Add TA lines manually - mileage and per
diem out-of-State
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Add a line and select the Expense Type.

Here, the Header has been completed, a line for Airfare has been completed and we clicked the Add
icon at the end of the row to add a new one.

We're going to click the drop-down arrow under Expense Type and select Domestic TR-Mileage.

£ Travel Authorization Search Travel Authorization

Report NEXT _Pending

etma erer® oo

*Description | IDOA training trip to San Dieg “Travel From

Indianapaolis, IN
*Business Purpose | Business - Out of State g Travel To  San Diego, CA

Trip 1o San Diego to attend

z “Date From 1211912022 )
Comments | g national canference of

“Date To  12721/2022 [ Trip Duration 2 Days
Create A Cash Advance Attachments #
Details 2 rows
Accounting Default | | Populate from Travel Auhorization AN
Expanse Typa O Description ¢ Amount ¢ *Currency ¢ Accounting Attachments
Domestic TR-Airfare ~ Reund trip ecenomy class tic 399990 USD Q =3 Detaits J Attachments 4 -—
‘ [ v” usD Q & Details Anachments & + | |-
399.990 USD

Enter the Description.

In the Description field, enter the complete address for the start and end points for the mileage
being claimed.

£ Travel Authorization Search Travel Authorization

Report NEXT  Pending

Jeania Wemner® m I Save

*Description | IDOA training trip to San Dieg “Travel From  Indianapalis, IN

*Business Purpose  Business - Out of State - “Travel To  San Diego, CA

Trip 1o San Diego 1o attend = *Date From | 1211912022 e

Comments g naional canference of

*Date To | 12/21/2022 G| Trip Duration 2 Days
Create A Cash Advance | Atachments 4

Details Zrows

Accounting Defaull | | Populate from Travel Authorization &|lalln
Expense Type © Description & Amount © “Currency Accounting Attachments

Domestic TR-Airfare v Round trip economy class tic 399990 USD Q = Details Attachments 4, -

Deomestic TR-Mileage b | Road, Indianapolis, IN 4624() ‘ usD -3 Details Attachments & + -—

399,990 USD

20f8



STEP j

Review or adjust the Accounting Details and Line Details.

To review or adjust the Accounting Details, click the icon under Accounting.

To review and adjust the Line Details, click Details.

Travel Authorization
Report NEXT  Pending

Jeania Werner (2 Submit

“Description | IDOA training trip to San Dieg “Travel From | Indianapalis, IN

*Business Purpose | Business - Out of State v “Travel To  San Diego, CA a

Trip 1o San Diego to attend - “Date From | 121192022 .E
Comments 2 national canference of 4
bbbl /

*Date To | 1272172022 Trip Duration 2 Days
Create A Cash Advance
Details 2rows
Accounting Defaull l l Pmmmmnammwsm] @
.
Expense Type © Description < ° L] Am&ts *Currency & Accounting Attachments.

Domestic TR-Alrfare - Round trip economy class tic L] 300 9@ usp a @ Atachments 4 B
. @
Domestic TR-Mileage v Mileage from 402 W Washing L . usD | Atachmants & E

399.990 USD

STEP 4

Adjust the Date and select the Payment Type.

The Line Detail pop-up will appear.

The Date will default with the first day of the trip - update it to reflect the event start date.

Select the appropriate Payment Type from the drop-down.

Line Detail

Date 1211972022
Expense Type Domestic TR-Mileage
Description
Mileage from 402 W Washington Street, Indianapolis, IN 46204 to 8550 Stansted
Foad, Ingianapolis, IN 46240

Amount

_Faymnnt Type | Employes Pfidgv

“Billing Type | Agency Paid. <@~

Originating Location | IND/
Travel To
“Miles
x

Transportation ID
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STEP 5

Select the Billing Type and review the Originating Location.

Select the appropriate Billing Type from the drop-down based on the Payment Type chosen.

The Originating Location field will be populated from the Header. It can be updated if needed
using the Lookup feature.

Line Detail

Date | 12119/2022
Expense Type Domestic TR-Mileage
Description
Mileage from 402 W Washington Street, Indianapolis, IN 46204 to 8550 Stansted
Road, Indianapolis, IN 46240
Amount

Payment Type Emplweg?&&.v

Billing Type | Out of State Biable v

[Oﬁglnmlng Location  IND

Travel To  SANDI
“Miles
]

Transportation 1D -
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STEP 6

Review the Travel To field and enter the number of Miles.

The Travel To field will be populated from the Header; it can be updated if needed using the

Lookup feature.

Enter the number of miles calculated as the shortest distance from an on-line mapping source.

Line Detail E3

Date | 1211972022

Expense Type Domestic TR-Mileage

Description
Mileage from 402 W Washington Street, Indianapolis, IN 45204 to 8550 Stansted
Road, Indianapolis, IN 46240

Amount
Currency USD
Payment Type  Employee Paid v

*Billing Type | Out of State-Bilable v

Originating Location | IND

[1nvel To  SANDI

P re—)

Transportation Il v

STEP 7
Select the Transportation ID.

From the Transportation ID drop-down, select IDOA.

-

Line Detail

Date | 12/19/2022
Expense Type Domestic TR-Mileage

Description
i IN 46204 to 8550 Stansted

1 402W
Road, Indianapalis, IN 46240
Amount

Currency USD

Payment Type  Employeg Paid g v
S —

“Billing Type | Out of Stite-papthle
Originating Location  IND
Travel To | SANDI
“Miles | 14.10

Transportation 1D [ ID0A v]
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STEP (
Click Done on the Line Detail pop-up.

Notice that the current State mileage reimbursement rate has defaulted.

When you're satisfied, click Done on the Line Detail pop-up.

Line Detail

Date | 12192022

Expense Type Domestic TR-Mileage
Description
Mileage from 402 W Washington Street, Indianapolis, IN 46204 to 8550 Stansted
Road, Indianapalis, IN 46240

Amaount 6910

Payment Type
“Billing Type
Originating Location
Travel To

“Miles

Employeg Pdid v
i
Out of Stite gadble v

IND
SANDI

14.10

Transportation 1D IDOA ~
10oA

STEP 9
Add aline and select the Expense Type.

Notice that the Amount has prepopulated based on the miles and the reimbursement rate.
We clicked the Add icon at the end of the row to add a new one.

We're going to click the drop-down arrow under Expense Type and select Domestic TR-
PerDiem-OutofState.

Travel Authorization

Report NEXT Pe

Jeania Wemer (2
“Deseription | IDOA training trip to San Dicg “Travel From  Indianapolis, IN Q
“Business Purpose | Business- OutofState v “Travel To | San Diega, CA a
Trip to San Diego to attend £ “Date From | 12/19/2022
Comments | g nagonal conference of |
"Date To 1212112022 Trip Duration 2 Days
Create A Cash Advance
Details 3 rows
Accounting mwc| ‘ suwmmrmmmmnm| @
Exponse Type © Description © Amount & “Currency © Accounting Attachments
Domestic TR-Airfare ~ Round Irip ecanamy class tic 399990 USD Q | Detaits ascnments £ ||+ | | =
Domestic TR-Mieage ~ Mitzage from 402 W Washing usu = .l E
C— - S momes] (3] =
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Enter the Description and the Amount.

In the Description field, enter any meals provided or enter a comment if no meals were provided.

Enter the Amount.

< Travel Authorization Search Travel Authorization

Report NEXT  Pending
Jeania Wernes (2

“Description | IDOA training lip 1o San Dieg “Travel From  Indianapolis, IN
“Business Purpose | Business - Out of State v “Travel To  San Diego, CA
c e | V7P to San Diego to attend | “Date From 121192022 &l
QMMENS | fha national canference of
*Date To | 12/21/2022 G| Trip Duration 2 Days
Attachments 4,

Details

Accounting Populate from Travel Authorization

Expense Type © Description & Amount © “Currency Accounting Attachments

Domestic TR-Airfare v Round trip economy class tic 399990 USD Q £ Details Attachments

Domestic TR-Mileage v 5910 USD o Detaits Attact

Domestic TR-PerDiem-OutofState +

Review or adjust the Accounting Details and Line Details.

To review or adjust the Accounting Details, click the icon under Accounting.

To review and adjust the Line Details, click Details.

32000 | USD Q E Details

Aftachments &

438.900 USD

< Travel Authorization Search Travel Authorization

Report NEXT Pending
Jeania Werner &

Description | IDOA raining trip to San Dieg *Travel From  Indianapolis, IN
*Business Purpose | Business - Out of State v “Travel To | San Diego, CA
¢ ) Trip o San Diego to attend *Date From | 12/19/2022 el
OMMENS e national conference of
*Date To | 122112022 [5 Trip Duration 2 Days
Create A Cash Advance | Anachments 4
Details
Accounting Defaull | | Populate from Travel Authorization
: ) — *%e . 5
Expense Type © Description & ° Amo 1‘ Currency & Accounting Attachments
Domestic TR-Alrfare v Round trip economy class tic * w0 M usp Q
L]
Domestic TR-Mileage - Mileage from 402 W Washing ® o %910 USD =4
Domestic TR-PerDiem-OutofState v breakfast, lunch and dinner 32.0000 USD Q

]

438.900 USD
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STEP 12

Complete the Line Detail pop-up.

o The Date will default with the first day of the trip - update it to reflect the expense date.

Select the appropriate Payment Type from the drop-down.
o Select the appropriate Billing Type from the drop-down based on the Payment Type chosen.

e The Originating Location field will be populated from the Header. When you're satisfied, click
Done on the Line Detail pop-up.

¢ Continue to add expense lines with the required information and click Save often to avoid
losing information.

Line Detail

Date | 121192022
Expense Type Domestic TR-PerDiem-OutofState
Description breakfast, lunch and dinner. No meals provided
Amount | 32.000
Currency USD
Payment Type [ Employee Paid_ v

(Bilting Type | Cut ufS.:ﬁe—Bill-alg )

[ Originating Location |IND ) q]
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