Total Travel Authorization Process

The Business Travel Office has implemented a new business process for the Travel authorization which will save time by
reducing the number of clicks and entering estimated travel expense information.

The Traveler will begin by requesting a travel authorization and completing the trip purpose, expense location, start and
end date along with attaching documentation or support as to why you are attending the trip.

Click Estimated Expense + sign

STRATUS TEST

Request Authorization

Purpose | Testing Total Authorization Estimated Total
* Expense Location | Orlando, Orange, FL, United States v ‘ O . OO USD
* Start Date | 2/7/23

* End Date | 2/10/23

Attachments Brochure_testing STRATUS.docx

Estimated Expenses (0)

+

When you begin to enter your first estimated expense the traveler always needs to select a template for travel. Use the

drop down and from the list select In State or Out of State Travel.
Estimate Expense O /

* Template | Procurement Card

* Type ‘ In State Travel v

- ement -
* amount LOULOT State Travel

Attachments None

The next step is the new update to the travel authorization. Instead of selecting a type for each estimate expense such
as hotel, airfare, or meals you now have the option to choose TOTAL AUTH. When you select the template In State or
Out of State the TOTAL AUTH option will be available in the drop-down menu.

Airfare

Car Rental

Foreign Travel Exchange Fees
Gasoline (Rental Only)

TU [STRATUS @&

Mileage - Daily
Mileage Log
Miscellaneous

Parking

Rail Fare
Recruiting-Out of State

Estimate Expense ®@ gistran Fees Save and Create Another | Save and Close | ¥

OTAL AUTH - Out of State

2, BUS, Metro
* Template | Tips
Tolls

*

Type v
* Amount |USD - v

Attachments None



If a traveler would prefer to attach a word document instead of using the description field to itemize all their
estimated expenses that would be an acceptable format. The traveler would select the Attachments None + below
the description field to search for their saved document to attach to their authorization form.

Once you select the appropriate TOTAL AUTH Type (In State or Out of State) the description field will automatically
populate.

Estimate Expense O

* Template | Out of State Travel v
*

Type | TOTALAUTH - Out of State

* Amount | USD - v 1,000.00

Description

Attachments None

=

Account | 1020-18930-604005-00000-000-00000 | £0,

Additional Information

In the description field the traveler will itemize all estimated expenses funded by that cost center. Remember the travel
authorization automatically defaults to the home cost center. Therefore, if your home cost center is not funding your
trip you will need to manually update the cost center. If more than one cost center is funding your trip, you will need to
do another TOTAL AUTH for the additional cost center and once again itemize those estimated expenses the cost center
will fund.

The example below is my home cost center. | have itemized all the estimated expenses which includes the total dollar
amount and payment method. The reason the payment method is important is because if you are requesting the
Business Travel Office to prepay your hotel or airfare expenses, they need to know which cost center is funding the trip
and if you have enough funding to cover the expense.

Estimate Expense O CIIEII TR G2

* Template | Out of State Travel v

* Type | TOTALAUTH - Outof State v

®

* Amount | USD - v 1,000.00

Deseription [\ te1 $479.97-BTO to Pay

Airfare $303.00 - BTO to Pay v
Uber - 100.00 - Personal 4

Attachments None

Account | 1020-18930-604005-00000-000-00000 | £6,

Additional Information



For this example, | am using two cost centers to fund my trip. | must manually update the account field from my home
cost center to the cost center that is funding the remainder of the trip. In the description field | have itemized those
expenses.

Estimate Expense O R EXEEDI B

* Template ‘ Out of State Travel v ‘

* Type ‘TOTALAUTH-Out of State v‘

* Amount ‘ usD - v| 500.00 ‘

Description Meals - $154.97 - Personal

Registration Fee - $125 Personal
4

Attachments None ==

Account ‘5001-SM054-604005-0OOOO-OOO-OOOOI EO\

Additional Information

As you see below, | have two cost centers funding my trip with an itemized description.

Authorization: AUTH000043183914 @
Purpose ‘ Conference ‘ Estimated Total
* Expense Location ‘ Orlando, Orange, FL, United States | - ‘ 1 ,500 . 00 usp
* Start Date | 2/7/23 fo |
* End Date | 2/10/23 e |

Attachments None =j=

Status Saved
Estimated Expenses (2)

+

TOTAL AUTH - Out of State 1020-189304604005-00000-000-000000-0000 1,000.00 usD
Hotel $479.97-BTO to Pay Airfare $303.00 - BTO to Pay Uber -...

TOTAL AUTH - Out of State 5001-SM0544604005-00000-000-000000-0000 500.00 usD
Meals - $154.97 - Personal Registration Fee - $125 Personal

This completes the new process for the total travel authorization.

The report is ready for approval. The report will go to the traveler’s immediate supervisor and then the final review by
the Business Travel Office. When the immediate supervisor or BTO receives the travel authorization form they will be
able to clearly see all information needed to approve or reject the form.

*Note for Approvers: The home cost center does not display on the form.




Authorization Approval AUTH000043183914 for Dawn Kuessner (1,500.00 ...

Authorization Approval

1,500.00 USD

Dawn Kuessner

AUTH000043183914 submitted on 2/13/23
Conference

2(7/23 - 2(10/23, Orlando, FL

Funds check ran on 2/13/23 4:18 PM: Passed

Items

TOTAL AUTH - Out of State 1,000.00
Hotel $475.97-BTO to Pay

Airfare $303.00 - BTO to Pay

Uber-100.00 - Personal

Meals - 117.03 - Perzonal

TOTAL AUTH - Qut of State 500.00

Meals - $154.97 - Personal
Registration Fee - $125 Personal

Cost Center SM054

The traveler will receive an email confirmation. Below is an example email of an approved travel authorization with
comments and approvals.

Approved: Authorization Approval AUTH000043183914 for Dawn Kuessner (1,500.00 USD)

To Kuessner, Dawn R.

- . . €3 Reph ) Reply All F d
G TU Stratus Financials <elbz-test fasender@workflow.mail.us2.cloud.oracle.com > D reply D nepy —> Forwar

Authorization Approval

1,500.00 USD
Dawn Kuessner

AUTH000043183914 submitted on 2/13/23
Conference

2/7/23 - 2/10/23, Orlando, FL

Funds check ran on 2/13/23 4:18 PM: Passed

Items

TOTAL AUTH - Out of State 1,000.00
Hotel $479.97-BTO to Pay

Airfare $303.00 - BTO to Pay

Uber - 100.00 - Personal

Meals - 117.03 - Personal

TOTAL AUTH - Out of State 500.00

Meals - $154.97 - Personal
Registration Fee - $125 Personal
Cost Center SM054

Approvers

2/14/23 9:39 AM
QApproved by Dawn Kuessner

2/14/23 8:54 AM
QAppmved by Lauren Rowe

211323 419 PM
o Submitted by Dawn Kuessner

Transaction details In-app nofification




Once the traveler returns from their business trip, they will complete an expense report for reimbursement of any
personal expenses. No prepaid items will go on the expense report.

When the traveler completes the expense report you must select the correct expense item type you are claiming

reimbursement for along with completing any required fields. The expense report must have detailed information for
the auditing and statistical purposes.

The traveler must link the approved travel authorization to the personal expense item. In this example | am requesting
reimbursement for an Uber from Towson to BWI airport since | personally paid for this expense item. The authorization
none + highlighted in yellow is where the traveler will click to see a listing of their approved travel authorization.

Create Expense ltem @

Create Another Save and Close | ¥ J Cancel

Reimbursable Amount  49.99 USD

* Date | 2/7/23 i
* Template Attachments
" Type t Drag files here or click to add attachment
* Expense Location ‘
STRATUS UBER RECEIPTdocx (1177 KB) &, x
I Authorization None s I
Description Account | 1020-18930-604005-00000-000-00000 | £,
4 Additional Information
Merchant Name 7

* Taxi, Bus, Metro Miles Travelled

Itemization +|. B

Remaining Balance 4999

“ Type “ Date Daily Amount Days * Amount (USD) Personal Remove

O §

N

I
5
H
&t

The traveler will select the correct TOTAL AUTH for the Uber expense item and click ok.

Select Estimated Expense

Authorization | AUTHO00043183914 Conference w

AUTHO000043183914 - 2/10123 TOTAL AUTH - Out of State 500.00 USD /\
Conference Meals - 5154 97 - P(34=5M0S4604005-00000-000-000000-0000

AUTHO00043183914 - 2710123 TOTAL AUTH - Out of State
Conference Hotel 5479.97-BTC #$20-989863304005-00000-000-

1,000.00 USD
00000-0000

OK |gam:e| |




The approved travel authorization is linked to the Uber expense item.

Create Expense Item @

Create Another

Reimbursable Amount  49.99 USD
~ Date | 2/7/2023 fe

* Template | Out of State Travel Attachments

* Type | Taxi, Bus, Metro

<

I

t Drag files here or click to add attachment «
* Expense Location ‘
STRATUS UBER RECEIPT.docx (11.77KB) 4, x

I Authorization AUTH000043183914 TOTAL AUTH - Out of State 1,000.00 USD tk
Towson University to BWI Airport Account | 1020-18930-604005-00000-000-00000 ‘:0\

Additional Information _
Merchant Name | UBER X ’

* Taxi, Bus, Metro Miles Travelled

Description

Ik

Itemization +‘. =]

Remaining Balance 49.99

* Type * Date Daily Amount Days * Amount (USD)

.

Personal Remove

O :

The traveler will continue to do the above process for each personal expense.



