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I. Objectives

By the end of this procedure, you should be able to:
e Create a TA/TRV eForm
e Update a TA/TRV eForm
e Approve a TA/TRV eForm
e View a TA/TRV eForm

II. Tips and Tricks
Here are few tips and tricks when creating a TA eForm:
e Add multiple travelers if traveling for the same purpose and location.

e Be sure to have the following before creating a TA eForm:
o Traveler(s) names
o List of Expense Types to be included
o Correct chartfield information that will need to be added to the Distribution Details
for each Expense line
o Supporting documentation, if applicable

e Distribution details will need to be added to each individual Expense line, the eForm does not
provide the ability to apply to all lines by entering one time.

Here are few tips and tricks when creating a TRV eForm:
e The system requires a Travel Voucher to be created for each individual traveler.

e Be sure to have a valid address for the traveler which will need to be entered on the Recipient
Information page of the eForm.

e When completing a TRV, please be sure to attach paid receipts for expenses that show proof
of payment. Receipts can include:
o Paid itemized receipt for lodging.
o Original paid airfare receipt with name of traveler, dates, flight information, class of
service, proof of payment, and ticket number.
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III. Explanation of eForm Status Options

TA/TRV eForm Status

Saved The TA/TRV eForm has not been submitted.
Withdrawn | The creator of the TA/TRV has cancelled the eForm and therefore it cannot be

resubmitted.

Pending The TA/TRV eForm has been submitted and waiting for approvals.

Denied An approver denied the TA/TRV and therefore it cannot be resubmitted.

On Hold An approver has put the TA/TRV on hold, but the creator and approver can
continue to make changes to the TA/TRV and resubmit using the Update
TA/TRV option on the landing page.

Executed The TA/TRV is fully approved and is assigned an ID.

Recycle An approver has returned the TA/TRV to the creator. When recycled, only the
creator can make changes and resubmit using the Update TA/TRV option on the
landing page. The form status will show partially approved.

IV. Left Navigation Options

.~ leftNavigationOptions

Landing Page Click this option to find the definition of a TA/TRV, what should be
included with a TRV, how a TRV is paid, and who to contact if you
have questions.

Add a Travel Click this option to create an estimate of travel expenses for a
Authorization student or non-employee.

Add a Travel Click this option to reimburse a student or non-employee for travel
Voucher expenses.

Update TA/TRV Click this option to complete a TA/TRV that has been saved, not
submitted or pending approval. From here you can make changes,
Save, Submit, or Withdraw.

Approve TA/TRV | Click this option to search for a TA/TRV eForm that is ready for
approval. You will only see TA/TRV eForms you have access to
approve.

View TA/TRV Click this option to view TA/TRV eForm details, status, and/or see
who has approved the entry.
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V. Creating a TA eForm

A TA (Student/Non-Employee Travel Authorization) eForm is used to provide an estimate of travel
expenses for a student or non-employee.

To navigate to the Student/Non-Employee Travel eForms Landing page use the following menu path:
Main Menu > USC Finance eForms > Student/Non-Employee Travel eForm

Step 1: Click the Add a Travel Authorization tab.

Student/Non-Employee Travel

£ Landing Page TA/TRV Go Live Date —~ November 1, 2023

i Travel eForm Dates and Registration Links
- A « October 10, 10-11:30am

%] Add a Travel Authorization + October 17, 1-2:30pm

« November 14, 9-10:30am

= December 6, 1:30-3pm

%] Add a Travel Voucher
What is a Travel ization (TA)?
ATAIs an estimate of travel expenses for a student or non-employee.

7] Approve TATTRV

What s a Travel Voucher (TRV)?
ATRV is the means of reimbursing a student or non-employee for trave! expenses.

%) Update TATRV
What should be included with a TRV?

= When completing a TRV, please be sure o attach paid receipts for expenses that show proof of payment. Receipts can include:

51 View TATRV « Paid itemized receipt for lodging.

« Original paid airfare receipt with name of traveler, dates, fiight information, class of service, amount, proof of payment, and ticket number.

How is a TRV paid?
Reimbursement is paid via paper check mailed to the address on the TRV.

Need Help?
If you have Student and Non-Employee travel questions, please reach out to the Travel Team at tesubmit@mailbox.sc.edu.

Travel - Office of the Controller | University of South Carolina (sc.edu)

Step 2: On the Non-Employee Travel Authorization Transaction Details page, begin by selecting the
Business Purpose. For this example, select Other - Non USC Employee Travel. The Business Purpose
options are:

e Grant Participant

e Grant Participant — Student

e Interviewee

e Other—Non USC Employee Travel

e USC Student

Note: It is very important to select the appropriate business purpose because it populates the account
field in the Default Account field. Each purpose corresponds to a specific account.

< Home Student/Non-Employee Travel

< Start a Non-Employee Travel Authorization : Transaction Details Form 1D 10595 (NEW)

Transaction Details

“Business Purpose| V] Total Amount of Reimbursement $0.00

Grant Participant

Dsfault Locationl  FL i BT Default Account Q|
SR *Reason for Travel |

Other-Non USC Employee Travel

USC Student *Date To )

Notes/Comments

D Recipient Information

1row
*Full Name &

' | ] [=]
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Step 3: Notice the Default Account field is now showing 52021 which is the account typically used for
non-employee travel. This type of travel can include guest lecturer or someone visiting for a special
program.

Student/Nan-Employee Travel

< Start a Non-Employee Travel Authorization : Transaction Details Form ID 10595 (NEW)

Transaction Details

*Business Purpose | Other-Non USC Employ ~ | Total Amount of Reimbursement $0.00
‘DefouliLocation | Q] ‘Default Account (52021 G| NONUSC EMPLOY TRAVEL CONSULTA |
*Destination | *Reason for Travel |
DateFrom [ [H) DateTo [ [

Netes/Comments

D Racipient Information

“Full Name US Citizen? ©

S — =D + =)

Step 4: Click in the Lookup Default Location icon to choose the appliable location based on the travel
destination.

e |n State: Select this option if traveling to the state of South Carolina, or within the state of South
Carolina.

e Out of State: Select this option if traveling outside of South Carolina within the United States
and US Territory.

e Foreign: Select this option if traveling outside of the United States.

Student/Non-Employee Travel

= Start a Non-Employee Travel Authorization : Transaction Details Form ID 10595 (NEW)

Transaction Details

*Butiness Purpase | Other-Non USC Emplo) v| Total Amount of Reimbursement $0.00
*Default Location :I *Default Account ‘52021 Q| NON USC EMPLOY TRAVEL CONSULTA
“Destination | | “Reasen for Travel ‘—|
‘Date From *Date To ‘

Notes/Comments

m Recipient Information

*Full Name & US Citizen? &

I E— = # =]
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Step 5: For this example, select In State because the individual is visiting Columbia, South Carolina.

ﬁ Cancel Lookup m
+ | Starta Non-Employee Tra¥| s.arch for Defaut Location Form ID 10595 (NEW)
[» Search Criteria ]
 Search Results
Transaction Details
[(E]=] trows
Expense Location & Description &
*Business Purpose
CANDA Canada
*Default Location PLOY TRAVEL CONSULTA
FOREI Foreign
*Date Fromg INSTA In State
ouTsT Out of State
NotesiComments.

Step 6: Click in the Destination field and enter the name of the place the individual(s) will be visiting.

Step 7: Click in the Reason for Travel field and enter the first initial and last name for the individual, plus

sign + if multiple people included on the TA, date of travel, and location. For this example, enter J
Callahan+, 10/17/23, Columbia.

Student/Non-Employee Travel

+ | Start a Non-Employee Travel Authorization : Transaction Details Form ID 10595 (NEW)

Transaction Details

“Business Purpose | Other-Non USC Employ v
*Default Location |INSTA Q| In State

*Destination | Calumbia |

*Date From E

Total Amount of Reimbursement $0.00

*Default Account | 52021 Q | NON USC EMPLOY TRAVEL CONSULTA

*Reason for Travel |JGallahan+10/17/23, Colun

Nates/Comments

Step 8: Enter the first day of travel in the Date From field and the last day of travel in the Date To field.

Student/Non-Employee Travel

| Start a Non-Employee Travel Authorization : Transaction Details Form ID 10595 (NEW)

Transaction Details

*Business Purpose | Other-Non USC Empioy v Total Amount of Reimbursement $0.00

*Default Location |INSTA Q| In state
*Destination |Columbia
'Date From |10/17/2023 :::i

*Default Account [52021 Q| NON USC EMPLOY TRAVEL CONSULTA

*Reason for Travel |JCallahan+10/17/23, Colun|

*Date To |10/18/2023

Notes/Comments

S —
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Step 9: In the comments section, enter the reason why the individual(s) are traveling to the specific
location.

¢ Home Student/Non-Employee Travel Qo e

= | Start a Non-Employee Travel Authorization : Transaction Details Form ID 10595 (NEW)

Transaction Details

*Business Purpose | Other-Non USC Employ v Total Ameount of Reimbursement  $0.00

*Default Location [INSTA Q| In State *Default Account |52021 Q| NON USC EMPLOY TRAVEL CONSULTA
*Destination | Columbia *Reason for Travel |JCallahan+10/17/23, Colun|
*Date From [10/17/2023 =] *Date To | 1011812023 ]

Traveling to Columbia to present at a World War |l forum,

Notes/Commaents

Step 10: In the Recipient Information section, add the name(s) of the individuals traveling. Enter the
name of the individual in the Full Name field.

Step 11: For this example, there are multiple travelers. To add an additional traveler, click the Plus +
button to add a row.

< Home Student/Non-Employee Travel aa n e
< Start a Non-Employee Travel Authorization : Transaction Details Form ID 10595 (NEW)

Transaction Details

*Business Purpose | Othar-Non USC Employ v | Total Amount of Reimbursement $0.00

*Default Location |INSTA Q | In State *Default Account ‘ 52021 Q | NON USC EMPLOY TRAVEL CONSULTA

*Destination | Columbia | *Reason for Travel | JGallahan+10/17123, Golun|
*Date Fram [10/17/2023 =] “Date To [10/18/2023 =)

Traveling to Columbia lo present al a World War Il forum

Notes/Comments

D Recipient Information

*Full Name & US Citizen? &

N — (=]
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Step 12: Enter the name of the individual in the Full Name field.

Note: You can add multiple individuals to one TA if the purpose and location is the same.

Student/Non-Employee Travel

= Start a Non-Employee Travel Authorization : Transaction Details Form ID 10595 (NEW)

Transaction Details

*Business Purpose | Other-Non USC Employ vl Total Amount of Reimbursement $0.00
“Default Location |INSTA Q| In State *Default Account |52021 Q.| NON USC EMPLOY TRAVEL CONSULTA

*Destination |Columbia | *Reason for Travel | JCallahan+10/17/23, Colun|
*Date From [10/17/2023 =) *Date To [ 10/18/2023 =)

Traveling to Columbia to present at a World War Il forum.
Notes/Comments

D Recipient Information

2 rows
*Full Name © US Citizen? ©
1 Joanne Callahan | e O +| -

z W @ [

Step 13: Now let’s enter the expenses. To begin, click in the Date field. Be sure to enter a date that falls
within the dates of travel identified in the Transaction Details section at the top of the eForm.

Step 14: To select an expense type, click the Expense Type drop-down arrow and select an appropriate
option from the list. For this example, select Mileage for the round trip from Charlotte to Columbia.

Student/Non-Employee Travel

Traveling to Columbia to present at a World War Il forum.
NotesiComments

Recipient Information

2rows
*Full Name © US Citizen? &
1 [45anna callahan | (Yes | + | -
2 [ Lois Compton | (Yes () + | - |
n Expenses
1 raw
*Date © *Expense Type *Description © *Amount < Distribution

1 [10r7iz02 = v 000 [ Distribution ] F |:|

Reimbursement Total

Total Amount of Reimbursement $0.00
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Step 15: Enter the total miles in the Miles field. Once entered, the amount will auto populate.

Step 16: Click in the Description field and enter an appropriate description. A good description for this
example is “Home to Columbia Round Trip”.

Step 17: To add the chartfield information, click the Distribution button.

Student/Non-Employee Travel

Traveling to Columbia fo present at a World War Il forum.
NotesiComments

Recipient Information

2rows
*Full Name US Citizen? &
1 |Joannecallahan (Yes g ) +| (= ‘
2 [ Lois compton | ¥ T +| |- ‘
1row
*Date *Description *Amount = Distribution

1 [ u.oo| | Distribution |E| E‘

Air Travel Expenses

Expense Adjustments
Reimbursement Total Ground Transportation

Hotel and Lodging

Meal Fxnanses

Total Ameunt of Reimbursement  $0.00 Mileage
Miscellaneous Travel Expenses
File Attachments Reduced Rate Mileage Courtesy
Registration

Step 18: Enter the Operating Unit, Department, Fund Code, and Class. The Account number will auto
populate based on the business purpose selected in the Transactions Details section of the form.

Note: If the expenses need to be charged to a project be sure to enter the PC Business Unit, Project
number, and Activity.

Step 19: Once the chartfield details are entered, click the Save button.

Student/Non-Employee Travel

Traveling to Columbia to present at a World War Il forum,
Notes/Comments
4
Recipient Information
2rows
“Full Name & US Citizen? o
Distribution Details for Line ltem X
[m] *Transaction Amount *GL Business Unit *Operating Unit “Department *Fund Code *Account *Class Field PC Business Unit Project
o1 su|,ea| |uscor Q| |:L071 Ql ||:5515 Q“Aﬂom Q| ‘520:1 a| [ al ‘ Q‘ ‘
1 linpziones =l Shieane | 18800 0655000 |Home o Columbia Bound® 12183 Distribytion il

S —
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Step 20: To add an additional expense, click the + Plus button to add a new line.

Student/Non-Employee Travel

Notes/Comments.

Recipient Infermation

2rows
*Full Name & US Citizen? &
1 Joanne Callahan | Yes () + | = |

F] Lois Complon \ Ve O E

Expenses
1 row
“Date & “Expense Type © “Miles Mileage Rate ($) ¢ *Description & Amount & Distribution
1 |10117/2023 £ Mileage | 186.00 0665000 | Home to Columbia Raund” 121.83 Distribution | -

Reimbursement Total

Total Amount of Reimbursement §121.83

Step 21: Enter the date of travel in the Date field.

Step 22: Click the Expense Type drop-down arrow and select an appropriate expense type. For this
example, select Hotel and Lodging.

Student/Non-Employee Travel

Notes/Comments

Recipient Information

Reimbursement Total

Total Amount of Reimbursemen

File Attachments

Air Travel Expenses.
Expense Adjustments
Ground Transportation
Hotel and Lodging

Meal Expenses

Mileage

Miscellaneaus Travel Expenses
Reduced Rate Mileage Courtesy
Registration

2 rows
“Full Name ¢ US Citizen? ©

1 [Joanne catiahan | e O [+ B
z =D ®
Expenses

2 rows

*Date < *Expense Type © *Miles & Mileage Rate ($) C *Description < Amount Distribution

1 [11712028 =] [ Mieage v 186.00 0656000 [Home to Golumbia Round" 12163 | +‘ ‘ ..‘
2 [ion7m0zs L ] 00| [ pswaten | [ 4] [ =]

October 2023
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Step 23: Click on the Description field and enter an appropriate description. For this example enter, “2
Night Stay”.
Step 24: Enter the estimated hotel cost in the Amount field.

Step 25: To add the chartfield information, click the Distribution button.

Student/Non-Employee Travel

Notes/Comments

Recipient Information

2rows

*Full Name & US Citizen? &

1 Joanne Callahan ( Yes ) |E E
2 Lois Compton ( Yes () |ﬂ \j

Expenses

2rews
D “Date © *Expense Type ¢ “Miles ¢ Mileage Rate ($) ¢ *Description < Amount & Distribution

1 ‘mnmnza ‘ ‘M\\Eage v‘ 186.00 0.655000 ‘Hu’nernCnlumhiaand" 121.83 Distribution |E B
e — ET— o] [ ] (¥ [

Reimbursement Total

Total Amount of Reimbursement §121.83

Step 26: Enter the Operating Unit, Department, Fund Code, and Class. The Account number will auto
populate based on the business purpose selected in the Transactions Details section of the form.

Note: If the expenses need to be charged to a project be sure to enter the PC Business Unit, Project
number, and Activity.

Step 27: Once the chartfield details are entered, click the Save button.

Student/Non-Employee Travel

Notes/Commants

Recipient Information

2rows
*Full Name * US Citizen?
R e F =
Distribution Details for Line Item X
o *Transaction Amount *GL Business Unit *Operating Unit *Department *Fund Code *Account “*Class Field PC Business Unit Project

o1 522000| [uscot a| [cort a| frasss a frooot | [sz021 a| |1m q‘” al |
=
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Step 28: For this example, add one more expense line. To add an additional expense line, click the + Plus
button.

Student/Non-Employee Travel

< Home

US Citizen? ©
Yes ()
=0

*Full Name <

1 Joanne Callahan
2 Lais Campton

Expenses
2 rows
*Date © *Expense Type & “Miles & Mileage Rate {$) C *Description < Amount < Distribution
1 [rort72023 = [Mieage ~ 186.00 0.656000 [Home to Columbia Round" 12183 | Distibuton +| [-
‘ Hotel and Lodging ,,‘ 1 night stay 220.00 I Disiribution ‘ -

D 2 [10m72023

Reimbursement Total

Total Amount of Reimbursement §341.83

Step 29: Enter the date of travel in the Date field.

Step 30: Click the Expense Type drop-down arrow and select an appropriate expense type. For this
example, select Meals.

Student/Non-Employee Travel

2rows
*Full Name US Citizan?
1 Joanne Callahan ‘ e ) E+ | — |
2 Lols Compton | (" Yes () + | - |
Expenses
Irows
“Date & *Expense Type © Miles © Mileage Rate ($) & *Description © Amount & Distribution
1 [101772023 [ [ Micage v 186.00 0.655000 12183 [ Distribution +| [=]
2 [1n72023 [ [Hoteland Lodging __ ~| 2000] Distribution I ‘4. |...|
N — = (o] [ 5]
Air Travel Expenses
Expense Adjustments
Reimbursement Total Ground Transportation
Hotel and Lodaina
Meal Expenses
Tatal Amount of Reimbursement Mileage
Miscellaneous Travel Expenses
File Attachments Reduced Rate Mileage Courtesy
Registration
1 row

TA/TRV eForms
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Step 31: Click on the Description field and enter an appropriate description. For this example, enter
“Meals for 2 days”.

Step 32: Enter the estimated meal cost in the Amount field. This individual is traveling to Columbia for
two days. The meal per diem for In State travel is $35 per day, so $70 would be a good estimate for two
days of travel.

Step 33: To add the chartfield information for this expense line, click the Distribution button.

< Home Student/Non-Employee Travel
2rows
“Full Name © US Citizen? ©
; =0 ¥ [
! =D olE
Expenses
3rows
*Date © *Expense Type © *Miles Mileage Rate () © *Description & Amount ¢ Distribution
1 [10r1712023 =] [ Mileage ~ [ 186.00 0655000 | Hame to Columbla Round” 12183 +| | =
D 2 (1011712023 [ [Hotel and Lodging _ ~ 22000 I Distribution I +| [=
T — [ ] [ [+ 7]
Reimbursement Total
Total Amount of Reimbursement $341.83

Step 34: Enter the Operating Unit, Department, Fund Code, and Class. The Account number will auto
populate based on the business purpose selected in the Transactions Details section of the form.

Note: If the expenses need to be charged to a project be sure to enter the PC Business Unit, Project
number, and Activity.

Step 35: Once the chartfield details are entered, click the Save button.

Student/Non-Employee Travel

2rows
*Full Name © US Citizon? ©
1 | Joanne Callahan | (=0 |T| F
2 | Lois Compton | TN m F
Expenses
Distribution Details for Line Item X
o *Transaction Amount *GL Business Unit *Operating Unit *Department *Fund Code *Account “Class Field PC Business Uit Project
o1 | smau‘ |uscn1 Q|||cum ql ||35575 O.I [Aaoo1 Q] [sz021 o.| [101 Q\H Q‘ |
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Step 36: Once all applicable expense lines are added, notice the Total Amount of Reimbursement is
populated in the Reimbursement Total section.

Student/Non-Employee Travel

*Full Name ©

D 3 |10/17/2023 |:‘

Reimbursement Total

I Total Amount of Reimbursement §411.83 l

1 [ Jaanne Cailahan |
2 | Lois Compton |
Expenses
*Date & “Expense Type & *Miles ©
1 [tort712023 B [ Mieage ~| 186.00
2 ||m17rzoza t‘ ‘ Hotel and Lodging vl
‘ Meal Expenses «|

Mileage Rate {$) & *Description &

0655000 | Home fo Columbia Round*|

1 night stay ‘

Meals for 2 Days

Us Citizen? ©
(Y= ()

(_Yes ()

Amount &

121.83

Distribution

Distribution |E E

[ 22000

[ 70.00|

Distribution |E‘ E
(o] (3] (2

Step 37: Attachments are not required for a TA but if you do have something to attach begin by clicking

the Upload button.

Student/Non-Employee Travel

*Full Name ©

1 Joanne Callahan |

2 Lais Compton

| Meal Expanses

D 3 [1ort72023 [

Reimbursement Total

Total Amount of Reimbursement $411.83

File Attachments

Upload

: =

Description ©

]

Expenses

“Date © “Expense Type o *Miles &
1 [10r1712023 ] [ Mieage ~ 186.00
2 [10172023 ‘ [ Hotel and Lodging |

Mileage Rate {§) © *Description <

0.655000 | Home to Columbia Round *
1 night stay
Meals for 2 Days

File Name

US Citizen? ©

Amount &

121.83

220.00

—

3 rows
Distribution
Distribution E| ‘3
o | [+] [=]
s | [+] [=]
1 row
Delete

Delete

TA/TRV eForms
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Step 38: Click the My Device icon.

Expenses

File Attachment X

*Date Chaose From Distribution

1017, | ] Distribution

10/17, Distribution

-

My Device

Distribution

s
HEE
000

LB B

10/17/2023

L

Reimbursement Total

“Total Amount of Reimburi

Step 39: Select the document, click the Open button.

| Desktop — iCloud <
Recents

Applicati. lame Date Modified

Downloads

< rise_program_controller_office_9_27_23

M Personal Info
A Payroll Questions for HCM_ _23
= employee_travel_refres..._training_9_25_23.pptx

iCloud...
Documents W General Accounting
B TEST Upload Document
M Haz Weather Event
? Shared M TL&AM Project
M Succession Planning
#} Catchy Blurbs for Job Postings
OneDrive = payroll_process_improv...t_project_7_20_23.pptx

Desktop

M Security
M Treasury Management

A report changes
N

Cancel

Step 40: Click the Upload button.

File Attachment X

*Date Choose From [walzuﬂan

10/17/2023 @ E
e ] [+] []
10/17/2023 Upload | Clear @ B

@ TEST Upload Document.docx

=

Reimbursement Total File Size: 12KB

“Total Amount of Reiml

Step 41: When you see the Upload Complete message, click the Done button to return to the form
page.

File Attachment Done

*Date © ] Choose From Lnlmhnlm

1011712023 itriuion E’
2 (101712023 Distrbation E

D 3 |1017r2023

TEST Upload Document. docx =
@ Fila Size: 12K8 H

Reimbursement Total e bt 404888881

Total Amount of Reimbus

TA/TRV eForms October 2023



Step 42: Click the Description drop-down arrow and select an appropriate description for the

16

attachment. Selecting a Description is required before the eForm is submitted.
Status Upload Description * File Name & Delete =
1 [ View o ] TEST_Upload_Document.docx Delet
Document
Peces
Step 43: To add additional attachments, click the Add button and repeat steps 38 through 42.
File Attachments
Attachment Uploaded View Description © File Name = Delete =
L] [Dosument —— +| TEST_Upload_Document.dacx Delet
Step 44: To see the Comments section, click the Expand arrow.
File Attachments
Attachment Uploaded View Description © File Name Delete =
LI View m| TEST_Upload_Deeument.doesx Delste
Add
[komments

1
October 2023
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Step 45: Click in the Comments fields to provide important information.

Step 46: To submit the TA eForm for approval, click the Submit button.

Note: If a form is not ready to submit, save the form and return to it from the Update TA/TRV search
page. From there you can make changes, Save, Submit, or Withdraw.

Student/Non-Employee Travel

Expenses

Irows
*Date = *Expense Type & *Miles = Mileage Rate {§) & *Description & Amount & Distribution

1 [10m7sz02s [ Mieage - 186.00 0655000 |Home to Columbia Round " 12183 [+] [-]
2 ||0.'1 772023 | Hotel and Lodging A 1 night stay | 220, no| [ Distribution
3 [10172023 | Meal Expenses v Meals for 2 Days | 70 na| [ Distribution l | + ‘ ‘ - ‘

[+] [=]

Reimbursement Total

D Total Amount of Reimbursement $411.83

File Attachments

Attachment Uploaded View Description & File Name * Delete

1 0 Document - TEST_Upload_Document.docx Delete

w Comments.

Enter important information hare. ||

Step 47: On the Approval Submission page, notice the eForm ID number or Travel Authorization number
at the top of the page. It is important to make note of this number, so you know what TA to look for
when you are ready to reimburse the individual.

Step 48: Click the View Approval Route button to see where the TA eForm is in the approval process.

Student/Non-Employee Travel

+ | Start a Non-Employee Travel Authorization : Results Form ID 10596 (Pending)

You have successfully submitted your eForm
The eForm has been routed to the next approval step.

multiple approvers.

View Approval Route

Transaction | Signature Log

Current Date Time Step Title User ID Description Form Action Time Elapsed

1 102012023 1.01:11PM Initiated BLACKBU4 Katherine Blackbum Submit

Relresh Log

TA/TRV eForms October 2023
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Step 49: On the View Approval Route page, you can follow the form through the approval process. It is
currently waiting for Level 1 Departmental approval. Once approved at Level 1 the eForm then routes to
Level 2 Departmental approval and finally to the Travel team in the Controller’s Office for final approval.

Note: When the Travel Authorization is fully approved it is then available within the Add a Travel
Voucher tab to select when ready to reimburse the individual(s).

[cance] View Approval Route

Z Pending
| N"E’-'MW)

Expense Report Approval 2
v G3FORM_ID=10596 Awaiting Further Approvals

Level 2 Approval
& Not Routed

Mult
NE- mmm)

Controller's Office Approval
~ G3FORM_ID=10596 Awaiting Further Approvals

Travel Approval
| & Not Routed

SERRR PRNeiG e >
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VI. Creating a TRV eForm

A TRV (Travel Reimbursement Voucher) eForm is the means of reimbursing a student or non-employee
for travel expenses.

To navigate to the Student/Non-Employee Travel eForms Landing page use the following menu path:
Main Menu > USC Finance eForms > Student/Non-Employee Travel eForm

In this example, the individual has returned from their trip and is waiting for reimbursement.

Step 1: Click the Add a Travel Voucher tab.

Student/Non-Employee Travel

‘ f] Landing Page l What is a Travel A i (TA)?

ATA s an estimate of travel expenses for a student or non-employee.
+/ Add a Travel Authorization
« Prior to submitting a TA for a non-employee traveling from a foreign country, refer to the Payments to Foreign Nationals Matrix.

« USC is unable to approve the TA until all criteria and required documentation are fully satisfied.
B Rl e + The Travel Reimbi t, and D Needed columns of the matrix provide these requirements.
7l Approve TAITRV
What is a Travel Rei Voucher (TRV)?
Update TA/TRV ATRV is the means of a student or for travel expenses

Itis crucial to ensure the address provided is complete and accurate. Do not forget to include apartment numbers.
5] View TA/TRV

For students using a campus address, ensure the proper mailing format is provided to avoid checks being retumed.

What should be included with a TRV?
D When completing a TRV, please be sure to attach paid receipts for expenses that show proof of payment. Receipts can include

+ Paid itemized receipt for lodging
+ Original paid airfare receipt with name of traveler, dates, flight information, class of service, amount, proof of payment, and ticket number.
« Travel Check List

Step 2: On the search page, you can search for the approved Travel Authorization multiple ways. For this
example, enter the TA number in the TA Form ID field. This will provide a list of the TA form ID(s) that
can be used to begin creating the Travel Voucher. This connects the TA to the TRV and pre-populates
information within the TRV eForm.

Note: Notice for this example, two options returned. This indicates that two individuals were listed on
the TA eForm. The system requires a Travel Voucher to be created for each individual traveler.

Step 3: Let’s begin by creating a Travel Voucher for the first individual. Click the row for Joanne
Callahan/Row Number 1.

< Home Student/Non-Employee Travel fNa o e

I Landing Page Search by:

TAForm 1D [Beginswin | [[10508 |

(] Add a Travel Authorization

Name [Begnswin | | |

%] Add a Travel Voucher

Travel Auth Description | Begins With v |

] Approve TATRV

AT Date From | is Equal To vl ‘ =

5] View TATRY Date To |i5Euua\Ta V| ‘ :

[ [

2rows
TAFormID & Full Name = Reason for Travel & Date From * Date To & Rew number
D| 1 10586 Joanne Callahan JCaliahan+ 10/17/23, Columbia 202310417 20231018 1
2 10596 Lois Compton JCallahan+ 10/17/23, Columbia 2023-10-17 2023-10-18 2
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Step 4: On the first page of the eForm, enter the individuals address in the Recipient Information
section. Be sure the address entered is a valid address for that individual.

Step 5: Click the Next button to continue completing the form.

Student/Non-Employee Travel

+ | Start a Non-Employee Travel Voucher : Recipient Information Form ID 10599 (NEW)
Recipient Information

“Full Name ‘Joanna Callahan |

“Country |USA Q| United States
*Address Line 1 |1 Main Street |

Address Line 2 | |

Address Line 3 | |

*Postal Code |28105

Step 6: Notice the information entered on the TA is populated into the TRV eForm.

Step 7: Click in the Time of Departure and Time of Return fields and enter the applicable times.

Student/Non-Employee Travel

= | Start a Non-Employee Travel Voucher : Transaction Details Form ID 10599 (NEW)

Transaction Details

By submilting or approving this form, | certify the expenses submilted are accurate and comply with the University of South Carolina Travel Policy (FINA 1.00). | also certify that the expenses were incurred on official business for the University, and they will not be
reimbursed from any other source. The University reserves the right to not reimburse expenditures without receipts or defined in University policy.

*Business Purpose | Other-Non USC Empioy v | Total Amount of Reimbursement $411.83

*Default Location |INSTA Q| In Stats *Default Account (52021 Q, [ NON USC EMPLOY TRAVEL CONSULTA
*Destination |cmumb\a *Reason for Travel |JCallahan+ 10/17/23, Colui

*Date From [10117/2023 =) “Date To [10118/2023

T ot Bparure S ]

Traveling to Columbia to present at a World War Il forum

Notes/Comments.
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Step 8: In the Expenses section, review and update each Expense Line. For this example, the miles are
the same for Expense Line 1/Mileage. Click the Distribution button to review/update the chartfield
information.

Note: You are required to open the distribution for each expense line and verify the correct funding
information by saving it even if no changes need to be made.

Student/Non-Employee Travel

< Start a Non-Employee Travel Voucher : Transaction Details Form ID 10599 (NEW)

Transaction Details

By submitting or approving this form, | certify the expenses submitted are accurate and comply with the University of South Carolina Travel Policy (FINA 1.00). | also certify that the expenses were incurred on official business for the University, and they will not be
reimbursed from any other source. The University reserves the right to not reimburse expenditures without receipts or defined in University policy.

“Business Purpose | Other-Non USC Employ v Total Amount of Reimbursement $411.83
*Default Location [INSTA Q| In state *Default Account |52021 Q | NON USC EMPLOY TRAVEL CONSULTA
‘Destination [Columbia | *Reason for Travel [JCallahan+ 10/17/23, Colu|
*Date From [10/17/2023 =] *Date To [ 101812023 =]
“Time of Departure [600AM | “TimeofRetum [900PM |
D Traveling to Columbia to present at a World War Il forum
Notes/Comments

Expenses

NOTE: You must open the distribution for each expense line and verify the correct funding information by saving it (even if no changes need to be made)

3 rows
*Date © *Expense Type © “Miles © Miloage Rate & *Description ¢ Amount O Distribution
1 101712023 = [ milcage v 186.00 0655000 |Home to Columbia Round*| 121.83 |T| |j|
2 (10172023 & [Hoteland Lodging | [t right stay \ \ 22000 [ Distribution ] |T| |:|
3 [10n72023 & [ Meal Expenses v [Meals for 2 Days ] [ 7o.oo'[ [ Distribution ] |T| |?|

Step 9: For this example, the chartfield information is the same. Click the Save button.

Student/Non-Employee Travel

= | Start a Non-Employee Travel Voucher : Transaction Details Form ID 10599 (NEW)

Transaction Details

By submitting or approving this form, | certify the expenses submitted are accurate and comply with the University of South Carolina Travel Policy (FINA 1.00). I also certify that the expenses were incurred on official business for the University, and they will not be
reimbursed from any other source. The University reserves the right o not reimburse expenditures without receipts or defined in University policy.

*Business Purpose | Other-Non USC Employ ¥ Total Amount of Reimbursement $411.83

“Default Location [INSTA QinState *Default Account [52021 Q.| NON USC EMPLOY TRAVEL CONSULTA.
Distribution Details for Line ltem x
] *Transaction Amount *GL Business Unit *Operating Unit *Department *Fund Code *Account *Class Field PC Business Unit Project
=R s121.83| |uscot a| [cLort | [1as675 a| [amo1 Q| [s2021 al [ al| al |

o T

Note: If the amounts on the Expense Line and Distribution line do not match, a warning message will
appear. Click the OK button and fix the amounts to ensure they match.

Error: Mismatched Totals (24844,14) The sum of totals in the funding distribution modal window doesn't match the amount entered for this expense. Please ensure your totals sum to the expense total 121.83.
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Step 10: For this example, the amount for Expense Line 2/ Hotel and Lodging needs to be updated. Click
in the Amount field and enter $235.00.

Step 11: Click the Distribution button to review/update the chartfield information and edit the Amount
field if applicable.

< Home Student/Non-Employee Travel

By submitting or approving this form, | centify the exper itted are accurate and \ply with the University of South Carolina Travel Policy (FINA 1.00). | also certify that the expenses were incurred on official business for the University, and they will not be
reimbursed from any other sourca. The University reserves the right ta not reimburse expenditures without receipts o defined in University palicy.

*Business Purpose | Other-Non USC Employ v | Total Amount of Reimbursement $411.83
*Default Location |INSTA Q ‘ In State *Default Account ‘ 52021 ‘Q [ NON USC EMPLOY TRAVEL CONSULTA

“Destination |Columbia | “Reasen for Travel |JCallahan+ 10/17/23, Colu
“Date From | 101712023 =l *Date To | 1018/2023
*Time of Departure |6:00AM | *Time of Return | 9:00PM

Teaveling lo Columbia to present al a World War Il forum.
Notes/iComments

Expenses

D NOTE: You must open the distribution for @ach expense line and verify the comect funding information by saving it (even if no changes need to be made).

Irows
*Date © *Expensa Type © *Miles © Mileage Rate ¢ *Description © Amount ©  Distribution
1 [1on7r2023 [ Mileage v 0655000 | Home to Columbia Round| 12183 ﬂ] \1| ‘ﬂ
2 [1omm2023 = [ Hotel and Lodging | |W| | 235 DDI I Distribution I E| ‘3
3 |1w1wzuz:! ‘ [ Meal Expenses ~| |W| ‘ 7u.DD| Distribution ‘ E| ‘E‘

Step 12: If applicable, click in the Amount field and enter the new amount entered on the expense line.
Step 13: Review/update the chartfield information.

Step 14: Click the Save button.

Student/Non-Employee Travel

By submitting or approving this form, | certify the expenses submitted are accurate and comply with the University of South Carolina Travel F’al-cy (FINA 1.00). | also certify that the expenses were incurred on official business for the University, and they will not be
reimbursed from any other source. The University reserves the right to not reimburse expenditures without receipts or defined in University pol

“Business Purpase | Other-Non USC Emgloy Total Amount of Reimbursement $411.83
‘DefaultLocation INSTA  Qnstate ‘DefaultAccount 52021 Q| NON USG EMPLOY TRAVEL CONSULTA
“Destination ‘@| “Reason for Travel l@
w0 s [

*Time of 6:00AM 1 *Time of Return | G:00PM
Distribution Details for Line ltem

[ *Transaction Amount *GL Business Unit *Operating Unit *Department *Fund Code *Account *Class Field PC Business Unit Project

RN 523500 | [uscot a| [cLom a | [13ss7s Q| [accet Q| [s2021 al [t Q a |
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Step 15: For this example, the amount for Expense Line 3/Meal Expenses is the same. Since the
individual departed before 6:30AM and returned after 8:30PM they can receive reimbursement for a
max amount of $35 for both days of travel. Click the Distribution button to review/update the chartfield
information.

Time of Time of Return Meal In-State Out-of-State

Departure

Before 6:30am After 11:00am Breakfast $8.00 $10.00

Before 11:00am After 1:30pm Lunch $10.00 $15.00

Before 5:15pm After 8:30pm Dinner $17.00 $25.00

All Day All Day All Meals $35.00 $50.00

< Home Student/Non-Employee Travel na o e
Expenses

NOTE: You must open the distribution for each expense line and verify the correct funding information by saving it {even if no changes need 1o be made)

*Date © “Expense Type © “Miles & Mileage Rate ¢ *Description © Amount & Distribution

1 [1on7z02 &) [ Mileage v| \ 186.00 0655000 [Home to Columbia Round 12183 |E| E‘
2 |‘W17‘MJ ‘H"‘ﬂ and Lodging ~| 1 night stay 235.00 I Distribution |ﬂ I;‘

3 |wm'1moza ﬁ‘ [ Meal Expenses ~| Meals for 2 Days. | mm‘ I Distribution | |E| E‘

Step 16: Review/update the chartfield information.

Step 17: Click the Save button.

Student/Non-Employee Travel

Expenses

NOTE: You must open the distribution for each expense line and verify the commect funding information by saving it (even if no changes need to be made).

*Date © “Expense Type © *Miles © Mileage Rate © *Description Amount © Distribution

1 101712023 &l Mileage v 0.655000 | Home to Columbia Round * 121.83 Ii |—‘
2 [1o1712028 e [Hotelend Lodging  ~| [ 1.4ght stay 23500 | pstbuion | I:l |:‘

Distribution Details for Line Item x
[ *Transaction Amount *GL Business Unit *Operating Unit *Department *Fund Code *Account *Class Field PC Business Unit Project
[mn} | $70.00 ‘uscm Ql ‘cmn Ql |135575 Ql |Amn1 Ql |s?nz1 0.‘ |m1 Q Q

a3
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Step 18: Notice the Total Amount of Reimbursement is updated to reflect the changes made on the
expense lines.

Student/Non-Employee Travel

Expenses
NOTE: You must open the distribution for each expense line and verify the comect funding information by saving it (even if no changes need to be made).
3 rows
D *Date & *Expense Type & Miles & Mileage Rate & *Description © Amount & Distribution
1 101712023 =] [ Milgage ~| 186.00. 0655000 |Home to Golumbia Round *| 12183 | Disioution E| E|
2 (101712023 [ Hotel and Lodging | [t right stay | [ 235,00 [ Distribution E| E|
3 [tor72028 [Meal Expenses - [Meals for 2 Days | \ 7000 [ Distroution E‘ E|
Reimbursement Total
Total Amount of Reimbursement §426.83 |
Step 19: Attachments are required for a TRV. To attach begin by clicking the Upload button.
When completing a TRV, please be sure to attach paid receipts for expenses that show proof of
payment. Receipts can include:
e Paid itemized receipt for lodging.
e Original paid airfare receipt with name of traveler, dates, flight information, class of service,
proof of payment, and ticket number.
Note: All receipts can be uploaded as one pdf document.
Reimbursement Total
Total Amount of Reimbursement $411.83
File Attachmants
Status Upload Description © File Name & Delete
1 ‘ - Delete
: Add
Step 20: Click the My Device icon.
Reimbursement Total
T —
File Attachment ®
Choose From
My Device
File Attachments O . . U B D D D .
Please attach supporting documen
Status Upload Description < File Name Delete
1 S
Add
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Step 21: Select the document, click the Open button.

i Desktop — iCloud <)
Recents

Applicati Date Modified

Downloads

= employee_travel_refres..._training_9_26_23.pptx

M_General Ace g o
A TEST Upload Document Sep 12, 2023 at 11:59 AM

iCloud... W Faz Weather EVent

Documents M TLRAM Project

M Succession Planning

4} Catchy Blurbs for Job Postings

Shared . process_improv...t_project_7_20_23.pptx

—) Desktop

y Management
OneDrive 4 report changes
4 Interview Questions
B IMG_5375.jpeg

Step 22: Click the Upload button.

Reimbursement Total
Total Amount of S426 A3
File Attachment x
Choose From
D
: TEST Upload Document docx
File Attachments @ Fllo Size: 1248
Please attach supporting documen
1 row
Status Upload Description © File Name © Delete
: —
Step 23: When you see the Upload Complete message, click the Done button to return to the form
page.
Reimbursement Total
Total 5
| File Attachment Dose |
Choose From 1
TEST Upload Document.docx
@ File Size: 12KB
File Attachments | " oond Commets
Please attach supporting documen
1 row
Status Upload Description < File Name < Delete
g Upieed L 4
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Step 24: Click the Description drop-down arrow and select an appropriate description for the
attachment. Selecting a Description is required before the eForm can be submitted.

File Attachments

Please attach supporting documentation. Allowed file types include DOC, DOCX, .JPG, PDF, .TIF, MSG, TXT, XLS, XLSX, CSV

File Name = Delete

TEST_Upload_Document.docx Delete

Status Upload Deseription ©

Invitation Letter

Dthar
Receipts

» Comments

(oo ) [P ] 5o ]

Step 25: To add additional attachments, click the Add button and repeat steps 19 through 24.

File Attachments

Please attach supperiing documentation. Allowed file types include .DOC, .DOCX, JPG, PDF, .TIF, .MSG, TXT, XLS, XLSX, .CSV

Attachment Uploaded View Description * File Name & Delete

" @ TEST_Upons Dt

» Comments

[sowen | [provows | (50w |

Step 26: To see the Comments section, click the Expand arrow.

File Attachments

Please atlach supporiing documentation. Allowed file types include .DOC, .DOCX, .JPG, PDF, .TIF, MSG, .TXT, XLS, XLSX, .CSV

Attachment Uploaded View Description * File Name = Delete

) T

Add

[hommens
[sewen | [provows | (5o |

Step 27: Click in the Comments fields to provide important information.

File Attachments

Please attach supporting documentation. Allowed file types include .DOC, .DOCX, .JPG, PDF, .TIF .MSG, .TXT, XLS, XLSX, .CSV

1row
Attachment Uploaded View Description ¢ File Name < Delete
1 o View | Receipts v TEST_Upload_Document.docx
Add
~ Comments
|En\nr important information here. I
October 2023
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Step 28: To submit the TRV eForm for approval, click the Submit button.

Note: If a form is not ready to submit, save the form and return to it from the Update TA/TRV search
page. From there you can make changes, Save, Submit, or Withdraw.

Student/Non-Employee Travel

Reimbursement Total
Total Amount of Reimbursement $426.83

File Attachments

Please attach supporting documentation. Allowed file types include .DOC, .DOCX, .JPG, POF, .TIF, MSG, .TXT, XLS, XLSX..CSY

Attachment Uploaded View Description © File Name = Dalete
. View TEST_Upload_ Document doox
Add

~ Comments

| Enter important information here.

search || Previous || save W

Step 29: On the Approval Submission page, notice the Travel Voucher eForm ID number at the top of the
page.

Step 30: Click the View Approval Route button to see where the TRV eForm is in the approval process.

¢ Home Student/Non-Employee Travel o Q o e

= | Start a Non-Employee Travel Voucher : Results Form 1D 10599 (Pending),

‘You have successfully submitted your eForm.
The eForm has been routed o the next appraval step

multiple approvers

View Approval Route

Transaction / Signature Log
Current Date Time Step Title User ID Description Form Action Time Elapsed

1 10/20/2023 3:AT:46PM Initiated BLACKBU4 Katherine Blackbum Submit

Refresh Log
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Step 31: On the View Approval Route page, you can follow the form through the approval process. It is
currently waiting for Level 1 Departmental approval. Once approved at Level 1 the eForm then routes to
Level 2 Departmental approval, and finally to the Travel team in the Controller’s Office for final
approval.

(Gance) View Approval Route
Review/Edit Approvers
Expense Report Approval 1

v G3FORM_ID=10599

Level 1 Approval
2 Pending
NETavel Ca' Dept Appry TR

Expense Report Approval 2
¥ G3FORM_ID=10599

Level 2 Approval

& Not Routed

Multiple Approvers.
NE-Travel Lvl 2 Dept Apprv TRV

Controller's Office Approval
‘v G3FORM_ID=10599

Travel Approval
&I Not Routed

**Note: There is a second individual that was included on TA eForm ID 10596. To complete a TRV for
this individual for reimbursement, follow steps 1 through 31.
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VII. Updating a TA/TRV eForm

If a form is not ready to submit, save the form and return to it from the Update TA/TRV search page.
From here you can make changes, Save, Submit, or Withdraw.

Main Menu > USC Finance eForms > Student/Non-Employee Travel
Step 1: Click the Update TA/TRV tab.
Step 2: You can find a TA/TRV eForm that requires updating by using any of the available search fields or

just click the Search button. This will return all the TA/TRV forms that have been saved and not
submitted.

Step 3: Click on the TA or TRV eForm you would like to update.
e TA/TRV eForms with a status of Pending have been submitted but not approved. This eForm
can be updated. You also have the option to Withdraw or Resubmit.
e TA/TRV eForms with a status of Saved have been saved but not submitted. This eForm can be
updated. You also have the option to Save, Withdraw or Resubmit.

< Home Student/Non-Employee Travel
] Landing Page Search by:
Form ID Begins With ~ ~
% Add a Travel Autherization
Form Type Begins With W Q
%| Add a Travel Vioucher
N — Form Status is Equal To v ~
4 Approve
o Undats T " | Full Name Begins With ~
%] Update TA/TR
STV TATTERY Business Purpose Begins With ~ ~
Original Operator Begins With v =}

| o= || swvesearh
D 18 rows

TA Last

:]D";" Tycpe ;ml » Full Name & IFDOI':\I'n Business Purpose Reason for Travel & g:z::::r s g;i::lncal Ogerawr Lgsl pato
1 10808 TRA Saved (blank) (blank) (blank) (blank) NEALJH 2023-10-23 NEALJH 2023-10-23
2 10805 TRA Saved (blank) (blank) Other-Non USC Employee Travel test NEALJH 2023-10-23 NEALJH 2023-10-23
3 10600 TRA Pending (blank) (blank) Other-Non USC Employee Travel BBlanchard 10/24//23 Columbia BLACKBU4 2023-10-20 BLACKBUM4 2023-10-20
4 10599 TRV Pending Joanne Callshan 10596 Other-Non USC Employee Travel JCallahan+ 10/17/23, Columbia BLACKBU4 2023-10-20 BLACKBU4 2023-10-20
5 10581 TRV Pending ETHAN HUNT 10537  Interviewea E HUNT 10/15/2023 INTERVIEW NORRISEJ 2023-10-17 NORRISEJ 2023-10-17
6 10579 TRV Pending THOMASSMITH 105672 USC Student T SMITH+ 11/13/23 CHS NORRISEJ 2023-10-17 NORRISEJ 2023-10-17

TA/TRV eForms October 2023



30

Step 4: You can add any additional information that is needed. For this example, the TA was saved, not
submitted, to determine if additional travelers need to be included. It was determined an additional
traveler with the same purpose/location need to be added, click the Plus + button to add an additional

traveler.

€ Home

# | Update a Non-Employee Travel Authorization : Transaction Details

Transaction Details

*Business Purpose | Other-Non USC Employ ~

*Default Location |INSTA Q, | In State
“Destination | Columbia
*Date From | 10/24/2023 =
Quest speaker at a Women in leadership conference.
Notes/iComments

Recipient Information

*Full Name &

1 Brenda Blanchard

Student/Non-Employee Travel

Total Amount of Reimbursement

*Default Account

“Reason for Travel

*Date To

QL e

Form ID 10600 (Pending)

$371.83
52021 Q.| NON USC EMPLOY TRAVEL GONSULTA

BBlanchard 10/24//23 Colu

10/25/2023
4
1 row
US Citizen? &
Yes [ ) -

Step 5: Enter the name of the individual in the Full Name field.

< Home

#" | Update a Non-Employee Travel Authorization : Transaction Details

Transaction Details

*Business Purpose | Other-Non USC Employ v

*Default Location |INSTA Q, | In State
*Destination | Columbia
“Date From |10/24/2023 =]
Quest speaker at a Women in leadership conference.
Notes/Comments

Recipient Information

“Full Name &

1 Brenda Blanchard

2 Melanie Barrett

Student/Non-Employee Travel

Total Amount of Reimbursement
*Default Account
*Reason for Travel

*Date To

I O A S S 03]

Form ID 10600 (Pending)

$371.83
52021 Q,| NON USC EMPLOY TRAVEL CONSULTA
BBlanchard 10/24//23 Colu:

10/25/2023

US Citizen? &

TA/TRV eForms
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Step 6: To submit the TA eForm for approval, click the Resubmit button.

n .
< Home Student/Non-Employee Travel QA
2 Melanie Barrett [ o ;,) +| |-
Expenses
3 rows
*Date © *Expense Type < *Miles < Mileage Rate ($§) ¢ *Description < Amount & Distribution
1 10/24/2023 Mileage ~ 186.00° 0.655000 Home to Columbia Round 7 121.83 Distribution -- -
2 1012412023 Hotel and Lodging v 1 night stay 180.00 Distribution + -
3 |10/24/2023 Meal Expenses v 2 days 70.00 Distribution + -
m Reimbursement Total
Total Amount of Reimbursement $371.83
File Attachments
1row
Attachment Uploaded View Description & File Name & Delete
1 Q View Document v TEST_Upload_Decument.docx Delete
Add
b Comments
Search Withdraw
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VIII. Approving a TA/TRV eForm

Use the Approve TA/TRV tab to search for a TA/TRV eForm that is ready for approval. You will only see
TA/TRV eForms you have access to approve.

Main Menu > USC Finance eForms > Student/Non-Employee Travel

Step 1: Click the Approve TA/TRV tab.

Step 2: You can find a TA/TRV eForm ready for approval by using any of the available search fields or just
click the Search button.

T Landing Page Search by:

Form ID [Begnswin — ~| | ‘
5] Add a Travel Authorization

Form Type [Begnswin | ‘ a
] Add a Travel Voucher

Form Status sEqualTo v ‘ 7
| Approve TAITRV
. Full Name |3thw,m "| ‘ ‘
=l Update TATRY
T AT TAForm ID [Begnswin | ‘ ‘

Business Purpose |Bﬁ-ﬂi13w'|m v| ‘ ‘

Search Clear Save Search

D 2Zrows
Fcnrm [+ Fgrm Type Fgrm Status Full Name & Tf Form ID Business Purpose ¢ Reason for Travel © Qﬂglml Operator Oﬁrbginal Date L:“ Operator I.fn Date
110508 TRV Pending Joanne Callahan 10598 Other-Non USC Employee Travel JCallahan+ 10/17/23, Columbia BLACKBU4 2023-10-20 BLACKBU4 2023-10-20
2 10600 TRA Pending {blank) (blank) Other-Non USC Employee Travel BBlanchard 10/244#23 Columbia BLACKBU4 2023-10-20 BLACKBU4 2023-10-20

Step 3: Click the Form ID for the TA/TRA you are approving.

< Home Student/Non-Employee Travel
= Landing Page Search by:
Form ID Begins With | ‘ |
(3] Add a Travel Authorization
Farm Type Begnswin v| | a|
(2] Add a Travel Vioucher
Form Status s Equal To - ‘ ..|
(¥ Apprave TAITRV
Full Name Begins Wit ~| | |
(5] Update TATRV
AC—AT TA Form ID Begins Wit ~| ‘ |
Business Purpose Begins With Vl ‘ |

- e

D 2raws.
FormiD  FormType FormStatus puinomg s TAFOMID g oo e Original Operator Original Date  Last Operatar  Last Date
|1 10599 TRV Pending Joanne Callahan 10596 Other-Non USC Employee Travel JCallahan+ 10/17/23, Columbia BLACKBU4 2023-10-20 BLACKBU4 2023-10-20
2 10600  TRA Pending (blank) (btank) Other-Non USG Employee Travel BBlanchard 10/24/123 Columbia  BLAGKBU4 20231020 BLACKBU4  2023-10-20

S —
TA/TRV eForms October 2023



33
Step 4: For this example, a TRV is selected to approve. Review the Recipient Information to ensure the
address is accurate and click the Next button.

< Home Student/Non-Employee Travel

+ | Evaluate a Non-Employee Travel Voucher : Recipient Information Form ID 10599 (Pending)

Recipient Information

Full Name Joanne Callahan
Country USA United States
Address Line 1 1 Main Street
Address Line 2
Address Line 3
State NC North Carolina City Charlotte
Postal Code 28105

| Search \

Step 5: Continue to review the expense lines and chartfield information for accuracy.

Q

+  Evaluate a Non-Employee Travel Voucher : Transaction Details Form ID 10599 (Pending)

< Home ployee Travel

Transaction Details

By submitting or approving this form, | certify the expenses submitted are accurate and comply with the University of South Carolina Travel Policy (FINA 1.00). | also certify that the expenses were incurred on offiial business for the University, and they will not be
reimbursed from any other source. The University reserves the right to not reimburse expenditures without receipts or defined in University policy.

Business Purpose Other-Non USC Employee Travel Total Amount of Reimbursement $426.83
Default Location INSTA In State Default Account 52021 NON USC EMPLOY TRAVEL CONSULTA
Destination Columbia Reason for Travel JCallahan+ 10/17/23, Columbia
Date From 10/17/2023 Date To 10/18/2023
Time of Departure 6:00AM Time of Return 9:00PM

Traveling to Columbia to present at a World War Il forum.

Notes/Comments

Expenses

NOTE: You must apen the distribution for each expense line and verify the correct funding information by saving it (even if no changes need to be made)

3rows
Date & Expense Type & Miles © Mileage Rate © Description © Amount © Distribution
1 10117/2023 Mileage 186.00 0.655000 Home to Columbia Round Trip 121.83 Distribution ‘
2 10172023 Hotel and Lodging 1 night stay 235.00 Distribution
3 1on72023 Meal Expenses Meals for 2 Days 70.00 [ istrbuton |
Reimbursement Total
Total Amount of Reimbursement $426.83
File Attachments
D Please attach supporting documentation. Allowed file types include .DOC, .DOCX, .JPG, .PDF, .TIF, MSG, .TXT, XLS, XLSX, .CSV
1row
Attachment Uploaded View Description < File Name < Delete
1 Q View Receipts TEST_Upload_Document.docx Delete
| Ak ‘
w Comments

** Katherine Blackbum
** Fri, Oct 20 23, 03:17:46 PM
Enter important information here.

Search I Previous

(oo | [Feore
‘
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Step 6: You have the option to Deny, Recycle, Hold and Approve. For this example, click the Approve
button.

Note: If recycling back to the original creator, be sure to include a comment clearly describing the edit
that is needed.

Student/Non-Employee Travel

Reimbursement Total

Total Amount of Reimbursement $426.83
File Attachments

Dﬂeass attach supporting documentation. Allowed file types include DOC, .DOCX, JPG, PDF, TIF, MSG, .TXT, XLS, XLSX, .CSV

Attachment Uploaded View Description & File Name & Delete

1 Q View [ Receipts - TEST_Upload_Document.docx [ Delste

 Comments

** Katherine Blackbum
**Fri, Oct 20 23, 03:17:46 PM
Enter important information here,

e L A - |

Step 7: Once you approve, the TA/TRV eForm will move to the next step in the workflow.

< Home Student/Non-Employee Travel o Q Q' ER )}
+ | Evaluate a Non-Employee Travel Voucher : Results Form ID 10599 (Pending)
You have successfully approved your eForm.

The eForm has been routed o the next approval step,

multiple approvers

View Approval Route

Transaction / Signature Log

Current Date Time Step Title User ID Description Form Action Time Elapsed

1 10/2002023 31T:46PM Initiated BLACKBU4 Katherine Blackbum Submit

2 10/20/2023 4:09:36PM NE-Travel Lvl 1 Dept Apprv TRV BLACKBU4 Katharine Blackbum Apprave 51 minutes.

h Refresh Log

TA/TRV eForms October 2023
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Use the View TA/TRV tab to view the TA/TRV eForm details, status, and/or see who has approved the

entry.

Main Menu > USC Finance eForms > Student/Non-Employee Travel

Step 1: Click the View TA/TRV tab.

Step 2: You can view a TA/TRV eForm by using any of the available search fields or just click the Search

button.

Step 3: Click the Search button.

Step 4: Select one of the TA/TRV eForms from the list. For this example, the selected TRA is in Pending
status indicating it is still waiting for approval.

i Landing Page

(4] Add a Travel Authorization

| Add a Travel Voucher

2] Approve TATRV

% Update TAITRY

Student/Non-Employee Travel

5 View TAITRV

Search by:
Form ID [ Bogins win v | ‘
Form Type [Bognswin ] | a]
Form Status. sEqualTo v | |
Full Name [ Begins Wit | | ‘
| TAForm ID [Begnswin | | |
Business Purpose ‘ Begins With V‘ | ‘
Voucher ID [Begins win | | |
m Original Operator | Begins with | | Q‘
IFB S Ffrm ;;:Tn Full Name 2 ;Frslln Reason for Travel © Business Purpose & D:“' From pate To ¢ ‘\S'":‘"” g;g:::r g:.‘f";‘ Dl;l:rdur =
1 1053 TRA Eecuted (blank) (blank) € XAVIER+ 10/10/23 ORLANDO, FL  USC Student 202310-10 2023-10-13 (blank) NORRISEJ 2023-10-09 NORRISEJ 2023
2 10537 TRA Enccuted (blank) (blank) E HUNT 10/15/2023 INTERVIEW Interviewce 2023-10-15 2023-10-16 (blonk) NORRISEJ 2023-10-09 NORRISEJ 2023
3 10538 TRA Recycled (blank) (blank) T STARK 7/10/2023 LECTURER Other-Non USC Employee Travel 2023-07-10 2023-07-12 (blank) NORRISE) 2023-10-09 NORRISEJ 2023
4 10540 TRA Saved  (blank) (blank) H SING 6/12123 SUM MUSIC PROG  USC Student 2023.08-12 2023-06-26 (blank) NORRISEJ 2023-10-09 NORRISEJ 2023
5 10541 TRA Pending (blank) (blank) S ROGERS* 11/1/2023 DC USC Student 2023-11-01 2023-11-04 (blank) NORRISEJ 2023-10-09 NORRISEJ 2023
6 10542 TRA Saved  (blank) (blank) N ROMANOV 12/1/2023 GUEST LECT Other-Non USC Employee Travel 2023-12-01 2023-12-03 (blank) NORRISEJ 2023-10-09 NORRISEJ 2023
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To review the approval routing to see where the TRA is in the approval process,

Step 5: Go to the bottom of the screen and click the Next button.

< Home

a 11/01/2023 Ground Transportation

4 1170172023 Miscellaneous Travel Expenses

5§  11/01/2023 Meal Expenses

6 11/02/2023 Meal Expenses

7 11/04/2023 Maal Expenses

8 1012023 Registration
Reimbursement Total

D Total Amount of Reimbursement §4,955.00
File Attachments
Status Upload

1 Upload

w Comments

* Erica J. Norrfs-Young
** Tue, Oct 10 23, 10:57:46 AM
AIRFARE/REGISTRATION PAID TRAVEL CARD - REMOVE FROM TRVS

Deseription

Student/Non-Employee Travel

METRO/UBER

BAGGAGE: 3 RT. 30 EACH

BLD: 11/2/2023-11/3/2023

BL

PD TRAVEL CARD

= File Name &

Q

160.00 Distribution
180.00 Distribution
150,00 WI
75.00 [WI
1500.00 [ Distrigution

Step 6: Click the View Approval Route button to view approval information.

¢ Homa

&, ' View a Non-Employee Travel Authorization : History

\iiew Approval Route

Transaction | Signature Log

Refresh Log
=3

Current Date Time Step Title
1 10/09/2023 10:17.09AM Saved
2 10/10/2023 10:57:46AM Initiated

User ID

NORRISEJ

NORRISEJ

Student/Non-Employee Travel

Description
Erica J. Norris-Young

Erica J. Norris-Young

Qo i@

Form ID 10541 (Pending)

2rows
Form Action Time Elapsed
Save
Subrmit 1 day 40 minutes

TA/TRV eForms
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Step 7: The TRA is still waiting for Level 1 Departmental approval.

(Gancel) View Approval Route b

Expense Report Approval 1
v GIFORM_ID=10541 Pending

Level 1 Approval
Z Pending

Susan Cutter
lE-YmLyd“?M 1USCSP >

Expense Report Approval 2
v G3FORM_ID=10541 Awaiting Further Approvals

Level 2 Approval
gl Not Routed

mm)

Travel Approval
I Not Routed

SR S c >
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