Filling out the Post-Trip Form — Pre-Trip form does not exist

If a Pre-Trip form was never filled out for the traveler then you will need to start a new Post-
Trip form from scratch.

1. You will need to first Log into the TWF with your NetlD and password once you click
the link located on the top right of the Travel home page.

2. Once you log in a new WebForm will open and the form automatically assigns a
WebForm ID, create date and create time to your form. You first will need to select the
“Post-Trip” option and the pre-trip form will open.

3. Travel + Trip Information Section: First, select who you are filling the post-trip form
out for: yourself, a UConn Affiliate, or a UConn Guest.

a. Yourself: If you select yourself your Traveler Information will automatically
populate in the required fields below.

b. UConn Affiliate: If you are filling out the form for a UConn Affiliate your
information will populate in the Initiator Information section, and you will need
to look up the traveler. To search for your traveler you must at least type in their
last name in the search box. Once you click the search button check the

dropdown list and select the name of the correct traveler.
* Select Trip Type
7 Pre-Trip @ Post-Trip

Travel + Trip Information

*Who is this request for?
7 Myself @ UConn Affiliate (anyone with NetlD) ) UConn Guest (no NetlD)

Initiator Information

* Initiator First Name * Initiator Last Mame Title

Mary Loftus ADMIN SERVICES SPECIALIST
* Initiator Email Department Initiator Met ID
maryloftus@uconn.edu ACCOUNTS PAYABLE mrl0g007

Traveler Lookup

First Name Last Name Select One
Martin Dzenis - Student
This is required before click “Search” button. @ Faculty/Staff
o all
Search Select Person
{Select one t| ] T s

Select one
Martin E Dzenis-ACCOUMNTS PAYABLE


http://www.travel.uconn.edu/

Once you have selected the correct traveler their information will appear in the
Traveler Information section of the form. If necessary you may edit any of the
fields in the Traveler Information section except for the NetlID Field.

c. Guest: If you are filling the form out for a guest you will need to manually type
in their information in the Traveler Information section of the form. The only
required traveler information for guests are their first name, last name, and their
email address.

4. In the Dates and Destination section you can indicate where the individual traveled, the
trip dates, if there was personal travel, and if the traveler went with a group.

a. Trip Dates: In the trip dates section you will add the travel dates, location, and
if the trip included personal travel days. To begin, select the green plus sign <+
and a box will pop up where you can enter the trip information. You must fill in
all fields provided to add your trip dates entry.

Add Entry

* Purpose

Travel Conference

* Start Date * End Date
Bl2/2015 | 71812015 |

* Region

U.S. (Domestic) E

* State

Colorado [~

* City * Personal Travel

Denver © Yes
@ No

Press this button to save this entry

Please note you must add a separate entry for personal travel dates, and multiple
travel destinations. In the example above we are only adding an entry for business
travel dates. If this trip included travel to a different location or if it included personal
travel we would add new trip date entries to document this. See below for an example
of what a trip with personal travel and multiple destinations should look like. Please
note if you enter multiple entries the trip dates should not overlap.




* Trip Dates

Click + to add new entries, pendil to edit selected entries, and x to delete selected entries

Start Date End Date Purpose Region Country

BI212015 71812015 Travel Conference co LS. (Domestic) Denw

71912015 7M10/2015 Fieldwoark CO .3, (Domestic) Wail

712015 TM32015 Persaonal Travel Days CO 5. (Domestic) Aspel
* S R

If you need to edit one of your trip entries select the correct row and then the
pencil icon ¢ . If you need to delete on of your entries select the correct row
and then click on the % icon.

b. Group Travel: If you are not traveling with group members select “no”. If this
trip includes group travel select the “yes” button. You then have the option to
either upload an attachment containing the group member’s names and
affiliations, or you can manually search and add each member’s name.

i. Attachment: select the attachment option and then click on the Browse
button to find the correct file on your computer.
il. Group Lookup: selecting the group lookup option allows you to search
for each member by their name. This search function works the exact
same way as the search for Traveler Information. Only individuals with a
NetID will populate in this search function. If you are adding a University
guest as a group member you must upload their information using the
attachment method.
Please note that adding a traveler as a group member does not take the place of
them submitting their own TWF. If any of your group members are requesting a
reimbursement from UConn they must fill out their own Post-Trip form.

5. Reimbursement: This section is where you will enter all the expenses that are being
claimed. Please note that any expenses that were prepaid by UConn directly should
not be entered on the Post-Trip form. Additionally, travelers who claim expenses that
may be charged directly to the University must certify they have paid for the charges
themselves, and that the expense has not been purchased through a UConn direct
payment method.

a. University Affiliation: First select the affiliation of the traveler from the drop
down list by clicking on the upside down triangle, and then clicking on the
correct affiliation. 7hAis option will not be available if the reimbursement is for a
guest. There will be other selections on the form that do not appear for guests
since they are not applicable to non-University affiliates.

b. Duty Station: Use the drop down list again to select the traveler’s duty station.

c. Departure/Return Times: Click on the box or clock icon to & choose the
departure and return times. Hours are bolded, and quarter increments in
between the hours are faded. Please be aware you can select any of these times



listed. You will not be able to type in your own time so round the
departure/return time to the nearest time provided on the list.

d. Transportation Stipend: This should only be checked off if the traveler
receives compensation via payroll for transportation expenses. Please note only
certain departments receive transportation stipends.

Once fields A-D have been filled out you may begin to fill out all the eligible business
expenses from the trip on the tabs below. Any amounts entered on the tabs will
calculate on the form below.

Reimbursement

* University Affiliation * Dfficial Duty Station
Staff - UCPEARALIP - Storrs -
Violunteers are reimbursed at 30.14/mile

* Departure Time * Return Time

6:30 AM '] 10:15 PM ]

Foast ot

Transportation Stipend

Chedk Transportstion Stipend if employee receives compensation via payroll for travel

e. Airfare: On this tab you may enter airfare if the traveler paid for it themselves.
If airfare is being claimed you must agree to the certification statement assuring
the airfare was not paid directly by UConn through Sanditz. Baggage fees may
also be entered in this section.

f. Registration: On this tab you may enter the amount the traveler paid for their
registration. Again, you will need to check off the “I Agree” box first to certify
this registration has not already been paid directly by a UConn ProCard.

g. Lodging: On this tab you may enter the amount the traveler paid for lodging
after you have agreed to the certification statement provided. The lodging total
may include parking, internet, or other in-policy expenses that were included on
the hotel receipt. There is also a box provided on this tab where you can enter
additional information.

h. Car Rental: On this tab you may enter the car rental amount. This is the last
tab where you must first certify the expense has not been directly paid through
UConn’s preferred vendor. If you did not book your rental car through Enterprise
via Sanditz you must check off the box below the amount entered and then add
a reason explaining why UConn’s contracted vendor was not used.

I. Meals: This tab consists of three separate ways to claim meals: Per Diem,
Business Meals, and Meals with No Overnight Stay.

i. Per Diem: Please note receipts are not required for this section.
Guidelines on how to claim per diem are written on the first paragraphs of
this per diem tab.

1. To begin filling out the per diem section first check off if you are
claiming a domestic or foreign per diem rate.



2. Next type in the location and use the correct per diem link to look
up the meal and incidental rate for the area.

3. After you have typed in the travel location you need to deduct the
meals that were provided during the trip. If the same meal(s) were
provided on every single day of the trip select the provided meals
from the drop down and the table below will populate with the
eligible per diem. Ex: if breakfast was provided every day of the trip
select breakfast only. If no meals were provided to the traveler or if
different meals were provided each day first select “none” from the
provided meals drop down list. Then click on the date a meal was
provided, select the provided meal(s), and then click the update

button.
Select Domestic Rate or Foreign Rate Location
@ Domestic Rate Denver. CO

7 Foreign Rate

Select Rate Date
B66. - GA0MR2015
Select Meals Provided Amount
Breakfast only - $55.00
- Select any meals PROVIDED TO the Traveler in the comesponding day
Update Reset
Meals Section
Hint: To edit, click the row in the below table, and update in the above form and dick "Update” button. Also, use departure and returr
¥ Location Meals Provided  Amount
63042015 Cenver, CO Home Rate B66.  Mone $66.00
6f30/2015 Denver, CO Home Rate §66.  Breakfast only $55.00
61292015 Cenver, CO Home Rate B66. Mone $66.00
®

Total Per Diem Amount
$187.00

4. If the traveler would rather claim receipted meals instead of per
diem they should not fill out the per diem rate section, but instead
check off the “Receipted Meal Claim” box and enter the total
receipted meal amount.



Receipted Meal Claim * Receipted Meal Total Amount
$152.32

Receipted amount cannct exceed Per Diem Amount

Business Meals: To claim a business meal you can either fill out the meal
information on the table or you can click on the Business Meal Form link
and then enter the total that form calculates to the TWF. To add an entry
onto the TWF click on the green plus sign < and then fill out the entry
form. All boxes must be filled out in order to add the entry onto the table.
To edit the entry click on the correct date and then on the pencil icon & .
To delete an entry on the table click on the dates and then on the & .
Meals with no Overnight Stay: This section may be filled out if a
traveler departed and returned on the same day. Policy points on how to
claim meals for single day travel are listed below the “Select Meal” drop
down box in this section. To claim meals you must fill out information in
every box on this tab and then click the “Add” button at the bottom of the
form. Once the meal entry is added it will appear on the Meals with No
Overnight Stay table and this total will be added to the reimbursement.
Please note you must add a separate entry for each meal claimed.

Per Diem Meals Meals with No Overnight Stay |

Meals without overnight stay require higher level approval of the appropriate Department Head, Dean, or Director. Please select the

Department Head, Dean, or Director in the Reimbursement Authorization lookup

Meal Date
TH/2015 ]

Business Purpose

Location Name
Stamford, CT

Meeting to review budget.

Explanation of business purpose for trip

Left Time
6:15 AM 3

Select Per Diem Rate

Total Claimed
$18.50

Return Time
8:30 AM )]

Select Meal

Dinner “

1.) Away from home or duty station for at least (10) hours = lunch. 2.) Away from home or
duty stafion for at lesst (10) hours and departure is prior to 7-00am = lunch and breakdfast.
3.) Away from home or duty stetion for at least (10) hours and departure prior to 7:00am

and returmed after 7:00pm = lunch, breakfast

T5% of the GSA per diem meal rate in effect for each meal for destinetion of travel

Add

Meals with Mo Ovemight Stay

Per Diem

Meal Date Location Name Business Purpose Rate Meal Time Left Time Returned  Claimed

772015 Stamford, CT Weeting to review budget.  371. Cinner 6:15 AM 30 AM 319.50



j. Mileage: All boxes on this tab must be filled out for mileage to calculate
correctly.

In the “One way commute” box enter the one way mileage from the
traveler’'s home to their duty station.

Next enter the traveler's home address. The town and State are the
minimum requirement for this box.

Once these two boxes are filled out you may the first entry to the mileage
log table. To begin, click on the green plus sign <* which will open up a
new window where you can add the trip date, travel destinations, business
purpose, total mileage driven, and if the traveler departed/returned
to/from their duty station. Please note the Entered Mileage should always
be one way mileage. Selecting “Yes” to roundtrip will double your entered
mileage. Once you have filled out all required fields in this section click on
the “Add” button. You can continue to add entries, or you may edit or
delete entries by clicking on the date and the pencil ¢ or # icons.

Cne Way Commute
10

Enter Mileage from home

Total Mileage
G0

Mileage Log

From(City/State)

712015  Home

* S H

Home Address
Willington, CT

o wWork, required 1o procesd

Reimbursable Miles
40

Calcul
Round ated
Trip Mileag
e

Entere
Depart/Return

_ fromfto your
Milea
9 puty Station?

To(City/State) Business Purpose

Airport Conference 30.00 No Yes  40.00

k. Other: In this section you may add any additional trip expenses to the table
below that do not fall into the previous tabs. To add an entry click on the green
plus sign +* and first fill out the date on which the expense was incurred.

If this expense falls into the transportation category use the drop down list
in the Transportation section to find the expense description, and then
enter the expense amount in the box provided. If “other” is selected a
description providing more information must be entered.

If the claim is for another type of business expense use the drop down box
on the Business Expense section to find the claim description, and then
enter the claim amount in the box provided. If “other” is selected a
description providing more information must be entered.



TRANSPORTATION

Transportation Type Amount
Train ~] $72.00
$96.00
Type Amount
Other, please explain ¥ | 524.00

* Other

“accination required for trip

Add Cancel

You may add one Transportation and one Business Expense per entry
onto the table. You can continue to add entries, or you may edit or delete
entries by clicking on the date and the pencil &+ or i icons.

Once all trip expenses have been added on the reimbursement tabs your total claims
will be calculated below in the “Sub Total” box. If the traveler would like to claim a
partial reimbursement you may lower the claim amount in the “Adjusted Sub Total”
box. If an advance was issued this amount should be entered in the “Less Total

Advance” box. The amount in the “Refund to Traveler” box should be the amount
entered in KFS.

Airfare: $750.00, Baggage: $50.00; Registration: ; Lodging: $900.00; Car Rental: ; Traveler's Meals:
$0.00 ;

Business Meals: $0.00; Meals with no overnight stay: $19.50;
Other Expenses: $96.00.

Fill Out Mileage Log to Compute Mileage Reimbursement -— Reimbursement calculated as 40 @ $0.575 per mile $23.00;

* Sub Total Adjusted Sub Total Less Total Advance
$1,838.50 31,200.00 $1,000.00

Refund to Traveler
$833.50

The next two boxes include questions that only relate to Grant Funded
Reimbursements. If the claims will not be Grant Funded these two boxes should be left

blank. If the claims will be routed to Sponsored Program Services (SPS) for review you
must answer these two questions below.




If Sponsored Project funded please indicate how travel directly bensfits/relates to the project.

If more than one sponsored project is funding the travel please detail the allocation methodology.

6. KES Accounts: In this section you may add the KFS account(s) you would like the
entered expenses charged to. Please note that any prepaid expenses should not be
added in this section. To add a KFS account enter the 7 digit account number, the
amount that should be charged to it, and the object code in the corresponding boxes
provided. Once this information is added you may click the “Add” button and the
information will populate on a table below. To delete an entry added to the table click
on the KFS account on the table and then on the # icon.

7. KFES Processor: This is a section where you can indicate which group will enter the
traveler’'s expenses into KFS.

a. Unit: Select the Division of the KFS Processor.

b. KES Group: Select the Department of the KFS Processor. Please note that TWF
Initiators can be a part of multiple different KFS Groups.

c. If you are filling out the post trip form for yourself you must click to agree to the
Certification statement in this section before submitting the Post-Trip document.
By clicking the “I Agree” box you are electronically signing the reimbursement
form. If you are filling out the reimbursement for a UConn Affiliate this box will
not show up for you. Once you submit the Post-Trip form an email notification
will be sent to the traveler informing them that they must go into their Post-Trip
document and electronically sign their own reimbursement form. 7he
reimbursement form may not be submitted into KFS until the traveler completes
this step.

KFS Processor

Please select the area responsible for submitting eDocs in the Kuali Financial System. Contact your department administrative staff if
you are unsure of who is responsible for this action.

* Select Unit * Select KFS Group

Finance Division v| Accounts Payable s

| CERTIFY THAT THE ABOVE IS A TRUE STATEMENT, THAT THE EXPENSES CLAIMED WERE INCURRED BY ME ON OFFICIAL
UNIVERSITY BUSINESS ON THE DATES SHOWN AND ALL EXPENSES CLAIMED HAVE NOT AND WILL NOT BE SUBMITTED
FOR REIMBURSEMENT TO THE UCONN FOUNDATION OR ANY OTHER THIRD PARTY. |FURTHER CERTIFY THAT I
MAINTAIN AUTOMOBILE INSURANCE IN THE AMOUNT OF $50.000/$100,000 IF USING MY PERSONAL VEHICLE FOR BUSINESS
RELATED PURPOSES. THIS IS A FINAL SETTLEMENT OF ALL EXPENSES RELATED TO THE TRAVEL DATES ABOVE.

[W] 1 Agree. * Sign Date
7I612015



. Reimbursement Authorization: In this section you must select the traveler’'s Supervisor
so they may review and approve the claims before they're submitted into KFS. The

Supervisor selected must be on the next highest organizational level from the traveler.
This search function works the exact same way as the search for Traveler Information.

. Post-Trip Notes: This is the last section of the Post-Trip form. You can add any notes
you would like to record in this box, and then select the “Add Note to Table” button
once you are ready to attach the note. TWF initiators can only add one note to the
form before submission. Please be aware that added notes may not be deleted.

Additional Information
Once you have completed all fields on the Post-Trip form you can select the Submit
button. Or, if you are not ready to submit the form and you would like to save you
progress you can check off the “l would like to save this as a draft” box and then click
the “Save Draft” button.
There is a route log at the bottom of the form that shows you what actions have been
taken and when. Ex: This form was saved on 07/01/15, and it has not been submitted

yet. User  Stage Time Action
mrl08007 Start Post-Trip@ 7/6/2015 10:355aved

The Supervisor selected in the Reimbursement Authorization section may approve,
return, or disapprove the Post-Trip TWF that was routed to them. Returned documents
will be sent back to the TWF initiator with a note on what sections require revisions
and adjustments before they may be resubmitted for approval. Disapproved documents
may not be revised, and they must be resubmitted if the traveler would still like to
claim expenses in KFS. The expenses may not be submitted in KFS until the Post-Trip
TWF has been Approved by the Supervisor selected.

The following email notifications will be sent out once the Post-Trip TWF is submitted:

o Certification Statement — an email notification will be sent to the traveler to
agree to the certification statement if they did not initiate their own TWF. The
form will not route to the Reimbursement Authorizer for approval until the Post-
Trip form is electronically signed by the traveler.

0 Reimbursement Authorizer — an email notification will be sent out to the
Supervisor that was selected to review and approve the TWF.

0 KFS Processor — an email will be sent to the KFS Processor once the TWF is
ready for submission in KFS. This notification will not be triggered until the
Traveler has electronically signed their Post-Trip form and the Reimbursement
Authorizer has approved the TWF.

o Document Returned/Disapproval — an email notification will be sent to the TWF
initiator if the Post-Trip form was returned or disapproved by the Reimbursement
Authorizer that was selected on the form.






