List Filter
W saved [V Attached to Reimbursement Request
I Processed for payment I Attached to ivated

Only trips in 'Saved’

Status can be
I Inactivated ‘Inactivated’ Use 'Pencil’
to select trip
\?Tri IdRR Id| Start End Purpose [ Mileage |Per Diem [ Misc Stat, to open
OMQIZODSEOBMEIZOOB Camano Island $113.49  $262.00
01/03/2008 01/04/2008 Sample for $29.10 $0.00
Reference
Document
02/02/2008 02/02/2008 new trip new
reimb request
02/29/2008 03/01/2008 new location
picker _“‘4
02/28/2008 02/29/2008 Another test $30.30 Attached to
Reimbursement
'Request
new trip new 5 % P .00 Aftached to
reimb request Reimbursement
Request
new trip prep $174.00 $174.00 Attachedto
for traveler Reimbursement
Request
1244 0212212008 02/23/2008 new trip by traveler $000  $7500 $000  $7500 Aftachedto

Home | Cantact | Priv otice | OF s Home

006 Washington Office of Financial Management

The View/Edit Trip screen below will appear.

View/Edit Trip

PerDiemPatss | Trawel lations | Help

All fiedds marked with = must be completed.

General Trip Information

R = ] Tioin] 8552
%ﬂwﬂ" pn st —. P

— A
Trip Total: Sk .03

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.

W ASHINGTON

Trips Reimbursements Profile

PerDiemRates | TravelRequiations | Help | Logoff

Trips for Adam A Traveler

Trip List Filter
™ saved [ Attached to Reimbursement Request
I Processed for payment [ Attached to Inactivated Reimbursement Request ';’se t::':
2 encil to
Apply Filter s
—I select a trip

to open

\‘ Trip Id | RR Id Start End Purpose Mileage ‘ Per Diem ‘ Misc ‘ Total ‘ Status ¥ |Edit
12/15/2007  12/17/12007  itinerary check $16.01 $0.00  $16.99 $33.00 Inactivated N\
12/13/2007  12/14/2007 Sample [ $14.55 $0.00 $0.00 $14.55 [Inactivated \ }

12/13/2007  12/14/2007 ‘Sample [ $0.00 $0.00 $0.00 $0.00 Inactivated ‘

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

The View/Edit Trip screen below will appear.

View/Edit Trip

PerDiemRates | TravelRegulstions | Help

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

® Pgrposel est Trip for Edge; ] Trip ID:

Start of Trip
[12/01/2021 10:60 an |

W S SOV N e S R

_ Miscellaneous Travel Expense Total: $150.00

Trip Total: $387.03

Add/Edit Comments

=

[Acivate | gance

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.

WASHINGTON

Trips Reimbursements Profile
PerDiemRates | TravelRequiaions | Help | Logoff

Reimbursements for Adam A Traveler

Rei t Request List Filter
V' saved ¥ submitted ¥ Approved
¥ Returned for Changes ¥ Denied I Approved for Payment
I Processed for Payment I Inactivated ¥ Prepared

I™ Rerouted _Apply Filter l

V|RR 1d| Date ¥ Description ‘ Status

? 1282 03/04/2008 Display Trip flags - Unset Flags 2 $375.49 Submitted To (Betty Manager)

"? 1281 03/04/2008 Display trip flags, unset flags $221.17 Submitted To (Betty Manager)

?’ 859 03/04/2008 new trip pick list test two trips $50.17 Returned for Changes By (Jane Fiscal) To
(Fiscal Group 1)

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

1280 03/03/2008 February trips $350.98 Saved

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

1013 03/03/2008 Test 15077 $193.16 Approved By (Betty Manager)
| 1272 03/03/2008 vendor id $15.15 Approved By (Betty Manager)
:? 1244 02/29/2008 new reimb request by traveler $75.00 Approved By (Betty Manager)
| 888 02/29/2008 Receipts flag test two | $64.00 Approved By (Dan Preparer:)
W 1191 02/28/2008 checking the account grid | $1408.76 Approved By (Mike Manager)
| 1239 02/27/2008 new rr for java script $276.00 Saved

VAV VAV WV VR VR AV

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

D mannAn Ao

Create A New Reimbursement|

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

—— &

R TSN, L neatinge ,.-»"."“'---/‘.4".5”'-. el e Rbanide,, AN | e AR, .. .~ A v ‘v""'-'m"—"" iosad, 5] ( & )
y : s = Reimbursement Request
:; Reimbursements for Adam A Traveler Filter List default
{‘ — Reimbursement Request List Filter saitings: -
f} IV saved V' submitted e V' Approved (1) Saved
7 (2) Returned for Changes
& V Returned for Changes ¥ Denied I Approved for Payment | (3) Sybmitted
r .
% I Processed for Payment I Inactivated 0 ¥ Prepared (4) Denied
et - 5) Approved
Bl r Apply Filter I (
‘i L i (6) Prepared
b 3 ", o s 4_-_"‘) \_ J

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.

sa.

o

o You can sort by any of the columns list except for the edit column. j
Rer

The direction of the arrow shows the direction of the sort

V|RR Id ‘ Date ¥ Description ) | Status

P 983 01/04/26€ smoke test build 95 $760.21 Saved A
‘ 990 01/04/2008 retest bugs for build 95 $52357 Saved AN '
% 812 01/04/2008 Comments Grid on Reimb Req to Scroll Bar $709.60 Submitted To (Betty Manager) AN
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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

Per DiemRates |  TravelRequlations | Help | Logoff

All fields marked with * must be completed.

Reimbursement ID:I

*Description: ||

r Profile Information

Requestor: IAdam A Traveler * Work Schedule: [p\1-F
8a-5p

Requestor Phone: |360-664—8823 Ext. 101607 *Official Workstation: |Tumwater
Approver: |Betty Manager * Official Residence: |Olympia
Approver Phone: [360-664-8825 Ext. 91207

~Reimbursement Trip List

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

[4] [c]

Save & Continue |  Save & Close | Cancel |

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.

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:
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.
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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

PerDiemRates | TravelReguiations | Help

All fields marked with * must be completed.

Routing Status{Saved 0 Reimbursement D] 1319

* Description: |Once more through the breech

r~Profile Information

Requestor: IAdam A Traveler * Work Schedule: [\1.F

8a-5p

Requestor Phone: |360664-8823 Ext. 101607 ~ *Official Workstation: [Tumwater

Approver: lBetty Manager * Official Residence: |Olympia
Approver Phone: [360-664-8825 Ext. 91207

rReimbursement Trip List Once 'Saved"”...

(1)  the Reimbursement ID is assigned

Add trips using the "Add Trip’ button. (2)  the add Trip button appears

(3) the Add/Edit Comments button appears

(4) the Inactivate button appears

(5) the Print, Flags and History buttons appear

Add/Edit Comments | 6 Print | Flags | History |

Inactivate | Save & Continue | Save & Close | Cancal |

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

Trip Pick List

Per Diem Rates | Travel Regulations | Help

— Trip List
B select All || V¥ End Purpose Mileage @ Per Diem
8553 12/16/2021 121712021 Test Trip 2 $70.85 $158.00 52500 $253.85
O 85562 12/01/2021 12/14/2021 Test Trip for Edge $79.03 $202.00 $150.00 $431.03
8554 11/08/2021 11/08/2021 Test Trip 1 $183.67 $59.00 $0.00 $242 67

[ Create A New Trip] [ Cancel ]
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Choose the desired trip(s) to be attached to the Reimbursement Request:

e 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:

View/Edit Reimbursement Request

Per Diem Rates | Travel Regulafions Help
All figlds marked with * must be completed.
Routing Status|Saved Reimbursement |D: 7397
= Description: | ESTIN
— Profile Information
Requestor: |Kendra A Hanson | *Work Schedule: |\-F
8-5 y
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 04:00 PM Test Trip for Edge | $79.03 5202.00 5150.00 5421.03 % x

Add Trip
—Reimbursement Request Total
Mileage Allowance: $79.03 Reimbursement Request Total: 5431.03
Per Diem: $202.00 Travel Advance:
In-State: 520200 Reduce Balance to Code:
Qut-of-State: $0.00 Reduce Amount Requested:
Taxable (meals): $0.00 Reduce Amount Requested and Balance to Code:
Miscellaneous Travel Expense: $150.00
Reimbursement Request Total: 5431.03] Requested Reimbursement Total: 5431.03
Coded Amount: $0.00 Balance to Code: $431.03
Add/Edit Comments
| Inactivate | Save & Continue | Save & Close | Cancel |
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Reimbursement Request Total: displays the expense component totals (Mileage Allowance,
Per Diem, and Miscellaneous Travel Expense) as well as the reimbursement 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

View/Edit Reimbursement Request

Per Diem Rates | Travel Regulations | Help

All figlds marked with * must be completed.
Routing Status:|Saved Reimbursement |D: 7397

* Description: |TESTING

— Profile Information

Reguestor: |I(endra A Hanson | * Work Schedule: [j-F
8-5 y
Requestor Phone: AN T __ps

L RegvestorProne CECATOIUES 0] i iz g —

L L T SR | . aed Relha  sen. . i w sl

Coded Amount: $0.00 Balance to Code: $431.03
Add/Edit Comments [ Print | Flags | History |
[ Inactivate | Save & Continue | Save & Close | Cancel |

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

View/Edit Reimbursement Comments

Per Diem Rates | Travel Regulations | Help

All figlds marked with * must be completed.

— Reimbursement Comments

DatefTime Comments Comments By Edit
1200772021 932 AM Example of a comment Kendra Hanson \ 4

* Commenis:

Save & Confinue || Save & Close || Cancel |
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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.

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 Comments By
12/07/2021 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

EBer Diem Rates | Travel Regulstions | Helg
All fislds marked with * must be completed.
— Reimbursemeant Comments
Date/Time Comments Comments By Edit
o
Comments By:[ Kendra Hansen | Date & Time: [12/07/2021 9:32 AM |

* Comments:

Example of a comment

| Save & Continue || Save & Close || Cancel |
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The User can modify the comment as necessary. EXxisting 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.

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.

Rembursement Information For Adam A Traveler
View/Edit Reimbursement Request

LerDiomBales | _IraxciBecquialions |

— TSy g\ MM-«&AM‘\ "\.WM&

/"'" roeaniursgment Trm List L LAl LA AL e L - fact > = \/ﬂ
{ Y 1829 010120080800 AM 010420080500 PM  smoke best build 95 $31622 $41800 52599 $75021 N X z

——
M Click on the "X" to remove trip from Reimbursement Request
¢ : | |_Add Trip Once removed trip will return to the Reimbursement Request Trip List.
\—\-\_‘ ™ l "‘«u—i—‘ ™ «m’"‘ ") . 7 ' J-"’u,‘-—“ \,““"‘-

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.

‘("'J,-,,-;-.-z:_/ B O AN b SV Lot W ST S " T e I RN o B R ] .-;(. s S J'.\‘.N-:.‘;M_' .
‘3 Relmbursement Trlp Llst :
- ,

g [©lmipid| sty | End | Purpose | Mileage | PerDiem | Misc | Total | Edit S
—(,}

[ Click on the 'Pencil' to open trip for

W 1820 01/01/2008 08:00 AM  01/04/2008 05:00 PM  smoke test build 95 $316.22 $418.00 525 99 5760 2 \g £ 3
' B

O

5 Add Trip x

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

W A S HI NGT O N

—
imbursements Profile

Trips for Adam A Traveler [ Flags appear on this
and Reimbursements

Trip List Filter —————— trip list screens
¥ saved

I Processed for payment

d to Reimbursement Request
™ Attached to Inactivated Reimbursement Request

I Inactivated

? 1616, 10/11/2007 10/14/2007 Smoke Test $50.17 $0.00 $0.00 $50.17 Aftached to
Reimbursement
! ! 4 ! 4 4 Request
L 4 1617 10/11/2007 10/14/2007 Smoke Test $50.17  $270.00 $15.99 $336.16 Saved
? 1629 10/11/2007 10/14/2007 Smoke Test $50.17 $270.00 @ $15.99 $336.16 Saved
10/11/2007 10/14/2007 Smoke Test $50.17 $270.00 $15.99 $336.16 Aftached to
Reimbursement
~ Request
? 1626/ Cl“ik on Fla.g to (2007 Smoke Test $50.17 $270.00  $15.99 $336.16 Saved
view details : |
? 1633’ 007 Smoke Test $50.17 $270.00 $15.99 $336.16 Saved
1634 10/11/2007 10/14/2007 Smoke Test $50.17 $270.00  $15.99 $336.16 Saved
? 1635 862 10/11/2007 10/14/2007 Smoke Test $50.17 $270.00 $15.99 $336.16 Aftached to

Reimbursement

V4 Vi V4V

¢

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

displaying the exceptions.

OFM - Travel and Expense Management System — Web

Adam A Traveler

Flags

Purpose: Smoke Test | Flag detail associated with trip 1625 |

10/11/2007: Mileage rate of $0.111 differs from current standard automobile rate of $0.485
10/11/2007: Breakfast amount of $22.00 differs from allowance of $10.00 for Zillah, WA
10/11/2007: Lunch amount of $33.00 differs from allowance of $12.00 for Zillah, WA
10/11/2007: Dinner amount of $44.00 differs from allowance of $17.00 for Zillah, WA
10/11/2007: 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.

- Suite is more economical than meeting room.

- 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
10/12/2007: Lunch amount of $33.00 differs from allowance of $12.00 for Zillah, WA
e 10/12/2007: Dinner amount of $44.00 differs from allowance of $17.00 for Zillah, WA

Ihttp://198.239.159.205/ViewFIags.aspx?tripID=1625 I_. Internet
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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.

History details may be accessed by clicking the “History” button on reimbursement request.

View/Edit Reimbursement Request

Per Diem Rates | Travel Regulations Help
All fields marked with * must be completed.
Routing Status{Saved | Reimbursement ID: 7397
= Description: | ESTIN
J—Profile Information
o A=egihstol LIy e TP ar " b+ b o ghncaihe- [ | 4 Iy J’
Reimbursement Request Total: |_ E‘E{GS' Requested Reimbursement Total: | 531_034
Coded Amount: $0.00 Balance to Code: £431.03
| Add/Edit Comments | Print | Flags I History I
[ 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 ID 854 was changed from No
to Yes by Adam A Traveler on 01/04/2008 8:33 AM.

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

01/04/2008 8:33 AM

From: Traveler, Adam A

To: Manager, Betty

Action: Submitted

Changes:
Trip ID(s) 1663 added to reimbursement request ID 854 by Adam A Traveler on
01/04/2008 8:32 AM.
Trip ID 1611 was removed from reimbursement request ID 854 by Adam A Traveler on
01/04/2008 8:32 AM.

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

01/04/2008 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.
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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.

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 ID 854 was changed from No
) to Yes by Adam A Traveler on 01/04/2008 8:33 AM.
Details Comments: 854 update receipt received flag to N send to fiscal

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

are To: Manager, Betty
Irecorded Action: Submitted
here Changes:
Trip ID(s) 1663 added to reimbursement request ID 854 by Adam A Traveler on
) 01/04/2008 8:32 AM.

Trip ID 1611 was removed from reimbursement request ID 854 by Adam A Traveler 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/Edit Comments| | Print | Flags | History |

| Inactivate I Save & Continue | Save & Close | Cancel | |
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Example with at least one trip assigned to reimbursement request.

Reimbursement kequest Toial: |_ ﬁi'l E' Requestea Reimbursement Total: | EI:11T3|
Coded Amount: $0.00 Balance to Code: $431.03
| Add/Edit Comments| | Print | Flags | History |
| Inactivate | Save & Continue | Save & Close | Cancel | Send

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

PerDiemRates | TravelRequiations | Helb | 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 vl ‘ sections:
& . (1) Action
Fi AR (2) Routing
ey (3) Receipts

€ Return for Changes (4) Comments

r Receipts 2 A
‘Action”- defaults to "Send"

"Routing" - defaults to Approver from
Requstors Profile

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

) Comments: "Comments" - allows Requestor to type in any
_‘_] desired comments

|

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

Cancel I

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.

Reimbursement Information For Adam A Traveler

View/Edit Reimbursement Request

PecDumBates | TraveiRecuiptions | Hep

Click here to
inactivate |

(0 Ninactivate [J)Save & Continue | Save & Close | Cancel |

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.

¥ s T AT E o F WA SHINGTON

Home Reimbursements Profile

Reimbursements for Adam A Traveler

Reimbursement Request List Filter
I” saved I” submitted I Approved

I Returned for Changes ™ Approved for Payment
™ Processed for Payment Inactivated ™ Prepared
I Rerouted Apply Filter
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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

Click here

to Activate it Co Printl Flagsl History |

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

PerDiemRates |  TravelRequlations | Heip

All fields marked with * must be completed.

Reimbursement IDZI

~
Scommonro el T R e o SOSE R o I Fert e e &
- 2l TR L e L

" Reifmbursement Trip List"

= Voo

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

Noticell
No buttons!l! |

Save & Continue I Save & Close ICancelI
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Example: Saved Reimbursement Request.

e, g o P - D Y N R W e

S - . 2. ’ S s o IR o - s - gl &
e e Rl e " o i CENI V-L  iie T RN W - Ly i v
b o R Sy ez v ! LR ¥ 5

Add Tiip |

Noticelll
Buttonsil |

Add/Edit Comments Print | Flags | History

Inactivate | Save & Continue Save & Close ‘ Cancel |

AAA Ve ¥

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.

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

02/16/2022

B Reimbursement Request Summary 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] $0.00]

Travel Summary
Reimbursement Totals

Document Header and Batch Information

Transaction Detail Information

History
Reimbursement Request Flags

i 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

open by someone else, you will receive this
message and won't be able to edit anything.

This reimbursement request is Read Only

AILTIGIOS MAIKea Wit ~ Must De Compietea.
Routing Status{Submitted To (Betty Manager) Reimbursement ID:I 892

T e history logged 2 times testing
= % P .—"‘ “tmnsnan T e San P - @At bt

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.

Re’_-.lmbursemiant Inf_ormatlon For Adam A Traveler If you are the second individual (with edit capability
View/Edit Reimbursement Request such as a reviewer or approver) to open the same

request you will receive this warning message

This reimbursement request is Read Only and is in use by Betty Manager, phone 360-664-8825 Ext. 91207.
All fields marked with * must be completed.
Routing Status:lSmemed To (Betty Manager) Reimbursement ID:I 892
o '.m SO N

%"M ‘w\_M‘

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

PerDiemRates |  TravelReqgulations | Help | Logoff

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 accomplishi

Appears only to
users given the

authority to
Others
Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Curabitur = Change Your Profi

arci. Nullam risus leo, condimentum et, laoreet non, ornare vel,
mauris. Fusce tellus augue, eleifend eget, accumsan eget, eleifend

ac, mauris. Quisque augue velit, vehjcula et, ornare at, interdum = Switch Reguestor
pwim" Tettbinamatitnbinamantett oS B Lt
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The Preparer clicks the “Switch Traveler” link and screen below will display.

0 p p gro p
Req 0
= = Choose a
PerDiemRates | TravelRegulations | Help | Logoff Requestor to
Prepare for
Available Requestors To Prepare For ﬁ%’gx‘:g;:p

Requestor To Prepare For: IFiscaI, Jane _._]

Manager, Betty
Cancel I 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.

Home Trips Reimbursements Profile
Per Diem Rates | Travel Requlations | Help | Logoff

Welcome to the Travel and Expense Management System!

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

[aystommows —— Mlrasks

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. -
Curabitur orci. Nullam risus leo, condimentum et, laoreet non,

ornare vel, mauris. Fusce tellus augue, eleifend eget, accumsan

eget, eleifend ac, mauris. Quisgue augue velit, vehicula et, ornare = Create Trip Pre-Approval
at, interdum vitae, enim. Pellentesque habitant morbi tristique

senectus et netus et malesuada fames ac turpis egestas. Mauris

= : = Create New Trip
aliguam. Pellentesque vel odio.

" SrestsRetuburssnart Seuest

Change Your Profile

Donec ultricies. Morbi et eros guis diam nonummy pretium. = Fiscal Suite
Praesent risus nibh, 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.

WASHINGTON

Access Profile

Trips Reimbursements Profile information from
PerDiemRates | TravelRegulations | Help | Logorr here
.Y N
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 T

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Curabitur Change YOI"' Proﬁle
orci. Nullam risus leo, condimentum et, Iaoreet non, ornare vel,
POy PeT . 2 o 5 R ot s =L QIS vy Y 7
- . A

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.

WASHINGTON

Trips Reimbursements
Per Diem Rates |  TravelRequlations | Help | Logoff

Appears at first as a User ID: W
‘Read Only’ Screen Agency: [1050 Office of Financial Management
rView Profile

Requestor Name: |Preparec, DanL
Phone: |360-664—8827 Ext. 80707

E-Mail: |tracy,anundson@0fl'n-wa-9°”
Official Residence: |o|ympia

*Official Workstation: I‘rumwater

Work Schedule: [g.5 p-F

Change Password

Routing
Requestor Route To: IManager, Betty

To Edit the Phone: |360-664-8825 Ext. 91207
screen click on
the 'Edit’ button ~Delegation

Prepare Only: |Preparef. Sue
Prepare & Submit: |

Home | Contact | Privacy Notice | OFM 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.

— PR, — . - Ao e o
L NP P G ¥ = S PP B N N RN S O N ST OGP ¥ WV

S S T P S — .
- oot W o - B s, s

3 [ Profile Header | UseriD: [SErrmaen e
$

5 Agency: [1050 Office of Financial Management Screen
2 0 View Profile in

} Requestor Name: IPreparer:, Dan L "View'
3 Phone: |360-664-8827 Ext. 80707 mode
% E-Mail: Jtracy anundson@ofm wa gov

} Official Residence: [Qlympia

v *Official Workstation: - [Fumwater

e; Work Schedule: [g 5 M-F i’

T -

§

3 Change Password

z e Routing —

3 Requestor Route To: lManager, Betty

H Phone: [360-664-8825 Ext. 91207

g e-Delegation-

3 Prepare Only: lPreparer, Sue

>
\, Prepare & Submit: I

)

a

)9
S D

VB AR i e e NI

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.

Moute mmlomisen, o

e e,

P VR

‘]g All fields marked with * must be completed.

B e T e

—r

oo Amtnsidadens

o PO i e e

1

i el preparer dan

<

<| Agency: |1050 Office of Financial Management

\l' - o

h — Edit Profile Profile
i | To edit just tab *EirstName: [Dan Screen
{ |to the field you ———— in
i [want to change Mddis Joitat ‘Edit
+ |and either type *LastName: |Preparer: mode
T i * -

. x in n:_W E-Mail: ftracy anundson@ofm.wa.gov

2 | Information or o

H *Phone Area Code: I

2| use the drop - il

5\< down |iStS Phone Prefix: 664

¢ | when they are * Phone Suffix: [gg27

3 available Phone Extension: I

5 ' - 80707

% Official Residence: |Olympia

F Once you *Official Workstation: ITumwater

3 have changed * Work Schedule: [g_5 M-F -

i the -

¢ |information to

: lwhatyou want| ———

i.? click 'Save’ to gzsﬁzgtor Route To: IManager Betty ;] ‘

;| retainthe - 4 :

¢ | modifications De'egaﬁfgpare only [P = 5

2 s . Y. 2

y | or ‘Cancel’ to & ! Bpeal 2 e ~

i | discard them 1epare-& Submit |

S

4 Save I Cancel |

{~—u-ea>¢3§vs:,..ﬂ--'-'::,f..'«'wg"““ \{’M‘W‘.‘T‘Wﬁ?" T R R L R RO A BN

Prepare & Submit is
activated via the
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 SHINGTON

Reimbursements Profile

PerDiemRates |  TravelRequlations | Help |

Welcome to the Travel and Expense Management System!

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

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

ac, mauris. Quisque augue velit, vehicula et, ornare at, interdum = Switch AEEI'OVOI’
vitag, enim, Rellentesque hw ristiaue senectus etnetus e PN tp . s =

®* Change Your Profile

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

W A S HI NGTON

Reimbursements Profile
_PerDiemRates | TravelReguitions | Help | Logoff Click on the
‘Eyeglasses’ to
open a request

- Reimbursement Requests to Review for Betty Manager for review
Clickon a

'Flag’ to V|RR Id| Requestor | Date a | Description | } Status

view the Adam Traveler 12/21/2007 Smoke Test $318.16 Submitted By (Adam Traveler)
flag detail Adam Traveler 12/24/2007 Reimb Trip List grid to scroll $1317.54 Submitted By (Adam Traveler)
Adam Traveler 01/03/2008 new trip pick list test two trips $50.17 Submitted By (Adam Traveler)
Adam Traveler 01/03/2008 Holiday Tripping ($49.83) Submitted By (Adam Traveler)
Adam Traveler 01/04/2008 Receipts flag test two $64.00 Submitted By (Adam Traveler)

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

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

Dan Preparer: '01104J2008'upadaﬁng itinerary and the effect on other | $219.22 'Submiued By (Dan Preparer:)
expenses

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

‘Adam Traveler 01/04/2008 Comments Grid on Reimb Reqto Scroll Bar ~ $709.60 Submitted By (Adam Traveler)

o~y
oo
oo
oo
o
=]
oy
oo
oo
oo

Home | Contact | Privacy Notice | OFM Systems Home
© 2006 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”.

~ReEmbursement Refocdts tReviewts]  You can sort by any of the column headings except ‘Review' |-~ %

Dat: & Description Total Status Review

—— _ = - 2 - ‘..q l 'i: 7
Arrow direction shows direction of sort | ~ . -

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.

i Reimbur sement Information For Adam A Trave

| View /Edit Reimbursement Request

Al H0ids marked with * must Do complated

Routiey Status {Submtted To (Betty Manager)

Review
[ERERSN - i Trip List grid to ocrol
General
Profe ndormaton

Reqwestor [ETRT o s | Request

information
Regquestor Frooe [360.664.8821 Ext 101607 *Official Workstation: Tumwater

sovroer [Baiyianage - OMom Besioeece. iympa here
Approver PRend’ (350.664-8825 Ext. 91207 7 open trip

Reimbursement Trip List details here

Ve u Start v Micage Per Diem Misc = Total (fdit
1632 192172007 G500 AM 112222007 05:00 PM W0 10 randmas house $10088 $29800 S§7TS8 540845 \

1547 19052007 0500 AM 1171172007 06:00 PM retest bug fx more !han one inerary 530840 555260 54099 $01108
e for the same date

Reimbursement Reguest Total

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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e -"-/’.r“ e 2a T - A J i P / "‘x PN L =t S Yt o u"‘l WG b A ien o]
/- Reimbursement Trip gt —=+ ¥ s = B

End Mileage |Per Diemi Misc | Total |Edit
1632 11/21/2007 08:00 AM 11/23/2007 05:00 PM trip to grandmas house $100.88 $298.00 $7.58 $406.46 X

1547 11/06/2007 08:00 AM 11/11/2007 06:00 PM retest bug fix more than one itinerary $308.49  $552.60 $49.99 $911.08 X
line for the same date

W ‘._'p- o dboon ',..,"-Ma* J*\’\*M

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 Regulations | Help

All fields marked with * must be completed.

— General Trip Informaticn
*Fgrpose ] Trip ID:
— Start of Trip
|12!91f2921 18:88 AM Click on the
“Pencil”
button to open
—End of Trip the detail line
12/10/2821 84:80 PM for review and
modification.
!

— Trip liinerary and Mileag

1210172021 10:00 AM Aberdeen, WA Sea-Tac Airport, WA 510245 | % |

Mileage Allowance Total: £102.46

— Per Diem

Meals Lodging Lodging Tax
1210172024 Sea-Tac Airport, WA 579.00 579.00 50.00 5153.00

Click on the Per Diem Total:
“Add/Edlt — Miscellaneous Travel Exp

Comments. Date Paid To Paid For Amount Edit
button to view 1210172021 Enterprise Car Rental 5150.00 Y
or add trip

comments.

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

Add/Edit Comments
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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

Per Diem Rates | Travel Regulations | Help

“h Click on the
Country| | “Mileage” J
button to edit
the Mileage
MileageAIIowancel $102 46 | Mileage |4* Reimbursement

: Rate

- Breakfast Amount
- Lunch Amount
Dinner Amount
. Taxable Meal Designation
- Lodging
- Lodging Tax
Lodging Exceptions

View/Edit Per Diem

Per Diem Rates | Travel Regulations | Help

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

Meal Entitlement
’7 Claimed Subject to Taxable

Per Diem Rafes Amount Payroll Taxes Amount

Breakfast Claimed [ Provided 20.00 [[J Subject to Tax
Lunch Claimed [ Provided 24.00 [ Subject to Tax
Dinner Claimed [ Provided 35.00 [[J Subject to Tax

Meal Total | $T9_00| Tax Total

— Lodging

. i Standard Rate for Sea-Tac Airport, WA is 79.00
Lodging Claimed U Provided 78.00 Lodging Receipt is Required.

i ’—\ Click if Lodging Cost
| Lodging Tax 0.00 | Exceeds Standard Rate

Lodging Total $79.00] € 101-150% QOver 1 ED

Per Diem Total $158.00

Memol
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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

> e b P~ F'el gm Rales | Trf':l_ ulatio =] [ — it
— ReimLursement Req..est Tu. —_— — —
Mileage Allowance: Reimbursement Request Total: ml
Per Diem: m I Travel Advance: | 0.00||
In-State: m Reduce Balance to Code: W
Qut-of-State: Reduce Amount Requested: IW
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 I 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

Per Diem Rates | Travel Regulations | Help

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

— Action Routing

Send Route To: | Fiscal Group 2

@ approve
O Deny
) Return for Changes

— Receipts
* Receipts are required for this reimbursement request. Have original receipts been obtained?
® ves
O Mo

Comments:

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

Additional comments may also be input as necessary.

| have determined this travel was for business purposes and is authorized 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 >>

ravel dakans ’}EJQ ,,m

.

I e

s K o e LI O PR & o
S g i T, - e e

Diem s |

Click the "Add/Edit
Comments" button to
add comments
applicable to the »l
Reimbursement Request

Add/Edit Comments 5 Print | Flags | History
c

Save & Continue | Save & Close | Cancel | Send
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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

PerDiemRates | TravelRequlatons | Help |

‘MJ\MW\"‘“\\"‘*" ""\n.)‘-

o o, A P T T ey e Patel P P =g - #
< ¥112112007 w Sequith, WE ™ T T oy vt d T et N T e Al S L
1112212007 Sequim, WA $59.00 $81.00 $9.00 514000 X\

Per Diem Total: I $298.00

Click on the Miscellaneous Travel Expenses

'Add/Edit
Comments' Paid For Amount | Edit |

button to add 11/21/2007 Thriftway Cranberries and sweet potatoes

comments that
are trip specific

Miscellaneous Travel Expense Total: I $7.58
Trip Total: I $406.46
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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.

vser 0: [T

Agency: |1050 Office of Financial Management

[~ View Profile
Requestor Name:

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

iulie_mullikin@ofm.wa.gov

Phone:

E-Mail:
Official Residence:
*Official Workstation:
Work Schedule:

Olympia
[Tumwater

8-5 Mondays through Fridays

han & WO

~ Routing
Route To:

Tom P

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

Phone:
Approver Route To:

503-466-0099 Ext. 91207
Fiscal Group 1

Prepare Only: ||

Prepare & Submit: ||

Review & Approve:

ivacy Notice | OFM Systems Home
ington State Office of Financial Management

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

ST RET E (o)) 3 WASHINGTON

Home Trips Reimbursements

All fields marked with * must be completed.
User ID:

Jmanager bett SN

Agency: [1050 Office of Financial Management

[~ Edit Profile

* First Name: IBehy—
Widdle Initial: |_
* Last Name: W
*EMail: [iulie. mullikin@ofm. wa.gov
* Phone Area Code: [350

*Phone Prefix:
*Phone Suffix:
Phone Extension:

* Official Residence:

*Official Workstation: |

[664
[6825
[o1207
[Olympia

Tumwater

* Work Schedule:

8-5 Mondays through Fridays

Routing

Reguestor Route To: IGigstead. Tom P

Approver Route To: [Fiscal Group 1

r D

Prepare Only:
Prepare & Submit:

Preparer:, Dan L
Preparer, Sue

Choose the new
approver from
this list

Review & Approve:

Manager. Mike

|
5
=
|

Approver, Michelle
i
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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). )
We hope you will find this new system to be of great value in accomplishing your duties! Appears only if
delegated by
another Approver

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Curabitur -
orci. Nullam risus leo, condimentum et, laoreet non, ornare vel,

mauris. Fusce eleifend eget, accu eget, .
ac, mauris. Quisque augue velit, vehicula et, ornare at, interdum + Switch AQQTOVQI'
vitae, enim. Pellentesque habi i tristi
etmale da

Change Your Profile

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

You are currently reviewing for Betty Manager
Switch Approver

Choose an
approver to
delegate to
from the drop
down list

Available Approvers To Review For

Review For Approver: IManager. June
Manager, June
Manager. Mike

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.

WASHINGTON

Trips Reimbursements Profile

E e T TR Delegated Approver

can now review and
approve for the

Reimbursement Requests to Review for Mike Manager primary approver

| RRId ‘ Requestor Description Status
A o 864 Adam Traveler 11/21/2007 Smoke Test $336.16 Submitted By (Adam Traveler)

? 927 Jake Traveler 12/11/2007 Smoke Test $369.16 Submitted By (Jake Traveler)
? 862 Adam Traveler 01/09/2008 Smoke Test $336.16 Submitted By (Adam Traveler)

Home | Contact | Privacy 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.

F WA SHINGTON

Trips Reimbursements Profile Review

PerDiemRates | TravelRegulstions | Help | Logoff

Welcome to the Travel and E;

i — - —

The Mileage Reimbursement Rate will be updalsd daily to reflect the - Change Your Profile
increase in oil prices. Reference

Agency News = Switch Approver

Alltravel reimbursement requests received in the fiscal office by the " Create Trip Pre-Approval

15th ofthe month will be processed for payment by the 30th.
Reference Accounting Policy = Create New Trip

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

Menu screen Query

* View Returned Reimbursement
Requests

Home | Cont: i otice | OFM Systems Home
@ 2006 Wa & Office of Financial Management

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

Home | PerDiem Rates | Travel Regulations | Help | Logoff

Search Criteria

Reimbursement Request Data

Requestor: I oomclal Workstation: L

Description: I o Taxable Meals? O

Batch Data

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

5VendorIDocu ment Numbers

Vendor Number/Suffix: [ @Documem Number/Suffix: [

uery e
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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) TripID
» 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. 01).

» 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
e 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.

PerDiemRates | TravelRegulatons | Help | Logoff

Search Criteria

Reimbursement Request Data
RRID: l TripID: | | Start Date: | End Date: | \

Reguestor: \ ‘Qﬁicial Workstation: \ ]

Description:l ] Taxable Meals? []

Once you have selected

your criteria and clicked

Balch Data = on the "Search" button,
Batch Number; Batch Type: Fiscal Month: Biennium: |2009 the results from your
query appear at the

Vendor/Document Numbers bottom of the screen.

Vendor Number/Suffix: ] Document Number/Suffix: [

838 DT 2009 22

Search Results

1938 | Origin.Name Test of name change. 04/02/2009 11:38 AM $55.00 $0.00

Test of Name change
for RRs

BB 21 Requestor.Bret testiontrayel 03/26/2009 04:51 PM
advance 2

DT ' 21 Traveler. Adam Test for DEMO | 04/02/2009 11:08 AM

DT 22 Origin.Name 04/02/2009 01:35 PM $35.20 $0.00

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”.

F WA SHINGTON

Trips Reimbursements Profile Review

PerDiemRates | TravelRegulstions | Help | Logoff

Welcome to the Travel and E

v —— < Se——

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

Change Your Profile

Switch Approver
Agency News = Switch Approver

Alltravel reimbursement requests received in the fiscal office by the * Create Trip Pre-Approval
15th of the month will be processed for payment by the 30th.

Reference Accounting Policy Create New TI’iQ
Create Reimbursement Request

Query
Approvers may view

reimbursement = View Returned Reimbursement

requests they returned
through this link Requests

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

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 returned by Betty Manager
View Returned Reimbursements - Approver

PerDiemRates | Travel Regulations |

Returned Reitmbursement Reguests to View

RR L Status

Adam Traveler OGIDGIZUDB submitted for reroute 5546 42 Retumned for Changes By (Betty Manager)
? 1544 Adam Traveler 0522/2008 trip flags $512.70 Denied By (Betty Manager)
? 1495 Adam Traveler 05/21/2008 newtt to check history $305.20 Returned for Changes By (Betty Manager)
:? 1146 Adam Traveler 05/14/2008 Receipts $433.06 Denied By (Betly Manager)

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 Waorkstation: Official Residence Description Routing Status
1110740 Olympia Qlympia Test of new TEMS Browser - Chrome Processed for Payment By (Teenag

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.

WASHINGTON

Trips Reimbursements Profile

Per DiemRates | TravelRequlations | Help | Logoff

Welcome to the Travel and Expense Management System!

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

[SystemNews ______________ Tasks

Lorem ipsum dolor sit amet, ipiscing elit. Curabi o
orci. Nullam risus leo, condimentum et, laore:
mauris. Fusce tellus augue, eleifend eget, ac{ Appears only to

ac, mauris. Quisque augue velit, vehicula et, d those users ®* Create Trip Pre-Approval
vitae, enim. Pellentesque habitant morbitristi{ assigned a Fiscal
et malesuada fames ac turpis egestas. Maul Role
Pellentesque vel odio.

Change Your Profile

®= Create New Trip

T — Create Reimbursement Request

Donec ultricies. Morbi et eros quis diam nonummy pretium. FIS cal s urte

jisus nibh, fauipwa In&rd;nw: e ml P w' ’ll - . ’
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The initial screen of the Fiscal Suite appears as shown below.

NANCIAL 5 ANAGEMIL 4T

Query Batch Report Returned
Per Diem Rates | Travel Regulations | Help | Logoff

Reimbursement Requests to Review for Kendra A Hanson
A a RRId Requestor Description Status

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

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

The screen displays five tabs:

1) The Review tab is the location where incoming reimbursement requests from

Approvers are sent.

2) 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.

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

criteria.

4) The Batch Report tab allows you to request, view, and print details regarding

released batches based on Batch Date, Batch Number and Batch Type.

5) 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.

FINANCIAL MANAGEMENT

Query Batch Report
Per Diem Rates | Travel Regulations | 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

PerDiem Rates |  Trawel Regulatons | Help

All fields marked with * must be completed.
Routing 5:atus<|.!\pprwed By (Kendra Hanson) Reimbursemeant D:

* Description: dge;

— Profile Information

Requestor: | Preparer Minning = Work Schedule: -5

Requestor Phone: | 250-407-0099 *Official Workstation: | Olympia
Approver: [Kendra A Hanson * Official Residence: | Olympia
Approver Phone: [360-407-9100

— Reimbursement Trip List

¥ Trip Id Purpose Mileage Per Diem  Misc Total | Edit
2551 12001/2021 10:00 AM 12102021 04:00 P Test Trip for Edge  |§102.46 | $158.00 5150.00 |3410.45 \

— Reimbursement Reguest Total

=
=
&

Mileage Allowance: Reimbursement Request Total:

Per Diem:

@
8
8

Travel Advance:
In-State: Reduce Balance to Code:
Out-of- State: Reduce Amount Requested:
Taxahble (meals): Reduce Amount Requested and Balance to Code:

Miscellaneous Travel Expense:
Reimbursement Request Total: Requested Reimbursement Total:

Coded Amount: Ealance to Code:

? @
s 8
a|(8 8

— Document Header and Batch Information

BafTyp Doc Date | Document # 5fx ‘Vender # L 4 Vendor Message Due Date |Edit
121102021 1202021 | %

r— Transaction Detail Information

MI | Account | Al Pl SO 5SSO BudgUnit Org Alloc Proj SubPr PrPhs Amount Invoice# GL MOS Edit

(Fint | Fiags | Fistory

| Save & Continue | Save & Close | Cancel | | Approve | Deny | Retum For Cha‘lges|

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

PerDiem Fates |  Travel Regulations | Helg
All fiedds marked with * must be completed.
Rauting Status{ Approved By (Kendra Hanson) | Reimbursement D 7398]
* Deseription: [ EERL = ]
Y et . .

s
|
\

— Reimbursement Request Total

PRI I

Mileage Allowance: Reimbursement Request Tatal:
Reflects the total Per Diem: Travel Acvance:
amount COdEd to In-State: Reduce Balance to Code:
the TransaCtion Owit-of-5tate: Reduce Amount Requested:
Detail Information Taxable (meals): Reduce Amount Requested and Balance to Code:
Grld Miscellaneous Travel Expense:

Reimbursement Request Total: ’m‘ Requested Reimbursement Total:

Coded Amount: I Balance to Code:

— Document Header and Batch Information

BafTyp Doc Date | Document # Sfx Vender #

2023 06 12102021 12M0izo21 \

r— Transaction Detail Information

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

| Add/Edit Comments| | Print | Flags | Histery |

| Save & Continue | Save & Closs | Cancel | | Approve | Deny | Retum For Changss|

* 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 #
2023 05 12102021 12102021 ‘\.

Optional/ Length Edits

i : EIror message
Eield name Required Error message

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 ] 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

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

Field name —p—ge tlL:)ir:zg Length Edits Error message

Transaction code R 3 | numeric Transaction Code must be numeric, not all zeros.
Master index o] 8 | alpha/num
Account (Fund) o] 3 | alpha/num | Account must be three alpha humeric characters.
Appropriation Index | O 3 | alpha/num | Appropriation Index must be three alpha numeric characters
Program Index ] 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 0] 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, MlI, 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 areimbursement 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.

N

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

Per Diem Rates

| Travel Regulations | Help

appears:
Process Reimbursement Request
All fields marked with * must be completed.
— Process Reimbursement Request
—Action ————— Routing
Send (Route To:
ACIIOI’I ﬂ Approve
selected on Deny
prior screen Return fer Changes

pre-populates
here.

— Receipts

Yes
No

* 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.

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.

OFFICE OF FINANCIAL MANAGEMENT

Review Batch Batch Report Returmned
Home | PerDiemBates | Travel Regulations | Help | Logeff

Reimbursement Requests to Batch for Kendra A Hanson

B sclect All RR Id Type Bien FM | Requestor | Date & Description
O 7334 12 2023 05 Denise Tabler 12/07/2021 Re-Test the Approved for Payment By (Jacqulyn | ot
Reimbursement Request Frans)

O 7396 | ML 2023 06 |Preparer 12152021 Test Trip- Edge Approved for Payment By (Kendra o
Minning Hanson)

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

OR

e et Use the individual checkboxes to select those items for batching.
e e e Either 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 Regulations | Help
Number here

Batch No Batch Date = Batch Type Due Date
1212012021 ML 1202012021

Fiscal Mo
06

Biennium
2023

Batch Total
5526.69

# of Requests

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

| Relzase | | 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

Review Batch Report Returmed
Home | PerDiemRates | TravelRegulations | Help | Logoff

Search Criteria

Reimbursement Request Data

[ Rrequestor: | Officlal Workstation: |

=
Description: [ OTaxab\e Meals? [J

Batch Data

Batch Numher:[:]@ Batch Type: [:]@Eiscal Month: [:] @ Biennium: [:]

Vendor/Document Numbers

Vendor Number/Suffix: [ l:@ 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) TripID
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.
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Recommendations for using the above criteria or fields:
RR ID 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.

« 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.

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.

Y OFFICE OF FINANCIAL MANAGEMENT

Review Batch Query Batch Report Returned
Home | PerDiemRates | TravelRequlatons | Help | Logoff

Search Criteria

Reimbursement Request Data

o [ | o [ ] sweome| | eeome[ ]

Requestor: L Jgﬁicial Workstation:l I

Description: | ] Taxable Meals? []

Batch Data

Batch Number:] Batch Type: :l Fiscal Month:

Vendor/Document Numbers

Once you have selected yourcriteria andT Document Number/Suffic specific line, adda

Toopena Click here to

clicked on the "Search" button your query

: click on the comment
results will appear at the bottom of the screen

"Folder" icon

vt | onthe

} desired line

Search Results

atch Nbr Requestor Description Last Activity
DT { |22

Origin.Name Test of name change. 04/02/2009 11:38 AM $55.00

Test of Name change
for RRs

test for travel
advance 2

DT ‘2 QOrigin.Name: 04/02/2009 01:35 PM

BB 121 | Requestor Bret 03/26/2009 04:51 PM
' [ |21 | TravelerAdam Testfor DEMO | 04/02/2009 11:08 AM

L
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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.

3 Add Reimbursement Comment -- Web Page Dialog t‘n
All fields marked with * must be completed
Reimbursement Comments

* Comments

[ Save & Close H Cancel J

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 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.
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You will be directed to the following screen. The desired Batch Date, Batch Number, and Batch
Type are entered into the Search Criteria.

Batch Report Returned
Helo | Logoff

All fields marked with * must he completed.

Search Criteria

| * Batch Number: | *Batch Type: |

Click the “Submit” button to initiate the search.
Click the “Clear” button to clear the current entries.

Note: All three fields (Date, Batch Number, and Batch Type) are required fields and must
contain valid entries to run the search. The Date field value can be entered via free-form input or
a calendar option.

The search results, if found will be displayed as a Batch Report shown below:

Training Agency
Travel and Expense Management System
Batch Report
02116/2022

Batch Summary Information
Batch Number Batch Type Biennium Fiscal Month Transaction Count Total Amount Batch Date
001 3 2023 o7 1 1169.92 011212022

Tabler, Denise D 1110740 Test of new TEMS Browser - Chrome

[[1c ] Accoun it [ m [a[p] og [ Proj | SubPr [ PrPhs [ so | sso ] BudgUnit [ Alee | mos | Invoice # [ GL [ Amount |

[ 20 | 608 I \ \ \ \ | \ \ \ \ [ osi0 | ez |
Taxable Amount: $0.00

Total Amount: $1,169.92

The message stating “No information available for batch number XXX on XX/XX/XXXX" will
display if the system did not find a match to the search criteria.
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Returned Tab

Fiscal can view reimbursement requests it returned via this tab. The “Returned Tab” allows
fiscal users to view reimbursement requests that the fiscal group have either “Denied” or
“Returned for Changes”. Clicking on the Returned Tab will display the screen below.

Contains reimbursement

requests with statuses of
S TATE 0O F W ASHINGTON "Denied" and/or

"Returned for Changes.

Batch Query Batch Report
Home | PerDiemRates | IravelRequiations | Hels | Logoff

Returned Reimbursement Requests to View

YRR Id Requestor | Date ¥ Description Status View

W 1414 Adam Traveler 0501 4/2008 E-mail Test $165.15 Denied By (Dan Preparer) =4

1262 Betty Manager 04/01/2008 checking the vendor num and vendor num suffix $228.26 Denied By {Jane Fiscal) B
infiscal

Home | Contact | Privacy hotice | OFM Systems Home
@ 2006 YWashington State Office of Financial Management

Clicking the “folder” icon in the View column of the desired reimbursement request will display
the Reimbursement Request Report.

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

02/16/2022
B Reimbursement Request Summary
RRId 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
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Administrator Suite

The Administrator Suite allows Agency Administrators to manage the TEMS application within
their respective agencies. Some of the functionality available through the Administrator Suite
include: routing reimbursement requests, setting-up new users, inactivating existing users, and
managing groups to name a few.

Only users who have an Administrator role can access the Administrator Suite.

WASHINGTON

Reimbursements Profile

PerDiem Rates | TravelRequistions | Help | Looof

Welcome to the Travel and Expense Management System!

[SystemNews ________________JllTasks |

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

Change Your Profile

Create New Trip
LELmn Ree

All travel reimhursement requests received in the fiscal office by the Create Reimbursement Request
15th of the month will be processed far payment by the 30th.
Reference Accounting Policy Query

The "Administrator Suite"

link is only available to View Returned Reimbursement
individuals who have the

role of Administrator Requests
Administrator Suite

Home | Contact | Privacy Notice | OFM Systems Home
@ 2006 Washington State Office of Financial Management
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Clicking the “Administrator Suite” link will display the “Administrative Tasks” menu.

Y OFFICE OF FINANCIAL MANAGEMENT
Home | PerDiemRates | TravelRequlstions | Help | Logoff

Administrative Tasks

Agency Administration

* Route Reimbursement Requests

Manage Users

Add Users

Manage Groups

Add Groups

TVS Historical Report

The Administrative Tasks menu contains the following links:

1. Route Reimbursement Requests — Allows rerouting of reimbursement requests from
one Approver to another Approver.

2. Manage Users — Provides search and edit functionality of existing user records. User
passwords may also be reset through this link.

3. Add Users — New users are added through this link.

4. Manage Groups — Displays a list of existing groups for other processing options, such as
adding or removing users from a group.

5. Add Groups — New groups are added through this link. TEMS allows the creation of
two types of groups: Preparer Groups and Fiscal Groups.

6. TVS Historical Report — Travel Voucher System Voucher Reports of any status may be
accessed through this link. This feature is only available to Administrators and Fiscal
Staff. Disclaimer: Function is still available in TEMS, however the data has been
removed from the old Travel Voucher System (TVS). This function no longer works.
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Routing a Reimbursement Request

Home | PerDiemRates | TravelRegulations | Help

Administrative Tasks

Ageﬂcy Administratian
/ = ” —
’ Route Reimbursement Requests

Manage Users

= Add Users

= Manage Goups

= Add Groups

There may be situations when an Agency Administrator has to route a reimbursement request
from one Approver to another, in which case the route function can be used.

From the Administrative Tasks menu, click the “Route Reimbursement Requests™ link.

The “Reimbursement Request Administrative Routing Process” screen will appear.

Administrator administrator.joe

Reimbursement Request Administrative Routing Process

The drop-down
contains a list of
agency Requestors.
Select the
Requestor who
owns the
reimbursement
request.

PerDiemRates | IravelRequistions | Help |

Requestor: | Traveler, Adam A v

[ Find Requests | [ Cancel | {

To initiate the route, select the owner (Requestor) of the reimbursement request from the
“Requestor” drop-down list and click the “Find Requests” button.

If no active reimbursement requests are found, the message of “No data found” will display.

If the Requestor has any active reimbursement requests available, they will populate on the screen.
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Administrator
Route Reimbursement Requests

PerDiemRates | TravelRequiations | Help

Reimbursement Requests for Adam Z Traveler

@ Description Total Status

2754 04/08/2009 Test of Zero Mileage $0.00  Approved by (Betty Manager) to (Fiscal Group 1)

$0.00 Approved by (Betty Manager) to (Fiscal Group 1) )

2732 03/24/2009  Test of Returned for Changes from Approver $405.35  Approved by (Mike Manager) to (Betly Manager)

’

Find the specific reimbursement request to route and click the “Route” button on the appropriate
row.

2782 04/08/2009 Test of lower case vendor 19025

The following screen will display:

Administrator administrator.joe
Reimbursement Request Administrative Routing Process

Per Di ates |  Travel Requlstions | Help |

Select who
to route to.

Route the following Reimbursement Request for Adam A Traveler

= eimbursement RequestID: 1145
Information from Date: |n5/14/2008

reimbursement Description: [Receipts

request. )
Total: §433.06

Status: IDenied By (Betty Manager) /

Route To:
Routing Comments:

Comments
are
required. [ Send ” Cancel ]

Select the approver to route the reimbursement request to using the “Route To” drop-down list.

Type in the appropriate comments (comments are required for this process) and click the “Send”
button.
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Administrator
Route Reimbursement Requests

Status
Reimbursement Requests for Adam Z Traveler updated.
Description ' - Status
: 2754 04/14/2009  Test of Zero Mileage $0.00 Rerouted by (Angela Knight) to (Betty Manager)
A I g PN e o B B i o
e aa ool e Refb, | fBaK e, B pager,

} 2782 04/08/2009  Test of lower case vendor 19025 $0.00  Approved by (Betty Manager) to (Fiscal Group 1)
| 2732 03/24/2009  Test of Returned for Changes from Approver $405.35 Approved by (Mike Manager) to (Betty Manager) (Route |

Cancel

Back to Administrative Tasks

The system will update the status of the reimbursement request on the grid.

Manage Users

OFFICE OF FINANCIAL MANAGEMENT

Administrative Tasks

Agency Administration

= Route Reimbursement Requests

lanage Users

Add Users

Manage Groups

Add Groups

TVS Historical Report
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Managing Existing Users

Clicking the “Manage Users” link will display the “Manage Users” screen and is used for
administration of existing users. From this screen, Administrators can search for users based on
select predetermined criteria.

Users may search by:

1.

bk wn

User Id - (lastname.firstname.middleinitial)

Last Name

First Name

Status (Required field) - Active, Inactive, or both

Role(s) — Requestor, Preparer, Approver, Fiscal, and Administrator

To initiate a search, the user selects and/or keys-in the desired search criteria and clicks the
“Search” button. The results of the search request will be displayed in the Search Results
Grid beneath the search criteria. From the grid, users may sort the results by clicking on any
underscored column heading. User records may be opened, or passwords reset from the grid.

Note: Search results can be refined by using more than one search criteria.

Administrator Joe Administrator

| Manage Users

Per Diem Rates | Travel Regulations | Help |

Search criteria
“All fields marked with * must be completed.

Find Users Search Criteria

User |d: |traveler.adam Last Name: I:] First Name:

*status: O Inactive O Active ® Both
Role(s): [JRequestor  [JPreparer [JAppraver [Fiscal [[J Administrator

[ Search ] [ Clear ]

Opens record

Search Results

A A

traveleradam Traveler Adam

I
Add User <
Resets password

Back to Administrative Tasks

Clicking the “Clear” button clears the search criteria information.

Clicking the “pencil” icon will open the existing user record for modification.

Clicking the “reset password” icon allows the Administrator to reset the user’s password
directly form the grid (Refer to the “Resetting a Password” section on the next page for

more details).

Clicking the “Add User” button opens a blank record to enter a new user. Refer to “Add

New Users” section for more information on this functionality.
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Edit User Record

Clicking the “pencil” icon will open the existing user record for modification and open the
“Add/Edit User” screen.

Add/Edit User P>

Per Diem Rates | Trawel Regulations | Help

All fields marked with * must be completed

— Active

U pdate ﬁ Yes ®

Active Status Mo O

. — E dit Profile

*User ID: |traveler.adam

= First Name: | Adam |

Middle |nitial- |2

_|.
=
w
=
[
@
=

* Last Hame

= E-Mail | denise tabler@des.wa.gov

* Phone Area Code: | 360

Update
Profile * Phone Prefic | 664

Data * Phone Suffix: | 7758

Phone Extension

[}
=
3
=,
o

* Official Residence

*Official Workstation: | Rainier |

* Work Schedule: |M-F S3a-5p

Wendor Number: | 0000000EEE

Wendor Number Suffic |WE

o — Roles

Requester

Preparer

Update : Approver
Roles

Fiscal

Agency Admin

/o .I

N —
Update Routing Resst password
& Delegation upon save
Routing & Delegation | |  Save &Close | | Cancel

Clicking on the “Routing & Delegation” button will open the “Add/Edit User Routing & Delegation”
screen. Refer to “Add New Users” section for more information about Routing & Delegation.

90 of 115



Add/Edit User Routing & Delegation

PerDiem Rates | Travel Regulafions | Help

Routing and Delegation for: traveleradam

— Routing
Reguestor Route To: | Manager, Befty ~|
Changes to Routing,
Delegation, and — Delegation
GrOUpS selections Prepare Only: | Preparer, Dan M v
made here. Prepare & Submit; | Preparsr, Sue v
— Group:
Fiscal 51 [
Fiscal Fortune [
Fiscal Group 1 [

Click “Save & Close” once changes are made or “Cancel” to return to the “Add/Edit User” Screen.
Resetting a Password
A user’s password can be reset two ways:

1. Through the grid as a result of a “Find Users Search”.

2. Through the “Add/Edit User” screen.

In either case, the system auto-generates a random temporary password and e-mails it to the user
at the address contained in the user’s profile.

Resetting a Password through the “Search Results” grid

After the return of search results, click the “reset password” icon in the Reset Password column
of the desired row.

The system will prompt you with the message verifying you’d like to generate a new password
for this user. Click “OK” to continue or “Cancel” to stop the process.

After clicking “OK?”, the system will confirm the password has been reset. Click “OK to close
the window.
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Resetting a Password through the User Record

After the return of search results, click the “pencil” icon in the edit column of the desired row. This will
open the Add/Edit User screen for that record.

Add/Edit User

Per Diem Rates | Trawvel Begulstions

Allfields marked with * must be completed.

— Active
Yes ®
No O
— Edit Profile

* First Mame: |FiSt'.a| |

Micdle Initial: | |

* Last Wame: |Minning |

* E-Mail: |leena_minning@ofm.wa.go-.r

* Phone Area Code:
* Phone Prefic

* Bhone Suffix:
Phone Extension: ||

* Official Residence: | Olympia |

*Official Workstation: | Olympia |

* Work Schedule: |8-5

e

‘Wendor Number Suffixc: I:I

—Roles
Reguestar
Preparer
Approver

Fiscal

o@ oo

Agency Admin

Reset password O
upon save

| Routing & Delegation | | Save&Close | | Gancel |

Check the “Reset Password upon save” checkbox at the bottom of the screen.

Click “Save & Close”. A temporary password will be emailed to the users E-Email noted in the
“Edit Profile” section.
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Add New Users

OFFICE OF FINANCIAL MANAGEMENT
Home | PerDiemRates | TravelRequistions | Helo | Logoff

Administrative Tasks

Agency Administration

* Route Reimbursement Requests

= Manage Users

Add Users

= Manage Groups

= Add Groups

= TVS Historical Report

The “Add Users” link is used for adding new users to the system. Clicking the “Add Users” link
will display the “Add/Edit User” screen.
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Administrator Mike Manager

Add/Edit User

Per Diem Rates | Travel Requlstions | Help |

All fields marked with * must be completed. Defaults
Active to "Yes l
Yes ®

No O

Edit Profile

*UserID

Required fields
are labled with
an asterisk

*Eirst Name
Middle Initial

*LastName:

* E-Mail:

3
2
J
*Phone Area Code: E
e

* Phone Prefix:

*Phone Suffix

Phone Extension:

* Official Residence: 1 \

*Official Workstation: 1 \
*Work Schedule:

Vendor Number: Suffix: \:’

Reguester
Preparer Make role
Approver selections here

Fiscal

Roles

Click next to
complete

remainder of
record

Agency Admin

[ MNesxt ]

Cancel ]

nooo

The Add/Edit User screen is composed of the following sections:

e Active — Refers to the user’s account status. The options are “Yes” (Active) or “No”
(Inactive). “Yes” is default value.

e Edit Profile — User specific information is entered here. Fields labeled with an asterisk
are required fields and must be completed before the record can be saved

o User ID — The standard configuration is Lastname.Firstname.MI
Last name (30 characters & alpha/numeric)
First name (30 characters & alpha/numeric)
MI-Middle Initial (1 alpha character)
Note: Once a user ID is created, TEMS will not allow the same user ID to be
added to another agency. Email heretohelp@ofm.wa.gov and ask for all previous
user ID’s for the employee, then compare and add a different user 1D with at least
one character changed. Possible suggestions: (Lastname.Firstname.MiddleName
or Lastname.Firstname)
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e Roles — Selections are made to specify the roles the user will have in the system. All
users have a default role of Requestor.
The Agency Admin role can be granted by an existing Agency Admin. It is recommended
to have an agency process & to follow records retention policies when granting the
Agency Admin role.

Once the above sections are completed, click “Next” button to display the “Add/Edit User
Routing & Delegation” screen to complete the add user process. This screen is used to make
default routing and delegation selections. The User ID & a temporary password will be sent to
the new users email address after the “Next” button is clicked.

Administrator Mike Manager
Add/Edit User Routing & Delegation

Per Diem Rates | Travel Requlstions | Help |

Routing and Delegation for:

Routing
Reguestor Route To: | approver, Sam v

Make
Routing,
Delegation,
and
Groups
selections

Make selections
from drop-down
lists

Delegation
Prepare Only: | panager, Mike
Prepare & Submit | panager, Mike

Groups

Finish ] [ Save & Close ] [ Cancel

AASALA AL AT Ly oA N~

e Routing — Default routing destinations for Requestor and Approver (if necessary) roles
are selected. Selections made here will carryover to the new user’s profile.

o Delegation — Selections can be made for “Prepare Only” and/or “Prepare and Submit”.
Prepare Only or Prepare and Submit delegations authorizes the user chosen from the
dropdown menu to Prepare or Prepare and Submit reimbursement request on behalf of the
requestor, the user’s whose profile is being added or edited.

e Groups — Specifies what group types (if any) the user will belong to. TEMS has two
group types: Preparer Groups and Fiscal Groups.

Once the desired information is entered/selected, the user has three processing options:
e “Finish” button saves the current record and opens a new blank record.
e “Save & Close” button saves the current record and then returns to the previous screen.

e “Cancel” button does not save the current record and then returns to the previous screen.
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Manage Groups

OFFICE OF FINANCIAL MANAGEMENT

Home | PerDiemRates | TravelRegulstions | Help | Logoff

Administrative Tasks

Agency Administration

* Route Reimbursement Requests

= Manage Users
= Add Users

anage Groups

= Add Groups

= TVS Historical Report

Managing Existing Groups

“The Manage Groups” link is used for administration of existing groups. Clicking the Manage
Groups link will display the screen below. The Manage Groups screen displays a listing of all
groups (active and inactive) within an agency. TEMS uses two types of groups: fiscal and
preparer groups. Groups listed on the Manage Groups screen may be sorted by clicking on any of
the underlined column headings. Once groups are saved, they cannot be deleted, however they
can be inactivated.

Administrator Joe Administrator
Manage Groups
PerDiemRates | TravelRequlaions | Help |

Click to modify
group

Group Type

Fiscal Group 1 A Fiscal
Fiscal Group 2 A Fiscal

Add new
1D

Back to Administrative Tasks
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Editing a group

Clicking the Edit icon opens the View/Edit Group screen. From this screen, groups may be
edited. The following information may be edited within a group:
Active” status
- “Group Name”
- “Group Members” (adding or removing users)

Administrator Joe Administrator

View /Edit Group

Per Diem Rates | Travel Requlations | Help |

All fields marked with * must he completed.

* Active

Yes ®

No O Modify group
name
General

Agency. |15

* Group Name: |Fiscal Group 1

*Group Type

[ Save & Continue ][ Save & Close ][ Cancel ]

1] I
Group Members Remove

users

fiscal jane X
Admin.Laura X

Add new = Add Users

vl A A b PR N e N o

Inactivating a group

A group may be inactivated by changing the “Yes” (default) to “No” in the Active Section

* Active

Yes @
No O

Group is active

To begin the inactivation process, click “No” in the Active section, then “Save & Continue” or
“Save & Close”.

* Active

Yes O . Group is inactive

No &
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The system will display a warning message verifying the action: “Inactivating a group will cause
its users to be removed from the group. Are you sure you want to inactivate this group?”

Click the “OK” button to confirm the group inactivation or “Cancel” to stop. As the warning
indicates, inactivating a group will remove its users from the group.

Changing the group name

The Group Name is a free form input field. To change the Group Name, simply type in the new
information into the field.

General

” = = input field
Group Name: Fiscal Group 105 f
General
Revised group
name

Agency:

* Group Name: [Figcal Group 1050

Adding users to a group

Group Members

[ usern __________[Remove)

fiscal jane x Click Add
Users
Add Users button
| S

Clicking the “Add Users” button will display the “Add Members to Group” screen which shows
a list of potential group members that can be added to the group.
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Administrator Joe Administrator

Add Members to Group

Per Diem Rates | TravelRequlations | Help |

Adding Members to: Fiscal Group 1050

Potential Group Members

O manager.mike

% preparer.dan

Click the
desired
checkbox(es)
and then
click the Add
Users button

Cancel

Click the checkbox(es) for the desired users to add, then click the “Add Users” button.

Administrator Joe Administrator

View /Edit Group

PerDiemRates | TravelRequistions | Help |

All fields marked with * must be completed.

* Active
Yes @
No O

General

Agency. ||()5()
* Group Name: | Fiscal Group 1050

* Group Type

Fiscal

Preparer

[ Save & Continue ][ Save & Close ][Cancel ]

Selected Group Members

individual

added to
group preparer.dan X
fiscal jane X

xur‘.ﬂ‘ dw"M“."\ 'ww\Ww.

The selected individual(s) will be added to the group.
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Removing users from a group

Administrator Joe Administrator

View /Edit Group

Per Diem Rates | Travel Requlstions | Help |

All fields marked with * must be completed.

* Active
Yes @
No O
General
* Group Name: |Fiseal Group 105
*Group Type

Fiscal

Preparer

[ Save & Continue ][ Save & Close J[ Cancel ] zt:‘kf:hreds:i?::e

person
Group Members

User ID

manager.mike
fiscal jane X

Click the “Remove” icon for the desired person to remove. The system will prompt you with a
warning message. Click “OK” to continue with the deletion or “Cancel” stop the deletion.

Once the “OK” button is clicked on the warning message, the system will display an updated view of the

View/Edit Group screen with the selected members removed. Group members removed from the group
will be returned to the “Potential Group Members” list.

Administrator Joe Administrator

View /Edit Group

Per Diem Rates | TravelRequlations | Help |

All fields marked with * must be completed.

* Active
Yes @
No O
General
Agency. 1050

*Group Name:

Fiscal Group 105

* Group Type
Fiscal (e

Group
Members
section

updated

Preparer

[ Save & Continue ][ Save & Close ][ Cancel ]

~Group Membhers

fiscal jane XX
Add Users
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Add Groups

OFFICE OF FINANCIAL MANAGEMENT

ates | Travel Regulstions | Help |

Administrative Tasks

Agency Administration

®* Route Reimbursement Requests

Manage Users
Add Users
Manage Groups

dd Groups

TVS Historical Report

Adding New Groups

Clicking the “Add Groups” link displays the screen below and is used to add new groups.

Administrator Joe Administrator

View /Edit Group

All fields marked with * must he completed.

[ \
™ Active 1. Displays group
o Yes ® status (defaults to
No O Active)
General 2. Agency - defaults to
Agency. |50 home agency (cannot
* Group Name: be changed)
Group Name - type
* Group Type in group name
e Fiscal @&
Preparer O 3. Select the desired
group type
| Save & Continue |[ Save & Close || Cancel | 4. Displays group
members (initially blank
SRS when setting-up a new
roup Members group)
Q | No Users in Group. \_
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The View/Edit Group screen has four sections:

1)  Active section displays the group status. When setting-up a new group, this section
defaults to “Yes”.

2)  General section is comprised of the Agency and Group Name fields.
Agency - defaults to the home agency and cannot be changed.
Group Name — free form input field. Type-in desired group name.
3) Group Type section allows the selection of the desired group type.

4)  Group Members section displays the users who are members of the group. This
section is initially blank when setting-up a new group until members are added.

After completing the General and Group Type sections, the system provides three processing
options to the user: “Save & Continue”, “Save & Close”, and “Cancel”.

Selecting “Save & Continue” button saves the information in the Active, General, and Group Type
sections and generates the “Add Users” button.

ST T e 2 9PE AR AT g T e T SRS

[ Save & Continue ][ Save & Close ][ Cancel ]

Displays after
clicking Save &
Continue

Group Members

No Users in Group.

%
.’
:
£
s
j
TN B A D N e g e, peinisnn,

Clicking the “Add Users” button will generate a list of potential group members that can be
selected to add to the group.
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Adrinistrator Joe Administrator

Add Members to Group

Per Diem Rates | Travel Requlations | Help |

Adding Members to: Fiscal Group 1050

Potential Group Members

fiscaljane

M Select All

Click the
desired
checkbox(es)
and then
click the Add
Users button

manager.mike ‘
O preparer.dan

Add Users i Cancel
=

The selected individual(s) will be added to the group.

S TN e nrn . e Jo P

P T T S R et s, el

e y N N BN U
Agency. 1050
* Group Name: | Fiscal Group 1050
* Group Type
Fiscal
Freparer

[ Save & Continue ][ Save & Close ][ Cancel ]

Selected
individual
added to

group

oup Members

X

1t'lst:aLjame;

Back to Administrative Tasks

Selecting “Save & Close” saves the information in the Active, General, and Group Type sections
and displays the Manage Groups screen.
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Administrator Joe Administrator
Manage Groups

Per Diem Rates | TravelRequlations | Help |

New group

added to group
A

list FFiscal Group 1
iFiscaI Group 105 Fiscal
Fiscal Group 2 Fiscal
Preparer Group 105 Preparer

Add Group

Group Type
A Y

Fiscal

Back to Administrative Tasks

Selecting “Cancel” does not save any information and returns to the Manage Groups screen
described above.

Note: Preparer groups only have “prepare only” authorization.
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TVS Historical Report
Disclaimer, function is still available in TEMS, however the data has been removed from the old Travel
Voucher System (TVS). This function no longer works.

OFFICE OF FINANCIAL MANAGEMENT

Home | PerDiemRates | TravelRequistions | Help | Logoff

Administrative Tasks

Agency Administration

®= Route Reimbursement Requests

= Manage Users
= Add Users
= Manage Groups

* Add Groups

QS Historical Report ’

The TVS Historical Report link is used to access TVS Voucher Reports. This feature is only
available to users who have the roles of Administrators or Fiscal. VVoucher reports of any status
from: “Unsubmitted” to “Processed for Payment” is available.

Conducting a Search

Clicking the TVS Historical Report link will the display the TVS Query screen below.

Administrator Joe Administrator

TVS Query

Per Diem Rates | Travel Requistions | Help

Search Criteria

UseriVoucher Data

satoge: | | enapate: ||
Reguestor: | Official Workstation: |
Descrjp!ion:l | Taxable Meals? []

Batch Data

Batch Number: :] Batch Type: I:I Fiscal Month: I: Biennium: [:]

VendorDocument Numbers
Vendor NumherSuffix: I | l:] Document Number/Suffix I H:]

Query Help

The use and performance of this feature is still being finalized at this time. Once completed, this
section will contain the appropriate details.
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Glossary

1.

2.

Agency Administrator: A user that has been granted administrative permission levels
for the agency.
Approver: Someone who is granted authority to approve pre-approval or reimbursement
requests for travel and expenses.
Batch Report: A report that contains batch summary information and the accounting
details of travel vouchers sent to AFRS.
Breakfast Rate Amount: The breakfast portion is 25% of the set daily meals
entitlement rounded to the nearest dollar.
Dinner Rate Amount: The dinner portion is 45% of the set daily meals entitlement
rounded to the nearest dollar.
Fiscal User: A user authorized to review, approve, code and submit a pre-payment or
reimbursement request for final processing.
Foreign Travel: Travel in all areas of the world outside of the United States of America
and its possessions. (SAAM Glossary)
In-State Travel: Travel within the state of Washington. However, with respect to the
requirement for prior authorization of out-of-state travel in Subsection 10.10.50, travel to
counties and/or cities in the states of ldaho and Oregon that are contiguous to the border
between Washington-ldaho or Washington-Oregon shall not be considered out-of-state.
(SAAM Glossary)
Lodging Rate Amount: Reimbursable lodging expenses include the basic commercial
lodging cost and any applicable sales taxes and/or hotel/motel taxes on that amount.
Lunch Rate Amount: The lunch portion is 30% of the set daily meals entitlement
rounded to the nearest dollar.
Miscellaneous Expenses: Miscellaneous travel expenses essential to the transaction of
official state business are reimbursable to the traveler. Reimbursable expenses include,
but are not limited to:
Taxi, shuttle, or limousine fares (including a customary tip or gratuity), motor
vehicle rentals, parking fees, and ferry and bridge tolls.
Registration fees required in connection with attendance at approved
conventions, conferences, and official meetings.
Rental of room in a hotel or other place which is used to transact official state
business. The room rental is reimbursable as a separate item from lodging
when authorized by the agency head or authorized designee.
Charges for necessary facsimile (fax) services.
Charges for necessary stenographic or typing services in connection with the
preparation of reports and/or correspondence, when authorized by the agency
head or authorized designee.
The actual cost of laundry and/or dry cleaning expenses, as evidenced by a
receipt, is authorized for travelers in continuous travel status for five (5) or
more days in the continental U.S.A. An allowance is already included in the
meals and incidental rates for travel outside CONUS (refer to SAAM,
Subsection 10.20.10). Use of a coin-operated Laundromat is allowable.
If a receipt for a coin-operated Laundromat is not available, the traveler may
claim actual expenses up to $50 on the "Detail of Other Expenses" portion of
the Travel Expense Voucher (form A20-A) (refer to SAAM, Subsection
10.80.40).
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10.

11.

12.

13.

14.

15.
16.
17.

18.

19.

20.

Mandatory fees charged by lodging facilities for items such as room safes.
(SAAM)

Official Residence: The city, town, or other location where a state official or employee
maintains a residence that is used as their primary domicile. Determinations by the
agency head or authorized designee regarding a state official or employee's official
residence are to be based on items such as voter registration, ownership, or long-term
rental of a personal residence, and the permanent address carried in the state official or
employee's personnel or other file. (SAAM Glossary)

Official WorkStation: The city, town, or other location where the state official or
employee's office is located, or the city, town, or location where the state official or
employee's work is performed on a permanent basis. For the purposes of these travel
regulations, Olympia, Tumwater and Lacey are considered to be the same official station.
A state official or employee's official station is to be designated by the agency. It is to be
determined by the needs of the agency and not assigned because it is the home or
preferred living area of a state official or employee. (SAAM Glossary)

Out-Of-State Travel: Travel anywhere outside the boundaries of the state of Washington
is to be coded as out-of-state travel. However, with respect to the requirement for prior
authorization of out-of-state travel in Subsection 10.10.50, travel to counties and/or cities
in the states of Idaho and Oregon that are contiguous to the border between Washington-
Idaho or Washington-Oregon shall not be considered out-of-state. (SAAM Glossary)

Per Diem Expenses: Daily travel costs covering both lodging expenses and subsistence
expenses while in travel status. (SAAM Glossary)

Preparer: A user that requests pre-approval or reimbursement for travel and expenses
on behalf of someone else.

Reimbursement Request: A request for payment of actual business expenses incurred.
Requestor: A user that requests pre-approval or reimbursement for travel and expenses.

Privately Owned Vehicle (POV): A vehicle privately owned, leased, or borrowed by a
state driver for which the driver receives or is entitled to receive monetary reimbursement
or per diem when the vehicle is used to conduct official state business. The state driver is
responsible to maintain vehicle insurance on the POV in compliance with Washington
mandatory liability insurance requirements as defined in RCW 46.29 and RCW 46.30.
Refer to Subsection 12.40.20 (SAAM Glossary)

System Administrator: A user that has been granted all system administrative
permission levels for TEMS.

Travel Status: The official status of a traveler when the traveler is away from both the
official residence and the official station, exclusive of commuting between the traveler’s
official station and official residence, on state-related business. (SAAM Glossary)

Trip: The time from which a person enters travel status to the time the person leaves
travel status.
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Appendix A

E-mail Notification
The following e-mail notifications will be sent when a reimbursement request is processed.

Action Receives Direct Receives CC
E-Mail of E-Mail
Preparer with “Prepare Only” authority Requestor None

completes reimbursement request for
Requestor and submits to Requestor.

Preparer completes reimbursement request Approver Requestor
with “Prepare and Submit” authority for
Requestor and submits to Approver

Requestor completes reimbursement request Approver None

and submits to Approver

Approver (1) approves reimbursement Requestor
request prepared by Requestor and sends to

Fiscal

Approver (1) approves reimbursement Requestor

request prepared by submitter with “Prepare
Only” authority and sends to Fiscal

Approver (1) approves reimbursement Preparer
request prepared by submitter with “Prepare Requestor
and Submit” authority and sends to Fiscal

Approver (1) denies reimbursement request Requestor None
prepared by Requestor

Approver (1) denies reimbursement request Requestor None
prepared by submitter with “Prepare Only”

authority

Approver (1) denies reimbursement request Requestor Preparer

prepared by submitter with “Prepare and
Submit” authority

Approver (1) returns a reimbursement Requestor None
request for changes prepared by Requestor

Approver (1) returns a reimbursement request Requestor Preparer
for changes prepared by submitter with
“Prepare and Submit” authority

108 of 115




Approver (2) approves reimbursement
request prepared by Requestor and sends to
Fiscal

Requestor

Approver (2) approves reimbursement
request prepared by submitter with “Prepare
Only” authority and sends to Fiscal

Requestor

Approver (2) approves reimbursement
request prepared by submitter with “Prepare
and submit” authority and sends to Fiscal

Preparer
Requestor

Approver (2) denies reimbursement request
prepared by Requestor

Requestor

None

Approver (2) denies reimbursement request
prepared by submitter with “Prepare Only”
authority

Requestor

None

Approver (2) denies reimbursement request
prepared by submitter with “Prepare and
Submit” authority

Requestor

Preparer

Approver (2) returns a reimbursement request
for changes prepared by Requestor

Requestor

None

Approver (2) returns a reimbursement request
for changes prepared by submitter with
“Prepare Only” authority

Requestor

None

Approver (2) returns a reimbursement request
for changes prepared by submitter with
“Prepare and Submit” authority

Requestor

Preparer

Approver (2) returns a reimbursement request
for changes to Approver (1)

Approver (1)

Requestor

Fiscal approves a reimbursement request
prepared by Requestor and received from
Approver (1 or 2)

Requestor

None

Fiscal approves a reimbursement request
prepared by submitter with “Prepare Only”
authority and received from Approver (1 or 2)

Requestor

None

Fiscal approves a reimbursement request
prepared by submitter with “Prepare and
Submit” authority and received from
Approver (1 or 2)

Requestor

Preparer

Fiscal denies a reimbursement request
prepared by Requestor and received from
Approver (1 or 2)

Requestor

None
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Fiscal denies a reimbursement request
prepared by submitter with “Prepare Only”
authority and received from Approver (1 or 2)

Requestor

None

Fiscal denies a reimbursement request
prepared by submitter with “Prepare and
Submit” authority and received from
Approver (1 or 2)

Requestor

Preparer

Fiscal returns a reimbursement request for
changes prepared by Requestor and received
from Approver (1 or 2)

Requestor

None

Fiscal returns a reimbursement request for
changes prepared by submitter with “Prepare
Only” authorization and received from
Approver (1 or 2)

Requestor

None

Fiscal returns a reimbursement request for
changes prepared by submitter with “Prepare
and Submit” authorization and received from
Approver (1 or 2)

Requestor

Preparer

Fiscal processes reimbursement request for
payment that was prepared by Requestor

Requestor

None

Fiscal processes reimbursement request for
payment that was prepared by submitter with
“Prepare Only” authorization

Requestor

None

Fiscal processes reimbursement request for
payment that was prepared by submitter with
“Prepare and Submit” authorization

Requestor

Preparer
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Appendix B
System Help

WASHINGT O N

Reimbursements Profi:/

Welcome to the Travel and Expense Management System!

systomiows—————————— Wragee

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

®* Change Your Profile

= Switch Approver

= Create New Trip

= Create Reimbursement Request

Clicking the Help link will display the Help Home page which provides a TEMS help contact list
for agencies:

OFFICE OF FINANCIAL MANAGEMENT

SEEEL M Passwords | Per Diem Rates | Comments & Suggestions | Reference Guide | Travel Regulations | FAQ and Other Help

Travel and Expense Management System

Access to TEMS or Questions on Reimbursement Requests
Contact your Agency Administrator or your agency Travel Help Desk.
They are listed alphabetically by agency in the file linked below:

Click to find your Agency Administrator or Travel Help Desk

Home | Privacy Notice | OFM Systems Home
Copyright ® 2008 Office of Financial Management

TEMS provides a two-tier help system. The contact list linked on this page provides the agency
level contacts. The OFM Helpdesk contact for system assistance is also provided on this page.
Agency specific questions, i.e. agency policies are best directed to the agency contact.

The Help menu bar also displays other options.

The Passwords tab provides information regarding the process of changing passwords as well as
guidelines for password structure.

The Per Diem Rates Link provides access to related sub-links:
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The Comments & Suggestions Link provides a way for users to submit suggestions and
comments concerning the system. These suggestions and comments are submitted directly to the
TEMS Product Consultants for review.

¢/ OFFICE OF FINANCIAL MANAGEMENT

Help Home | Passwords | Per Diem Rates EeIGERICERNNGES(WLEN Reference Guide | Travel Regulations | FAQ and Other Help

Comments & S%gestions

Please tell us what you think about our website. We welcome any suggestions you may have for future releases of the
Travel and Expense Management System (TEMS). Please provide us with your contact information so we will be able to
reach you if we have any guestions.

Comments

Contact Information

Name

Title

Agency

Telephone

FAX

|
|
|
Address |
|
|
|

Email

[ Send Message ” Clear Form ]

The Reference Guide Link opens the TEMS Reference Guide in PDF Format. The guide may be viewed
online or printed.

The Travel Regulations Link provides direct access to state-wide travel regulations in the State
Administrative and Accounting Manual.

The FAQ and Other Help tab provides links to frequently asked questions and other help
documents.
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Appendix C
TEMS Reports

The Travel and Expense Management System (TEMS) offers several reports available through
the Enterprise Reporting (ER) application under the TEMS Reports Folder in ER reporting

portal.

Please contact the OFM Help Desk at (360) 407-9100 for more information about these reports
or on how to obtain access to ER.

Report Inventory (these are available through ER)

Report | Report Name Report Description
No.
TEMOO01 | Reimbursement Request Details | Displays the workflow of a reimbursement request
Approval Process Performance | from creation to payment.
Report
TEMO0O02 | Travel Advance Report Displays a comparison of travel advance(s) issued to
travel expenses claimed.
TEMOO03 | Meal Report for Non-Overnight | Displays meal information associated with non-
Trips overnight trips.
TEMO0O04 | Privately Owned Vehicle Displays privately owned vehicle mileage information
Mileage Report associated with trips.
TEMOO5 | Out of State Travel Report Displays information regarding trips with destinations
outside of Washington State.
TEMOO06 | Out of Country Travel Report Displays information regarding trips with destinations
outside of the United States.
TEMO0O07 | Returned Reimbursement Displays information regarding reimbursement
Request Report requests that have been “returned for changes” or
“denied”.
TEMOO08 | Destination Report Displays trip information for a requested
destination(s).
TEMOO09 | Trip ID Report Displays trip information by requestors with start date
and end date.
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Appendix D

Abbreviations

AFRS
Agency Financial Reporting System
Al
Appropriation Index
BatTyp
Batch Type
Bien
Biennium
Doc Date
Document Date
ER
Enterprise Reporting
FM
Fiscal Month
HTML
Hypertext Markup Language
IRS
Internal Revenue Service
Ml
Master Index
Misc
Miscellaneous Travel Expenses
OFM
Office of Financial Management
Oryg
Organization Index
Pl

Program Index
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Proj
Project

RR ID
Reimbursement Request Identification

SAAM
State Administrative & Accounting Manual
Sfx
Suffix
SO
Subobject
SSO
Sub-subobject
SubPr
Sub Project
TC
Transaction Code
TEMS
Travel and Expense Management System
TVS

Travel Voucher System
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