CREATING A TRAVEL AUTHORIZATION

Log into PeopleSoft at myportal.sdccd.edu using your 10 digit Employee ID number as your User ID & password that you set up.
NOTE: This is not the same as your computer login information.

@SDCCD Welcome to

']ﬁﬁl

lle

Employee Dashboard Finance Dashboard

Navigate to the Travel Authorization screen from the home page by selecting: Finance Dashboard/Travel & Expense/Travel
Authorization

Finance Dashboard

Employee Quicklinks =

MY PAYCHECKS

New HCM and Finance Portal!

PeopleSoft Human C |’1-|lal Man it (HCM) has replaced the Colleague Human Resources system and
ore for more information and help, FINA| S
aptions are now in the Finance Center - click on the MENLU tab above the District logo and Click II‘||.
Finance Center link to expand the Finance Options.

TIMESHEET

BENEFITS SUMMARY

Read More
PERSONAL DETAILS

FINANCE WORKLIST
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https://myportal.sdccd.edu/psp/IHPRD/?cmd=login

Be sure that the “Add a New Value” tab is highlighted. Enter your 10-digit Employee ID. NOTE: If you are inputting travel as a delegate
for another person, be sure that the ID # in the Employee ID field is the ID # of the traveler. Then click “Add” button to create a Travel

Authorization. *

Finance Dashboard

New Wircow | sep | 5

Traval Authorization

i an Exnting Valee Add 3 New Valus

Empd 103 a,

Il

A

Clah Ay m Frnd an Exsing vialse | Acd 2 Hew Vahue
Request = Fayment
Tewenl and Expanse Conter

I neanager Seif Sonvico ~

Select the appropriate “Business Purpose”. Enter the conference name into the “Description” field. Enter the “Default Location”
with either the city or zip code of the conference location. Use the “Advanced Lookup” search feature to find the correct “Expense
Location” (Zip Code) or the “Description” (City). Enter the travel dates - “Date From” & “Date To”.

Modify Travel Authorization Save for Later | [% Summary and Submit

Ellzabath Whttsstt () Actions | _ Choose an Acson ~ EI
*Business Purpose | Professional Development vﬁzl Detault | SAN JOSE a 000013622 Pending

Location
Q

e —
“Description |G Genferance 7 "Date From | 107252024 55 rpate | 1V2T72024 [ Refercnce
giaial Te

¥ \ Leave Blank

Projected Expenses (T)
64178 USD

Expanc Al | Colagse All Totals (3 Lines}
“Date “Expansa Type “Dascrprion “Paymant Typa “Amount Curmancy
0252024 [ A Travel -~ " |RT to Satramento 4 | Employes Paid ~ 275,00 - i
uED
Expense Types
Air Travel Rental Car (For college business only) Automobile Mileage (Use of personal vehicle) Miscellaneous (Such as):
Conference Fee Gasoline (for Rental car) Meals and Incidentals (Notincluded at Conference) parking Fees (Airport/Hotel )

. . : ; ; - Shuttle/Taxi/Uber/Lyft
Hotel/Lodging Internet Charges (For college business only)  Daily Per Diem and Incidentals _Sugp“g/s axijber/Ly
(Varies by event or conference location)
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Payment Types:

* Employee paid: means you will pay the expense out of pocket using your own means such as a personal credit card, check or cash
and get reimbursed after you return from travel.

* Prepaid: is an option for hotel, conference and/or airfare only. You will have to “Request a Payment” to have these expenses paid
directly by the district. Since it takes about two weeks to generate a payment of this type, be sure to submit your TA at least 3- 4

weeks prior to your travel date to ensure timely payment to supplier. Steps to create a Request for Payment are located beginning
on page nine.

Begin entering your projected expenses by selecting first date of the conference, the appropriate expense type, a short description of
the expense type, and appropriate payment type (Employee Paid or Prepaid - See below ) and amount*. Then click on Accounting
Details to enter the budget number. Type in the Fund, Department and Product.

Modify Travel Authorization

B Save for Lader | [ Semmary and Submi

ERrabetn Whitss () Actions | _..Choose an Aclion w E
*Business Purpose | Professional Development b Default SAN JOSE Q Authorization I 5000012822 Pending
Location Q
ABC Conferance "Date 10282034 I5 "Oate | 0ETIR024 [ Rufero
*Description From = s e

4 pttachments

Projected Expenses (7)

Expang Al | Collapsa Al Totals {3 Lines} EST.78  USD

“Date “Expansa Type “Descriplion “Payment Type “Amount Curmgngy

E- Wzszoes 3| | A Teavel w " RTto Sacraments P Employee Paid - 500 =
*Billing Type | Intemal D w
Ticket Humber | X¥Z133 I I
11 14
I j £l 4 15

For Air Travel: You will be
required to enter the ticket #

Once your first expense line is entered, click on “Choose an Action”. Select “Default Accounting” and click go. Enter the budget
number: Fund, Dept and Product. Click OK. This will establish the same budget number being used for each line of the
Travel Authorization. Accounting Summary

[=][<]

5L Unit Fund Dept Product Orper Unit
100.00 | MIRDH Q Q| qQ | Q| Y
Add ChartField Line | I Load Defaults ‘
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You will be brought back to the first page of your TA. Click on the “Save for Later”. This will generate your TAID #

Modify Travel Authorization

Surnmary and Submit

[Elrabeth Whitsett (7} Actions Chocse an Achon w
*Business Purpose  Professional Development w Detault | SAN DIEGO Q Authorization 1D 0000013622 B
Locaticn a
\Description “BC Conference “Date From | 10252024 [ m:g Tzrzoae [ Reference
#o fHachments
Projected Expenses (7)
oy . o 66 .99 _°
To add additional expense lines, click the “+” sign at the end of the row.
*Business Purpose | Professional Developmant w Dofault | SAN DIEGD Q Authorization ID 5000012822 Pending
Location a
" [ . = Refe
N — ABGC Conderence Date From 10252024 =) DarI: 1027Ees G5 g
o pusshments
Projected Expenses (7)
Expand Al | Collapse Al Totals (1 Ling) 27500 USD
“Duarim *Expanse Type “Dascription “Paymant Type *Aveuni Cumeny
100282024 ]| | Adr Travel w " | AT ta Sacramanto A% | Empioyes Paid w 275,00
usp

*Billing Type Indemnal B w

Ticket Number | XYZ2123

*  Ascounting Details (7)

Depending on the expense type, Peoplesoft will ask for supplemental information. (For Automobile Mileage, enter round trip
miles to the nearest whole mile); For Hotel/Lodging you will need to enter a nightly rate). Be sure to include taxes and fees.

sy 1| P e e B [creras v = v Automobile mileage
wting Type | imamal v \ needs to be calculated
5 ﬁmw o ) starting from Miramar
College to your
sanee (] ot Losors v are J7 ewenarss v we  *°| destination and back to
:::vhr: :"” ¥ Miramar, unless the
e distance from your home
 Accounting Detads 3 to destination is closer.
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MAXIUMUM PER DIEM AND INCIDENTALS AMOUNT FOR MEALS VARIES BY THE ESTABLISHED GSA RATES BASED ON YOUR

CONFERENCE LOCATION. USE THE CITY OR ZIP CODE TO SEARCH. - https://www.gsa.gov/

When entering Meal and Incidentals Expenses, you may only claim meals not included as part of your conference fee.
Check your conference agenda to determine which meals are not included. You will enter a separate line for each meal

you are claiming. If your travel is for three days and you are claiming partial meals for each day, you will enter a different
line for each day and each meal and incidental. Select “Employee Paid” for each line. The meal amount will auto-populate

based on meal type and established GSA rates from the default location entered at the top of the TA.

MEAL PER DIEM AND INCIDENTALS OPTIONS IN PEOPLESOFT

First/Last Day of Travel

Full Per Diem Rate All Meals
Breakfast, Lunch, Dinner
Daily Incidentals Rate

]

FirstiLast Day of Travel W p = Employee Paid
ol

*Location | RAMCHO MIRAGE Q,
o

»  Accounting Details (7

]

Dinner b = Employes Paid
s

*Billing Type | Intermal D »

) peation | RAMCHO MIRAGE Q

! Accounting Details (7

]

":' Daily Incidentals Rate ~ P Employes Paid

*Billing Type | Intermal D

#| geation | RANCHO MIRAGE Q

! Accounting Details (%)

usD

31.00
usD

5.00
usD

Information entered on your TA does not automatically save. It is recommended that you click (= 33€0rLatr | regylarly to ensure

everything is successfully saved along the way.
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https://www.gsa.gov/

You will need to attach your support documents (Approved Travel and PDC Request Form-signed, Reservation Documents,
Conference Agenda and Mileage Verification (Google Map). NOTE: Multiple attachments may all be scanned first into a
single document allowing you to upload just one attachment rather than numerous separate ones. You will need to

browse, select a document and then upload.

Create Travel Authorization

Carcline Der Moll
*Business Purpose [ Professicnal Development vj

“Description ABC Conference

Projected Expenses ¢
Esxpand All | Collapse Al

Defauit Location
*Date From |1 /2e2018  |[[H *Date To

&% Atachments

=
(1zans |[H

(& Sove for Later | [B Summar

Actions [ Choose an Aciion

Referencs

Totals {1 Line)

*Date “Expense Typ| Travel Auth Altachmernts
o 1i2e2018 | Air Travel

“BElling Tml Irtarreal Dis Travel Authorization ID NEXT
Ticket Number Xy Z123455

[hotails
File Name  Descriphion

¥ Arenaentinn

Wi

trargaciion bafore adding lange: atfachments

Add ARe himénl

Aling Lange AT hmaents ¢an Lakn S0 B 1o upkaad, thi

Uner

Personaiize | Find | view &l 0] R Frst 4 101 & Last

%
il =3

2TE.50 usD

*Amaomnt Currency

FTE50) ep

File Attachment

Help

| Mileage from Miramar to Airport PNG

" Browse.. |

| Upload | | Cancel |

Travel Auth Attachments

Travel Authorization ID NEXT

Details Personalize | Find | View All | &2 |

File Name Description User

Mileage_from_Miramar_to_Airport PNG

Adding large attachments can take some time to upload, merainre, It is advisable o save the
transaction before adding large attachments

Add Attachment
oK Cancel

Click [ Saeforlater | gne last time!
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You are now ready to submit your TA. Double check your work first. If everything has been saved and looks correct with no red
flags, click the “Summary and Submit” button.

IVPLPRANY 11Vl MU Eauernn

4 wave lor Laten | | L2 SuUmman and Subem
Enrabeth Whitsett f‘.":u

Actions  ...Choose an Action

*Business Purpose | Profiessional Development b Default | 54N DIEGO [+ Authorization ID 0000013622 Pending
Location o
e ABGC Gonference *Date From | 10252024 [ wDate 10272024 [zl Reference
scription o

# attachments

NOTE: Once a TA has been submitted, you will not be able to go in and edit it unless
an approver sends it back to you for revision.

Checkmark the gray hox certifying the costs are reasonable estimates and comply with expense policy and then click
“Submit Travel Authorization.

. B ===
<« & | @ San Diego Communiy College District [US] | hitpsy/myponalsdecd.edu) pse THFROEMPLOYEE EMPLe/NULFRAMEWORKFT_AGSTARTPAGE NULGBLICONTEXTIDRARAMS = TEMPLATE J FTPPMA L T

Finance Self Service

Finance Dashboard

@ Finance Dashboard Moras Windio | Ha | Pemonale Fag

Create Travel Authonization [ S or Laowr | B Teavel Actnonzaten Detads
M Procurement v
Richard Matiday Actions | Thooss 30 ACBOR ¥ [ee]
1 Travel & Expenss -
"Buiiness Purpods | Professonsl Deveooment ® Default Location Q
Travel Authorization “Description CATE CONFERENCE “Date From DMEC0E | “Date To 03 120E
Expends Repodt o ;
Totals. (7 £ Ve Prvtarsey verson 5 o & rnpreanis (1)
Cash Acvanie
Progicted Expensas (3 Linas) TS0 41 USD Dfiied Expifiias 000 UsD

Request a Payment
Travel and Expense Center Total Authorized Amount 75041 USD

¥ By checking this b | cetily these costs ane reasonabie astimabes and comply with expenss policy.

Subrmil Teal Autharzabon \

NOTE: Your TA is NOT considered approved until you receive the system-generated email from
the Campus President. Be sure to check your email. If you haven’t received this email at least a
day or two before you travel, please contact the Business Office immediately.

W manager Seif Service -

- -0

A Emploves Saif Senvice
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Click Ok.

You should be re-directed to this page. Please note your Authorization ID # for reference later.

R - 5

-

o | @ San vege Communty Comege Distict (US] | HAEs o L aeicoulmchupecs i DV FUCYEESEM FLic/ UL PR T ULIT_aei i a0l oK P00 TN TIDPARAN LS TERFLATE S0 e PTRRAN 1 B

Finance Dashboard

@ Finance Dashboand

Travel Authorization
B Procorame ichami Malnday
" i = Trumesn Puipnse rptesens Onscpent T Location
t Descrpuon CATE COMNFERENGE Date From ovonceid Da Te QM
A& anssrerares 1)
TRV Autherization
Projecied Expenses i
Erperie Repoet Expana Ad | Gonagis A2 Fodaba d3 Livwri] TIBAY WD
e S T EeEL =) Paymanr ¥, e A s
e i - o4 * [REGATRATIGN FEE = 3 ]
i Tl hiesinge & Sorfeecen . Emmoyes Paed LT T ]
TH cPara fuey apovaiviocny
Rituas! b Piyment Uliing Tyoe ¥l Datrdl Esgid
b AccEmntey (ewes
Tritve! ang Expenas Cener
M nsanager Ser Servce = e o
u > TR Aumcno yeage e i el iohens s SRR il T 4t usD
213 traracien mmmnng
B Repos e g TyEd bl Dol Eadwere e
wieh L T
s Efipiinid Salt Sénide
b Accounbng Desss
M France ser senice
. o oy
s Neehaed itz i T T Tee0 usn
J47 crarsegey ey
Ging Type e et Dagensa
b deomany (e
Expang Al | Salagse AN Fodain i3 Lines) LTI

(e b T | ) ey
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REQUESTING A PAYMENT

If you selected Prepaid as your Payment Type for your Hotel or Conference Fees follow these additional steps.

1.

Check to see if your hotel and/or conference organizer are approved suppliers in PeopleSoft. If you do not have access to
Suppliers contact the Business Office x 7815 and the Campus Travel Liaison will check for you.
If the payee is an approved supplier with the correct address on file, skip steps 3 & 4.
If the payee is not an approved supplier, you will need to obtain a current W-9 and Supplier Application form from them. Forms are
available at the following link: https://sdmiramar.edu/services/budget/purchasing.
Once you have the completed forms, return them to the Business Office for processing. You will be notified once the supplier is
approved.
Select Request a Payment. Click the Create button
(@ Finance Dashboard Payment Request Center Welcome:  Carria Da Moll
Request Summary From 03112018 to panaczms ' || Pecent Messages
W Procurement w
Disptsy  Status Humber of Requests b Racan Massnges
] Travel & Expense ~
Trawel Authorization
Expense Report
Cash Advance
—
| Creae Requests
Trael and Expense Center Requerd] Enterad Dabstime Iavolce Mumbss  Supplier ID Suppiller Descriphon Curmsncy Requeat Stitus Business Unit Woucher ID Scheduled bo Pay
[ Manager Self Senvice ~ m
W Reports v

s Employee Self Service

I Finance Self Service

NOTE: For PREPAID AIR TRAVEL - You do NOT need to complete a Payment Request. Contact BALBOA TRAVEL once your TA has been approved.
Telephone: 800-315-1369 or 858-678-3742. Email: sdcommunitycollege@balboa.com
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STEP 1: SUMMARY INFORMATION
The Invoice Number is to be entered as “TA” followed by the last 5 numbers of your TA. Example: TA14567 (Do not enter any dashes or spaces).

Enter a description (i.e., Hotel/Lodging or Conference Fee) Add an attachment: Upload a document (Reservation/Registration Confirmation) clearly
indicating amount to be paid including taxes.

Enter *Cost Sub Total — Amount before tax or other charges listed. Additional charges if any should be entered on the remaining lines. The system will
total these for you. Click “Save for Later” and then click next.

Payment Request
(= ! o |
| Summary Information | Supplier Information Imvoice Details Review and Submit
N s |
Summary Information - Step 1 of 4
Instructions 7
*Business Unit MIRDT | *Imvaice Number :l— Entered By Carrie D Mol
Request ID *Invoice Date DE0R201E Entered Datetime DEO2015 5:51AM
Descrpton | sscmenss o)
*Cost Sub-Total | |
Misc Charge Amount | )
Freight Amount |
l Tax Amount | |
Total Amount *Currency USD |3
Motes/Comments
254 characiers remaming
Exit | | Save for Later | | | Medt
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STEP 2: SUPPLIER INFORMATION

Enter Supplier’s name, and then click Search. If more than one location pops up, select the one that applies to you. Click “Save for Later” and then
“Next”.

Payment Request

=! ] O O
Summary Informaticn [ Ssupplier Information | Invoice Details Review and Submit

Supplier Information - Step 2 of 4

Business Unit MIRD1 Invoice Number TA4567 Entered By Carmie De Moll
Request ID Invoice Date 06092018 Entered Datetime 08/092018 3:51AM
Counmy Ao, seacn
Supplier ID a

Supplier Name —

Exit | Save for Later | | |4 Previous Nest |
STEP 3: ADD LINES
Payment Reguest
™ o = o
Summasy Informatan Supphed Informatean Invoice Detaits | Review and Subaml
Exit Save for Later | | |4 Previous Net 3
nvalce Detalls - Step 3 of 4
Instmictions |7
Business Uil MIRD1 Invoice Number TA2567 Eniered By Came De Mok
Request ID Invoice Date OADS2018 Entered Daletime DSOV2018 ES514M
Lime Descrpion Cuantity Uit Unit Price Lane Amcusnd
“Cost Sub-Toul =an
Misc Charge Amount
Freight Amount
Tax Amount 59,50
Total Amaunt 40950 “Cumency [USD |
Exit Save for Later | | |4 Previous et &

CREATING A TRAVEL AUTHORIZATION - Revised 9/10/24 11| Page



STEP 4: UPDATE LINE

Enter description on line 1.

*Line Amount = Total amount of invoice

Accounting Details: enter the Amount and ONLY the GL Business Unit, Fund Code and Account # as follows:

Quantity: 1 (*Amount — Must match *Line Amount)

GL Business Unit: MIRO1

Fund Code: This # is the fund that your travel will be charged to. This fund # should match the fund # listed on the associated TA.
Account: Use the account code 9252 for Conference Fee and 9254 for Hotel Fee.

Update Line x

Line Description Quantity Unit Unit Price *Line Amount
B HOTEL LODGING — Q 350,00 —

1
Accounting Details
Line Quantity “Amount *GL Business Urit E‘;}: Department Product Account Operating Unit PC Business
F== 1 1.0000 350,00 MIRD1 Q 1ol a Q, [9254 aQ, @,
I I ‘ I I ’
OK Cancel

STEP 5: REVIEW AND SUBMIT:
Review information; make any changes. Click “Save for Later” one last time. This will generate a Payment Request ID number (red arrow). Click
submit. It will take approximately 7-10 days for payment to go out to your Hotel/Conference. Follow up before travelling that payments have been

received by suppliers.

Finance Dashboard

@D Finanece Dashboard Payment Reguast
[ w = = = =
Summary Infermanon Suppher tormation Tevvosce Daiads Review and Submit
T Travel & Expense - (=] Saww for Later | | [« Prwvicus.

Review and Subrmit - Stop 4 of 4
Trarect Authornsaten
Deikiad s Unn L Wavete Namber TA4SET Frbow By Carre D bl

Experme Rcpor [ imecice Bate SO Ertered Duesime BSOS § 4140
P . Oescrptnn HOTEL LOGOING
Supplier  WARIOTT LS ANGRL PR RUBRANK AURSORT
Requeat a Payment Tl Ao 40850 e
Rovuen! Slalus Heow
Traresi ancl Expbns Conter
I g THnoew” D0 1o nrew T Oetded meguss

W Manager Beif Borice a [ ————
Mg - Gt —
A Empkyee Hel Sence

TR e W LN | | g Pt

NOTE: PAYMENT(S) WILL NOT BE PROCESSED UNTIL AFTER YOUR TA IS APPROVED.
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