PUM Travel Authorization Procedure

1. Log into PeopleSoft using: https://myportal.sdccd.edu
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3. Click on Travel & Expense
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4. Choose Travel Authorization
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5. There are two tabs: ‘Find an Existing Value’ and ‘Add a New Value.’
a. Click on the ‘Find an Existing Value’ tab if you are looking for a travel
authorization that was submitted. You can search by the Authorization ID
number. .
b. You can also ‘Search by:” Name of the employee or the employee ID number

Travel Authorization

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Add a Mew Value

Search Criteria

Search by: | Authorization ID ¥ |begins with

Search Advanced Search

c. Click onthe ‘Add a New Value’ tab, if you are creating a new travel authorization
for yourself or another employee you are authorized to arrange travel for.



i. The Empl. ID field will default to your Employee ID from your PeopleSoft

profile
ii. You can click on the magnifying glass to search for an Empl.ID if necessary
Travel Authorization

Find an Existing Value || Add a New Value

Empl ID 0002066081 | Q) Look Up Empl ID

Search by: |[Empl ID[*]begins with

Add
Look Up Cancel | Advanced Lookup
Search Results
Find an Existing Value | Add a Ng View 100 First ‘4 4.3sof13s 'F Last

Empl ID Name
0000012022 Bennett, James

iii. Click on “Add” to choose your TA creation option.

Travel Authorization

Eind an Existing Value Add a New Value

Empl ID| 0000123456 Q

Add

Find an Existing Value I Add a New Value

First, add your attachments. *Note: Please combine receipts (hotel confirmation, flight

itinerary, conference registration confirmation) into one PDF.



*Click “Attachments”

Create Travel Authorization
Travel Authorization Entry
MNancy Lane User Defaults

General Information

*Description [NLANE_2016-09-01 Authorization ID NEXT
*Business Purpose | Professional Development E| Comment Ed]
Default Location Q
*Date From 09/01/2016 |[5) *Date To [09/01/2016 |5 Aftachments
Accounting Defaults More Options [*]| GO
Details (7 Personalize | Find | 2] 5 First ‘4 10f1 ‘b Le
Select *Expense Type *Date *Amount Currency *Payment Type *Billing Type
Air Travel [*] |ogrotiz016 |[H) 200.00/ USD Prepaid Airi{*] |Internal Distri ] *Detail
Copy Selected Delete Selected Check For Errors New Expense [*]| Add
Totals
Authorized Amount 200.00 USD
Update Totals

d. Click “Add Attachment”

ravel Auth Attachments

Travel Authorization ID NEXT

File MJame  Description User Name

Add Attachment

[al’s Moananl

e. Click ”Browse"\

File Attachment X
Help

f [ Browse.. |
Upload Cancel

f. Choose document as attachment
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g. Cli}:k “Upload”

File Attachyfhent
Help

| upload || cancel

h. Click “OK”

avel Auth Attachments

Travel Authorization IDD NEXT

ils
File Name Description User MName

Wiew
Adding large attachments can take some time to upload, therefore, it is advisable to save the

transaction before adding large attachments.
Add Attachment
Ol Cancel




19. You now see the number of Attachments in parentheses.

*Note: Please combine receipts (hotel co
registration confirmation, Google Maps of

irmation, flight itinerary, conference
tance if traveling by car) into one PDF.*

Nancy Lane (7

Actions |...Choose an Action e GO
*Business Purpose \ Professional Development v Default Location Q
*Description Lane, Nancy_2017-12-19 *Date From |12/19/2017 5] “Date To |[12/19/2017 [5
& Attachments (1)
Projected Expenses 7
Expand All | Collapse All Totals (2 Lines) 33000 USD
*Date *Expense Type *Description *Payment Type *Amount Currency
1201972017 |[5) [Air Travel v]  “[ARFARE [Z1 [Employee Paid v 33000 |\op) = =
247 characters remaining
12/19/2017 |[3) |Meals & Incidental Expenses v| *‘MEALS p ‘Employee Paid V‘ 0.00 UsD =
249 characters remaining
Expand All | Collapse All Totals (2 Lines) 33000 USD

6. If errors occur, correct the budget number by expanding the Accounting Detail. Click

Totals (2 Lines) 330.00 USD
"Expense Type "Decniption "Fayment Type *Amount Currency
T | [AirTraved I R I [Employee Paid vi 000 5 el
N— : 247 characlers remaining
Hling Type| ntemal Dis v |
TickNt Numbser

Accounting Details
Chartfields | [%
Amount GL Ul Fund Dept Product Account Opor Unit rl‘l-li:"" Project Activiry Ath
I o= Q1110 (O (74200 Q B72000 O 5385 . | 3, o,

13200 [OISOT Q1110 | 74400 Q, 678010 O 538 Q <] X Q

7. Click on “Save for Later” to obtain a TA # and to ensure work is saved

@% Save for Later | [2} Summary and Submi

i

Modify Travel Authorization

e Line. @ [-Choose an Action v | so

Bk I__ P —

Default Location =8 Authorization I
“Date From 121182017 [W “Date To 121192017 [

004374 Pending
“Description Lane Nancy 20171218

Atachments (1)
Projected Expenses ¢
Expand All | Collagrse All Totals [2 Lines) 330.00 USD
*ate *Expenze Type “Payment Type “Amaunt Currency
8 [T < | T — 20 gy B E
247 characlers remanng )

“Billing Type|Intermal Dis w|

Tickst Number

Accounting Details |7



8. Make any necessary changes or updates then click on the “Suimmary and Submit”
button

Modify Travel Authorization [ Save for Later | [B Summary and Submi
Nancy Lane 7 Actions | Choase an Action v | GO
Purposa s Dtrvminpre ] Default Location Q Authorization 1D 0000004374  Pending

"Description Lane, Nancy 20171218 “Date From 121182017 [  “Date To 121192017 |

#  Atachments (1)

Projected Expenses ¥

Expand Al | Colfagse All Totals (2 Lines) 33000  USD
*ate *Expenze Type "Descnption “Payment Type "Amaunt Currency
12182017 [ [Air Travel i *[miRF AR = [Employee Paid | 3000 |pap

247 characlers remanng

Tickst Number

Accounting Details |7

Travel Authorization’

Modify Travel Authorization

Nancy Lane Actions [ Choose an A

"Business Purpose [Professianal De: et v Default Location Q 1D DOODO04374  Pending

*Description Lane, Nancy 271219 “Date From 12162017 [ “Date To 12192017 |

Totals 7 & View Printable Version & Attachments (1)

nses (2 Lines) 330,00 USD
Total Authorized Amount 330,00 USD

B By checking this box, | cortj sts are reasonable estimates and comply with expensa palicy.

Subenit Travel Authorization

23. Click ‘OK’ to submit

nation L
Save Confirmation

Jescription |KBA|
Pl Help

ss Purpose
Create Travel Authorization

it Location. | Submit Confirmation

*Date From|08/3] Keith Barron Authorization ID NEXT

Travel Authorization Totals

W

Total 550.00 USD

“ Click OK to submit, or click Cancel to return to the travel authorization without submitting.
Expense Type

Air Travel OK | Cancel

Hotel / Lodging

Miscellaneous ot

" ||  Decteseected ||  CheckForEmors | New Expense < [ Aga |
Authorized Amount 550.00 USD
| Update Totals |

Create A Cash Advance Project Summary View Printable Version




10. Confirm that the TA was “Submitted for Approval”

Travel Authorization B Travel Ahorization Detoll
Nancy Lane Actions | Choose an Action w| GO
Your travel authorization 0000004374 has for approval.
Purpose F =) Default Location Authorization ID 0000004374 Subsmission n Process
Dascription Lane, Nancy 2017-13-18 Dats From 121192017 Date To 121192017
Totals & View Printable Version 2 Notes & Attachments (1)
Projected Expenses (2 Lines) arenn usD Denled Expenses ooo usp

Total Authorized Amount  376.00 USD

' By checking this box, | certify these costs are reasonable estimates and comply with expense policy.

Refresh Approval Siatus
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