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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

 Trip number 
 Personnel number

Menu Path

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

 Reports -> Travel -> Display Complete General Trip Information

Transaction Code

S_AHR_61016405

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.

Upcoming Dates - SAP NetWeaver Portal - Windows Internet Explorer

2. Click the  tab to navigate to the report section.
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Reports - SAP NetWeaver Portal - Windows Internet Explorer

3. Click the  menu tree item to open the Display Complete General Trip 
Information report selection screen.
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General Trip Data/Totals/Receipts/Cost Assignment

4. Click the  tab to view HR Data selection options.



  

Title:  Display Complete general Trip Information
Area: Travel Management

Business Process Procedure

Display Complete general Trip 
Information  Transaction Code: 

 S_AHR_61016405

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

General Trip Data/Totals/Receipts/Cost Assignment

5. Click the  button to search for a personnel number by employee name.
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Personnel number (1)

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*

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

7. Click the  button to start the search.
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Personnel number (1)    2 Entries found
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8. Click the  personnel number label to highlight the correct personnel number.
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Personnel number (1)    2 Entries found
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9. Click the  button to select the personnel number highlighted and return to the previous screen.

General Trip Data/Totals/Receipts/Cost Assignment

10. Click the  tab to view the General Trip selection fields .
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General Trip Data/Totals/Receipts/Cost Assignment

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

Field R/O/C Description

Trip Number R 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

12. Click the  button to execute the report.
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General Trip Data/Totals/Receipts/Cost Assignment

13. Scroll to the right to view additional columns.

This report is separated in 3 sections:

 Top section: General Trip Information
 Middle section: Expense Types along with details
 Bottom section: Cost Assignment
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General Trip Data/Totals/Receipts/Cost Assignment

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

General Trip additional columns:

 Reimbursmt:  Amount paid to the employee
 Pd by Comp:  Amount paid by LAUSD
 TravFlatRt:  Amount paid for mileage (included in the Reimbursmt amount)
 M/Km: Total miles recorded



  

Title:  Display Complete general Trip Information
Area: Travel Management

Business Process Procedure

Display Complete general Trip 
Information  Transaction Code: 

 S_AHR_61016405

Last Modified:  6/19/2013 18/42    Business Process Procedure

General Trip Data/Totals/Receipts/Cost Assignment

15. Click the  trip label to view the details menu.

Display Object Selection
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16. Click the  button to view the Trip details.

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

17. Click the  button to view the object sub-menu.

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

18. Click the  menu item to view attached documents.
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Service: Attachment list

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

20. Click the  button to view the objects sub-menu.
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Central Office Traveler, PersNo. 525157, Trip No. 90000096

21. Click Workflow  then the  menu item to view the approval workflow.
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Service: PWF: Workflow Overview

22. Click the  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.

 First Approver: Traveler's Site Administrator and  Central Office Site Administrators 
partially funding this travel expense report.

 Second Approver: Traveler's Division Administrator
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 Third Approver: Senior Deputy Superintendent, School Operations.

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

23. Click the  button to return to the previous screen.
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General Trip Data/Totals/Receipts/Cost Assignment

24. Click the  trip label to view the details menu.

Display Object Selection
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25. Click the  button to view the Trip Receipt details.

Trip Receipts Without General Trip Data

26. Click the  button to return to the previous screen.
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General Trip Data/Totals/Receipts/Cost Assignment

27. Click the  trip number label to view the details menu.

Display Object Selection
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28. Click the  button to view the Cost Assignment details.

Cost Assignment for Trip Without General Data

29. Click the  button to return to the previous screen.
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General Trip Data/Totals/Receipts/Cost Assignment

30. Click the  button to go back to the selection screen.
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General Trip Data/Totals/Receipts/Cost Assignment

31. Click the  tab to view other selection options.
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General Trip Data/Totals/Receipts/Cost Assignment

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

These Status fields can be used as selection options for this report.
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Travel Request or Trip Approved (Indicator) (1)    6 
Entries found

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

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

 1 - Request Recorded
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 2 - Request Approved
 3 - Trip Completed
 4 - Trip Approved

General Trip Data/Totals/Receipts/Cost Assignment

34. Click the  button to view the available Settlement Status options.
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Open / To be Settled / Settled (Indicator) (1)    4 Entries 
found

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

Settlement Status indicators that could be selected are:

 0 - Open
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 1 - To Be Settled 
 2 - Settled

General Trip Data/Totals/Receipts/Cost Assignment

36. Click the  button to view the FI Transfer (Ind.) selection options.
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FI Transfer (Indicator) (1)    4 Entries found

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

All of the FI Transfer indicators are available and can be selected.
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General Trip Data/Totals/Receipts/Cost Assignment

38. Click the  button to view the HR Payroll Transfer Ind. selection options.
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HR Payroll Transfer (Indicator) (1)    4 Entries found

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

All of the HR Payroll Transfer indicators are available and can be selected.
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General Trip Data/Totals/Receipts/Cost Assignment

40. Click the  tab to view additional selection options.
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General Trip Data/Totals/Receipts/Cost Assignment

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.

 Cost Center
 Order
 WBS Element
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Result

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


