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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 & Reveiw
Sheila McNeil
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:
e 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, Step 7
Airlines, Auto Rentals, and Lodging fields
Enter time in AM/PM format and have the IRIS system convert it to Step 8
military time for you

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

JH a0 QHR DO EE I @mE

SAP Easy Access

8= & | | [w][4]
1 Fawnrites

= {3 BAP menu
b [ office
b [ Cross-Application Components
b [ Logistics

2 3 Accounting
=2 (=3 Financial Accounting
[ 1 General Ledger
I» [0 Aceounts Receivable
P 3 Accounts Payable
> [ Banks
> [ Fixed Assets
> 1 Special Purpose Ledger
=7 {23 Travel Management
> [ Travel Planning
I» [Z1 Travel Expenses
I» [ Person-Related Master Data INTEGRATED R/2
b [ Tressury NFORMATION SYS
I [0 Controlling
[ [ Erterprise Cantralling
b [ Investment Management
b 3 Project System
b 1 Real Estate Management
B [ Regulatory Repaorting for the Utilities Industry
B [0 Public Sectar Managerment
[ 1 Human Resources
b JIRIS User Toals
b 1 IRIS Reporting
D (1 Sponsored Project Reporting
D [ Code Support Tables
x|

Infnrmatinn Bwetrms

[ | oAz (2) (300) P | r3gas | INS

3. Double-click @ TRIF - Travel Managet The Travel Manager screen is displayed.
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Welcome to the Travel Manager

Trip Edit Goto  Exr

afaBeaQ I CHE SO RE @

Weicome to the Travel Manager
| =& @

Create a Travel Request
Create Travel Expense Report . With Ref.

List of All Trips
My Open Trips

Reimbursement

Start of Trip

U [TRIP [ ragas [ ovR 2

SAP Parent
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4. Use the following procedure to set defaults for travel settings in the TRIP transaction.

Welcome to the Travel Manager

Trip Edit Goto  Exr

A H I SaQ  CHE aDOon  BE @m

Weicome to the Travel Manager
i

Create a Travel Request
Create Travel Expense Report . With Ref.
List of All Trips

My Open Trips
Reimbursement

Start of Trip First Destination

U [TRIP [ ragas [ ovR 2

SAP Parent
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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

Settings for User STOWNSE 35S

Selection Period

) Display Al Trips
@ Trips in Last 12 Months

(1 Trips in Current Year

Initial Screen

[ Show Overview Area

Display Graphics

[ Display Al Subseguent Activities

[ ] Basis HTML {For Display problems)

Mumber of Input Help Entries
Text Fields 10
Country and Region

Acct Assign. Objects

v X

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 L] 8how Overview Area 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.

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.

File name: Version: Approved - Ready for Web SAP Parent
TRIP_INITIAL_SETTINGS_FOR_TR Last Modified: 3/23/2005 12:59 PM Page 7 /28
AVEL

Reference Number:



Title: TRIP- Initial Settings for Travel (Document)
Functional Area : Financial
Sub Area : Travel Management

Click [ ] Display Al Subseguent Activities 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 [|Basis HTML (For Display problems) " 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

alaH (@ CHE aTDO0 BRI @
Welcome to the Travel Manager Duck, Donald E

é? Change | ¢y Display @ CDelate | & ﬁﬁ
—_——

Travel Trip -
52 138983 Duck, Donald E —_—
< [ Open Trips Create a Travel Request
¢ 04/06/2005 Orlando, FL 170000 B Create Travel Expense Report ... With Ref.
Travel Request 17000¢

[E Travel Expenses 17000C
7 0401J2005 Memphis, TH 17000C

Travel Reguest 17000C
& Travel Expenses 17000(
= 03/04/2005 Orlando, L |17000C
Travel Reguest 17000C
[ Travel Expenses 17000¢
= 03/01/2005 Oriando, FL | 170000
Travel Reguest 17000C
[E Travel Expenses 17000C
< 02152005 anywhere |17000c|| My Onen Trips

Travel Expenses 17000¢
021002005 Chattanooga, tn (170000

Trave| Regquest 170001 |n4j06/2005 |Onanda, FL vist Disney warld 39470 USD EandeAppioved Jravel Redlest
El Travel Expenses 170000 Edit Travel Expense Repart
¥ 0200812005 Memphis, TN 1170000} |541012005 |Memphis, TN |Travel Training 214660ugp SO Travel Request
Travel Reguest 170000 ; 4 Change Approved Travel Expense Report
[ Travel Bxpenses 170000} \g304/2005 |Orlando, FL Visit Disney World oropusps  |CShandeavpived fravel Regliect
< 11/12/2004 anywhere 17000¢ Edit Travel Expense Report
Travel Request 170000} |nam1i2005 | Orlando, FL Visit Disney World 175820 UgD  |Change Approved Travel Request
B Travel Expenses 17000¢ ' ' Change Approved Travel Expense Report
& A101/2004 anywhere,in 1700000 1550153005 |anywhere testing expense grid 150.00 USD Gregte Trafel Request
B Travel Request 17000€ e gem g : Edit Travel Expense Repart
B Travel Expenses 17000C Qb) Edit Travel Request

= 021072005 [Chattanooga,tn |Meeting
[+ [ Paid Trips Create Travel Expense Report

Change Approved Travel Reguest
Create Travel Expense Report

] e P DIl Prem— Edit Travel Reguest i
D | oA (2) (300) P2l r3gas INS

02/08/2005 |Memphis, TN Meeting
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51 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

a0 @ee CHE thoan BR @R
Welcome to the Travel Manager Duck, Donald E
& Change | & Display | Delete || & L)

Travel Reason Travel Expen... | Status Amount| Return Ttip Murner
= | 138883 Duck, Donald E :
= 1 Open Trips

= 04062005 Orlandag, FL Yisit Disney Ywarld 040872005 1700000096 Create a
Travel Reguest Wisit Dishey Wortld Reguest approved  2,000.00 USD 040872005 1700000086 Travel
B Travel Expenses visit Disney world (@ In process  Trip Approvedio... 394,70 USD 04/09/2005 1700000096 Request

2 0440142005 Memphis, TM Travel Training 04/05f2005 1700000074
Travel Request Travel Training Request entered... EO00.00 LS 04/05:2005 1700000074 ? i
@ Travel Expenses  |Travel Training &% Approved  Trip Approved/To... 2,146,580 USD 04/05/2005 1700000074 b

5 0304/2005 Orlando, FL Visit Disney Warld 0310672005 1700000083 Expense
Travel Request Yisit Disney Wiorld Request approved  2,000.00 USD 03/06/2005 1700000083 Report ..
Ij Travel Expenses Yisit Disney \World @ In process  Trip ApprovediO... 301.00 USD 03062005 1700000083 With Ref.

52 030102005 Orlandag, FL Wisit Disney Yarld 030352005 1700000073
Travel Request wisit Disney World Regquestapprov..  2,000.00 USD 03/03/2005 1700000073
E Travel Expenses Yisit Disney World gAppmved Trip ApprovediTa 1,766.20 USD 03/03/2005 1700000073

S 021512005 anywhere testing expense .. Q21712005 1700000115
Travel Expenses testing expense .. @ Inprocess  Trip Completd/O... 150.00 LSO 0201 712005 1700000115

5 02110i2005 Chattanooga, th | Meeting 021072005 1700000114
Travel Request Meeting Reguest entered... Q2112005 1700000114
IB Travel Expenses Meeting £ Released .. Req. RecordediT... 021052005 1700000114

57 02082005 Memphis, TM Meeting 02i08/2005 1700000113
Travel Reguest Masting Reguest approy... 02/09/2005 1700000113 04/06/2005| Orlando, FL
Travel Expenses Meeting gAppmved Request Approv. 02i08/2005 1700000113

SO 11 202004 anywhere test new provide... 1111372004 1700000035
B Travel Request test new provide.. Requestentered...  2,000.00 LSD 1101352004 1700000035
& Travel Expenszes test naw provide... & sppraved  Trip ApprovediTa... 100.00 USD 1141372004 1700000035

571100152004 ampwhere, in test other countri 1140252004 1700000011
Travel Request test other countri... Request approv... 1140352004 1700000011 :
Travel Bxpenses  testothercountri. &% Approved  Trip ApprovediTo.. 270,00 USD 11/02/2004 1700000011 04/012005 Mermphis,Fhl

b (1 Paid Ttips
bd|
K1 — 2
I | @a2 (2 (300) rigas | INS 2
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

20 COQICHB OnOn DR @F
Welcome to the Travel Manager Duck, Donald E
& Change | & Display || [ Delete | & L)

Travel Trip Murnber | Reason Travel Expen... | Status Armount| Return -
541 138983 Duck, Donald E 5
= 1 Open Trips =2
= 04062005 Orlandag, FL 1700000096  Visit DisneyWarld 04f08/2005 Create a
Travel Reguest 1700000096 Wisit Disney warld Reguest approved 200000 USD 0408/2005 Travel
B Travel Expenses 1700000096 Visit Disney'word @ Inprocess  Trip Approved/o.. 39470 USD 04/02i2005 Reguest
¢ 04/01/2005 Memphis, TH 1700000074 Travel Training 04i05/2005
Travel Reguest 1700000074 Travel Training Reguest entered... B00.00 USD 04505/2005 ?eate
E Travel Expenses 1700000074 Travel Training @'Approved Trip ApprovedTo...  2,146.60 USD 04/05/2005 S
¢ 03042005 Orlando, FL 1700000083 Visit Disney\World 0306/2005 Expense
Travel Request 1700000083  Misit Disney World Reguestapproved  2,000.00 USD 03062005 Report ..
Ij Travel Expenses 1700000083 Misit DisneyWorld @ Inprocess  Trip Approvedio... 301.00 USD 03r06/2005 With Ref.
SF 030102005 Orlandag, FL 1700000073 Wisit Disney Warld 03032005
Travel Reguest 1700000073 Visit Dishey world Reguestapprov..  2,000.00 USD 03/03/2005
& Travel Expenses 1700000073 Wisit Disneywiorld &F Approved  Trip ApprovediTa...  1,756.20 USD 03(02/2005
57 021512009 ampwhere 17000001145  testing expense .. 02172005
Travel Expenses 1700000115 testing expense ... [Q Inprocess  Trip Completd/o... 15000 USD 0201712005
¢ 02110i2005 Chattanooga, th 1700000114 Meeting 02i10/2005
Travel Request 1700000114 Meeting Reguest entered 021112005
B Travel Expenses 1700000114 Meeting D Released .. Req. Recorded(T... 02102005
702082005 Memphis, TH 1700000113 Meeting 02082005
Travel Reguast 1700000113 Mesting Reguest aparoy... 02/09/2005 04/06/2005| Orlando, FL
Travel Expenses 1700000113 Meeting &F spproved  Reguest Apprav... 02/082005 i
57 11 202004 ampwhere 1700000035  festnew provide.. 111312004
Travel Reguest 1700000035  testnew provide.. Reguestentered... 200000 USD 1111352004
B Travel Expenses 1700000035  testnew provide.. @'Approved Trip ApprovedTo... 100.00 USD 1171312004
= 11i07J2004 anyehere, th 1700000011 testother countr... 110242004
Travel Request 1700000011 test other countri... Request approv... 111032004 "
B Travel Expenses 1700000011  testother countr.. & Approved  Trip ApprovedTa..  270.00 USD 11/02/2004 402005 MempnlsEh
b [ Paid Trips
1 ﬂ_J
b | aa2 (2) 300) ragas | INS o
53 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

alaH €@ BHE anOan BE @
Welcome to the Travel Manager Duck, Donald E
& Change | & Display || [ Delete | & i
-

Travel Ttip ... =
54 138983 Duck, Donald E 1
< 3 Open Trips Create a Travel Request
= 04062005 Orlando, FL :1 7000t [ Create Travel Expense Report .. With Ref.
Travel Reguest 17000C
[ Travel Expenses 17000(
¢ 04/01/2005 Memphis, TH 17000C
Travel Reguest 17000C

[ Travel Expenses 17000¢
54 030452005 Orlando, FL |17ooac
Travel Request 17000C
[E Travel Expenses 17000C
SF 030102005 Orlandag, FL 17000C

Travel Reguest 17000(
& Travel Expenses 17000( .
< 0211502005 anywhere |17000c|| My Open Trips
Travel Expenses 17000¢
= 0210/2005 Chattanooga, th 170000 ;
Travel Request 170000} 04062005 |Onlando, FL |visit Disney World jggznisp; | Ehanoespproved Travel Beoledt
E Travel Expenses 17000L Edit Travel Expense Report
7 02/08/2005 Memphis, TN 170000 \ngm1s2005 [Memphis, TN [Travel Training 214660 usp SOl Travel Request
Travel Reguest 17000C Change Appraved Travel Expense Report
Travel Expenses 17000k 63043005 |Orlanda, FL Yisit Disneyworld 301.00 USD Skl
= 11/12/2004 anywhere 17000( it Travel Expense Repo
AR 17000CH \o301/2005 |Oflando, FL |visit Disney Worlg (e e T R e
[E Travel Expenses 17000C Change Appraved Travel Expense Report
110142004 anpwhere, n 1TO0OCH ok 52005 [anywhere testing expense grid 150.00 USD Create Travel Request
Travel Request 17000¢ i gep o Edit Travel Expence Report

Edit T IR 1
B TrevelBwenses 1700000 |10 09005 (Chattanooga, tn |Meeting el o
[ 1 Paid Trips Create Travel Expense Report

Change Approved Travel Reguest
Create Travel Expense Report

] _ e DT e Edit Travel Raguest i
b | 0az (2 (300) [ r3gas | INS _//5

020852008 (Memphis, T Meeting

6.1 Select Help =» Settings... from the main menu bar. The Personal Settings for User
XXXX window will appear.
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6.2 Click the [ T4 HEelp |tab as shown below.

Personal Settings for User STOWNSES3###5

Personal Settings for Lser STOWMNSEI##S

FiHelp | Application help ' F4Help |

Lser-specific settings System defaults
[ | Da not display pers. value list automatic. []Pers. value list
[ ] @nly return walue directly if anly one hit [l Return value dir,
Max. number of hits to be displayed 500 500
----- changeahle ----
maximum Width Hit List {in chars.) 255 255 Mo Limit
Display Display
i Contral (armodal) iw Control
i Dialog (modaly i) Dialog
@ Systern defaults
| Copy initial system setting
[l [« ][]
v K
6.3 In the Display section of the tab, make sure that {2, System defaults His 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

Information

Drata was gaved

..........................

L (o]"% Help

SAP Parent
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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

Trip Edit Goto

300 @eQCHE onon BE @B
@@| Travel Expenses: Duck, Donald E, Trip 1700000083

P Results | ¥ Trip Status || 2 Account Assignment | & History |

—_———————— [«]
Travel 5| General Trip Data - =]
© O e Start of Trip 03/04/2005  Time 09: 00 M
apen Thips
0410612005 Orlarda, FL End or Trip 03/06,/2005 [T 17809

@ Travel Reguest First Destin Orlanda, FL
[ Travel Expenses Trip Country us Region All Places Not Listed, US

04/01/2005 Memphis, TH
B Travel Request
[ Travel Expenses T Additional Destinations
0310412005 Orlando, FL Advance
B Travel Request Altetniative Cost Assignment for Entire Trip, If Different ta Master CA
B Travel Expenses
03/01/2005 Orlando, FL [ € amme s
B Travel Regquest

[ Travel Expenses T3 Mileage And Per Dierm Reimbursemeant

Reason for Trip Visit Disney World

021 &5i2005 anywhere %‘ Expense Receipts
[ Travel Expense
024 12005 Chattanooga, 1 Exp.Receipt 004 B [|Paper Receipt Exists
B Travel Request Amount on  03/04/2005
[ Travel Expenses T3/ Additional Information
02082005 Memphis, TH
B Travel Request | Comments
E Travel Expences T| Alternative Expense Receipt CostAssignment
111 212004 anmywhere
[ Travel Request o  Transfer |||:] New Receipt ”.{'nlﬁ'_‘lllt[ and Set Next Date ||| _|ﬁ|
[ Travel Expenses
111012004 anywhare, th Mo, |Exp. Type F... Amount Date @
B Travel Request 003 |Lodging Taxes =l 35.00 03/04/2005 A
[ Travel Expenses 002 |Lodging Traveler Paid [v] 200.00 03/04/2005
Paid Trips 00l |Auto Rental [ 250.00 03/04/2005 i
0 0.00 =]
= n nn =1Ll
| I K1 ey RN
[ b | @Az ) ;300) rigas | OVR
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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 CONUS regions must be used
Example: Traveling for a grant or contract that

specifies Federal or State rates.

& 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

Region of main destination (1) 500 Entries Found

Restriction: |

walDltH]l[%lEII Iela IE3
Regm-n Trip Country

LIS |MDAE  Aherdeen, WD

LIS COiAc Adams County, CO
LS GAAL  Albany, GA

LIS MYSAL  Albany, MY

LIS ksl Alhuguergue, M

LIS MDAC All Cities And Counti, RD
L5 All Places Mot Listed, LIS
LIS FLIAS  Altamonte Springs, FL
LIS [MAR  Anderson, I

LIS MASAR  Andover, MA

LIS MIGAS  Ann Arbor, b

LIS MDAM  Annapalis, WD

LIS MR Ancka County, MR

LS CAAR  Antioch, CA

LIS COAR Arapahoe County, CO
LS MCIAS Asheville, NG

LIS COMAS  Aspen, CO

LS GAAH  Athens, GA

LS GAAT  Atlanta, GA

LIS MCIAB  Atlantic Beach, NC
LS MUAC  Atlantic City, M

LS mifAH  Auburn Hills, bl

LIS miralLl  Auburn, bl

[ [«1[*]

| D]

More than 500 input options

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

Region of main destination (1) 500 Entries Found

Resztrctions |
= =
v |E|D|HEE Dk
Cty Region | Trip Country
US MJPI  Piscataway, MJ [a]
US MJPR  Princeton, MJ [+
LIS MNSC  Somerset County, M ]
IS MISF Springfield, B
LIS BTR - Trentan, BJ
LIS MNUTRE  Toms River, M
LIS MUCS Linion County, B
LS Mbf Cities not listed
LIS MAL  Albuguergue, M
LS MMCL  Clouderoft, Bhd
LIS MMES  Espanola, MM
LIS MMILA  Los Alamaos, M
LIS kML Las Cruces, MM
IS MMISF  Santa Fe, i
LS MMTA  Taos, MM
LIS Cities not listed
S MWICE  Crystal Bay, MY
LIS M Incline Village, MY
LIS MWILY  LasVegas, MY
S MWRE  Reno, by | |
IS RWISP  Sparks, Ny -
IS RWIST  Stateline, WY [a]
LIS MY Cities notlisted [+]
A00 Entries Found
7.4 Click the triangle in the bar under the = eSS 121 t0 expand the selection
criteria to search for the University regions for out-of-state travel.
N
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Region of main destination (1) 500 Entries Found

Fegion of main destination {13 500 Entries Found

R estriction: |

Trip CrydChry Group E‘ L5 E

Country/Group/Region

Mame of Trip Country

b aximurm no. af hits a00

v | & | =

v || |DH|BEl |2 Igla || 2|

Regmn Trip Country

LIS | mMDiAsE Aberdeen, MD

(Bl

Maore than 500 mputl:uptu:uns

e Enter selection criteria in the following fields:

Field Name R/O/C

Description

Trip Ctry/Ctry Group @]

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 @]

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: 0s*

@ 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).

e 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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Title: TRIP- Initial Settings for Travel (Document)

Functional Area : Financial
Sub Area : Travel Management

Region of main destination (1) 3 Entries Found

Fegion of main destination {13 3 Entries Found

R estriction: |

wlﬂlDIﬂﬂIﬂﬂlEll Ialia | ]
R.egmn Trip Country

LIS|{253L Mew York City - Lini
LIS 2511 Qout of State General-Uniy
LIS Q52 Out of State Sel City-Lini

3 Entries Found

e 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.

e Click @ (Personal Value List) to check the values in your personal list so far.

SAP Parent
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Title: TRIP- Initial Settings for Travel (Document)
Functional Area : Financial

Sub Area : Travel Management

Region of main destination (1) 3 Entries Found
Fegion of main destination {13 3 Entries Found

R estriction: |

I

v 3| D668 E2 D) &
Cty Region | Trip Country “
LIS 2531 Mew York City - Liniw

LS 051U Out of State General-Univ
IS 0521 oot of State Sel Citye-Uni

3 Entries Found

7.5 Click the triangle in the bar under the = TESM29M5 421 t6 expand the selection
criteria to search for the University for in-state travel.
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Title: TRIP- Initial Settings for Travel (Document)
Functional Area : Financial

Sub Area : Travel Management

[ W

Region of main destination (1) 3 Entries Found

Redion of main destination {13 500 Entries Found

Restnchions: |

Trip Ctogd Chry Group li' g @

Country/Group/Region

MHarne of Trip Country

b axirumn no. of hits a00
| v | B ||
T |
walDltH]l[%I@I Ielallﬁ.l
Regm-n Trip Country E
US| MD/AB  Aherdeen, MD E'
Maore than 00 input options 7
e Enter selection criteria in the following fields:
Field Name R/OI/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).

e 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.

File name: Version: Approved - Ready for Web SAP Parent
TRIP_INITIAL_SETTINGS_FOR_TR Last Modified: 3/23/2005 12:59 PM Page 23 /28
AVEL

Reference Number:



Title: TRIP- Initial Settings for Travel (Document)
Functional Area : Financial
Sub Area : Travel Management

Region of main destination (1) 17 Entries Found
Fegion of main destination {13 17 Entries Found

R estriction: |

walDltH]l[tﬂl@I Iela ]
Regmn Trip Country

US|{TRIAL  Alcoa, TR

LIS THIBR Brentwood, TH

LIS TRICH Chattanooga, TH

LIS TrY Cities not listed

S THIFR  Franklin, TH

LS THIGA Gatlinburg, TH

LS THZL  In State General Ly2-1)
LIS TM3S  In State General Lv3-5
LS TM15  In State Select Lv1-5 [ |
LS TR1LL  In State Select Lv1-1)
LS TM2S  In State Select Lv2-5
LS TrikM  Enoxville, TR

S THIME Mermphis, TH

17 Entries Found

|[+][»]

| D]

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

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

e 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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Title: TRIP- Initial Settings for Travel (Document)
Functional Area : Financial

Sub Area : Travel Management

Personal value list: Region of main destination (1) 5 Entries Found
Fersonal value list: Redion of main destination (13

A Entries Found

R estriction: |

I

v H D HRBRS 2 &
Cty Region | Trip Country “
LS Tr2L |In State General Lv2-1J
LS THIL  In State Select Ly1-L)
LIS 2530 Mew York City - Liniw
LS 031U Out of State General-Uniy
S 052U Out of State Sel City-Uni

5 Entties Found 7

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

g| @ i@ e DHE OOO0 BPERIQ®
Travel Request Traveler, Sally General E170150
[ General Trip Data,

Trip Beginning 01/01/2005 Time  0s:05[a)
Trip End 01/03/2005 Time  00:00

1t Destination Memphis, TH

Country Us Usa B
Reason Become Familiar with Military Time
| ¥ Add. Destinations

Estimated Costs 2,000.00 USD United States Dollar

Y 7 = TS

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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Title: TRIP- Initial Settings for Travel (Document)

Functional Area : Financial
Sub Area : Travel Management

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

Choose Time

Choose Time

i MM 25 am
D4% 2| 058 2 39| @ po

LAlLCIE

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: |81 or [ /RM

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

Choose Time

Choose Time

FH MH 55 [_am
098 : OG@E ;| 393 @& pm

v O X

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

& |¢|.7\ CO@  DHEBE ODOD FEI@ R
Travel Request Traveler, Sally General E170150

E General Trip Data

Trip Beginning 01/01/2005 Time 09:05
Trip End 01/03/2005 Time  zifos @)
15t Destination Memphis, TH

Country US UsA B

Reasaon Became Familiar with Military Time

| T Addl. Destinations

Estimated Costs 2,000.00 UJSD United States Dollar

I

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.
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