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TRIP TRIP- Initial Settings for Travel (Document) 
 

Change History 

Update the following table as necessary when this document is changed: 

Date Name Change Description 

2/9/2005 Sally Townsend Create initial document. 

2/15/2005 Sally Townsend Add additional information about TRIP settings.  
Remove the LND parameter section, since this 
was done with a CATT script for everyone. 

3/18/2005 Jenifer Huey First edit 

3/21/2005 Jonathan Ruth & 
Sheila McNeil 

Reveiw 

3/21/2005 Jenifer Huey Second edit 
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Purpose 

Use this procedure to make initial changes to your default TRIP transaction settings. 

Trigger 

Perform this procedure when you first use the TRIP transaction, and subsequently when you 
have a specific question about your TRIP settings. 

Prerequisites 

None 

Menu Path 

Use the following menu path(s) to begin this transaction: 

• Select Accounting  Financial Accounting  Travel Management  TRIP – Travel 
Manager to go to the Travel Manager screen. 

Transaction Code 

TRIP 

Helpful Hints 

None 
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Procedure 

1. All of these procedures should be completed when you use the TRIP transaction for the first 
time: 

To Go To 

Set defaults for travel settings in the TRIP transaction Step 4 

Display the Trip Number in the Overview section of the screen Step 5 

Set personal settings for the display of popup windows Step 6 

Set up personal lists for Matchcode selections, particularly for Region, 
Airlines, Auto Rentals, and Lodging fields 

Step 7 

Enter time in AM/PM format and have the IRIS system convert it to 
military time for you 

Step 8 

 

2. Start the TRIP transaction using the menu path or transaction code. 
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SAP Easy Access 

 

3. Double-click .  The Travel Manager screen is displayed. 
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Welcome to the Travel Manager 
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4. Use the following procedure to set defaults for travel settings in the TRIP transaction. 

Welcome to the Travel Manager 
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4.1 Click  (Settings) to change your default travel settings.  The Settings for User 
XXXX window will appear. 

Settings for User STOWNSE3###5 

 

 

4.2 Choose one of the options in the Selection Period section to determine the trips that 
are displayed on the TRIP screen.  You can choose to display all the traveler’s trips, 
the trips for the last 12 months, or the trips for the current year. 

4.3 In the Initial Screen section, you may select any combination of the following:  

• Click  to display an overview of all trips 
down the left side of the TRIP screen.  This is a quick way to see the trip 
number, status, and summary information for all trips.  Also, paid trips will show 
up here under a tab marked “Paid Trips” – these are not displayed on the right 
side of the TRIP transaction. 

• Click  only if you wish to display 
pictures of the various UT campuses on the right side of the TRIP screen.  You 
will be able to see more of the open trips and reduce network load if this 
feature is not selected. 
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• Click  to display all possible 
subsequent activities for a travel request or expense report.  If this feature is 
not selected, only the usual subsequent activities will be displayed.  For 
example, since a travel expense report cannot be entered until after the end of 
the trip duration, you will not be able to view that choice until after that date has 
passed if this feature is not selected. 

• Do not click .  This feature is not 
needed. 

4.4 The TRIP transaction allows you to use information from previous trips to copy into 
similar trips on a new Travel Request quickly and conveniently.  In order to use this 
feature, you must specify the maximum number of entries you want to have available 
in the Number of Input Help Entries section.  Enter a zero in these fields if you do not 
want previous information available.  Completing the following fields is optional: 

Field Name Description 

Text Fields The information you recorded in text fields in previous trips. 
Example: 10 

Country and Region The trip areas you last used for previous trips. 
Example: 10 

Acct Assign. Objects The account assignment objects you last used in previous trips. 

Example: 10 

4.5 Click  (Continue) to save your entries. 
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5. Use the following procedure to display the Trip Number in the Overview section of the Travel 
Manager screen. 

The Overview section is located on the left side of the Travel Manager screen. 

Welcome to the Travel Manager Duck, Donald E 
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5.1 Expand the Overview section by clicking on the right edge of the section and 
dragging it to the right. 

Welcome to the Travel Manager Duck, Donald E 

 

5.2 Click and hold on the heading of the Trip Number column and drag it over the Travel 
column.  Release the column.  It will now appear just to the right of the Travel 
column.  You now have easy access to a list of all trips and the trip numbers 
associated with them, as shown below. 
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Welcome to the Travel Manager Duck, Donald E 

 

5.3 Collapse the Overview section by clicking on the right edge of the section and 
dragging it back to the left leaving both the Travel and Trip Number columns visible. 
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6. Use the following procedure to set your personal settings for the display of popup windows. 

Welcome to the Travel Manager Duck, Donald E 

 

6.1 Select Help  Settings... from the main menu bar.  The Personal Settings for User 
XXXX window will appear. 
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Personal Settings for User STOWNSE3###5 
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6.2 Click the  tab as shown below. 

Personal Settings for User STOWNSE3###5 

 

 

6.3 In the Display section of the tab, make sure that  is selected, 
as shown here. 
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6.4 Click  (Copy) to save the settings.  The following informational message will 
appear at the bottom of the screen. 

Information 
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7. When you complete your first Travel Expense Report, use the following procedures to set up 
personal lists for Matchcode selections, particularly for Region, Airlines, Auto Rentals, and 
Lodging.  The example shown here is for Region. 

Travel Expenses: Duck, Donald E, Trip 1700000083 
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7.1 Click in the Region field. 

Field Name R/O/C Description 

Region R A region within a country; in the U.S. this equates to a state.   
In the Travel module, the region drives the reimbursement 
rates for accommodations and meals.  Regions are identified 
by codes. 

 The Region field is extremely important in the TRIP transaction.  The Region will 
determine the per diem reimbursement rate for meals and the maximum 
reimbursement rate for hotels. 

If the traveler is traveling under Then 

University travel rates University regions must be used 

Federal or State rates 
Example: Traveling for a grant or contract that 

specifies Federal or State rates. 

CONUS regions must be used 

 

 The best way to ensure that you have easy access to the University regions and per 
diem reimbursement rates is to set these regions up in a personal list for the 
Matchcode. 

7.2 Click  (Matchcode) at the end of the Region field for a list of possible values.  The 
list displays all the country/state/city options available from the Federal and State 
rates.  For the University rates, we want to select only those specific codes and put 
them into a personal list for regions.  A portion of the entire list is shown below. 
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Region of main destination (1)  500 Entries Found 

 

7.3 Click the  heading to sort the entries by the Region field. 
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Region of main destination (1)  500 Entries Found 

 

7.4 Click the triangle in the bar under the  tab to expand the selection 
criteria to search for the University regions for out-of-state travel. 
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Region of main destination (1)  500 Entries Found 

 

• Enter selection criteria in the following fields: 

Field Name R/O/C Description 

Trip Ctry/Ctry Group O A country or group of countries; for example, US for United 
States, or ALL for all foreign countries when traveling under 
University rates. 
Example: US 

Country/Group/Region O Geographical area within a trip country or trip country group.  
When traveling under University rates, use,  for example, 
OS1U for Out-of-State General, TN2U for In-State General, or 
FGNU for foreign travel. 

Example: os* 

 To get a listing of the University regions for out-of-
state travel, search for all Country/Group/Region 
codes starting with OS* (for Out-of-State). 

 

• Click  (Start search).  The three University regions for use with out-of-state travel 
under University rates will be displayed, as shown below. 
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Region of main destination (1)    3 Entries Found 

 

• Highlight each entry and click  (Insert in personal list) to put them into your personal 
list.  You much select each entry and add it individually. 

• Click  (Personal Value List) to check the values in your personal list so far. 
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Region of main destination (1)    3 Entries Found 

 

7.5 Click the triangle in the bar under the  tab to expand the selection 
criteria to search for the University for in-state travel. 
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Region of main destination (1)    3 Entries Found 

 

• Enter selection criteria in the following fields: 

Field Name R/O/C Description 

Trip Ctry/Ctry Group O A country or group of countries; for example, US for United 
States, or ALL for all foreign countries when traveling under 
University rates. 
Example: US 

Country/Group/Region O Geographical area within a trip country or trip country group.  
When traveling under University rates, use,  for example, 
OS1U for Out-of-State General, TN2U for In-State General, or 
FGNU for foreign travel. 

Example: tn* 

 To find the University regions for in-state travel, 
search for all Country/Group/Region codes starting 
with TN* (for in-state travel). 

 

• Click  (Start search).  The regions starting with ‘tn*’ will be displayed, as shown 
below.  Only two of these entries should be placed in your personal list. 
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Region of main destination (1)   17 Entries Found 

 

• Highlight the entry, “US   TN2U   In State General LV2-U” and click  (Insert in 
personal list) to put the entry into your personal list. 

• Highlight the entry, “US   TN1U   In State Select LV1-U” and click  (Insert in personal 
list) to put the entry into your personal list. 

• Click  (Personal Value List) to check the values in your personal list.  The regions 
shown in the personal list below are the regions to be used when the traveler is traveling 
under University rates. 
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Personal value list: Region of main destination (1)    5 Entries Found 

 

7.6 Personal lists can also be set up for items in the Expense Receipts section such as 
Car Rental, Airfare, and Lodging. 
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8. The times in the Travel system are displayed in military time (24-hour clock format).  You may 
enter the times in 24-hour clock format.  If you would rather enter the times in AM/PM format 
and have the IRIS system convert them to military time for you, use the following procedures. 

Travel Request Traveler, Sally General E170150 

 

8.1 Click  (Matchcode) to enter the trip beginning or ending time.  The values will 
default to the current time in the 24-hour clock format, as shown below. 

Choose Time 
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8.2 Click  (12h<->24h) to convert from the 24-hour clock format to the 12-hour clock 
format. 

Choose Time 

 

 

8.3 Enter the correct beginning or ending time by selecting values for the hour, minute, 
and second fields from the dropdown list in each field. 

Click the appropriate button to indicate the time of day:   or . 

In this example, the traveler returned at 9:06 PM rather than at 4:05 PM. 

Choose Time 

 

 

8.4 Click  (Continue) to save the time.  The IRIS system will convert it to the 24-hour 
clock format, as shown below. 
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Travel Request Traveler, Sally General E170150 

 

8.5 Continue with the entry of your travel request. 

Result 

You have completed your initial settings for the TRIP transaction and learned how to work with 
military time while using the TRIP transaction. 

Comments 

 For assistance, please contact the IRIS Helpdesk at irishelpdesk@tennessee.edu. 


