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0 Iﬂ Title: Display Complete general Trip Information
f‘;‘ﬁ! -f Area: Travel Management
Business Process Procedure
Display Complete general Trip Transaction Code:
Information S AHR 61016405
Purpose

Use this procedure to display complete travel expense information related to a specific employee
or range of employees using different selection criteria.

Trigger
Perform this procedure when a travel expense report has already been created in the system.

Prerequisites

e Trip number
e Personnel number

Menu Path

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

e Reports -> Travel -> Display Complete General Trip Information
Transaction Code

S_AHR_61016405

Helpful Hints

e xxxx within a document represents a variable which may consist of a name, number, etc.

e Inthe field description tables, R indicates the action is required, O indicates the action is optional,
and Cindicates the action is conditional.

e The following notes maybe used throughout this work instruction:
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Title: Display Complete general Trip Information
Area: Travel Management

Business Process Procedure

Display Complete general Trip Transaction Code:
Information S AHR 61016405

General

€™
Cautionary A
7

.

Offers additional information such as policy.

Indicates that an action MUST BE completed.

Critical Indicates that an action MUST NOT BE completed.

Shortcut Indicates a shortcut to a process.
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Title: Display Complete general Trip Information
Area: Travel Management

Business Process Procedure

Display Complete general Trip Transaction Code:

Information S AHR 61016405
Procedure

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

Upcoming Dates - SAP NetWeaver Portal - Windows Internet Explorer

2 Welcome Test RT108_006701 Hew | Log et w

Upcoming Dates MHisory, BackForwand=
RETL 4

Detailed Ravigaticn

+ Upcoming Dates

= Aboud BTS

» ALERAT - A7} Logo!f Procedure
= Tech Suppet

= Help Zons

= Leaming Zone

= CAP Buamess Werkplise

= Time Satement

= Account Siring Wizand

+ FundiFnctionsl Anea Transiator

LEF QA Svstem

Porial Favardes LAf[m]
[ https/bes-gal ksusd.netin/portais |
2. Click the tab to navigate to the report section.
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Display Complete general Trip Transaction Code:
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Reports - SAP NetWeaver Portal - Windows Internet Explorer

tlalel ]
Detailed Havigation

LRP QA Systems

Display Trip Receipts
Deplay Trp Receipts (ne genaral ing ks
« Display Cost Assignment for Trip

31— Comphele General Trg Intaremabo)
= List Trips
= List Trips (using maximum rabe)

Portal Favorites

hitps/Bts-qal lausd.net i)/ serviet/ prt/poral/ prieventnames Navigate prirast.. |

3. Click the * SEEELOMBIELE Ceneral TOo Oimatol meny tree item to open the Display Complete General Trip
Information report selection screen.
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Display Complete general Trip Transaction Code:
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General Trip Data/Totals/Receipts/Cost Assignment

General Trip Data/Totals/Receipts/Cost Assignment

& B eHEe DHRER DDL0 BER @
General Trip Data/Totals/Receipts/Cost Assignment
CRE A
4 —— HR Data ./ General Trip Data | Status | Totak  Receipts | Cost Assgnment | Srch Help
Trip Humber E
Trip Country/Group | & ]
Trip Destination i,
Reason for Trip i
Trip Bagins On o -]
Trig Ends On to e
Separation Alowances Only
=) Trips Only

Trips and Sep. Alowances

b 5_AHR_S1016405 =  sapgme-2te  INS

Click the M tab to view HR Data selection options.
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Display Complete general Trip Transaction Code:
Information S AHR 61016405

General Trip Data/Totals/Receipts/Cost Assignment

Program Edt Goto  System  Help
& B 0@ CHE SDhOo0 R
General Trip Data/Totals/Receipts/Cost Assignment
e Nl
A HRDa@ | Genenl TroData | Sttus | Totas | Recepts | Cost Assgnment | Srch Help
5 -1 —
Parsonnal nurmber | ) &
Company Code | & |
Cost Center i_
Employes group o
Employee subgroup Ed
« | Only Select Personnel Humbers Vald Today
¥ S_AHR_61016405 =  sapgne-Zte [INS
5 -
. Click the button to search for a personnel number by employee name.
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Display Complete general Trip Transaction Code:
Information S AHR 61016405

Personnel number (1)

[= Personnel number (1)

Last name - First name ~ Person ID ¢ Personnel ID Number IC number D][E]
Person ID
6 B
Last name I_ |
First name

-

Use the * before andfor
after the name if the exact
last name is unknown.

6. As required, complete/review the following fields:
Field R/O/C Description
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Field R/O/C Description
Last name R Last name.
Example:
*Traveler*

Q Use the * before and/or after the name if
the exact last name is unknown.
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Personnel number (1)

-

[= Personnel number (1)

Last name - First name ~ Person ID /' Personnel ID Number IC number D][E]

Person ID
Last name *Traveler®
First name '

7 7| ][E]

Click the button to start the search.
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Display Complete general Trip Transaction Code:
Information

S_AHR 61016405
Personnel number (1) 2 Entries found
[= Personnel number (1)

2 Entries found

Last name - First name < Person ID

- Personnel ID Number | IC nu...
-

I
LA ) E =)

Person ID: 525157

Persio * MName of Employee or Appli
00525157 Central Office Traveler

01045091 Central Office Traveler

Last Modified: 6/19/2013
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Title: Display Complete general Trip Information
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Display Complete general Trip Transaction Code:
Information S AHR 61016405
8. Click the (08325137 personnel number label to highlight the correct personnel number.
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Display Complete general Trip
Information

Transaction Code:
S AHR 61016405

Personnel number (1) 2 Entries found

[ Personnel number (1)

2 Entries found

Last name - First name < Person ID - Personnel ID Number
|

-
9 v)m|#6 & 28

Person ID: 525157

< IC nu... 3|(=]

Persio * MName of Employee or Appli
00525157 Central Office Traveler

01045091 Central Office Traveler

Last Modified: 6/19/2013
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Display Complete general Trip Transaction Code:
Information S AHR 61016405
9. Click the button to select the personnel number highlighted and return to the previous screen.

General Trip Data/Totals/Receipts/Cost Assignment

General Trip Data/Totals/Recelpts/Cost Assignment
& ~dBe@a DHR DDad B0 28

General Trip Data/Totals/Receipts/Cost Assignment
&EA

_4 HRDaa | GeneniTrpData | Status | Totas | Recepts | Cost Assgnment | Srch Hep |

10-

Personnel number 5215157 |i|
Corrpary Code

Cost Canter

Employisd Qroup

Employee subgroup

| Only Select Personnel Humbers Vald Today

BEEE

¥ 5_AHR_G561016405 ™ sapgme-Zte N5

10.  Ciick the *General Trip Data tab to view the General Trip selection fields .

Last Modified: 6/19/2013 13/42 Business Process Procedure



Title: Display Complete general Trip Information
Area: Travel Management

Business Process Procedure

Display Complete general Trip Transaction Code:
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General Trip Data/Totals/Receipts/Cost Assignment

Program Edi Goto System Help
L] {8 @@ BHR Do ER @8
General Trip Data/Totals/Receipts/Cost Assignment
@&EH
HR Data - Geneal Trp Data | Status | Tomak . Recepts | Cost Assignmént | Srch Heb
L = [l ] (=]
Trip Country/Group i
Trip Destination | 2|
Reason for Trip i
Trip Begins On to il
Trp Ends On to | "':"J
Sepantion Akwances Only
# Trips Only
Trips and Sep. Alowances
¥ 3_AHR_B1016405 = mapgm-2te N>
11. As required, complete/review the following fields:
Field R/O/IC Description
Trip Number R I
P This is a system generated number that represents the
successful creation of a Travel Expense Report.
Example:
90000096
@ This report can also be filtered by these
additional selection fields.
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General Trip Data/Totals/Receipts/Cost Assignment

Program Edit Gobo System Help

& "dB/ed@ DHR Do BN @8
General Trip Data/Totals/Receipts/Cost Assignment
1Z—eHEO
HR Data . General Trp Data | Sttus | Totas | Recepts | Cost Assgament | Srch Mep |
Trip Nurmber [ sc000096]
Trip Country/Group &
Trip Dastination 3
Reasan for Trip E|
Trip Bagng On ta il
Trig Ends On to E3
Saparation Alowances Only
® Trips Only

Trips and Sep. Alowances

[ 5_aAHR_ 61016405 ™ sogre-2te NS

12. Click the & button to execute the report.
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Title: Display Complete general Trip Information
Area: Travel Management

Business Process Procedure

Display Complete general Trip

Information

General Trip Data/Totals/Receipts/Cost Assignment

Transaction Code:

S_AHR_61016405

@

General Trip Data/Totals/Receipts/Cost Assignment

~JH G CHRE DDOHD ER
General Trip Data/Totals/Receipts/Cost Assignment

{ EquThis report is separated in 3 sections
on |

+ Top section: General Trip Information
o Middle section: Expense Types along

wath detals

g AYTF BT B -~ 2 L + Boltom seclion: Cost Assignment )

Pars.Na. | Exployes/Appl. Hame Trip|Dur.|Bagins On |Az Ends On  |Ends Az |Destin.|Crr|Beasss far Trip Toca
525157 Cencral Office Traveler| SOD0D00SE| 4 |04/15/2013|09:00:00(04/18/2013|11:30:00|Dallas |US | SRFPHIRE ANNUAL CONFERENCE|1,465.58

Pers.Ho. | Esployes/Appl . Hame Trip |ExpTy |Hame of Expense Type LacCurrhse |Crey| Amount|Crey |Dace BC|Info |From
525157 Central Office Traveler| 90000086 |AIRP |District PrePaid Airfare 350.00 |USD |350.00 |USD (04/15/2013|X |T-Card|04/15
525157 Cencral Office Traveler| 80000096 |coNP |Discrict PrePaidConfersnce Fee| 450,00 (USD |450.00 |USD |04/15/2013|% |P-Card| 04/15
525157| Cencral Office Traveler| 30000096 |FOFD |Full Day Fer Diem (MiIE) 147.00 |USD |147.00 |USD (041572013 04,15
525157| Cencral Office Traveler| 50000096 |HCFD |Half Day Per Diem (MzIE) 24.50 |usn | 24.50 |UsSD [04/15/2013 o4/ 18
525157 | Central Office Traveler| 30000096 HTL |Hotel 450.00 |U0SD |450.00 |USD |04/15/20013) |T-Card| 0415

** Toral 1,421.50 |USD

Pers.No. | Exployes/Appl. Hane Trip| Amounc|Croy|Cost Crr|Order|Salea Ord. |50 Iu.]cal:d Busk| COAT | CostObject| BaaProcess (WBS EL
525157 Central Office Traveler| 90000096 732,79 |USD [1004401 1000 1000
525157|Central Office Travelsr| 90000096 43%.67 |USD |1006701 1000 1000
525157 |Central Office Traveler| 90000096 233.12 |UST 1000 1000 F-3001

** Toral 1,465.58 |OUSD

13 1
d4 F a4 F
[ 5_AHR_ 61016405 * sapgne-dte NS
13. Scroll to the right to view additional columns.

ﬁ This report is separated in 3 sections:

Top section: General Trip Information
Middle section: Expense Types along with details
Bottom section: Cost Assignment

Last Modified: 6/19/2013
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Information S AHR 61016405

General Trip Data/Totals/Receipts/Cost Assignment

General Trip Data/Totals/Receipts/Cost Assignment

& FldEB eae DN Do ﬁGeneral Tnp addtional columns:
« Reimbursmt: Amount paid to the employee |
General Trip Data/Totals/Receipts/Cost Assignment & Pd by Comp: Amount paid by LAUSD |
o TravFlatRt: Amount paid for mileage (included n
g AYTF BT B -~ 2 the Reimbursmt amount)

« MMYm: Total miles recorded

Total (Reismbarsse| Pd by Cesp|Addnl Ase|kdvance | Payment (Meals PDs|Reces. PDs|TrawFlatRe|Carr. | MSEm| Ssee| FI|Re/Tr | ERPay | DME

65.58 E65.58 B00.00 0.00 0.00 |&E&5.58 0.00 0.00 44.08 |U3D T8 |0 1

From Date |To Date

F

. |Description Locarion | BusParposs | BusParcnes | LE

0471572003 | 041B/2013
0471572003 | 04172013
0471572003 | 041742013
04/1B/2003 | 04/1B/ 2003
04715/ 2003 | 041B/ 2003

Rirfare DEserict Prepaid
Confersnce fee District Prepaid
Full day PerDiem for 3 days
Half Day perDiem for 1 day

3 days at Houel

s

e
[T =R = I = ]

B3 Elexment Project ID|Task ID|Metwork|Ophc| Funds Coir|Cesc I'ullh:l.bd
10044901 0L0-5610
1006701 010=0000
=3100108-02-321-9% 1201401 210-3010
14 3
4 k

[ 5_AHR_ 61016405 * sapgne-dte NS

14. Scroll back to the left to view the previous columns.

ﬁ General Trip additional columns:

e Reimbursmt: Amount paid to the employee

e Pd by Comp: Amount paid by LAUSD

e TravFlatRt: Amount paid for mileage (included in the Reimbursmt amount)
e M/Km: Total miles recorded
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Area: Travel Management
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Display Complete general Trip
Information

General Trip Data/Totals/Receipts/Cost Assignment

Transaction Code:
S_AHR 61016405

General Trip Data/Totals/Receipts/Cost Assignment
& |l -|dH e@a DHR oL F0 28
General Trip Data/ Totals/Receipts/Cost Assignment
g AYTY GT B -~ 2
Pars.No. | Esployes FApe] . Hams Trip|Dar.|Begins Om |AT Ends On Ends Rr |Descin. |Cer|Reason for Teip Toca
15 ]

225157 Central Office Traveler| S0000096| 4 |04 L53/2003|09:00:00| O4/18/2003)11:30:00)| Dallas |75 | SRFPHIRE ANNUAL CONFERENCE|L,465.3E8

Pers.Ho. | Esployes/Appl . Hame Trip |ExpTy |Hame of Expenss Type LacCurrhkee |Crey| Amount|Crey |Dace BC|Info |From
525157| Cencral Office Traveler| 50000086 |AIRF |Distzict FrePald Airfare 350.00 |USD |350.00 |OUSD |04/15/2013|X |T-Card|04/15
525157 Central Office Traveler| S0000086|CONF |Discrict FrePaidConfecence Fee 450.00 |USD |450.00 |OUSD |04/15/2013|X |P-Cazd|04/15
525157 Cencral Office Traveler| S0000086 | FDFD |Full Day Fer Diem (M4IE) 147.00 |USD |147.00 |USD 041552013 04r15
525157 Cencral Office Traveler| 30000096 |HDFD |Half Day Fer Diem (M4IE) 24.50 |U5D | 24.50 |OSD |04/1572013 a4r18
5215157 | Central Office Travelex| 30000096 (HTL |[Hotel 450,00 |U5D |450.00 |USD |04/1552013 T=Card| 04,15

** Total 1,421.50 |U5D

Fers.No. | Employee/ADpl. Hame Trip Amoant | Cocy| Coat Crr|Order|Sales Ord. |50 Item| CoCd|Bosik| COAr | CosvObject| BosFrocess W83 E1
525157 Central Office Toavelex| SO000086| 732,79 |USD | 1004401 1000 1000
525157 Cencral Office Traveler| SO000086| 435.67 |USD | 1006701 1000 1000
525157 | Central Office Trawelex| 30000096 293,12 |USD 1000 1000 F=3001

“* Toral 1,465.52 |O5D

4k i b

[ 5_AHR 61016405 ™ spgncdte NS
15.  Click the 20000088 trip label to view the details menu.

Display Object Selection

[= Display Object Selection

16 =&

Trip
[@v Trip Receipts
[EE} Cost Assignment
[ﬁ Cancel

Last Modified: 6/19/2013
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Display Complete general Trip Transaction Code:
Information S AHR 61016405
16.  Clckthe = A button to view the Trip details.

Central Office Traveler, PersNo. 525157, Trip No. 90000096

Central Office Traveler. PersNo. 525157, Trip No. 900000895
@ *dH eO@ CHE HDOHIER 28

17— ® . Central Office Traveler, PersNo. 525157, Trip No. 90000096
& smubte 2 Account Assgnment B8 History 7 |

General Trip Data PD/FR Rirrbursarmant —
From [04/1%/2003/[09:00) Reason [SAPPHIRE anmuAL _| | M| 7]
End  [o4s2272013011:30] cry Dakss 1| Tre.5  |[4] Tac (Al

Country [0S |Region [Tx
Pastng Date 0s/03,2013] s

Tabs with a green
Akemative Cost Assignment for Entire Trip, If Different to Master CA ‘ box indicates that

- information is available
0% [K. CostDutitpitin to be viewed as display
Y by
| £ ORecepts . ® Trp Segments @ Comments | ’ §
Mo R... ExpTy Hame P... Amount Curmcy Exch. Rate Acc... Date Info N
001 | < AIRF Destnct Prefaid_ [/ 350.00 WSD 1.00000 TS0 04/15/2013 T-Card
002 CONE  Destrict PraPaid . | 450.00 TWSD 1.00000 OS50 04/15/2013 P-Card
003 | < [FOFD Ful Day Per Di_ 147.00 MED 1.00000 UED  O04s1852013
004 | < |HDFD Half Day Per Di 24.50 TS0 1.00000 TS 04s1552013
005 | < [HTL  Hotel "] 450.00 SO 1.00000 03D 0471572013 T-Card
006 0.00 TS0 U5D  04/15/2013
047 0.00 OSD o8 04/15/2013
008 0.00 T5D T30 04S1552013 p
q b
ik ik

b PROS T saparedte NS &'

17. Click the button to view the object sub-menu.
Q Tabs with a green box indicates that information is available to be viewed as display only.
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Central Office Traveler, PersNo. 525157, Trip No. 90000096

Top Edt  Goto Extgs  System  Hebp

& " JH e DHE DDOD FE 28

Central Office Traveler, PersNo. 525157, Trip No. 90000096

E, Create. .. ] . BHBRW i

18—  ptachment st

G private note PD/FR Reimbursement -

Frot  Send v | [SapeiRE anmuaL | [ 7

End Dakas 1l s[4 Tae (3]
okt s N
My Ohjects b pate  [osrosrzons

ARE  Help for object services , If Differant to Master CA

W% | =T B cost Dstrbution

./ DRecepts | @ Trip Segments | @ Comments

Mo R... ExpTy Hame P... Amount Curmcy Exch. Rate Acc... Date Infor N

001 | &+ |AIRF Destrict PrePaid.. [ 350.00 WSD 1.00000 TS0 0441552013 T-Card

002 CONE  District Prefaid.. [ 450.00 05D 1.00000  USD  04/15/2013 P-Card

003 | < [FOPD Ful Day Per Di_ 147 .00 MED i.000460 UEh  dds1i%s2013

004 | & [HDPD Half Day Per Di 24.50 05D 1.00000 U5D 0451572013

005 | <» [HTL Hobkel of 450.00 WD 1.00000 O30  04,1572013 T-<Card

006 Q.00 WED TED 0401553013

007 0.00 WSO USD  04/15/2013

-] 0.00 T5D TU5D 04/15/2013

i b ] :
i a0

b PROS *  sapgredte NS &

18.

Click the  Afttachmentlist  menu item to view attached documents.
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Transaction Code:
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S_AHR_61016405

Service: Attachment list

[= Service: Attachment list

(&)F)E)EFL) (2@ J-=,

AttachmentFor0090000096

Icon | Title Creator Name Created On~
@ Estimated Travel DoC ~.__ RT106 Test User 05/03/2013

-
e

e,
= -
\ @Dnuble—click the selection
- to view the document. )

19

19. Click the button to close the attachment list and return to the previous screen.

@ Double-click the selection to view the document.
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Central Office Traveler, PersNo. 525157, Trip No. 90000096

Top Edt Goto Extgs System  Help
& ~{dH e@a DHR oo B0 28
20— .| Central Office Traveler, PersNo. 525157, Trip No. 90000096

FEsmuete | 2 Account Assgnment  EHstory | H

General Trip Data PD/FR Reimbursement -
From [04/15/2003[(3):00] Reason [SAPPHIRE anmuaL _| x| 72
End |osas2evaonallii:zel ooy [Dales 1| TTv.5  [4] The 2]
Country U5 |Regon [TX |
Postng Date  |05/03/2013]
Akemative Cost Assignment for Entire Trip, If Different to Master CA
30 % =l B  cost Dstrbution

./ DRecepts | @ Trip Segments | @ Comments

Mo R... ExpTy Hame P... Amount Curmcy Exch. Rate Acc... Date Infor N

001 | &+ |AIRF Destrict PrePaid.. [ 350.00 WSD 1.00000 TS0 0441552013 T-Card

002 CONE  District Prefaid.. [ 450.00 05D 1.00000  USD  04/15/2013 P-Card

003 | < [FOPD Ful Day Per Di_ 147 .00 MED i.000460 UEh  dds1i%s2013

004 | & [HDPD Half Day Per Di 24.50 05D 1.00000 U5D 0451572013

005 | <» [HTL Hobkel of 450.00 WD 1.00000 O30  04,1572013 T-<Card

006 Q.00 WED TED 0401553013

007 0.00 WSO USD  04/15/2013

-] 0.00 T5D TU5D 04/15/2013

i b ] :
i a0

b PROS *  sapgredte NS &

20. Click the button to view the objects sub-menu.
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Transaction Code:
S_AHR 61016405

Central Office Traveler, PersNo. 525157, Trip No. 90000096

Tip Edt Goto Exigs System  Heb
& " {HSCO@ CHE DDOSOH I ER 28
Central Office Traveler, PersNo. 525157, Trip No. 90000096
E Create. .. ] EH ﬂ
Attachment kst .
Gen  prvate note PD/FR Rembursement “
Frot  Send v | [SapeHiRe anmuaL | [ 7
End Dakas 1| .5 [4] Tae (3]
Warkflow * Workflow overvew
My Objects k Archived workflows
21 Alte Help for object senices Start Workdflow
30 % T PWF: Workflow Overview
4 DRecepts | B Trp Segments | @ Comments
Mo R... ExpTy Hame P... Amount Curmcy Exch. Rate Acc... |Date Info N
001 | < |AIRF District PrePad . [ 350,00 USD 1.00000 USD 04/15/2013 T-Card
002 | < |CONE  Digtrict PreFaid . [/ 450.00 05D 1.00000  USD  04715/2013 P-Card
003 | < [FOED  Ful Day Per Di 147.00 DSD 1.00000 DSD  04/18/2013
004 | < [HDPD Half Day Per i 24.50 USD 1.00000 [USD 04/15/2013
005 | o [HTL  Hotel 7 450.00 03D 1.00000 03D 0471572013 T-Card
00| 0.00 WSD USD  04/15/2003
007 .00 S0 USD  04/15/2013
| 0.00 1WSD USD  04/15/2013
i b =
i ¥ d F
b PROS ¥ sapgmelte  INS =
21.

Click Workflow=* then the EVWF: Workflow Overview mon jtem to view the approval workflow.

Last Modified: 6/19/2013
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Service: PWF: Workflow Overview

B carvice: PWE: Werkflow Overnew

Personnel No.  Trip Number Start Date  End Date
525157 90000096 O4/15/2013 04/18/2013

Approvers Praview UserlD  Mame Location of Postion | Status  Acted By Acted on  Acted T...
= 3 First Approver SO 00:00:00
- H 8 TRAVEL... TRAVELWF_S 1004401 00:00:00
B & TRAVEL... TRAVELWF_1 1006701 00:00:00
[/ 2 TRAVEL... TRAVELWF_& 1062501 00:00:00
= lﬁ Second Approver OO 00z00:00
GR: TRAVEL.., TRAVELWF_2 1056001 00:00:00
ot Third Approver D 00:00:00
R TRAVEL... TRAVELWF_11 1002501 00:00:00
Revirwvers Praviaw UseslD  Mame Postion | Location of Position

:I:ﬂl"ﬁ"f‘i“l"[i HEtony

i m s R i bad ofd ke

22. Click the E button to close this window and return to the previous screen.

@ This expense report is for out of state travel, therefore 3 levels of approval are needed.

e  First Approver: Traveler's Site Administrator and Central Office Site Administrators
partially funding this travel expense report.
e Second Approver: Traveler's Division Administrator
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5, || :

@ gy g

Business Process Procedure

Display Complete general Trip Transaction Code:
Information S AHR 61016405

e Third Approver: Senior Deputy Superintendent, School Operations.

Central Office Traveler, PersNo. 525157, Trip No. 90000096

23 Tip Ede Goto Extrgs System  Hep
& " JHScEa DHE DDOD FER 28
® . Central Office Traveler, PersNo. 525157, Trip No. 90000096
& smubte 2 Account Assgnment B History a
General Trp Data PO/FR Reimbursement =
From [p4s18/2013(0:00) Reason [SAPPHIRE AWmMUAL _| M1 78
End 0471872013011 30| Oy Dalas TTy. 5 J. TAZ A
Country (U5 |Regon (TX
Postng Date 05,/03/2013
Akemative Cost Assignment for Entire Trip, If Diferent to Master CA
20 % =] B4  cost Ditribution
_ D Recepts " @ Trp Segments @ Comments
Mo R.. ExpTy Mame P... Amount Curmcy | Exch.Rate  Acc.. Date Info N
001 | < AIRF Destnct Prefaid_ [ 3%50.00 TS0 1.00000 oS0 04/15/2013 T-Card
002 CONP  Destrict PraPaad . [ 450.00 TSD 1.00000 USD 0471572013 P.Card
003 FOFD Ful Day Per Di_ 147.00 TSD 1.00000 DD 0471572013
004 | < HDFD Half Day Per D 24.50 T30 1.00000 03D 0471552013
005 HTL Hobtel o 450.00 T3D 1.00000 BSD 041572013 T-Card
006 Q.00 TED TS0 04s1553013
047 .00 D30 oD 0471572013
008 Q.00 WD U5 041552013
q ¥ _‘
i F q4 F
 PROS T sapgrelte IS '
23, iokine © .
ick the button to return to the previous screen.
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Title: Display Complete general Trip Information
Area: Travel Management

Business Process Procedure

Display Complete general Trip
Information

General Trip Data/Totals/Receipts/Cost Assignment

Transaction Code:
S_AHR 61016405

Lst Edt Gote Settings System  Help
& - dH @@ DHR DodHH FO 28
General Trip Data/ Totals/Receipts/Cost Assignment
g AYTY GT B -~ 2
Pars.No. | Esployes FApe] . Hams Trip|Dar.|Begins Om |AT Ends On Ends Rr |Descin. |Cer|Reason for Teip Toca
24
525157 | Central Office Travelsr lﬂﬁﬂ( 4 |04SL5 2003 | 09:00:00] 04/ 18,2003 )11:30:00| Dallas |U5 | SRPPHIRE ANNUAL CONFERENCE|L,465.58
Pers.Ho. | Esployes/Appl . Hame Trip |ExpTy |Hame of Expenss Type LacCurrhkee |Crey| Amount|Crey |Dace BC|Info |From
525157| Cencral Office Traveler| 50000086 |AIRF |Distzict FrePald Airfare 350.00 |USD |350.00 |OUSD |04/15/2013|X |T-Card|04/15
525157 Central Office Traveler| S0000086|CONF |Discrict FrePaidConfecence Fee 450.00 |USD |450.00 |OUSD |04/15/2013|X |P-Cazd|04/15
525157 Cencral Office Traveler| S0000086 | FDFD |Full Day Fer Diem (M4IE) 147.00 |USD |147.00 |USD 041552013 04r15
525157 Cencral Office Traveler| 30000096 |HDFD |Half Day Fer Diem (M4IE) 24.50 |U5D | 24.50 |OSD |04/1572013 a4r18
5215157 | Central Office Travelex| 30000096 (HTL |[Hotel 450,00 |U5D |450.00 |USD |04/1552013 T=Card| 04,15
** Total 1,421.50 |U5D
Fers.No. | Employee/ADpl. Hame Trip Amoant | Cocy| Coat Crr|Order|Sales Ord. |50 Item| CoCd|Bosik| COAr | CosvObject| BosFrocess W83 E1
525157 Central Office Toavelex| SO000086| 732,79 |USD | 1004401 1000 1000
525157 Cencral Office Traveler| SO000086| 435.67 |USD | 1006701 1000 1000
525157 | Central Office Trawelex| 30000096 293,12 |USD 1000 1000 F=3001
“* Toral 1,465.52 |O5D
4k i b
[ 5_AHR 61016405 ™ spgncdte NS
24.  Click the 20000096 trip label to view the details menu.

Display Object Selection

[= Display Object Selection

25 3

[% Trip

Trip Receipts
[EE} Cost Assignment
[ﬁ Cancel
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Title: Display Complete general Trip Information
Area: Travel Management

Business Process Procedure

Display Complete general Trip Transaction Code:
Information S AHR 61016405
25, Giick the o TR button to view the Trip Receipt details.

Trip Receipts Without General Trip Data

26 L&t Ed !:G'JZI Views Selttings 5:[5-?!'!1 Help
& *dBeG@ DR hDoad I ER @8
Trip Receipts Without General Trip Data
Q49T E% Q O FEATWL B4 A
* parsMo. T Trip BTy * Mame of Expense Type T Loc.curm.amt Croy PC  Recept Date  Description
525157 90000096 AIRP District PrePaid Arfare 350.00 USD 7] D4/15/2013  Airfare District Prepaid
AP . 3I50.00 USD
Q000096 CONP | Dstrict PrePadConference Fee 450,00 USD 7] 04/15/2012  Conference fee District Prepaid
CONP Ty . 450,00 USD
SO0DSEG FOPD Full Day Per Diem (MEIE) 147.00 USD 04/15/2013  Full day PerDiem for 3 s
APD . 147.00 USD
0000096 HOPD  Half Day Per Diem (M&IE) 24.50 USD 04/15/2013  Half Day perDiemn for 1 day
HOPD [ 5 24.50 USD
SO00009E HTL Hoted 450.00 USD 04/15/2013 3 days at Hotel
HTL &y . AS0.00  USD
n, se 1,421.50 USD
¥ 5_AHR_G61016405 ™ sapgre-Ite NS
26. & .
ick the button to return to the previous screen.
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Title: Display Complete general Trip Information
Area: Travel Management

Business Process Procedure

Display Complete general Trip
Information

General Trip Data/Totals/Receipts/Cost Assignment

Transaction Code:
S_AHR 61016405

Lst Edt Gote Settings System  Help
& - dH @@ DHR DodHH FO 28
General Trip Data/ Totals/Receipts/Cost Assignment
g AYTY GT B -~ 2
Pars.No. | Esployes FApe] . Hams Trip|Dar.|Begins Om |AT Ends On Ends Rr |Descin. |Cer|Reason for Teip Toca
27 -
525157 | Central Office Travelsr lﬂﬁﬂ( 4 |04SL5 2003 | 09:00:00] 04/ 18,2003 )11:30:00| Dallas |U5 | SRPPHIRE ANNUAL CONFERENCE|L,465.58
Pers.Ho. | Esployes/Appl . Hame Trip |ExpTy |Hame of Expenss Type LacCurrhkee |Crey| Amount|Crey |Dace BC|Info |From
525157| Cencral Office Traveler| 50000086 |AIRF |Distzict FrePald Airfare 350.00 |USD |350.00 |OUSD |04/15/2013|X |T-Card|04/15
525157 Central Office Traveler| S0000086|CONF |Discrict FrePaidConfecence Fee 450.00 |USD |450.00 |OUSD |04/15/2013|X |P-Cazd|04/15
525157 Cencral Office Traveler| S0000086 | FDFD |Full Day Fer Diem (M4IE) 147.00 |USD |147.00 |USD 041552013 04r15
525157 Cencral Office Traveler| 30000096 |HDFD |Half Day Fer Diem (M4IE) 24.50 |U5D | 24.50 |OSD |04/1572013 a4r18
5215157 | Central Office Travelex| 30000096 (HTL |[Hotel 450,00 |U5D |450.00 |USD |04/1552013 T=Card| 04,15
** Total 1,421.50 |U5D
Fers.No. | Employee/ADpl. Hame Trip Amoant | Cocy| Coat Crr|Order|Sales Ord. |50 Item| CoCd|Bosik| COAr | CosvObject| BosFrocess W83 E1
525157 Central Office Toavelex| SO000086| 732,79 |USD | 1004401 1000 1000
525157 Cencral Office Traveler| SO000086| 435.67 |USD | 1006701 1000 1000
525157 | Central Office Trawelex| 30000096 293,12 |USD 1000 1000 F=3001
“* Toral 1,465.52 |O5D
4k i b
[ 5_AHR 61016405 ™ spgncdte NS
27. Click the 30000096 trip number label to view the details menu.

Display Object Selection

[= Display Object Selection

28 B

[% Trip

[@v Trip Receipts
Cost Assignment

[ﬁ Cancel
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Title: Display Complete general Trip Information

Area: Travel Management

Business Process Procedure

Display Complete general Trip
Information

28.

Click the l% Cost Assignment

Cost Assignment for Trip Without General Data

Transaction Code:

S_AHR_61016405

button to view the Cost Assignment details.

29

Lst EdE Goto WViews ettngs System Help

@ 4B Qe DHR tnod IR 8

Cost Assignment for Trip Without General Data
G AFTF % Q SO TRM B=<5 B

* ParsMo. " Tip ¥ Amount Croy | Cost Center 0O Area Order| Sales Ord. 50 Rtem
525157  QOO0000E 73270 USD 1004401 1000
439,67 USD 1006701 1000
293.12 USD 1000
I G0000096 « 1,465.58 USD

Iy == 146538 USD

¥ S5_AHR_61016405 * sapgne-Ite NS

29.

Click the & button to return to the previous screen.
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Title: Display Complete general Trip Information
Area: Travel Management

Business Process Procedure

Display Complete general Trip
Information

General Trip Data/Totals/Receipts/Cost Assignment

Transaction Code:
S_AHR 61016405

30 Lst Edt Goto Settings  System  Help
1

& - {dHe@a DHR DobdHH FO 28

General Trip Data/ Totals/Receipts/Cost Assignment

g AYTY GT B -~ 2

Pars.Na. |Exployes/Appl.Hame Trip|Dur. |Begins On |Az Ends On  |Ends Ar |Destinm. |Crr|Beasss for Teip Toza
525157| Cencral Office Traveler| S0000086| 4 |04/15/2013[09:00:00]04/18/2003)11:30:00|Dallas | U5 | SAPPRIRE ANNUAL CONFERENCE|L,465.58

Pers.Ho. | Esployes/Appl . Hame Trip |ExpTy |Hame of Expenss Type LacCurrhkee |Crey| Amount|Crey |Dace BC|Info |From
525157| Cencral Office Traveler| 50000086 |AIRF |Distzict FrePald Airfare 350.00 |USD |350.00 |OUSD |04/15/2013|X |T-Card|04/15
525157 Central Office Traveler| S0000086|CONF |Discrict FrePaidConfecence Fee 450.00 |USD |450.00 |OUSD |04/15/2013|X |P-Cazd|04/15
525157 Cencral Office Traveler| S0000086 | FDFD |Full Day Fer Diem (M4IE) 147.00 |USD |147.00 |USD 041552013 04r15
525157 Cencral Office Traveler| 30000096 |HDFD |Half Day Fer Diem (M4IE) 24.50 |U5D | 24.50 |OSD |04/1572013 a4r18
5215157 | Central Office Travelex| 30000096 (HTL |[Hotel 450,00 |U5D |450.00 |USD |04/1552013 T=Card| 04,15

** Total 1,421.50 |U5D

Fers.Ho. | Ezployee/ADpl. Haze Irip Amount |Croy| Coat Cor|Order|Salea Ord. |50 Iullcul:d Buak| COAr | CostObject| BusFrocess |WBS EL
525157 Central Office Toavelex| SO000086| 732,79 |USD | 1004401 1000 1000
525157 Cencral Office Traveler| SO000086| 435.67 |USD | 1006701 1000 1000
525157 | Central Office Trawelex| 30000096 293,12 |USD 1000 1000 F=3001

“* Toral 1,465.52 |O5D
] i b

[ 5_AHR 61016405 ™ spgncdte NS

=Y
Click the & button to go back to the selection screen.
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Title: Display Complete general Trip Information
Area: Travel Management

Business Process Procedure

Display Complete general Trip Transaction Code:
Information S AHR 61016405

General Trip Data/Totals/Receipts/Cost Assignment

Program  EdE Goto Systern Help

& B eea BHR Do ER 28
General Trip Data/Totals/Receipts/Cost Assignment
eERED
3 ]
HR Data . General Trp Data | Status | Totak | Recepts | Cost Assgament | Srch Help |
Trip Mummber | 90000096 &
Trip Country) Group =
Trip Destination |_ij
Reasan for Trip l l;"]
Trip Beging On to i.
Trip Ends On to i.
Separation Alowances Only
= Trips Only

Trips and Sep. Alowances

b 5_AHR_S1016405 ™  sapgre-te NS

31, Click the [.SBtUS | tap 10 view other selection options.
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Title: Display Complete general Trip Information
Area: Travel Management

w" &
G

7 ddAb

[

Business Process Procedure

Display Complete general Trip Transaction Code:
Information S AHR 61016405

General Trip Data/Totals/Receipts/Cost Assignment

Program Edic Gobo System Help

& ~dBe@a DHR onia B0 28

General Trip Data/Totals/Receipts/Cost Assignment

@O

. HRData | General Trip Data o Status | Totak [ Recepts | Cost Assgament [ Srch Help

32 F 1 3

Request/ Trp Ind. =) to i

Settement Status to i

F1 Transfer (Ind.) to i

HR Payrol Transfer Ind. o i

DME Transfer (Ind.) " L4

¥ 5_AHR_S61016405 ¥ sapgre-Ite NS

32.

—
Click the button to view the available Request/Trip Ind. options.

Q These Status fields can be used as selection options for this report.
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Title: Display Complete general Trip Information
Area: Travel Management

Business Process Procedure

Display Complete general Trip Transaction Code:
Information S AHR 61016405

Travel Request or Trip Approved (Indicator) (1) 6
Entries found

[ Travel Request or Trip Approved (Indicat...

AL EN =S =]
Request/Trip _ Short Descript.

Request Recorded

Request Approved

Trip Completed

Trip Approved

Reguest Awaiting Documents
Trip Awaiting Documents

ot B |

6 Entries found

33.

For this example, click the ﬂ button to exit this screen and return to the previous selection screen.

@ Travel Request or Trip Approved indicators that could be selected are:

e 1-RequestRecorded
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Title: Display Complete general Trip Information

: EE
- ! ¥ - .
}f{u‘ ?_/;,-" Area: Travel Management

Business Process Procedure

Display Complete general Trip Transaction Code:
Information S AHR 61016405

e 2 -Request Approved
e 3 -Trip Completed
e 4 -Trip Approved

General Trip Data/Totals/Receipts/Cost Assignment

Program Edi Goto Systhem Help
& 4B e@a DHR ondid B0 28
General Trip Data/ Totals/Receipts/Cost Assignment
&EEO
HR Data | General Trp Data .~ Status | Totab [ Recepts | Cost Assgnment - Srch Hep
34 Request) Tnp Ind. to i
Settiement Status =] to Ed
FI Transfes (Ind.) to i
HR Payroll Transfer Ind. to Ed
DME Transfer (Ind.) o Ld
¥ 5_AHR 51016405 ¥ sapgme-2te NS
34
. Click the = button to view the available Settlement Status options.
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Title: Display Complete general Trip Information
Area: Travel Management

Business Process Procedure

Display Complete general Trip

Transaction Code:
Information

S_AHR_61016405

Open / To be Settled / Settled (Indicator) (1) 4 Entries
found

[E Open [/ To be Settled [/ Settled (Indicator...

L) ] ) 8 o B [ B3]

Settlement St | Short Descr

0 Open

1 To Be Settled
2 Settled

3 Canceled

4 Entries found

35.

For this example, click the ﬂ button to exit this screen and return to the previous selection screen.

@ Settlement Status indicators that could be selected are:

e 0-Open
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Title: Display Complete general Trip Information
Area: Travel Management

Business Process Procedure

Display Complete general Trip Transaction Code:
Information S AHR 61016405

e 1-To Be Settled
e 2 -Settled

General Trip Data/Totals/Receipts/Cost Assignment

Program Eok oto System Help

& *dBec@a DHR Do0 B0 28

General Trip Data/ Totals/Receipts/Cost Assignment

@REO

HR Data | General Trp Data . Status | Totas | Recepts | Cost Assgnment [ Srch Help

Request/Tip Ind. o i

Settlement Status to o
36 1 o

F1 Transfer (Ind.) [l to E3

HE. Fayrol Transfer Ind. to | & |

DME Transfer (Ind.) to Cd

¥ 5_AHR_G61016405 ™ sapgre-Ite NS

36.

Click the =/ button to view the FI Transfer (Ind.) selection options.
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@ """| e Title: Display Complete general Trip Information
& Area: Travel Management

@ gy g

Business Process Procedure

Display Complete general Trip Transaction Code:
Information

S_AHR_61016405

Fl Transfer (Indicator) (1) 4 Entries found

'

4 Entries founc - 37

d C gD

|

FI Transfer (In_| Short Descript.

Mot Posted to Financial Accounting
Posted to Financial Accounting

Posting to Financial Accounting Canceled
Cancelation Posted to Financial Accounting

4 Entries found

37. For this example, click the ﬁ button to exit this screen and return to the previous selection screen.

Q All of the FI Transfer indicators are available and can be selected.
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Title: Display Complete general Trip Information
Area: Travel Management

Business Process Procedure

Display Complete general Trip Transaction Code:
Information S AHR 61016405

General Trip Data/Totals/Receipts/Cost Assignment

Program Edi Goto System Halp
& 48 ¢@@ CHR oo BN @8
General Trip Data/Totals/Receipts/Cost Assignment
&EO
HR Data | General Trip Data . Status | Totals [ Recepts | Cost Assgnment | Srch Help
Request/ Tnp Ind. to i
Sertlement Status to i
38 F1 Transfer (Ind.) to i
HR Payrodl Transfer Ind. =) to Ed
DME Transfer (Ind.) " L4
¥ 5_AHR_B1018405 ¥ sapgne-2te NS
38 - . N
: Click the button to view the HR Payroll Transfer Ind. selection options.
Last Modified: 6/19/2013 38/42 Business Process Procedure



w" &
G

4_:1"__ i E Title: Display Complete general Trip Information
5\!{!‘ gg Area: Travel Management
'}"”.-_.';:-__"- - o
Business Process Procedure
Display Complete general Trip Transaction Code:
Information S AHR 61016405

HR Payroll Transfer (Indicator) (1) 4 Entries found

[== HR Payroll Transfer (Indicator) (1)} 4 Entries found

L4 LIl E =]

HR Payroll Transfer = Short Descript.
Mot Paid via Payroll Accounting

1 Paid via Payroll Accounting
Payment via Payroll Accounting Canceled
3 Cancelation of Payment via Payroll Taken into Account

4 Entries found

39.

For this example, click the H button to exit this screen and return to the previous selection screen.

Q All of the HR Payroll Transfer indicators are available and can be selected.

Last Modified: 6/19/2013 39/42 Business Process Procedure



Title: Display Complete general Trip Information
Area: Travel Management

Business Process Procedure

Display Complete general Trip Transaction Code:
Information S AHR 61016405

General Trip Data/Totals/Receipts/Cost Assignment

General Trip Data/Totals/Receipts/Cost Assignment

& *{dBIeO@ CHRER Do EER o8
General Trip Data/Totals/Receipts/Cost Assignment
eERED
40 .
WRData | General Trp Data . Status | Totas | Receipts | Cost Assgnment | Sich Hep |
Request/ Trip Ind. o i
Sattlement Status ta i
FI Transfer (Ind.} ta i
HR Payrol Transfer Ind. o i
DME Transfer (Ind.) to Ld

b 5_AHR_S1016405 ™  sapgre-te NS

40.  Cjick the Cost Assignment | tab to view additional selection options.
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Title: Display Complete general Trip Information
Area: Travel Management

w" &
G

7 ddAb

[

Business Process Procedure

Display Complete general Trip Transaction Code:
Information S AHR 61016405

General Trip Data/Totals/Receipts/Cost Assignment

41 Program Edi Goto Syshem Halp
& ~dBe@a DHR ondis B0 28
General Trip Data/Totals/Receipts/Cost Assignment
eERED
HRData | General Trip Data . Status | Totak | Receipts . Cost Assgnment | Srch Help |
Cost Center 1 =] i, =
Controling Area i,
Order -i.l
Sales Order (=]
Sales Order e E3
WBS Elment E3
Project Number i.
Task Number |#] _
Currency i, -
¥ 5_AHR_B1018405 ¥ sapgne-2te NS
41. . & . .
Click the button to exit and return to the previous screen.
@ The following Cost Assignment fields can be used as selection options for this report.
e Cost Center
e Order
e WABS Element
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Title: Display Complete general Trip Information
Area: Travel Management

Business Process Procedure

Display Complete general Trip Transaction Code:
Information S AHR 61016405
Result

You have successfully executed the Display Complete general Trip Information expense report.
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