Department of Enterprise Services 
Travel and Expense Management System (TEMS) 

Hands-on Exercise for Traveler in Class
March 2013
A. Login to TEMS demo- As a Traveler
· Click the TEMS demo shortcut on the desktop

· Enter the following information on the TEMS logon screen: 
User ID:  (traveler user ID assigned by the instructor) 
Agency Number: 1050 (four digit)
Password: (ask the instructor) 

Click on Logon button
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Next is the Welcome to TEMS screen:
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Welcome to the Travel and Expense Management System!

Welcome! Phase 1 of TENS focuses on prompt and accurate = Change Your Profile
reimbursement of your business ravel expenses. TEMS replaces the bl rs

Travel Voucher System (TVS) with these improvements:

* Create New Trip
= Tracks travel expenses by rip for management reporting.

= Provides simple access through the web; nothing is. * Create Reimbursement Request
‘downloaded to your workstation PC.

= Automatically applies the rate in effect for the date of ravel; no
manual adjustments after a rate change.

= Allows you to display justthe documents you want to see.
= Accessible tothose with disabilies.




B. Create a multiple day trip:
Trip starts at 6 AM on 03/04/2013, and ends at 2 PM on 03/06/2013.  The traveler drove from Olympia to Seattle, stayed overnight.  The next day he drove to Ellensburg and on day 3, he drove back to Olympia. 
Enter Trip information: 
1. Click the Create New Trip hyperlink
2. Enter trip information: 
· Purpose: Train staff in Seattle on 3/4, then attend management meeting in Ellensburg on 3/5
· Start Date/Time: click on Calendar and 03/04/2013, click time drop downs and select 2:00 am and click on Ok  
· End Date/Time: 03/06/2013, 2:00 pm (You can manually enter the date and time)
· From location: Click the dropdown list and type in “O” and select Olympia, WA 
· To location: Type in Seattle, WA or use drop down 
3. Click Mileage button
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Allfields marked with * must be completed.

~ General Trip Information——
*Purpose Trp to Seattle to train staff and Ellensburg for mtg. Tip ID

~ First Destination

= From Location
Selectacity @ City: | Olympia, WA

Tweinacty O City:

State:
Gountry

~*ToLocation

Selectacity @ City: | Seattle, WA

Tweinacty O City:

State:
Country:

Hileage Allowance 5000





4. Click OK to Save
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5. Click Save & Continue 
Add Per Diem and Lodge for Day 1: 
1. Click the Add Per Diem 
2. Click the Claim Per Diem 

3. Check Claimed box for Breakfast, Lunch and Dinner in Meal section. Meal amounts should be filled out automatically 
4. Check Claimed box for Lodging and enter $137 in lodging field and enter $10 for Lodging tax
5. Click on Save 
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Per Diem for Seattle, WA - 03/04/2013
Hleal Entitiement

Claimed
Per Diem Rates Amount
Breakfast laimed  []Provided 18.00
Lunch laimed  []Provided 2100
Dinner laimed  []Provided 3200
Heal Total §71.00
Lodaing
Lodging taimed [Provided 137.00
Lodging Tax 10.00

Lodging Total [ $147.00

Per Diem Total [ $218.00

TravelRequitions | Helo

Sublectto Taxable
Pawoll Taxes Amount
O subjectto Tax 0.00
O subjectto Tax 0.00
O subjectto Tax 0.00
TaxTotal [ 50.00

‘Standard Rate for Seattle, WAIs 137.00

Lodging Receiptis Reat
Clickif Lodging Cost
Exceeds Standard Rate

101-160%

Memo.

uired.

Over 150%





Add Other Expense: 

1. Click the Add Expense button and enter the information shown on the print screen:
· Paid to: City of Seattle

· Paid for: Parking
· Amount: 20
[image: image6.png]Trip Inform:
View/Edit Miscellancous Travel Expenses

PerDemRates | IravelRequatons | Help

Receipt Requirements | Reimbursement Costs
Allfields marked with * must be completed.

Wiscellaneous Travel Expenses
“oate (03042013 ]

“PaidTo City of Seattle

* paid For Parking

*Amount [ 20.00)

Memo.





2. Click on Save, then save and continue on Edit trip page.
Add Second Destination: 
1. Click on Add Destination button. The date should default to 03/05/2013. Even though you leave Seattle at 7AM, you can leave time as 12AM.  From location should default to: Seattle

2. Select Ellensburg from the drop down list under To Location 

3. Click Mileage, click OK and the click Save   
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Add Per Diem and Lodge for Day 2: 
1. Click the Add Per Diem button

2. Click the Claim Per Diem button
3. Check Claimed box for Breakfast, Lunch and Dinner in Meal section. Meal amounts should be filled out automatically 
4. Check Claimed box for Lodging and enter $77 in lodging field and enter $10 for Lodging tax

5. Click on Save
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Per Diem for Ellensburg, WA - 03/05/2013
Hleal Entitiement

Claimed Sublectto Taxable
Ferbiem Rates Amount Payroll Taxes Amount
Breakiast Claimed [JProvided 11.00 [subjectto Tax 0.00
Lunch Claimed [JProvided 14.00 [subjectto Tax 0.00
Dinner Claimed [JProvided 21.00 [subjectto Tax 0.00
Weal Total 54600 TaxTotal 5000
Lodaing
‘Standard Rate for Ellensburg, WAs 77.00
Lodsing Claimed [Provided T100] Logging Receipts Required.
Click fLodging Cost
Lodging Tax 1000)  gceeds Standara Rate
Lodging Total [ $87.00 101-150% Gver 150
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Add Third Destination: 
1. Click on Add Destination. The date should default to 03/06/2013, change the time to: 2:00PM, From location should default to: Ellensburg
2. Select Olympia from the drop down list in To Location. 

3. Click Mileage, click OK and click Save   
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Press Save and Close as you are done with the trip tab.

C. Create a Reimbursement Request

1. Click on the Reimbursements tab

2. Click the Create A New Reimbursement button at lower right side of the screen
3. Enter a Reimbursement Request Description: March Trip to Seattle and CWU
4. Click  Save & Continue
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Reimbursement ID:

*Description: | March trip to Seattle and CWU

Profile Information

Requestor.fining travelerons * Work Schedule: [g.5

Requestor Phone:

* Official Station: [Olympia

Approver. * Official Residence:

Olympia

Approver Phone: [350407.8009

Reimbursement Trip List

ClickSave & Continue'to start adding trps o this reimbursement request.





3. Click the Add Trip button

4. Select the trip you just created and click the Attach button
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Reimbursement Request Total

Mileage Allowance: $175.44
$351.00

In-State: $351.00
Out.of-State: 5000
Taxable (meals): 5000
Miscellaneous Travel Expense: 52000
Reimbursement Request Total: $546.44
Coded Amount: 5000

‘Add/Edit Comments

Reimbursement Request Total:

Travel Advance:
Reduce Balance to Code:

Reduce Amount Requested:

Reduce Amount Requested and Balance to Code:

Requested Reimbursement Total:

Balance to Code:

0.00
0.00
0.00
0.00

(it gz )

[Unactivate ][ Save & Continue ||

Save & Close ][ Cancel |

History

$546.44

$546.44

$546.44




5. Click the Send button

6. Enter comments, check radio button for receipts and click the OK button.
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Process Reimbursement Request

Action Routing
Route To: [ managerone, training

Receipts
* Receipts are required for this reimbursement request. Have original receipts been obtained?

@Yes
OnNo

Comments:
Please approve.

I certify under penalty of perjury that the dates, times, locations, and mileage claimed are true and correct and indicate necessary
‘expenses incurred by me on official state business. No payment has been received by me for this claim, except for travel advance(s)
reported on the reimbursement request. The monetary amounts claimed may be modified to comply with the travel regulations of the
State Administrative and Accounting Manual or agency policy whichever is more restrictive.





7. Congratulations! You just completed your travel reimbursement that was sent to your supervisor for approval 

8. Logoff the system by clicking on the logoff hyperlink below Profile 
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