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This job aid will guide you with completing a Travel Expense Report in the SAP System (T-Code PRO5) 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 REQUEST FOR TRAVEL FORM, SECTION 2
TRAVEL & CONFERENCE ATTENDANCE INFORMATION
INFORMATION ) General Trip Data: Will your personal vehicle be used to get to the destination?
Departure “Yes Estimated RIT SO _miles No
LOS ANGELES UNIFIED SCHOOL DISTRICT Date: 06 /20 /1% Time: 0800 &AM PM  Start Location:_ HOME- End Location: PANPAHEIM
REQUEST FOR TRAVEL AND ATTENDANCE AT CONFERENCE, CONVENTION OR MEETING s —_—

Name (First) Joywn (MI)__ (Last)_Doe. B #District Employee District Parent Trip Type:

Personnel Number:* 4§ 9 77 Employee Number: 4 977§ Job Class Code: 2410 T8 ¢ Tingu B s Service Center Return /Local (within 45 miles of work/home) In State

School/Office Name: Dy, Risk. m‘wm)u«»fﬁzm‘mn oDeI0 | Centificated #Classified 1! Semi-Monthly Date: 06 /24 /1% Time: 2200 AM  GFM Out of State** ! International**

Lotk Teleptone No: U324 |- XXX Fox Teephon N2\ - Q41 X X Emat: fivshu ot lausd.ref Conference Title: PMBA 2013 ANNVAL (ONF. Trip Activity:

LConference - Classified  [1 Conference — Certificated
Training/PD - Classified 1 Training/PD ~ Certificated
Travel Location: Recruitment 1 Legislative
H jame: 12 RR 1 Academic erone O Plant Inspections
1. From the SAP system Travel tab, click on the Process i i eunll. v
Transactions = Process Travel Expense Report link LCity: _PNAHEAR __Region'Suate: CH_Zip 0 Other Trave

from the detailed navigation menu: 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)

Welcome LAUSD Test User 281

Home Human Resources Systems Grants Mgmt Materialz/inventory

Manage Master Data Process Transactions Perform Period-End Closing . . ™ .
: : ' ‘ *Enter Time in military format, (i.e., 2:00pm = 14:00)
! T"T"‘*' - Sonya Rivera, PersNo. 989776
al»
Detailed Navigation |= ESimulate gApprO\re %Trip Status .ﬁ Results: Travel Request
LRP Training Svstem
= Process Travel Expense Report General Trip Data PD/FR Reimbursement
From 06/20/2013|08:00| Reason AnnuaITmining M1 a
Portal Favorites @ @ End  |0&s21/2013]15:00] cy Los Angeles TIyv.5 |1 Tac 2
Country |US |Region Ch
2. From the Travel Expense Manager, enter the BosnoDatoHm 15/04/2013

Personnel No. that is listed on the Travel Form and
click the green check icon.

. TTv.5 = .
5. Select the Trip Type , click on the
Tip Edt Goto Ext Enyi t Syst Hel "
ST Bow T Twenmem weem o e checkbox for the field TTy.S, a pop-up opens:
(lqHIeGe SHKR BDOS EED @ B o
Travel Expense Manager ———
0O & &r T o F&Resutts & approve [Hsette 4 cancel |
Trip Provision Variant: Z1
PersonnelNo 989776 ==
Name 1 Local Travel
In State Travel

2
B Out of State Travel
& International Travel

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. = ..

P port, 6. Select the Trip Activity =, click on the checkbox
Trip Edt Goto Extras Environment  System  Help

e (B eGe DHE DBOD EE @ for the field TAc, a pop-up opens:

[ Trip Activity Type (1) 11 Entries found .|
Travel Expense Manager ~ Restrictions

& T & [%Resutts & Approve [ Settle & Cancel & Results: Travel Request

4 Entries found

[ ][ [ B2 5] [ S

Personnello 1223776 7 FT Hourly mthly LAUSD Trip Provision Variant: Z1

Name Sonya Rivera Regular/Permanent DD-Office, Technical & TAT" Hame

Conference - Classified
Conference-Certfficated
Training/Prof Dev-Classified
Training/Prof Dev-Certificated
Recruitment

Legislative

Academic Chaperone

Plant Inspections

List of Trips

St... | Trip Depart. City Ctry Reason Approval Settlement Reimby

T o moO® >
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TRAVEL FORM: EXPENSE BUDGET LINE SECTION 3 TRAVEL FORM: ESTIMATED EXPENSES, SECTION 4
Encumber funds from Expense Budget Line: Funds must be available at the time of entry into SAP. ESTIMATED EXPENSES:
ol \006704 Olp-0000 ©000 — 1200 -13237 " § A
= = = Airfare _ i1T-Card R-Card 2 self-paid Airline:
Df  \oodol Ob=30 208113 . fodos 1900 15160 Baggage: S 0T-Card R-Card 11 self-paid
% Distribution  Cost Center Order WBS Element Fund Grant Functional Area Conf. Fee: $1SD_ #P-Card R-Card 0 self-paid (1 Tmprest 3 PO/Shopping Cart
Conf. Rm: $_ iIR-Card self-paid # of rooms/Booths ____ Business Purpose
Per Diem: $98  #ofDays_2~ #ofFull Days 2~  # of Half Days
Gasoline: S___ [RCad 11 self-paid
. . . Hotel: $136°50 () T-Card R-Card W elf-paid # of Days_) Hotel Name# _MARRIOTT
7. To enter the expense funding line, click the Cost e & B e SR o o ekl ==
. . Parking: $25 0 T-Card R-Card Self-paid
DIStrUbUtlon bUtton' Postage/Shipping: S____ 17 R-Card self-paid Business Purpose
Car Rental: S [T-Cad R-Card [ District Paid (1 self-paid # of Days ___ T Rental company
Alcernative Cost Assignment for Entire “W Substitute: ) District paid Outside Agency*** #ofdays ____ Name of Agency:
E y Taxi/Shuttles: S [1 T-Card R-Card {1 self-paid
100% - IEC.; Cost Distribution J Tele/Fax/Internet: §____ [1T-Card R-Card self-paid Business Purpose.
TOTAL ESTIMATED EXPENSES: §_ = C MANDATORY (ONF., PEASE PAPPROVE
= — s | Meals provided in conference? OYes  ¥WNo
Receipts } Trip Segments  Comments = =

10. Enter the Estimated Expenses in the Receipts tab.
" Receipts |- -Tnp Segments )’ -Comments ]

8. From the Trip Data Maintain: Cost Assignment

window, enter the Cost Assignment information and No R BxpTyjame Pure | Amoumt Qumey _[Bxch. Rate |Acc.. [Date
001 | O USD USD  06/20/2013
click the green arrow. ooz| O UsD USD  06/20/2013
o3| | O UsD USD  (06/20/2013
[ Trip Data Maintain: Enhanced Cost Assignment for Entire Trip S ‘=| O S0 [USD |06/20/2013
005 | | O UsD USD  (06/20/2013
Enhanced Cost Assignment for Entire Trip 006 ‘=| M so USD 0672072013
% Distrib. Cost Center | Order WBS Element Fund Grant F 207 ‘=| M so USD 0672072013
50.00 1006701 010-0000 NOT_REL. |0 oce || = — os0 losrz072013
50.00 1006701 010-3410 200118 |6 — G
[ E
& E I@ Receipt ”m Delete ]E\? Costs ]FE Infos J
~ Ea
o £~
0 i
The expense type is entered in the ExpTy column.
a) Click in the ExpTy field

b) Click the boxes icon in the field

9. Enter the trip destination miles, click on the Trip _//M

Segments tab. Enter the total miles, start and end
location per trip segment.

. Mo R... ExpTy Name

Receipts Trip Segments Comments 001 |_"
0o2| |

Date Total Mil... | Start Loc... End Location —

06/20/2013 15 home convention center

06/21/2013 15 convention . horme

06/20/2013

06/20/2013
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Updated: 9/19/2013
c) From the Travel Expenses window, select the Travel 12. Enter the Amount for the line
Expense Type:
[ Travel Expense Type (1) 25 Entried " O Receipts 10 SRS T
-~ SESTETE Mo R... ExpTy Name P...J Amount Currncy Exch. Rate Acc...
001 [ © JconE  Conference Fee V] UsD 1.00000  USD
v ][O0 (G 26 = [ 21 oo2| | O usD usD
Exp_ ~| Travel Expense Type 003 |=| 0 usD UsD
AR Airfare ooa| | O usD usD
AIRP  District PrePaid Airfare —
BAG Baég:fz er?d N 13. Entering Full Day or Half Day per Diems, follow the
LBAGD __ District PrePai ggage Fees
S —— same steps as 10, a) b) & c) and select full or half
COMP  District PrePaidConference Fee day per diem
CRMP  Dist PrePaid Conference Room - -
-~ [0 Receipts } Trip Segments  Comments
d) To enter the receipt line, hit Enter from the keyboard
/m e —— Mo |R... ExpTy Mame P... [Amount Currncy Exch. Rate Acc...
001 E"” aaferance Fee || 100.00U5D 1.00000 0sD
002 |_ O usD usD
Mo R_ ExpTyEme P... Amount Currncy Exch. Rate Acc... o |=| = D on
001 | |GONE O usD UsD oo [ ] = — —
noz| | O usD usD
Bl (| . . .
EE: I=I - E:; E:E 14. To enter the receipt line, hit Enter from the
keyboard
11. A Receipt pop-up opens for the receipt line. < @ Receppts | Trip Segments | Comments
Additional description can be entered in the
.« L. N . - Mo R... ExpTy N P... Al t Ci Exch. Rat AcCC...
Description field. Adjust the From Dates fields as 0001 @MEFY er:::rence = —— 100 GGU:;mCY lc 0000: USC;
required for the receipt. 002 | |FDED 0 usD usD
. - 0o3| | 0 uso uso
[ Sonya Rivera, PersMo. 989776 - |=| = - —
Receipt 001 From 06/20/2013 —
Travel Exp.Type Amount Crey  Exch. Rate 15. The receipt details pop-up displays. Adjust the From
IE“”fe’e”‘e Fee h 0-00 Jjusn _Jf 1-0000 Dates for the per diem requested. Select the
+|Paper Receipt Exists o o .
number of per diem days in the Number field.
/" @ AddnlInfo | Editor [ Sonya Rivera, Persho. 980776
\ — Receipt 002 From 06/20/2013
From Date 0&/20/2013[(F - |0&/21/2013 Travel Exp. Type Amount ao Exch. Rate
DEEETHENT Full Day Per Diern (M&I.. + 49.00 |USD 1.00000
[¥]Paper Receipt Exists
To continue, click on the green check icon e
P From Date |- [o&/21/2013 Number =
W? J- I Description I I I
To continue, click on the green check icon
l.J"1
h
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18. After data entry is complete, click the Save icon. The

s, il <
) o5
" oF gou®

16. If the per diem is more tI'!an one d?y, manually approval screen will display. ***Every time the SAVE
ca_laflat? the amount. T-h|s c.an easily be done b_y button is clicked, the WORKFLOW is triggered
clicking in the amount field icon, a calculator will
open. Trip Edt Goto Extras System  Help

_m Trip Segments  Comments @ - E[ e' @ m Q‘ [Ej % @ {B i
No R... ExpTy Name P... | Amount Qumey  Exch.Rate  Acc..| Sonya Rivera, PersNo. 989776
e e (C O [ Sy ST P P —
oos| ) 0 =0 USD | | General Trip Data PD/FR Reimbt
oe |=| a ikl i From |06/12/2013/00:00] Reason [Annual Training M1 30
End |o6s19s2013)00:00] oty [LosAngeles || TTyv.s  [1
Notice that the calculator has the amount of the per diem. Country TS |Region |
Click the asterisk and then the number of days, this Posting Date  |06/04/2013)
example 2 days. Next, click on ‘=" and then the green Alternative Cost Assignment for Entire Trip, If Different to Master CA
check. 100% ~| [B% Cost Distribution |
(= Pocket Calculator x
19. The approvers will be listed in this window. To
SAPCalc . .
complete the transaction, click on the Save
M 43.00 Approve/Reviewers button. This window will close
9/ and the system will display the Travel Manager
6 * screen.

3 - [ Sonya Rivera, Persio. 989776

= + I B Save Approvers/Reviewers \ @ You must cick on Save Approvers button to complete the

Personnel No. Trp Number Start Date  End Date
989776 90000077 06/20/2013 06/21/2013

g] _Bu\dd Approver jBDéh{e Aoprover

: . . . Approvers Preview UserlD  Name Location of Postion  Status  Acted
The calculated amount is transferred to the Amount field. * € Frst Approver o0
‘®m8 TRAVEL... TRAVELWF 1 1006701

[ Receipts |r Trip Segments | Comments

[ Add Reviewer || Delete Revewer |

Mo R... ExpTy Mame P... | Amount Currncy | Exch. Rate Reviewers Preview UserlD  Name Postion | Location of Postion
001 [0 JconE  conference Fee ¥, 20..00.75D 1.00000

002 [ O |FDED  Full Day Per Di.. 's:- 1.00000

003 |_| [] uso User Comments ]

no4 |i| 0 usD P A 2@

17. Enter comments in the Comments tab.

Receipts - @ Trip Segments . Comments

HE® Be:

Mandatory training, please approve.

Comments Hstory

%J X - ~ H A —‘-Q

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.
23. Note the message below confirming the successful
T Gt Goto Bdrgs Emgonment System Heb creation of attachment. ***Do not click SAVE unless
- 1 an n |_-" '

e Jdcee QHR DDODED @ the WORKFLOW needs to be triggered.

Travel Expense Manager

@A Fresrs Sropove Hsete Honcel  H &
PersonneMo 985776 FT Hourly mthly LAUSD 005 \i| 0 usD USD  06/20/2013
Name Sonya Rivera Regulr/Permanent DD-Office, Technical & 006 \:| (]} uso USD  06/20/2013

007 \;| 0 usD USD  06/20/2013
List of Trips oos | | . O UsD USD  06/20/2013
L3 T I'H-mrr (w o'l (auc'd m .ﬂw o
| & 3000007706/20/2013 Los Angeles US  Annual Traning  Request Recorded Op:ﬁ [ Receipt [T pelete [BF costs & s
S00000TS 0671852013 Los Angeles E Annuzl Traning  Trp Approved ToBa S
1 b
E‘@E@E‘ﬁ Trp 1] o I The attachment was successfully created I
—= — A B e |==
¥ Trp 0090000077 was saved
21. Click on the icon to the left of the employee name.
Select Create - Create Attachment.

& -0 SEe@ SHE Bhoaa |
I Sonya Rivera, PersNo. 989776, Trip No. 90000076
E Create... » Create Attachment ory
Attachment list Create note
Gen Private note Create external document (URL) ent
Froi Send » S mer
End Re Ent
Workflow » | |US |Region |[C&
My Objects » Date lo&s04/2013
Alte Help for object services ip, If Different to Master CA

100% | 7 B>  Cost Distribution

22. Locate the file, select it and click Open
Look in: | B Deskiop - BEEIE
- Name Size | L.~
b [ Adobe Acrobat X Pre 2KB Sh T
Recent Places | | (A AVG 2013 1KB Sh
{3 EPSON Scan 1KB Sh
- desktop files Fill
Deskiop Leticia Fil
uPerform Published Docs Fil
o uPerform Warking Docs Fil
e (@ ANCILE uPerform IKB Sh
——— | {fiiEstimatedTraveiDoc. 20130130032608.10, %.pdf T3KE ™ Ad
[,I_!' @l7)0b Aid - TRAVEL EXPENSE FORM TO T-CODE PROS.do...  5512KB  Mi
- [F7 SAP NetWeaver Portal (2) 1KB Int
——— | &7 SAP NetWeaver Portal 1KB Inta
@ 1 Toshiba 656.zip 1442395KE Co~
4 4
Netwark
— F\\eIamE. Estimated TravelDoc_20130130032608.210_X. ~ Open
Files ot bpe: Al Fies ) -
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