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UNIVERSITY of WASHINGTON
Finance & Facilities

Welcome to Travel

Travel is part of Financial Management within Finance & Facilities. We provide Contact Us
training. guidance, and facilitate fravel reimbursements while completing a risk Travel Office
based analysis. We address areas of concern based on State and UW travel Physical Address:
policies while effectively communicating with our process partners fo ensure i

4333 Brooklyn Ave NE
Travel Office timely and accurate travel reimbursement. Building © - 1st Fioor

Seattle, WA 93155

Home
Mailing Address:

Types of Travelers University of Washington

Employees and UWW Travel Office
Student Employees Box 359557
Prospective Employees N EW Seattle, VA B8195 - 9557
Relocation Customer Service:
e Effective June 7, 2012 the use of siate contracts are no longer ’
Visitors and Students ; ) g [peg (205) 543-5358
= required but available for use traveluw@uw edu

Travel Coordinators Fax: (206) 6853865

o | ) ) Staff Directory
Getting Started International Emergency Assistance Dffice Hours: 8am - Spm

Attaching all receipts to an Expense Report (ER) 52

..
_|
e
n

How To Guides

Expense Report
Policies and Procedures
Frequently Asked Quick Links

Questions
Eorms eTravel Hands on Training Feedback Survey

' Glossary ﬁ\ ARIBA"
Mon-Reimbursable $ eTravel

= e ri = Login with your UV Netld. Learn
Upcoming Trainings Upcoming Classes e

hout Trave eTravel Hands on Training Travel Policy and Procedures -




'E Configure Tabs t Refresh Content

Common Actions

D Diate + Fram Status Title Required Action
Create
é, /| ER10244 1/8/2009  .John Traveler Approved Expenses: 1/8/2009 to 1,/8/2009 Wi atch
Expense Report
=) ER10300 1/9/200%  Jane Vistor Processed Expenses: 1/9/2009 to 1/9/2009 watch
Travel Profile
Lokl /| ER10363 1/14/2009 Jane Msitor Processed non uw certification statement as preparer W atch
equisition
B 0| ER10426 1/16/2009 John Traweler fpproved LT, (WIRE - NO CHECK ISSUED) Wiatch
lawf Manage B ER10427 1/16/2009 Jane Vistor fpproved L T. (ER PRINT YERSION REQUEST SIGNATURE FOR NOM-UW) Watch
Expense Receipts
/5| ER10428 1/16/2009  John Traveler Processed I.T. (ER PRINT WERSIOMN REQUESTING SIGHATURE FOR STUDENT) W atch
Unassigned Charges 7 7
Miew List . 28]
Reparts
WAl ) it Search
Expense Report Tiele || |
[ Recently Yiewed | Catalag o | | §

On Travel Dashboard from To Do box :
1. Click on ER ID# or ER Title to open and Approve
OR

2. Click View List for drop down menu to
a. Choose Approve



Approve Requests

vou are included in the appraval flow for these requests, and you are required to approve or deny them. To review a summary of a request befare taking action, click the request's ID ar title,
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You have 151 requests awaiting your approval.
[F] Typel ID & Date Subrnitted Requester Status Title
J .
oday, 10: =ne Submitteq Expenses: 3/6/2009 to 3/16/2009
= | ER10835 |Tod 10:44 AM P
[l 9= Eri0837 Today, 10:42 AM ‘(Jic;::dinator Submitted Expenses: 3/16/2009 to 3/16/2009
u, ar, ubmitte KOENSes: fa}
[0 =l Eriozge Thu, 12 Mar, 2009 Johin Submitted E 31272009 to 371272009
Coardinstar
J .
u, 12 Mar, ane Submitted Expenses: 3/12/2009 to 3/12/2009
[0 =l Erioz9s Thu, 12 Mar, 2009 Preparer
= ER1087& Thu, & Mar, 2009 Subrmitted Expenses: 3/5/2009 to 3/5/2009
D h Joe hritted
Traveler
[0 =l Eriozdz wed, 4 Mar, 2009 b Submitted T ler, 1. Serial Conf 12/02-12/06 20085
ed, ar, Coordinator ubmitte raveler, 1, Serial Conference -
J .
u, 2 Feb, Ene Submitted Expenses: 2/26/2009 to 2/26/2009
[0 =l Eeriozzi Thu, 26 Feb, zoo9 Preparer

[Approve] [Den\,r] [F\rchive To Label]

If approving from list:
DO NOT click Approve at this level

Total

$5.00 USD

$5.00 USD

450,00 USD

$0.00 USD

$50.00 USD

$2,600.00 USD

450,00 USD

Click on ER ID # or Title to open and review details (selected ER

will highlight in yellow)

[l

Budget

¥



ER10179 - Traveler, J. Jan 2009 Detroit

L4

These are the details of the request you selected, Depending on its status, you can edit, change, copy, cancel, or submit the request for approval, You may also print the details of the request.

|
D Back (#pprove ] (Deny) fallld GO

ER10898 - On Behalf Of : John Traveler Taotal - 1131 46 USD

Expenses |:|
Mo, Date Description Arnount Tax Amount Adj. Amount  Adj, Tax Require Receipt
1 01/0z2/0% Airfare $379.50 USD $0.00 USD $379.50 USD  $0.00 USD es
3 01,/09/09 Car Rental $155.48 USD $0.00 UsSD $155.48 USD $0.00 UsSD es %
z 01/09/09 Lodging Per Diem $596.48 USD $0.00 USD $596.48 USD $0.00 USD es

APPROYAL FLOW

Legend: [¥]active [ Pending [=] watcher

= orglevel wistcher J Jobin Traneler J

||I| ComplianceBgtapprover | | FundingBgtipprover

Review Expense Report
*To view details, click on specific item under Description or Details Button

Click Approve or Deny
*Deny, withdraws ER and sends it back to preparer for edits and resubmission

through approval flow.

*Use Deny with caution, preparer/compliance approvers may edit without
denying

Comments field may provide clarification and prevent denials




Approve - Comments

Enter a comrment {optional) as part of vour approval. vou can also archive this document to a different folder, if desired. Click OK when vou are done.

You chose to approve ER10899,

&

Comrments:

Archive iterns to label: | Archive Iters |+

D G0 to next request summary

Select OK to approve ER

or Cancel and return to summary

TIPS:

Comments added here are saved and visible to others

-‘Archive Items To Label box is checked by default; Un-check to cancel
this option

—Final Approval by 6pm PST results in check issuance the following day



