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Process Estimated Travel Expense Report 

Transaction (Central Office Traveler) 

Updated:  9/19/2013 

This job aid will guide you with completing a Travel Expense Report in the SAP System (T-Code PR05) using the Request 

for Travel Form (form 10.12.1) which is completed by the attendee. Before you process the Travel Form, ensure that the 

form is signed by the attendee. The attendee signature is located at the bottom of the Travel Form.

REQUEST FOR TRAVEL FORM, SECTION 1 (EMPLOYEE 
INFORMATION) 

 
 

1. From the SAP system Travel tab, click on the Process 
Transactions  Process Travel Expense Report link 
from the detailed navigation menu: 

 
 

2. From the Travel Expense Manager, enter the 
Personnel No. that is listed on the Travel Form and 
click the green check icon.  

 
 

3. Verify that the employee name matches the name on 
the travel Form. To create an Estimated Travel 
Expense Report, click on the new document icon. 

 
 

 

REQUEST FOR TRAVEL FORM, SECTION 2 

 
 

4. Enter the Departure & Return dates and *times in 
the From and End fields. Reason field = Conference 
title. Enter the City and Region fields (Region = 
State) 
*Enter Time in military format, (i.e., 2:00pm = 14:00) 

 
 

5. Select the Trip Type , click on the 
checkbox for the field TTy.S, a pop-up opens: 

 
 

6. Select the Trip Activity  , click on the checkbox 
for the field TAc, a pop-up opens: 
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TRAVEL FORM: EXPENSE BUDGET LINE SECTION 3 

 
 

7. To enter the expense funding line, click the Cost 
Distrubution button.  

 
 

8. From the Trip Data Maintain: Cost Assignment 
window, enter the Cost Assignment information and 
click the green arrow. 

 

 

9. Enter the trip destination miles, click on the Trip 
Segments tab. Enter the total miles, start and end 
location per trip segment. 

 
 
 
 
 
 
 
 

 

TRAVEL FORM: ESTIMATED EXPENSES, SECTION 4  

 
 

10. Enter the Estimated Expenses in the Receipts tab. 

 
 
The expense type is entered in the ExpTy column. 
a) Click in the ExpTy field  
b) Click the boxes icon in the field 
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c) From the Travel Expenses window, select the Travel 
Expense Type:  

 
d) To enter the receipt line, hit Enter from the keyboard  

 
 

11. A Receipt pop-up opens for the receipt line. 
Additional description can be entered in the 
Description field. Adjust the From Dates fields as 
required for the receipt. 

 
 
To continue, click on the green check icon 

 
 

 

 

 

 

12. Enter the Amount for the line 
 

 
 

13. Entering Full Day or Half Day per Diems, follow the 
same steps as 10, a) b) & c) and select full or half 
day per diem 

 
 

14. To enter the receipt line, hit Enter from the 
keyboard 

 
 

15. The receipt details pop-up displays. Adjust the From  
Dates for the per diem requested. Select the 
number of per diem days in the Number field.  

 
To continue, click on the green check icon 
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16. If the per diem is more than one day, manually 
calculate the amount. This can easily be done by 
clicking in the amount field icon, a calculator will 
open. 

 
 
Notice that the calculator has the amount of the per diem. 
Click the asterisk and then the number of days, this 
example 2 days. Next, click on ‘=’ and then the green 
check.  

  
The calculated amount is transferred to the Amount field. 

 
 

17. Enter comments in the Comments tab. 

 
 

 

18. After data entry is complete, click the Save icon. The 
approval screen will display. ***Every time the SAVE 
button is clicked, the WORKFLOW is triggered 

 
 

19. The approvers will be listed in this window. To 
complete the transaction, click on the Save 
Approve/Reviewers button.  This window will close 
and the system will display the Travel Manager 
screen. 

 
 
 
 

20. To Attach documents, open the travel transaction 
from the Travel Expense Manager screen by double 
clicking on the trip line or selecting the trip and 
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clicking on the pencil.    

 
 

21. Click on the icon to the left of the employee name. 
Select Create  Create Attachment.  

 
 
 

22. Locate the file, select it and click Open 

 
 

23. Note the message below confirming the successful 
creation of attachment. ***Do not click SAVE unless 
the WORKFLOW needs to be triggered.  

 

 

 
 

Du 


