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Getting Started ndigo)

Setup

o The PC workstation used must be able to connect to the Internet. TRS has been tested with Internet
Explorer6 (the current DSHS Standard) and Internet Explorer?7. Other browsers may work.

¢ Add TRS related web page addresses into the Local Intranet Sites list in your PC browser.

¢ Open Internet Explorer — Click on Tools in the command bar and select Internet Options.

< Welcome to DSHS Online - Windows Internet Explorer

@ e ‘ > &l htp:/fonline.dshs state. bous/default.htm

3"3 q];.} %5 Home - B == Frint - gpagev ik - I@IHeIpv &1 Research

Delete Browsing History..

;4'{) S HS OM Pop-Up Blocker »

\] your intranet source

Phishing Filter d 0 0

- 3
Employee Manage Add-ons Library Forms
Resources Services Literat

Work Offline
Texas Departmentof St ;.. Update
i Full Screen Fi1 }
Linl nformation
Menu Bar

-

DSk Toolbars nd helpful information

esources.

Diagnose Connection Problems. ..
Sun Java Console

ellectual opportunities tc
DSHS Central Campus, Austin Internet Gptions

¢ In the dialog box that opens, click on the Security tab, then on Local Intranet Sites, then click on
the “Sites” button.

Internet Options EHE | Internet Options H
Genaral |Security I Privacy I Conkent I Connections I Programs I Advanced I General  Security |Privacy I Caonkenk I Connections I Programs I Advanced I
Home page

Select a zone to view or change security settings,

@ € / O

LI Internet ILIENGWENT Trusted sites  Restricted
sites

Use current Use default | Use blank | Local intranet =0
- ites |
‘.' ! This zone is For all websites that are

found on your inkranet,

To creake home page tabs, type each address on its own line.

Browsing history

"l_ Delete temporary files, history, cookies, saved passwords,
v ,-' and web Form information,

Delete, .. I Settings | —Security level For this zone
Search
. Custom
p Change search defaults, Setkings | Custom settings.
- To change the settings, click Custom level,

- - To use the recommended settings, click Default level,

Change how webpages are displaved in Settings |

tabs,
Appearance Custom level... Default lewel |

Colors | Languages | Fonts | Accessibility |

Reset all zones to default level |

OF I Cancel | Apply | a4 I Cancel I Apply |
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¢ In the Local Intranet dialog box, click the “Advanced” button. In the dialog box that is displayed,

In the “Add this website to the zone:” box, enter: After each entry:

160.42.180.13

160.42.180.17 Click on “add” - the website name will transfer into the
http://ewsshare.dshsews.dshs.state.tx.us “Websites” box

https://lewsshare.dshsews.dshs.state.tx.us

e When all 4 web sites have been entered, click on “Close”.

Local intranet ]
ocal Intranet .

‘l'!] You can add and remove Web sites From this zone, All Web sites
N

|Jse the settings below ko define which websites are incuded in in this zone will use the zone's security settings.

‘3 the local inkranet zone,
»Lé

Add this Web site to the zone:
v aukomatically detect inkranet network

¥ Include. all local (inkranet) sites not listed in other zones Wb sites:
. 160.42.180.13
¥ | Include allsites that bypass the proxy. server 160.42.180.17
http:flewsshare, dshsews. dshs. state. bx.us
F Include all network paths (UNCS:I https:{fewsshare dshsews.dshs,state, bx.us
[ Require server verification (https:) for all sites in this zone
what are intranet settings? | Advanced I CK | Cancel |

¢ Click on the “OK” buttons to close all open Option boxes.
e (Optional) Create a shortcut on your desktop to link to TRS. To do so:

¢ Right click on an empty space on your desktop.
¢ Inthe box that is displayed, position your mouse over “new” and then click on “shortcut”.

¢ Inthe box labeled “Create Shortcut”, enter the web page address listed under “Login to EWS
Portal” below, click on “Next >”".

¢ Inthe box labeled “Select a Title for the Program”, enter a title such as “TRS”, click on “Finish”.
e The shortcut will be displayed on the desktop.
e When you want to login to TRS, double click on the shortcut.

Getting Help

Email contacts:

o For problems and issues: ewssps.support@dshs.state.tx.us

o For webpage access and related issues: ewssps.admin@dshs.state.tx.us

« For workflow issues: ewsk2net.admin@dshs.state.tx.us

[End of Section - Return to the Table of Contents|
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Login to TRS

Using TRS requires two logins. First you login to the Electronic Workflow System (EWS) Portal, and
second, you login in to the TRS application. The user name and password for both logins is the same.

Login to the EWS Portal

o Either
e Open your Internet browser.

¢ Inthe address line at the top of the screen enter the following address:
http://ewsshare.dshsews.dshs.state.tx.us/sites/travel/trr/

e Or, click on the shortcut on your desktop, if you created one. (See “Setup” in the TRS User Guide for
instructions.)

e The EWS portal login screen will be displayed.
© Windows Internet Explorer - 3 X]

v
o IR P -

rks @ Customize Licks 8| DSHS Intranet 88 [TMS QA 8 PMVRS nIH)F Il Accesshe Logink #|SYSCAT 8 Google
Google G ¥ Goog B~ RS » &~ 7 Bockmakse B 16 blocked Tlheck » & v o Sered tow @ Seltings=

W - B - om - (shPage ~ G Tooks - @~

Lzer nama: a -

[CIremsmiser my password

8 Website found. Waiting for reply... 11T | H100% -

i7 start EREEEREDRC S B irbox - M., | 8% LTMSYG.. [ 2 Migos... = /7 Windows 1. _lF_. Y,
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e Enter your User Name and your Password and click “OK".

e Your User Name will be: DSHSEWS\Your 11 digit employee number (be sure to use the
backward slash and include leading zeroes)

e Your initial password is your Department ID followed by the last 5 digits of your Employee ID.
(Case sensitive, use upper case, this results in an 11 character password)

e Itis recommended that you change your password when you first login. To do this from the TRS
Home Page select Administrative Functions, Change Password. Once you have changed
your password you may need to login again.

The TRS Home page will be displayed as shown below.

Login to TRS
;& Home My Profile
*‘ . .
l* g TFXF\S Travel Reimbursement Request - Staging &Area
IJu[:aarJ.ml:nl of Home
\ State Health Services
My Requests Welcome to the Travel Reimbursement Workspace Home Page.
Saved Requests Please Select an Action:

Zubrnitted Requests ;
- 5tart a Travel Reimbursement Request

Work Queue
- Reporting

To select or view an existing Travel Reimbursement Request, please use the My Requests links on the
left navigation bar.

Select a function:
e To prepare a new request, click on “Start a Travel Reimbursement Request”.

e To continue preparing a reimbursement request that you previously saved, click on “Saved
Requests”.

If you chose “Start a Travel Reimbursement Request,” the Trip Information page will appear with a
login box displayed over it.
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- Home - Travel Reimbursement Request - UAT - Windows Internet Explorer

G - \_mllu_.f,femsh_credal_vsews.lssslalu.b‘Lﬁ.‘&er_Mlﬂ?P._Lv‘«T.fMewTru[nIrJ'mn'Jm.asp:: ¥ty K oo

ko @) Customize Links @) DSHS Intranet @) ITMS QA @ PvRS B)TFOF [l AccessrR Login #)5YSCAT 8§ Google
Gougle (G- ¥ Govg B« RS+ &5« 1f Bockmakse B 16 blocked W iheck = wAUtolink = e St toe 1 Settings=

W M- B - Grpee e ok~ @

Up to Travel Site Collection-—-UAT

Q Travel Reimbursement Requeest - UAT
\ ) Trip Information

Trp Information

l*' " .

Traveler Information
Meals

Leedgineg
Personal Mileage
temized Lxpenses
Airkr
Renkal | Stats
Car

- Incidsntals

Funding Sources )

validate  Submit At £ =
Passwird

[remenber my password

3 Cancel |

Walting for hittp://160.42.180.17: 1111/ TRS_LIAT ClearSession aspx... [T ] & Intermet £100% -

5 start EREEREDEDNC Blirbox-.. SLYTM., [E2Mc. = BMoos.. [/ Home-.. B,

Fill in your User name and Password (The same as you used for the previous login) and click “OK”.
When the Login is complete, you are now ready to enter a Travel Reimbursement Request (TRR).

If you chose “Saved Requests”, you will also be asked to fill in your User name and Password. After
logging in, you will see the list of your Saved Requests as shown below. When you click on a request,

the Trip Information Page for the TRR will be displayed.

%' Home My Profile

*i
.* : TEXAS Travel Reimbursement Reguest - Staging Area
Department o Saved Requests

1 State Health Services

My Requests
Employee Mame:  Pat Watson
Ermployee D 00000000005

| 306 | Dion Armold ;01 10212008 |0140/2008 %Montego Bay, Jamaica Dion's trip to Jamsica and the Bahamas
| 312 | ishal Trivedi |nzna/z008
| 309 | Donaldviood 0212112008 |

Saved Requests
Subritted Reguests

Wark Queue

|o218i2008 | San Guentin,ca | Pat's trip to San Guertin |

2212008 | Prugervile, TH | Dor's trip to Pilugervile

[ 387 [Dave Dunham [022172008 02222008 | Annena, Tx | Test Issue 158

[208 | Donaldood [03m8/2008 (03132008 | Hershey, P& |Don and Sandy's R&R tripto Hershey, Pa
[351 | DastPham [10m27008 (10022008 | Sychey, Austrslis | Dat's trin to Australia |
[330 | erianForee [10M72008 lon7oo0s | Blossom, Tk Trii to Blossom

!<Previ0us Mext=

Page 7 of 24 Printed: 8/28/2009 10:42:34 AM



Travel Reimbursement System (TRS)
User’'s Guide for Mileage Only Reimbursement Requests

Prepare & Submit the Travel Reimbursement Request

To complete a Travel Reimbursement Request for Mileage only, the only pages involved are:

e Trip Information pate

Traveler Information page

Personal Mileage page

Incidental Expenses page if you have incidental expenses such as parking fees,
Funding Sources page, and

Validate and Submit page.

Page 8 of 24 Printed: 8/28/2009 10:42:34 AM
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Prepare the Trip Information Page

Up to Travel Office

o
l* r TEXAS Travel Reimbursement Request - UAT
Departmeni o Trip Information
State Health Services

Trip Information User Acceptance Testing site for Travel Reimbursement Request Project

Traveler Information * News * -
dealisn Traveler Name: Test Traveler
gmg Travel Dffice -
Personal Mileage Employee D | Cffi
Itemized Expenses Trio 10" Mew Tri Travel Office Home Page
- Airline g ew.lnp
- Rental / State Car Rates -
- Incidentals S out-of-State meals and lodgin
Funding Sources ookl R .
Walidate / Subrmit * Description: |y ga,GE OMLY - Personal Milsage for Septermber 2008 | Traveler's Resources
Enter a short description that will help you identify this trip later. wiigeate DE e bha:
usticallor el o et spedifc ot ol Which Fequi el i, persoral tertion B Training Resources ¥
" Purpose: :Turkey Tog Inspections ]l * TRS FAQ
[ 818 Required® s TRS Overview
| » TRS User Guide
Cther Travelers: |
Enter the names of others traveling with you , separated by commas.
i — i -
Start Date: (o9 008 e~ v[am v
Enter the datefime of your departure.
« ; . !
End DAt (o onanng 8 w00 w|em v
Enter the datefime of your return,
Travel From: Travel To:
* Courtry: | United States ~ ™ | United States |
*Stte: [rexns 3 * [rexas a3
* City: | austin L4 * [ austin v

Trip Coverage: [Z]yyi use personal veticle

Travel Advancel
DART Cartt = Y55
Eo

Expense I authorize DEHES Claims Unit to make changes to my travel voucher for immaterial corrections without notitying me. When

C”’_’Ed_'”” the corrections total less than $10.00, checking this dizclaimer box serves as my authorization and approval to correct this
Authorization: travel vaucher

Save

Mext

To complete the Trip Information page:

e Enter a Description beginning with the words MILEAGE ONLY (in caps) followed by the rest of the
description for the trip.

o Enter a Justification and Purpose.

e Enter the Start Date and End Date for the time period during which you are requesting mileage
reimbursement — e.g., the first and last day of the month of September 2008 as shown above. Note
that the times are at the beginning of the first day and at the end of the last day.

o A B19 form is required if the trip was to a DSHS training seminar, see:
http:/online.dshs.state.tx.us/traveloffice/B-19_dshs.doc. The form should have been submitted to the Travel
Office when the travel request was made. If not, submit it with the paper receipts that are required for
reimbursement.
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When you have completed the page, click on “Save”, TRS will verify that all required information has

been entered.

¢ If required information is missing, TRS will post a message on the bottom of the screen or in a pop
up box. If this occurs, enter the missing information and click on “Save” again.

o If no errors are found, TRS will assign a trip number (“New Trip” will be replaced with the trip
number) and will create a Reimbursement Request record for the trip.

To exit the page

Click on:

To:

Next, at the bottom of the page or
Select “Traveler Information” in the
Quick Launch Navigator

Go to the Traveler Information Page if you want to verify
your personal information, you are a Surrogate Traveler, or
you need to claim assistive status

“Personal Mileage” in the Quick
Launch navigator

Go to the Personal Mileage Page

Home, in the blue bar at the top of
the page

Discontinue preparation of the Travel Reimbursement

Request at this time & go to the TRS Home Page

Important Note: If you exit the page before you have clicked on “Save”, arecord for the request will not
be created in the system; you will have, in effect, deleted the request.
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Review or Update the Traveler Information Page

;% Home Up to Travel Dffice

x*
l* ¥ TEXAS Travel Reimbursement Request - UAT
Depatment o Traveler Information

| State Health Services

Trip Informatian User Acceptance Testing site for Travel Reimbursement Request Project

Traveler Information
Meals

Lodging

Fersonal Mileage

* News * -
Trawveler Matme: | Test Traveler . T
rave ice hd

. Empal D (g .
Itemnized Expenses mpleyee ID: |annonao; Travel Office Home Page
- Airline 3 -
- Rental / State Car Trgb |764 - Rates —
- Incidentals Out-of-State meals and lodging
Funding Sources
Walidate / Submit Department D0 [=31141 1 Traveler's Resources -

- * Travel Docurnent Library
Departmert NaMe: | Trayel Reimbursement Team

Headguarters: [T pairt ; Training Resources -
* | Travel Reimbursement A |
L i ¢ TRSFAQ

Assistive Status: * TRS Overview

Title: [Travel Tester * TRS User Guide
Phone Mumber: [t512) as8-7111 i Ext: [
Alt. Phone Mumber: [ ] Ext: [

Email Address: ;;aat‘.‘watéon@dshs.s‘ta‘t‘é}x.us

Mote: A daily update of User Profile information will be provided to the Travel Reimbursement
System by HRMS. Changes made to the TRS User Profile will be updated every 24 hours to
reflect the current data in the HRMS system.

To permanently update your employee record. Please edit your Access HR profile.

Previous  Mext

The Traveler Information page displays information from your User Profile. If any information is
incorrect, follow the instructions on the screen.

Updates

o If you are a Travel Surrogate, the “Select Other Travelers” button will be displayed next to the Trip
ID. Click on the button and enter the Traveler's Employee Number (including leading zeroes). Click
“Save” and the information from the Traveler's User Profile will be displayed.

e Check the Assistive Status box if you required services to accommodate a disability.
e Click on “Save” to include this information in the Reimbursement record.
To exit the page,

Click on: To:

“Personal Mileage” in the Quick Go to the Personal Mileage Page
Launch Navigator

Home, in the blue bar at the top of Discontinue request preparation and go to the TRS Home
the page Page
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Enter Personal Mileage Expenses

A separate entry is made for each Originating and Destination Location traveled using your personal
vehicle. For each entry:

¢ Enter the Date and the Originating and Destination locations.
o Enter Mileage.

e To have TRS calculate the mileage between your Originating and Destination locations, click on
“Calculate Mileage”. TRS will calculate the mileage and uncheck the odometer checkbox.

¢ Determine the mileage based on your odometer readings and enter it in the first box on the
mileage line. If the odometer checkbox is not checked, click on the Odometer check box to indicate
to reviewers that you used your odometer to determine mileage.

TRS will apply the current reimbursement rate per mile to calculate the reimbursement for the trip.

& Home Up to Travel Office

o
.* : TP‘(AS Travel Reimbursement Request - UAT
Departmen o Personal Mileage

| State Health Services

Trip Information User Acceptance Testing site for Travel Reimbursement Regquest Project

Traveler Information * News * =
r;;‘fn Traveler Name: Test Traveler
ging .o 3 ; Travel Dffice -
Personal Mileage Employee ID: 90000000001 Trip Start Date: 8/1/2008 | Offi
Itemized Expenses 4 Travel Office Home Page
s Trip ID: 764 Ttip End Date:  9/30/2008
- Rental / State Car Rates | X
- Incidentals Qut-of-State meals and lodging
Funding Sources II Diste | From Dess (] [ tion | W ots .
Walidate / Subrnit Traveler's Resources -
<Previous MNext= ;
» Travel Docurnent Library
* Required Fields Training Resources >
* TRS FAQ
# e e e ® TRS Owerview
D2 (o1 mons 1

(mmiddinan # TRS User Guide

Originating location Destination location:
“Country: EUnﬁed States v | * | United States v
* state: [ TEHAS ~ =|TExas
ity :.:ﬂ.us‘tln ™ = Waco

Iip Code: |75756

*DescriptionMame: DSHSMalnCampus ] f:&‘u‘!a‘ms :I.'urk.ay. .Farm
#
“acicress Line 1: 11004y, 43th St ] 876 FM 1023
| *=

Address Line 2 |

Calculate Odometer

Mileage

* Milzage 93.0|x § =5
Save Clear

Previous  Mext

On September 2, 2008, Test Traveler traveled to Waco to inspect turkey toes and used his odometer
reading to record the distance. This is the entry before clicking on “Save”.
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To complete the personal mileage request:

e Click on “Save”.

e TRS will add a new row in the table at the top of the page to display the information, and it will reset
the data entry fields to their default values — readying the page for the entry of mileage for another
segment of the trip.

% Home Up to Travel Dffice

o
o r TEXAS

Department of

1 State Health Services

Trip Information
Traveler Information
Meals

Lodging

Personal Mileage
Iternized Expenses
- Airline

- Rental / State Car
- Incidentals
Funding Sources
Walidate / Submit

Travel Reimbursement Request - UAT
Personal Mileage

User Acceptance Testing site for Travel Reimbursement Request Project

Traveler Mame:  Test Traveler
Employee [D: 90000000001  Trip Start Date: 9412008
Trip ID: 764 Trip End Date:  9/30/2008

-- From Description To Description W T ota
Eciit|[Celete (02001 2008 || DEHS Main Campus || Adams Turkey Farm 99.0(|57.92

<Previous Mexts

* Required Fields

“Date: E

(mmiddhne
Originating location: Destination location:
“Country: | United States . = United States .
*stete: [TEXAS ¥ = [TExas =
| «[sELecT oy ~|

“City: | SELECT QY

Fip Code:

*DescriptionMame:

*scdress Line 1: |

Address Line 2 |

“Duties Performed:

Cglculate [¥] ndometer
Mileage

* Mileage: 000 x § =%

Save Clear

Previous  MNext

* News * x

Travel Office >
Travel Office Home Page

Rates >
Out-of-State meals and lodging
Traveler's Resources -

* Travel Document Library

Training Resources >
s TRS FAG

* TRS Overview

* TRES User Guide

Note that the information for Test Traveler’s trip from Austin to Waco is in the yellow area of the table at
the top of the page and the data entry portion of the screen is set to its default values.
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Test Traveler enters the data for the second segment of his turkey inspection tour, from Waco to

Temple.

Travel Reimbursement Request - UAT

TEXAS Personal Mileage

B
h Departmen of

\ State Health Seevices
Trip Information
Traveler Information
Meals
Lodaing
Personal Mileage
Iternized Expenses
- Airline
- Rental / State Car
- Incidentals
Funding Sources
Walidate / Submit

Traveler Mame:  Test Traveler
Employee ID: 90000000001
Trip ID: 764

-- From Description

Trip Start Date:  9/1/2008
Trip End Date:  3/30/2003

Up to Travel Office

User Acceptance Testing site for Travel Reimbursement Reguest Project

* News * -

Travel Dffice X
Travel Office Home Page

Rates =
Out-of-State meals and lodging

To Description

H\ Delete |(09/01,2008 | [DSHS Main Campus || Adams Turkey Farm 99.0|(s7.92

Traveler's Resources -

<Previous Mext>

e Travel Documnent Library

* Required Fields

Date: isrzrzmnﬁ

=

Originating location:
“Courtry: |Unned States v |
“state: [Tenas |

*City: |Wacu

Zip Code: |

Training Resources >
& TRS FAQ

& TRS Ouerview

® TRE User Guide

Destination location:
*[United States |

= | TExas v

—

*DescriptionMame: |Adams Turkey Farm

iLona Stat Free Range Fowl |
*

“hddress Line 1: iETE FM 1023

12685 FM 1023 |
|

Aderess Line 2: |

“Duties Performed. |Inspected 302 turkeys

Calculate [#] Ddometer
Mileage
* Mileage | 38 Ul ¥ 5 |

Save Clear

Previous  Next

Clicking on Save adds the segment to the table.

Traveler Marme:  Test Traveler
Employee ID: 90000000001
Trip I0: VB4

Trip Start Date:
Trip End Date:

8912008
94302008

To Description

ileage Corrected
hli :

Delete | (09112008 |DSHS Mein Campus || Adams Turkey Farm

L ssofls7e2| [ |

Delete (090202005 Adams Turkey

Farm

Lane Star Free Range
Fioayl

Jgo||22.23

|<:F"reui|:|us Mext=
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To update information in the table

¢ Click on “Edit” at the start of a row to change the information in the row. TRS will repopulate the data
entry fields with the information from the selected row. Make your changes to those fields and click
on “Save” to save the changes to the trip record and to display the updates in the selected row.

e Click on “Delete” at the start of a row to delete the row from the table. This will delete all of the
information in the selected row from the trip record. Be careful, because if a delete is performed in
error, the information will have to be re-entered.

Traveler Mame:  Test Traveler
Employee |D: 90000000001 Trip Start Date: 9412003

Trip 1D:  ¥B4 Trip End Date:  2430/2003
.. From Description To Description Mileage
.|De|e1e |[D2101 2008 ] [DSHS Main Campus || acdems Turkey Farm  |[ 23.0][s7 22 | |
Edit (|Delete || 0980252005 Acams Turkey Laone Star Free Range 3830|2223
Farm Fionwel

|<F'revinus Mext= |

At this point, Test Traveler notices that he entered the wrong date for the first segment, 09/01/2008
instead of 09/02/2008.

He clicks on Edit in the first row of the table. The data entry section of the page is repopulated with the
information from the table. Test Traveler changes the date and clicks on Save. The change is made to

the table.
Tio Description Iileace

Delete ||09/02/2008 | |DSHS Main Campus||  Adsms Turkey Farm || 89.0][s7.92)| | |

elete (0900272005 Adams Turkey Lone Star Free Range 28.0((22.23
Farm Fiul

|<F'revic|us Mext= |

Test Traveler enters the information for his return to Austin and clicks on Save, adding this segment to
the table.

. =

Delete (090272008 || DSHS Main Campus || Adams Turkey Farm || 29.0][57.92]) |

Delete (|09M0252003 || Adams Turkey Farm Lone Star Free Range 38.00122.23
Famoel
Delete (|09A0252008 || Lone Star Free Range DEHS Main Campus EE.01|35.61

Fiowl

|<F'revi|:|us Mext=
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On September 26, Test Traveler drove to the office of the Texas Parks and Wildlife Department.
Instead of using his odometer to determine the distance, he let TRS calculate the mileage.

He did this by not entering mileage at the bottom of the page and clicking on Calculate Mileage. TRS
determined the mileage and entered it in the mileage field.

TRS also automatically unchecked the odometer checkbox. This tells reviewers that Test Traveler did
not use his odometer to determine mileage.

;%' Home Up to Travel Dffice

*t
.* L] TEKAS Travel Reimbursement Request - UAT
Department o Personal Mileage

State Health Services

Trip Information User Acceptance Testing site for Travel Reimbursement Regquest Project

Traveler Information "~ * News * X
Meals

ST Travel Dffice -
Perzonal Mileage T e B
Iternized Expenses Eciit||Delete ||09/02/2008 || DEHS Main Campus Adams Turkey Farm 39 0||57 32 raveLotieniiamertage
- Airline
- Rental / State Car Eclit ||Delete | [09/02/2008 || Adams Turkey Farm Lone Star Free Range 38.0)(22.23 Rates b
- Incidentals Foel Out-of-State meals and lodging
Funding Sources
validate / Submit Edit || Delete (|09/0252008 (| Lone 813; Frele Range DSHS Main Campus BB 0|38 61 e v
o
# Travel Document Library
<Pravious Mext>
Training Resources -
* Requirad Fislds * TR3 FAQ
* TRS Overview
2 f— i ® TRS User Guide
; JDa{e') |ar262008 |EE

Originating location: Destination location:

v | Bustin v ]

*Descriptioniame: |DSHS Main Campus [Texas Parks and Widife
*

address Line 10 [1100 v, 4ath St
|

Address Line 2: |

i4200 Smith Schoal Rd
i

“Duties Performed: |Talked Turkey with the TRWD wildife rangers

Calculate [ 0dometer

Mileage

* Mileage | 12.1‘x$| |:$|
Save Clear

Previous  Mext

Test Traveler clicked on Save to add this segment of the trip to the table.

Page 16 of 24 Printed: 8/28/2009 10:42:34 AM




Travel Reimbursement System (TRS)
User’'s Guide for Mileage Only Reimbursement Requests

Test Traveler entered the return trip, once again asking TRS to calculate the mileage and clicked on
Save. Interestingly, TRS calculated a different number of miles for the outbound trip that it did for the
return trip. This is probably due to one-way streets, such as access roads. The personal mileage table
now reflects both trips Test Traveler made in September.

Traveler Marne:  Test Traveler

Employee ID; 90000000001 Trip Start Date: 94122008
Trip I0: VB4 Trip End Date:  9/30,/2008

.. From Description

To Description Mileage | Total - tes Corrected
Total

|M |losmzz008||  DSHS Main Campus || Adams Turkey Farm || 99.0|(s7.92 | |
ﬂ Delete (090202005 Adams Turkey Farm Lone Star Free Range 3500|2223

Fianl
E Delete |(0902720058 || Lone Star Free Range DEHE Main Campus BE.0 (35 .61

Fosnl

E Delete (0952672005 [EHS Main Campus Texas Parks and 121 7.08
L Wildlife
|M ||n9r262008 |[Texas Parks and wiidite|| DSHS Main campus || 15.0|| s.78|| | |

|<:F"reui|:|us Mext=

Click on: To:
“Incidentals” in the Quick Launch Go to the Incidentals page if there are any to report
Navigator

“Funding Sources” in the Quick
Launch Navigator

Go to the Funding Sources page to enter the funding
sources for all of his trips for the month

Home, in the blue bar at the top of
the page

Discontinue request preparation & go to the TRS Home
Page
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Enter Incidental Expenses

This page is used for recording all reimbursable Incidental expenses incurred on your trip.
For each Incidental Expense:
o Enter the date the expense was incurred.

¢ Select the type of expense from the drop down list. If “other” is chosen enter the type of expense at
“Other incidental Expense:” and select a justification at “Exception”.

o Enter the amount of expenses paid using each of the listed payment methods.

Code Expenses were paid: Reimbursable to the Traveler?
CBA Directly by the state against a state contract with the Car Rental Vendor No
DART Using a DART card (Travel Advance) No
SICC Using a State Issued Credit Card Yes
Traveler From the traveler’s personal funds Yes

¢ When all information for an incidental expense has been entered, click on “Save”. TRS will add the
information to the trip record, add a new row in the table at the top of the page to display the
information, and reset the data entry fields to their default values — readying the page for the entry of
another incidental expense.

o
l* ] TEXAS Travel Reimbursement Request - UAT
Depirtmen o ltemized Expenses - Incidentals

State Health Services

Trip Information User Acceptance Testing site for Travel Reimbursement Request Project

Traveler Information

Meals Traveler Mame:  Test Traveler

Lodging

Personal Mileage Employee ID: 80000000001 Trip Start Date:  9/1/2008
TR Trip ID: 764 Trip End Date: 9/30/2008
- Rental / State Car

- Incidentals

Funding Sources II Date | Incidsnta

Validate / Submit - = =
[«Previous Net=__—————————— ]

* Required Fields

BLEL L= e | B “ther incidental expense [Turkey Clave Shislds
e 37212008 ™ [Turkey
*Type Of EXPENSE. | Ctker (in-state) | “Exception: | Special Needs ¥
Paid by CBA Paid by DART Paid by SICC Paid by Traveler Total
000 oo 395 o [
Save Clear

Previous  Mext

Test Traveler recorded one incidental expense incurred on his trip. This is the screen before clicking on
Save. After clicking on Save, the expense will be entered in the table at the top of the screen, similar to
what was done with mileage expenses.

To exit the page, click on:

Funding Sources in the Quick Launch Go to the Funding Sources Page
navigator
Home, in the blue bar at the top of the page Discontinue request preparation & go to the TRS Home Page
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Enter Funding Sources

Funding Sources are entered after all of the trip expenses have been entered. The Funding Sources
page carries forward the expenses entered on each of the previous pages grouped into 5 categories.

The page is completed by allocating the expenses in each non-zero category to the appropriate funding
source(s).

For each category

e Click on “Add". A single row table is displayed with the Department ID pre-populated from the
traveler’s profile. If you traveled for a different department than your own, enter that department’s ID.

o Select the appropriate funding sources for the expenses being allocated.

o Enter the amount of the total expenses shown that are being allocated to the selected source. Click
on Save to transfer the data to the table for that category of expenses.

e If the remaining amount is > $0.00, continue to click on “Add” to add a row to the table and enter
another allocation. Continue to do until the remaining amount goes to $0.00.

At any time, the information in the row can be edited or deleted by clicking on the appropriate button at
the beginning of the row.

In the graphic below, TRS has carried forward the $134.61 in personal mileage expenses and 39.95 in
incidental expenses. Test Traveler has already selected a funding source for incidental expenses and
has clicked on “Save”. He is entering the first of two funding sources for his mileage expenses.

4 Home Up to Travel Office

o*
.'* N TP\IAS Travel Reimbursement Request - UAT
Depirtmen o Funding Sources

State Health Services

Trip Information User Acceptance Testing site for Travel Reimbursement Request Project

Traveler Information * News * -

T;;'fn Traveler Mame:  Test Traveler Mot all expenses have been allocated to funding

Persgon?al Milzage e ravel.Difice 4

Iternized Expanses Employee ID: 20000000001 Trip Start Date:  9/1/2008 Travel Office Home Page

- Airline Trip ID: 764 Trip End Date:  9/30/2003

- Rental / State Car R b Rates o

- Incidentals Qut-of-State meals and lodging

Funding Sources * Requirad Fisld

Walidate / Submit Traveler's Resources i

X & Travel Document Library

FPersonal car mileage Expense Total: $134.61

Ha funding dats was found for this reimbursement request and Comp. Categary Training Resources A

} * TRS FAQ
Rernaining Amount: $134.61 5 RE e

Add & TRS User Guide
Add Mew Funding Line:
* Comp Okj: * Dept. D Project § Grant: Program Code: Comp. Fund: Class: Amount:
710200 v |[ cazoon V|| B4t 2C00L o [#412 Ll 40007 [ T4.61
Save Clear

Incidental expenses Expense Total: $32.95
1 Jcoro ovecoen o roect ot : o
Edit Delete 710500 32000 | SX41 20000 42 oo 40007 3995

Rernaining Amount: $0.00

Frevious  Mext
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Test Traveler clicks on Save to save this portion of the mileage expenses. He clicks on Add again and
enters the other portion of the mileage expenses.

% Home

Up to Travel Dffice

o
. TEXAS
Department of
| State Health Services

Trawvel Reimbursement Request - UAT
Funding Sources

Trip Infarmation User Acceptance Testing site for Travel Reimbursement Request Project

Traveler Information
Meals

Lodging

Personal Mileage

Traveler Name: Test Traveler

sourses.

Itemized Expenses Ermployee 1D: 90000000001 Trip Start Date: 94172008
- Airline Trip ID: 764 Trip End Date:  9/30/2008
- Rental / State Car

- Incidentals
Funding Sources + Required Fisld
validate / Submit

Personal car mileage

Mo funding data was found for this rei mbursement request and Comp. Category

* News * ¥

Hot 3l expenses have been allacated ta funding

Travel Dffice b
Travel Office Home Page

Rates -
Qut-of-State meals and lodaing

Traveler's Resources -

e Travel Document Library

Expense Tatal: $134.61
Training Resources -
* TRS FAQ

Remaining Amount:  §134.61 R

Add o TRS User Guide
Add Mew Funding Line:
* Comp Ok * Dept. ID: Project / Grart: Program Code:  Comp. Fund: Class: Amourt:
[7i0z00 v|[cazoomn v exarzcooL v|[412 ) [ oo [ 40007 ~| 7461
Save Clear

Incidental expenses Expense Total: $39.95
[ | feom o 1D Projct rGrant [Frogram code [came
|Eclt Delete | 710500 32000 | 64120001 412 0001 (40007 | 3985

Remaining Amount: $0.00

After Test Traveler clicks on Save, all the expenses have been allocated to the appropriate sources,

and the screen looks like this:

% Home

Up to Travel Office

"
W23 TEXAS

Department o
State Health Servies

Travel Reimbursement Request - UAT
Funding Sources

Trip Information
Traweler Information

- Rental / State Car
- Incidentals
Funding Sources
Walidate / Submit

* Required Field

Personal car mileage

32000 | EX323ENVIR
C32000  SX412C00L [

710200
710200

Edt [pelete |
|Eat [Delete

Incidental expenses

|Edt |Delete

o500

C32000  8X4 20000

Previous  Mext

To exit the page, click on:

ect | Dept. ID | Project f Grant | Program Code

Dept. ID | Project / Grart | Program Cod

User Acceptance Testing site for Travel Reimbursement Request Project

* News * =
E‘eda‘-s Traveler Name: Test Traveler
el : Travel Office -
Personal Mileage Employee ID: 90000000001 Trip Start Date:  8/1/2008 T
Tternized Expenses ravel Office Home Page
S Trip ID: 764 Trip End Date:  5/30/2008

Rates - 3
Out-of-State meals and lodaing
Traveler's Resources x

® Travel Document Library

Expense Total: $134.61

Amaurt Training Resources -
848 ooo1 40007 | Boo0 s TRS FAQ
412 o1 |aooor | 7ast & TRSDverview

# TRE User Guide
Remaining Armount: $0.00

Expense Total: $39.95

3985

M2 ono1

40007

Remaining Amount: $0.00

Validate / Submit in the Quick Launch
navigator

Go to the Validate / Submit Page

Next at the bottom of the page

Go to the Validate / Submit Page

Home, in the blue bar at the top of the page

Discontinue request preparation & go to the TRS Home Page
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Validate and Submit the Reimbursement Request

Up to Travel Office

o*
. " .

l* TEXAS Trav!al Rembursemen_t Reguest - UaAT

Department o Validate / Submit

I State Health Services

Trip Information User Acceptance Testing site for Travel Reimbursement Reguest Project

Traveler Infarmation * News * x
E‘;;Iisn Traveler Nare:  Test Traveler

ke i i i Travel Dffice -
Personal Mileage Employee |D: 20000000001 Trip Start Date:  941/2008

Iternized Expenses Travel Office Home Page

e Trip ID: 754 Trip End Date:  9/30,2008

- Rental / State Car Rates : -t
- Incidentals y y : : Out-of-State meals and lodging

Funding Sources Please verify and Subtmit your reguest. If you need to make corrections navigste to the

validate / Submit corresponding page using the Quick Launch menu on the: left. Traveler's Resources -

» Travel Document Library

Hew Trip Assistive Status: [, |
— Training Resources x.
Fhone Mumber: |54 2) 4557111 | » TRS FAQ
Al Phone Mumber: | | = TRS Overwevx;
= s TRES User Guide
Email Acdress: |
|patwatsongashs. state beus | - Ehockiint

Trip DesCrption” |u) EAGE ONLY - Personal Mileage for Sey|

Purpose: ETurke\f Toe Inspections |

Cther Travelers: |

Stert Date: [pg,01 2008 B:00 AM |

End Deie: (09302008 B:00PM

Tratvel From: |&ustin | T , United States |

Travel Ta: | systin T, United States |

Total Cost of Trip: l 174 ﬂs' Total Projected Reimbursement: # |

Travel Advance: | NDI

Travel Advance Smount: [ _'T
Expense Correction Auth: | Yasi

heals: |
|

eals: lil
[ ]

Lodging:
Personal Mileage:
Airline: l:l
Rertal! State Car: l:l

Incicientals:

Additional Comments:

Previous Comments:

Esignature Suthorization: By clicking the Sukbmit link beloeey, | authorize DEHS
Claims Unit to sccept this Travel voucher as an
official document signed with my electronic
signature.

Save Validate Submit

Frevious
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This screen displays key information entered on the Travel Reimbursement Request.
Validate

¢ Click on Validate for a final check on the validity of fields in the reimbursement requests. If no
errors are found, the text “System level validations were verified. Please click Submit” will be
displayed.

¢ If any error messages are displayed, go back to the appropriate screen, make the corrections, click
on “Save” to save the corrections, and return here to revalidate the request.

Submit

o After validation has completed successfully, click on “Submit” to submit the completed request into
the approval process.

¢ If the Traveler submits the request, it will go to the Traveler's Manager. If the Surrogate Traveler
submits the page, it will go to the Traveler who will submit it to his/her Manager.

Delete

¢ Click on Delete to delete the request, removing it from further consideration. (Note: The request
may be deleted only after it has been originally submitted. If the request has not yet been
submitted, the Delete link will not be visible.)
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Submit Paper Receipts Using the Travel Receipt Checklist

After clicking on Submit on the Validate / Submit page, this Travel Receipt Checklist is displayed.
Traveler and Trip information from the Reimbursement Request is displayed in the table at the top of

the form.

B TEXAS

DSHS Travel Reimbursement System

h Department of State Health Services Travel Receipt Chedlist

Traveler Mame || Test Traveler Trip ID 7E4

Ermployee ID 90000000001 Trip Started 9/1/2008

Dept ID catm Trip Ended 9/30£2008
Woucher Amount  |$174.56

For Travel Office Use Only

Date Received:

Youcher Number.

Audit Date:

Auditor Initials:

Please check the applicable bozes below, then attach this cover page to your
receipts and mad to the following address:

Travel Office
Mail Code 1940
Department of State Health Services
PO Box 149347
Austin T3 78714-9347

[Dart Card Last 8 Digits:

[OMeals

[OLodging

[ Axline

[IRental / State Car
O Tnecidentals

[ Other

[ Assistive Status

[ Travel Request Authorization Form (EF30-12086)
{Form for all CBA Awlne, Car Eental, Cut of State

etc}

Click on the check box for each of the type of paper receipts that are required for this request. Print the
form and use it as a cover page to mail your paper receipts to the Travel Office.
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