Listserv for Travel Enhancements

Selected topics

August 22, 2005
Based on feedback the project team has received since the initial roll-out of the IRIS Travel system, the following enhancements have been made to the system.

1. New icons have been added to the TRIP Travel Manager. They are:

· “Tennessee Cities & Related Counties and Regions” have been added.
· “Calculate Mileage between Cities (MapQuest)” now points to MapQuest instead of the State of Tennessee website. The State’s webpage did not include Martin or Tullahoma.
· “Travel Forms” now points to the IRIS -> Travel System website where all the new University Travel Forms are located. This replaces the link to “Record a a Guest Traveler Form”.
· “Foreign Currency Conversion Calculator”. This link will assist with currency conversions for foreign trips. The individual conversions must still be recorded on each receipt.
2. When recording expense for lodging, both the room rate and associated taxes must be recorded separately for non-conference trips. For conference hotels, the room rate and associated taxes can be combined. The names associated with non-conference trips have been changes to clarify the identification of taxes associated with the room rate.
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3. It is now possible to look up check information directly from the “TRIP – Travel Manager” transaction. From the “TRIP – Travel Manager” screen, click on the scroll icon which is the “Display Payment History” option. Instructions drilling down to the actual check number will be available shortly.

4. Only one workflow can be submitted for any one Travel Expense Report. An edit has been added to the system to give an error if there is already an active workflow. If corrections have to be made to an expense report that is already in the approval system, transaction ZWF_HISTORY should be used to determine whose in-box the report is sitting. Contact that person and request that he/she reject the report so that it can be corrected and resubmitted.

5. Changes to travel requests can be made and resubmitted for approval at any time prior to before it is saved. Once a travel expense report is saved, the request can no longer be changed, All changes to the trip from that time on must be made on the expense report and documented in the comments section.
6. DO NOT delete or change any expenses that have been paid to a traveler on a prior check, It is appropriate to add additional expense receipts or per deims or to make an adjustment with the “negative adjustment to total” expense type. However, DO NOT change or delete a paid expense.

The “ZWF_HISTORY – Workflow history Report” transaction has been improved. There is a new tab on the far right for “Travel”. Documentation will follow for using this transaction, but be aware that the more specific information you can provide the more efficient the query will be. Please be aware that this transaction can take a while to return your information. 

7. News and Notes from Travel Question & Answer Session
Selected Questions
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What information is required in the expense statement?

In addition to the applicable receipts, you must include the destination, reason for the trip, and, for anyone traveling under University rates, a region code on the expense report.
What should be the order of documents submitted to Business Office?

When you send the TRIP expense information to your business office, the expense report should always be on top, with the pages in numerical order. The signature page should NOT precede other pages within the request. If the traveler has submitted a T-3 or memo for the signature document, it should be placed behind the expense report, followed by the receipts.

The receipts should be attached in the order listed on the expense statement. When you enter receipts into TRIP, a receipt number is generated. This number is NOT important to the travel auditors – DO NOT PUT THE RECEIPTS IN ORDER BY THIS NUMBER unless that is the order in which they appear on the expense statement. 
Do we need to include a copy of the travel request when we send the signed expense report and the receipts?

No, a paper copy of the IRIS travel request does not need to be submitted with the expense report. The travel request will have the same trip number as the expense report, which will make it easy for the business offices to find information from the travel request, if needed, when auditing an expense report.
How should I handle a change to an expense report that has been rejected?

When someone rejects an expense report that you have entered, you should receive an item in your inbox. If you do not receive the rejection in your inbox, please e-mail irishelpdesk@tennessee.edu.

The rejected work item will give you three options:

Acknowledge and Remove from Inbox – this option gets rid of the work item entirely. Do not choose this option unless you should not have entered the trip at all or the trip has been canceled or rescheduled.

Change Expense Request – this is the option you should choose to make changes to the expense report. You should use this technique instead of going back to TRIP to make your changes. As with the original entry, you will make your changes, save your changes without submitting to workflow, and review the results. Once the expense report looks correct and you have printed the correct version, save again and submit to workflow.

Cancel and keep work item in inbox – this option allows you to leave the work item for now and return to it when yo u are ready to make changes.

If someone rejected the item accidentally, use the Change Expense Request option. You will not need to make any changes – just click the “save” button again. Since you have already printed this version of the expense report, you may immediately submit it to workflow.

Why am I seeing the message “Trip xxxxxxxxxx is pending workflow approval, trip cannot be changed”?

The travel system may now only have one workflow in process for travel. If you have submitted an expense report and attempt to make another change to it, you will see this message.

Use report ZWF_HISTORY to find the location of the item in the workflow path. This report will show you whose inbox has the work item. Contact that person and ask them to reject the item. See the previous item for changing an expense report that has been rejected.

Why am I seeing the message “Expenses have been entered for trip xxxxxxxxxx; Trip Request cannot be changed.”?

You can make changes to a Travel Request and resubmit it for approval up to the time at which a Travel Expense Report is created. One the Expense Report is saved, the Travel Request can no longer be changed. Any changes to the authorization must then be made to the Travel Expense Report. These changes must be explained In the Comments section.
How do I request information on travel workflow in ZWF_HISTORY?

When you first access ZWF_HISTORY, the “Parked Document” tab is displayed. Click on the Travel tab. You will need to specify the personnel number of the traveler, the trip number, or the funds center of the cost center paying for all or part of the trip (or you may enter a funds center range).

The ZWF_HISTORY report is color-coded. The line that displays in green shows the inbox of the user who currently has the work item. You can identify the approver/reviewer who needs to process a work item by looking for the green line. On a completed workflow, there will not be a green line.
Tips on using the “Region” field

The “region” field corresponds to information you already know. The region is a way of mapping the Level I and Level II locations for in-state locations and the General, Selected Cities, and Special Exceptions for out-of-state when traveling under university rates. For example, the region code TN1U would be used for Level I and TN2U would be used for Level II.

The region field drives the reimbursement rates for hotels and meals. However, the region must be entered even if you are only recording mileage and do not have meals or hotels included in your reimbursement. If you do not enter a region field, you may see a message like “Approved Travel Request required for Expenses”. That is because the region lets the system know whether the trip is in-state or out-of-state.

There are links from the Travel Manager page that provide more information on regions. Some users are opening two IRIS sessions so they can have one session for their TRIP entry and a second session to access the links of the Travel Manager screen.

If you haven’t yet established your personal list of regions, you should consider doing that. For information on setting a personal list, see the document “TRIP – Initial Settings for Travel”, which is available from the TRIP transaction by selecting Help >>IRIS Help from the menu bar.

The region that you enter must be compatible with the “Trip Type, Statutory” field in the Mileage and Per Diem Reimbursement” section. If the travel is under university rates, the region should be one of the codes that begin with “OS” (for out-of-state) or TN2U or TN1U (for in-state). The region codes that are for specific locations (such as ‘TN/NA’ or ‘GA/AT’) are for Federal and State rates. If there is a mismatch between the region and the “Trip Type, Statutory”, you will receive the message “Trip cannot be saved due to errors in simulation.”

If you are processing expenses for international travel with university rates, you should use country code “ALL” and region “FGNU”. However, when you first submit the travel request, you must specify the true country code so the request will route properly for workflow approvals. Then when you create the expense report, you must change the country code to “ALL” and the region to “FGNU”. For example, if you traveler is traveling to France, you would specify “FR” as the country code on the travel request. When you create the expense report, you must change the country code from “FR” to “ALL” and the region to “FGNU”.
What does the error message “Errors in Simulation” mean?

This is a generic error message that just means an error is occurring in the expense report. The most common reasons for the message are:

- “region” is not entered on all of the additional destinations or expense receipts.The region field for the first destination is copied from the “General Trip Data”, but additional destinations must have the regions specified as well.

- the “region” and “trip type, statutory” are not compatible. See more information on item Tips on using the “Region” field above.

If you’ve checked these items and they appear to be okay, click on the “results” button to obtain more information. The resulting message may be equally cryptic, but you can send an e-mail with this information to irishelpdesk@tennessee.edu for assistance. The second  message will give us more information to identify the problem.
Where do you see the region on the Travel Expense Report form?

The region code is not listed on the form, but the text associated with the region code is listed in the first box under “Itinerary”. The box will contain other information such as the trip reason and destination. The region text will look something like “In State General Lv2-U” (for region code TN2U).

This is the format the approvers and reviewers will see in workflow so this is the only way they will have of identifying the region.

We are hopeful that the next release of SAP will allow us to display the region code as well as the region text.
When using state rates, how do we handle the 75% allowance on first and last days of travel?

Use the appropriate region and “Trip Type, Statutory” for state rates and indicate that you are using per diems. For the first and last day of the trip, access the “Deductions” section for meal and accommodations and check the boxes to deduct all the meals for the first and last day from the per diem. In the expense receipts section, make an entry for the first day and the last day using the “Meals, Actuals” expense type and use the 75% amount. Indicate in the comments for the “Meals, Actuals” expense that it is for the 75% allowance on the state rate.
My trip description is too long for the “Reason for Trip” field. What should I do?

Type a shorter description in the “Reason for Trip” and include the phrase “see comments”. You can then use the comments section to enter a much longer description.
How do you handle multiple destinations for one day on an expense report?

Use the “Additional Destinations” area. In this area, you can specify a second destination and provide the starting “Date” and “Time” for that location. You can specify multiple locations for the same date and specify a different starting time. The first destination in this area is titled “Trip Destination” and is copied from the destination provided in “General Trip Data”.

If your expense report will only record in-state mileage with no other expenses to be reimbursed, you may simplify the expense report quite a bit. For this situation, choose one day within the travel period when no other travel has occurred, and use this day as both the “Start of Trip” and “End of Trip”. Enter “Mileage for various cities in TN” as the destination. In the “Comments” area of “General Trip Data”, specify “Mileage for (specify period) – See attached log”. Enter the total number of miles to be reimbursed in the “Mileage and Per Diem Reimbursement” area. Don’t forget to enter an in-state code in the region field!! Attach the log to the expense report and send it to your business office. If you are recording mileage only, it is allowable to include travel to out-of-state locations if they are within a 50-mile radius.
How do I record parking fees with monthly a mileage reimbursement?

You can have parking reimbursements included with your monthly mileage reimbursement. You need to make an entry with the expense type “Parking” for each parking receipt that you have. You will need to indicate the actual date(s) on the parking receipt. The date on the parking receipt will probably not fall within the trip “To” and “From” dates since you are specifying one day within the mileage period. If this is the case, you will see the message “Date not within Trip Duration”. This is a warning message only. You will be able to continue entering expenses or saving the expense report.

Optionally, you can have one expense receipt for parking, and in the comments field for that expense list all the various parking receipts, the dates, and the reasons.
What do I do if I need a reimbursement for meals with the monthly mileage?

It is allowable to include a reimbursement for an occasional meal when you are completing one expense report for monthly (or periodic) mileage. Use the “Meals, Actuals” expense type and record the actual day of the meal. The date on the meal receipt will probably not fall within the trip “To” and “From” dates since you are specifying one day within the mileage period. If this is the case, you will see the message “Date not within Trip Duration”. This is a warning message only. You will be able to continue entering expenses or saving the expense report.
How do I indicate mileage on a one day trip?

You should include a line item for each leg of the trip. For example, if you were making a day trip from Knoxville to Nashville, you would have two entries in the “Miles/KM Distribution” section. One line would indicate a starting location of Knoxville and an ending location of Nashville, and the second line would indicate a starting location of Nashville and an ending location of Knoxville.
What if my traveler has local travel mileage on a trip?

This can be handled in a couple of ways:

(1) You may enter an additional line in the “Miles/KM Distribution” section and mark it as “Local travel” in the destination fields.

(2) You may include it in the amount for one of the legs of the trip and indicate “Includes local traffic” in the comments.
How do I deal with per diem reimbursements for partial days?

The new Travel fiscal policy will not allow the partial reimbursement in the same way as before. The system will now provide meal reimbursements based on the number of hours in the day that the person is traveling:

Up to 6 hours – 25 % of the per diem

Up to 12 hours -- 50 % of the per diem

Up to 18 hours – 75 % of the per diem

Over 18 hours – 100 % of the per diem

This is why it is important to accurately represent the starting and ending times on first and last days of the travel on the travel expense report.
How do you enter a request if someone will be driving to an airport and needs reimbursement for that mileage but will then be traveling out of state or out of the country.
On a travel request, the first destination should show the person’s ultimate destination so the workflow routes properly since different approvals may be required if the person is traveling outside of the state or outside of the country.

When you complete the expense report after the travel is completed, you can then make the adjustments to include a destination to the airport for mileage or overnight lodging en route to the ultimate destination. The expense report should record any destination where expenses were incurred. If you have a lay-over for a few hours at an airport but no additional expenses were incurred, you do not need to enter that as a destination.

When doing foreign travel, make sure you change the country code when entering the expense report. The request should show the actual country of the travel. The expense report should use “ALL” for the country and “FGNU” for the region code when the travel is under university rates.
When will direct deposit be available?

The IRIS project team is in the process of configuring direct deposit. We will send a listserv notification with more information when the configuration is complete.
Is it possible to do a retroactive travel request?

The system will allow you to, but according to policy you should not. It is important that users be able to enter retroactive travel requests during the transition period, since the original approval to travel very likely may have been processed on a T-18. In the future, auditors may be monitoring the system for travel authorizations approved after the travel period.
If a department has agreed to pay a specific amount toward a trip, how can I specify this?

It is not possible to do specific amounts on the travel request – only percentages, but it is good to provide some information here so the request will route to the approver of the cost center/WBS element who is covering part of the costs. You will need to estimate what percentage this amount is of the amount you enter as “Estimated Costs”. Specify this percentage for the appropriate cost center or WBS element in the “Alternative Cost Assignment for the Whole Trip”. You should indicate in the comments the specific amount to be covered by the other cost center/WBS element. It is possible to do specific amounts on the expense report, but it must be done through the “Expense Receipts” section. If you have specified “Alternative Cost Assignment for the Whole Trip” on the request, it will have copied over to the expense report. You will need to clear the “Alternative Cost Assignment for the Whole Trip” entries in the “General Trip Data” section on the expense report because this area is used to assign costs based on percentage.

To enter the specific cost assignment, you will need to choose one or more receipts for the specific amount. For example, if one cost center was to pay $200 and the lodging receipt was for $500, you could apply the $200 against the lodging receipt. You would choose the appropriate expense type (“Lodging Non-conference”, in this example) and access the “Alternative Expense Receipt Cost Assignment”. Open the “Enhance Cost Assignment” window by clicking on the button at the far right of this area. In this window, there is an area in the upper right corner titled “Assignment”. Change the selection from “Percentage” to “Absolute”. In the grid area at the bottom of this window, the first column will change from “% Distrib” to “Distribution”. In this column, enter the specific amount ($200 in our example) and specify the cost center or WBS element in the appropriate column. The amount over the specific cost assignment ($300 for our example) will be applied to the traveler’s primary cost center. When you return to the expense type screen, it will show the cost assignment as a

percentage, but don’t worry – the TRIP screen likes to show percentages, but it really will be handled as a specific dollar amount.
When do I use “ZZZ” provider codes?

The “ZZZ” codes are available for expenses for airfare, rental cars, and hotels. If the provider that you use is not in the drop down list, choose “ZZZ” and specify the provider name in description field.
How do you handle the reimbursement when two people share a hotel room?

Each person must submit their own expenses for reimbursement. Both travelers should request their own receipt. If it is not possible for both parties to get a receipt, they can make a copy and indicate what amount each traveler is paying and reference the other traveler.
Will there be any reports to help us track travel requests and expenses?

Three new travel reports have been released. The report transaction codes are:

ZTV_S_AHR_61016401 - General Trip Data/Trip Totals

ZTV_S_AHR_61016402 - Trip Receipts

ZTV_S_AHR_61016403 - Trip Receipts Without Gen. Trip Data

These reports are available from the following IRIS menu path:

IRIS Reporting >> Financial >> Travel >> General Trip Data/Trip Totals.

If you do not enter any selection criteria for the report, all trips for which you have access will be displayed. On the results screen, you may click on the personnel number to display information on the traveler. You may click on the trip number to see additional details of the trip. Documentation is being developed for these reports. Once it is available, it will be available by clicking “Help”>>”IRIS Help” within the report transaction.

Additional travel reports are being developed and will be available soon. Once they are available, an announcement will be made on the IRIS listserv.
How will the travel items appear on my ledgers and other reports?

The travel expenses will appear with the same G/L accounts and commitment items as before. If a check has not yet been written, the expense shows as a commitment and reflects the trip number on many reports. Once a check has been written, a financial document is created, and the document number begins with a “7”. The financial document number will appear on the financial reports.

From within the ledger, you can drill down on the financial document and see the detail including the trip number and the traveler for the trip. The trip text for the ledger and other reports begins with “Trip from xx/xx/xx to xx/xx/xx destination.” On the ledger, only part of this description is shown so it is difficult to track which trip a line item may refer to without further investigation. We are investigating ways to instead begin the text with the traveler’s last name followed by the first destination and the date of the trip.
How do I know if a check has been written for an expense report? How do I find the check number?

There are several ways to obtain this information:

(1) Trip Payment History:

i.The trip will have moved from “Open Trips” to “Paid Trips” in the TRIP transaction. If you expand the overview, you will see a column with the heading “Travel Expense Report Is . . .” and you will see a status of “Paid on” with a date if the payment has been processed. You may see a status of “Approved” if the payment has not yet been processed.

ii. On the TRIP application toolbar, select the button for “Display Payment history” (it looks like a scroll). Trips that have had payment processed show a small picture of money as the first item on the line. If you hover over this picture, it will show the date on which the trip was paid. From this list, you may click on the financial document number (the 9-digit number beginning with 7) and choose “accounting document”. If you are familiar with financial entry in IRIS, this takes you into FB03 (see next) 

iii. In FB03, you may use the financial document number (the number beginning with 7) that you’ve obtained from a ledger or other report to display the financial information for the TRIP. Double click on the line item (showing traveler’s name) to display the line items details. On this screen, select “Environment” on the menu bar. If the menu option “Check Information” is available, a check has been written and you can select this option to see the check details. If the “Check Information” menu option is grayed out, the check has not yet been written.

(2) FBL1N: You can use FBL1N to find a check number. You will need to use the matchcode for the “vendor account” and select the “Vendors by Personnel Number” tab to find the corresponding vendor account for the traveler. You will need to select “All Items” or “Cleared Items”. A list of all trips for the traveler will be displayed, and will include the check number as one of the items on the report.
How often is the payment process run? (How long does it take to cut a check?)

The payment settlement is run every morning and will write checks for anything that has already processed the current morning or any payments not processed on the previous day.

Remember that a trip will not be processed for payment until the final approval from the travel audit office, and the travel auditors cannot complete their approval until they have the expense report and receipts in hand.

For fiscal year-end, two payment runs will be processed each day until June is closed. One run will be for reimbursements affecting old fiscal year funding and one run will be for the new fiscal year.
Do trips remain forever in the TRIP transaction?

Unless a trip is deleted, it will remain in the IRIS system. There are settings you can use to control which trips are displayed in the TRIP transaction. You may choose to display all trips, trips in the last 12 months, or trips in the calendar year. For more information on these settings, see the document “TRIP – Initial Settings for Travel” or the lesson “Trip – Set Defaults.” Both of these are available by selecting Help >> IRIS Help from the main menu bar in the TRIP transaction.
If a travel check is returned, where does it go?

All returned checks to the Treasurer’s Office, Accounts Payable section. They will contact the respective campus business office about the returned check.
Why must you enter room expenditures and room taxes as two separate expense receipts?

Room rates differ based upon the region used for the travel. When you enter a standard room expenditure (not a conference hotel expenditure), you should enter the room rate separately so the system can verify it against the allowable room rate for the specified region. If the taxes were included in that expense receipt, it would overstate the room expenditure and could result in a traveler’s reimbursement being lowered. You would enter the room rate expenditures as “Lodging Non-conference” and the room taxes as “Lodging Taxes Non-conference”.

Since there is not a set rate when staying at a conference hotel, the room taxes can be combined with the room rate and entered as “Lodging Conference Hotel.”
How do I find the rejection reason for a rejected trip request or expense report?

When either a Trip Request or Trip Expense is rejected, the system asks the person rejecting the request to provide a reason for rejection. This information is collected in the form of a SAP Office document and is carried in the workflow as an attachment. When the originator of the workflow is informed that it has been rejected the work item will have an attachment containing the reason for rejection. The reason for rejection can be displayed in any of the following three ways:

a) The system will display a quick link to the attachment in the Preview Pane (lower right corner) of the originator's Business Workplace Inbox after he/she highlights the rejection notification work item. The link will look something like -- "Office Document: Reason for Rejection" and one can simply click on the link to display the document.

b) The reason for rejection can also be displayed by Right-mouse clicking on the rejection work item and choosing Attachment-->Display attachment.

c) If one is not the originator, one can display the reason for rejection by choosing the View: Workflow Objects Tab within the Workflow Log and clicking on the link to the SAP Office Document.
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