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Purpose

Use this procedure to update and complete actual Travel Expense Reports.

Trigger

Perform this procedure when the Traveler completes the trip and submits the travel claim form 
(10.12.1) and all receipts to the Site Travel Specialist.

Prerequisites

 A Travel Expense Report with a status of "Request Approved" 

Menu Path

Use the following menu path(s) to begin this transaction:

 Travel  Process Transactions  Process Travel Expense Report 

Transaction Code

PR05

Helpful Hints

 xxxx within a document represents  a variable which may consist of a name, number, etc.
 In the field description tables, R indicates the action is required, O indicates the action is optional, 

and C indicates the action is conditional. 
 The following notes maybe used throughout this work instruction:
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Procedure

1. Start the transaction using the menu path or transaction code.

Travel - SAP NetWeaver Portal - Windows Internet Explorer

2. Click the  tab view the Travel sub menu.
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Travel - SAP NetWeaver Portal - Windows Internet Explorer

3. Click the  link to open the Travel Expense Manager.
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Travel Expense Manager

4. Type the personnel number in the PersonnelNo text box or for this example, click the list of values button  to 
search the personnel number by different options.
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Personnel Number (1)

5. As required, complete/review the following fields:

Field R/O/C Description

Last name R Last name.

Example:
Traveler*
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Personnel Number (1)

6. Click the  button to start the search.
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Personnel Number (1)    6 Entries found
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7. Click the  label to select the appropriate personnel number.
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Personnel Number (1)    6 Entries found
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8. Click the  button select the highlighted personnel number.

Travel Expense Manager

9. Click the  button view the all of the travel expense reports for this employee.
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Travel Expense Manager

10. Double-click the  label to view the details of the travel expense report that needs to be updated with 
actual expense details.
Note: Prior to updating actual expense details, the Travel Expense Report must be in "Request Approved" 
status.
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Central Office Traveler, PersNo. 525157, Trip No. 90000096

11. Actual Travel Expense details can be updated in this section. After updating the details, click the 

 tab to view/update the mileage details.
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Central Office Traveler, PersNo. 525157, Trip No. 90000096

12. The mileage details can be updated in this section. After updating the details, click the  tab to 
view/update the comments details.
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13. Comments can be updated in this section. After updating the comments, click the  tab to go 
back to the Reciepts section.
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Central Office Traveler, PersNo. 525157, Trip No. 90000096

14. Click the objects drop down button  to view additional options.
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15. Click the Create menu item... then click the  sub-menu item to attach a document.
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Import file

16. Click the file name of the file to be attached. For example, click and select the 
file .
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Import file

17. Click the  button to attach the selected file to the Travel Expense Report.
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18. Click the  button to open the Trip Data Maintain: Status screen and update the Travel Expense 
Report status.
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Trip Data Maintain: Status

19. Click the  radio button to change the status to Trip Completed.



  

Title:  Complete Actual Travel Expense Report
Area: Travel Management

Business Process Procedure

Complete Actual Travel Expense Report  Transaction Code:  PR05

Last Modified:  6/19/2013 22/25    Business Process Procedure

Trip Data Maintain: Status

20. Click the save button  to save any updates and start the approval workflow.
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21. Click the  button save the Trip and complete the transaction.

All actual expense reports will have 2 levels of approval:
First Approver:  Traveler's Site Administrator

Second Approver:  Accounts Payable Travel Specialist (all completed expense reports will go to multiple AP Specialists 
however only one AP Specialist will need to approve it).
Note: The status of the Travel Expense Report will be updated to "Trip Approved" and "To be Settled" after final approval.
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Travel Expense Manager

22. Click the back button  to exit screen.
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Result

You have successfully completed and submitted an actual Travel Expense Report.


