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Creating Local Travel Claims
Quick Reference Card

Creating a local travel claim allows you to request
reimbursement for local travel.

See UG50 Creating Local Travel Claims for
more detailed information.

Getting Started

1. Click My E2 on the task bar and select
Create Local Travel Claim from the Quick
Links list.

P | select Create Local Travel Claim from
v e, the Quick Links menu and click Go.
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Quick Links menu
2. Click Go.

Completing Basic Information

1. Enter or select the following on the Basic
Information page:
e Specific Travel Purpose
e Begin Date and End Date

e Document Number (if manual document
numbering is enabled)

e Type of Travel (if enabled)
2. Click Save and Next Step.
Completing Expenses

Use the Expenses page to add estimated
expenses to your local travel claim.

1. Click the Add New Expense link. The Add
New Expense window appears.

Add New Expense o
Date of Expense:* [pawmay-2012 | It:)l|agufai f:f.ﬁ'ﬂ? l:hdeeZlaauulrtrns e
Expense Type:* ISeIect Expense Type =l
Amount: * -

Description: |

Pay To:* | j
Remark: Add an Optional Remark

Receipt: Add Receipt

Size Limit: 2 Megabytes - Allowed Types: PDF

Save and Newl Save and Closel Exit Window

Add New Expense window

2. Complete the required (*) fields. The fields
vary based on the type of expense you enter.

The following fields appear for all expense
types:

e Date of Expense — The date the
expense was incurred.

e Expense Type — Select the type of
expense from the list. This list is limited to
the expense types you are allowed to
claim for local travel.

If you selected an expense type of POV,
select the Subtype from the list, enter the
From and To destinations, and enter the
Distance in miles or kilometers.

e Pay To — Select the entity that paid for
the expense (and should be repaid), such
as traveler, traveler charge card or
agency billed.

e Remark — Click Add an Optional
Remark to add comments about this
specific expense.

e Receipt — Attach a receipt or other
documentation to this specific expense.
Click Add Receipt to select the file and
attach it to the expense.

3. Click Save and New to add the expense and
leave the window open to add other
expenses or click Save and Close to add the
expense and close the window.

4. Click Next Step.

Completing Accounting Information

Use the Accounting page to select the accounts
to cover the claimed expenses.

If you do not normally select funding sources for
your claims, skip this step, and click Save and
Next Step. A warning message appears,
indicating that expenses are under allocated.
Click Save and Next Step again to continue.

1. Select accounts to fund the claim using one
or more of the following methods.

e Select a favorite account. Click the
Select Account Codes tab, if necessary.

Account Code Selection

Account Code Delete
2005 ADMINADMIN.0000.NBC 000X NA NA NA Dekste

2005 ADMIN.ADMI. 1000 ALB.CORP FUNCT.NA

ANA Deiete

2005 ADMIN ADMIN.1000.80L PG DEV

Dekte

2005 ADMINADMIN.1000.VUT.CORP FUNCT. A NA A

Deiste

Select and Close Exit Window

Select Account Codes tab on Account Code
Selection window

a. Select the check box to the left of the
accounts you want to add to the
claim.

b. Click Select and Close.

e Search for an account using a drill-
down search. Click the Search Account
Codes tab, if necessary.

Account Code Selection v
Select Account Codes | Search Account Codes.
Drill-Down Search

BFY: | 2005 v | Refine search

Bt Window]  gopch oy seamen

Search Account Codes tab showing Drill-Down
Search

a. Select a value for the first segment
from the list and click the Refine
search link to the right of the value to
narrow your search.
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b. Select a value for the next segment
from the list. To narrow your search
further, click Refine search and
repeat this step for additional
segments.

c. Click Search. A list of accounts that
match your specified segment values

appears.

d. Select the check box to the left of the

accounts you want to add to the
claim.

e. Click Select and Close.

e Search for an account using a
segment search. Click the Search
Account Codes tab, if necessary. If the
drill-down search appears, click Search
by Segment.

a. Enter the segment values that you

want to use as a search filter. Hover

text shows the maximum length for
each segment.

Account Code Selection
Select Account Codes | Search Account Codes

Search By Segment
BFY:
FUND:
PROGRAM:
DEPARTMENT:
COUNTRY:
ADMIN ACTIVITY:
PRODUCT LINE:
COMPACT GOAL:
OUTCOME TARG:

Exit Window]  prij.gown Search

Search Account Codes tab showing Search By
Segment Search

b. Click Search. A list of accounts with

matching segment values appears.

c. Select the check box to the left of the

accounts you want to add to the
claim.

d. Click Select and Close.

e Add adimensional account code. Click 1.
the Add Account Codes tab, if necessary.

a. Enter segment values or click Search

to select from a list. You can also
enter part of a value or description

and then click Search to limit the list

to values and descriptions that start

with the entered data.
b. Click Add and Close.
2. Click Save and Next Step.

Completing the Summary step

The Summary page displays your local travel
claim information.

Review the claim. Click the Edit Details link
in the section header to return to that step to
make changes.

2. Click Send to Approver. A Confirm Action
box appears.

3. Click Confirm.

[rosmmno

Traveler Name: SUSAN SANDERS Local Claim ID: LT-0052103 Claim Status: Voucher Revised

Basic Information - Edit Details

Specific Travel Purpose: IT training

Remarks - Edit Details

Local Travel Remarks - Local Travel ID: LT-0059103
SANDERS, SUSAN
Registration includes late fee,
SANDERS, SUSAN

01-Dec-2011 8:08:41 AM CST

01-Dec-2011 2:01:11 PM CST
1 hereby assign to the United States any right I may have against any parties in connection with reimbursable transportation

correct to the best of my knowledge and belief, and that payment or credit has not been received by me.

Click Send to Approver to
submit the claim for
approval.

Upioaaea py
JTRAVEL J

rchases for $22.50 USD
vate submitted File Name. Show

01-Dec-2011 9:05:28 Show
e Linch Receipt 1Dec2011.pdf Show

@ Collapse All Sections | (¥ Expand All Sections

Begin Date: 01-Dec-2011
End Date: 01-Dec-2011
Document Number: 6L201112015910300
Expenses - Edit Details
Traveler: 93.50
Amount: 93.50
Date. Type Amount Description Pay To Alerts snow
01-Dec-2011  Hinor Purchases 2250 Linch Traveler o] Show
01-Dec2011 Parking 18.00 Parking fee Traveler o) Show
01Dec2011 Regitration fe 50,00 Conference fee Traveler o) Show
01-Dec-2011 Voucher Transacton Fee £.00 Voucher Transaction Fee: Traveler
Showing 1 - 4 of 4
Attachment0] Remark!™]
Accounting - Edit Details
Description Account Code Amount Allocated Percent Allocated
conference 2005, ADHIN ADNIN.0000.NBC JOGOCNA NA NA s93.50 100.00%
Total: $93.50 100.00%
Remaining amount to be allocated: 50.00
Total claim amount: $93.50

Expand Remarks

charges described below, purchased under cash payment procedures (41CFR 101-41.203-2). I certify that this voucher is true and
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