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Important information

You can be reimbursed for certain expenses prior to taking your trip, those qualifying
expenses are:

e Airfare

e Train

e Hotel Deposits
e Registrations

(See page 2, )
If you are traveling using your personal vehicle, please use mileage calculator to
compare to Enterprise’s maximum rate. ( ).
You can book an enterprise rental here ( )

For your lodging expenses Millersville is exempt from PA State Tax and PA local &
county occupancy tax. Travel will be adjusted if any of these are on hotel receipts.
Traveler will be reimbursed for State occupancy tax (Contact purchasing for tax
exemption forms to take with you to hotel). Room service is not reimbursed, any meal
will need a separate itemized receipt.

When you return from your trip, if you had expenses reimbursed prior to the trip (such
as airfare, registration, etc.) DO NOT DELETE EXPENSES THAT WERE ALREADY
REIMBURSED when you add your new expenses to your expense form. ESS will
automatically do the difference from your previous reimbursement.

If you get error “blocked by user 60(FirstlnitialLastname)” this means you have it open
in another tab, close all tabs and try again.

TRIPS HAVE TO BE SUBMITTED WITHIN 60 DAYS OF RETURN.
See more travel regulations here ( ).

See procedures here ( ).



Where to start:

Log Into ESS portal
Click Employee Self-Service Heading
Click Travel Management Option

Click My Trips and Expenses to create a new Request/Expense or edit any prior
requests and expenses you have started or submitted.

Click Create Travel Expense to start a new one as well.

*You should always create a travel request first unless you are being reimbursed for
a business meal or if you have a paper blanket travel request to cover you for the whole year
(Be sure to upload paper travel request where you would upload receipts).

*If you are the travel assistant for someone you will click My Employees to create requests
and expenses for them.

Itis important to create your expense directly from your travel request or you will have
two trips encumbered in your cost center and the trips will not be linked. You will get
warnings before you start your travel expense if you do not do this, so always double
check you are creating these correctly.

0] Pending Exg, Reparis (0]

| Be sure you are under “My Travel Request to see this page.

Once your Travel
Request is approved
this “Create” link will
be blue. You will press
this, and it willopen a
Travel Expense page.




Creating Travel Expenses:

Once you press the create button it will prompt you to choose domestic or international.

Schema Selection
*, Domestic - Oveméght

nternational - Owvernight

Awarning will pop up about posting past trigger adjustment postings. You can press proceed
£ Warning b

Changes in postng past wigger adjusiment postings

Do you want to proceed?

Uploading receipts:

Receipts will be uploaded by pressing the attachments button at the top of the screen.

Enter Receipts » Save Draf

Calendar of Trips | | Attachments (D)

All the information from your travel request will transfer and you can update any information that needs
updated.

Examples:
Date & Time

Costcenters



Destination:

Trip Country should be Standard Conus Rate, USA, unless you are going out of the
country, then you should choose correct selection.

To complete Trip Region you will first need to click the small boxes in the fill in box.

Destination

* Trip Country: | Standard Conus Rate, USA @ ptandard Conus Rate, USA
i

* Dastination: |

Additional Destinations: 'No destinations entered | ‘ Enter Additional Destinations

The screen below will pop-up.

Select: Trip Region viox

Hide Advanced Search  Result <= 500 items

Trip Country/Group: [[US @ ] CovyGmupRegon:|Tx" @ =

Name of Trip Cuunuy:i Houston* @ =

ftems (2}

Trip Country Trip Region Code Name of Trip Region
o Us TH+HEZ Houstan County, TX
T us TH-HY Houstan, TX

Country/Group/Region = The State you are traveling to (Followed by an asterisk).
Example: California=CA* or Florida=FL* or New York=NY*

Name of Trip Country = City or Town (or city close on a map if not on list. Followed one

asterisk.)

Example: Jamestown* or Lebanon* (First letter needs to be capitalized)

If traveling to locations such as San Diego. Be sure to make them two words (Followed
by one asterisk.)
Example: San Diego* or New York* (First letter of each separate word needs to be capitalized)



Destination is free text and will be the location you are doing business. You can add additional

destinations if needed as well.

Example: “Abc Convention center”

f.(.ja.len dar c¥ :Fripg Ai%ach.men-(s {Cl_) |

General Data

* Start Date:
* End Date:

Posting Date:

Destination

* Trip Country:

08/16/2024 08:00

08/20/2024 16:00

08/20/2024

Standard Conus Rate, USA ~s| Trip Region:

*IDestination:

George R. Brown Convention Center r_C,|

Additional Destinations:

Additional Information

* Activity (Expenses):
* Reason:
Estimated Costs:

Comment:

Advances:

Cost Assignment:

¢ Pre sten | [Review 3| | [Save Draft

Mo destinations entered

TX+HY L Houston, TX

B07.13| USD | Enter Estimated Cost;s

0.00 United States Dollar

100.00 % Cost Center 6011412000 (6011412000}, Funds Center 6011412000 (Accountin...

Enter Additional Destinations

3
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Cost Assighment:

Your assigned departments main cost center will automatically generate.

Click “Change Cost Assignment” to choose a different one or to divide up estimated cost amount to
multiple cost centers.

| Enter Receipts ) | Save D.-al'.-;

Calendar of Trips |

General Data

*® Stant Date: §

* End Date: | DBI20/2024
Posting Date: | 08/20{2024

Diestination

Standard Conus Rate, USA | Trip Region: | TH+HY [THouston, TX
: | George R. Brown Convention Center e
: | Mo destnations eniered | IEi'r.er Fé-d!-[!_o 'a.-[-)-eEl'I-'IIE'_'_O f5 i
Additional Information
® Activity: | General Travel Y

* Reason: | ABC Conference

[

Comment: | Traveling with 3 Faculty Members

Advances: | 0.00 United Szates Doilar

Cost Assignment. | 100.00 % Cost Center 6011412000 {6011412000), Funds Center 6011412000 (Accountin...

Per Diems for Meals and Accommodations

Per Diem Reimburs it for Meats:

Mileage

Total Distance: 0 | Mile |




The amounts are based on percentages (Two decimal places). Get it as close as you can, you may be off a
couple cents, but this will be fixed on the back end.

If broken up between percentages total percentages combined will need to equal 100%
Example: Estimated costs= $2450 & Department is only covering $1300

Equation would be $1300 / $2450 = 0.5306122 (Percentage you will put as
53.06% for department cost center & 46.94% for other cost center).

Exit to Generai Data | | | Save Draft

Cost Assignment for Trip

Mew Entry | | Check | | Delete
Cost Azsign (%) Bysiness Area | Accounting Object

100,00 State System of Higher Ed 80

Cost Center “

Delete

Save Draft

erai Datal | | Save Draft)

Cost Assigniment vor Trig

| | Delete |

LCost A=sign ()

Company Code BusinessfArea | Accounting Object - Accounting Object Value
57 N6,

5304 State System of Higher Ed

&0 Cost Center s BETE41I00
4634 State System of Higher Ed. 60 Cozt Center v BOZZEZT000
| Exiz to Gemeral Data | Save Draf'.;



There are 3 kinds of accounting objects and depending on what you are using you may need to change
this.

Cost center is your usual cost center that you use.

Order is a 6 digit number that would be given to you.
WBS Element is used If your cost assignment ends in a decimal (e.g. 6036001135.00)

If needed, you can use an order number with either a Cost center or WBS Element if you know
the order number ( Select all under accounting object)

Cost Assign (%) Company Code Business Area JAccounting Object | Accounting Object Value

Order

WBS Element

Exit to General Data Save Draft

Please be sure to press “Accept” after any change to save what you
entered.



Per Diem for Meals and Accommodations (Overnight travel):

If you are requesting Per Diem for your trip, you will check the Per Diem reimbursements for Meals Box.

If there are any meals that are not covered or meals that are being paid by conference you will select the Enter

Deductions for Meals and select which meals to exclude.

{ =5 | Enter Recaipis )I | Save Draft |

| Calendar of Trips | | Attachments (0 |

General Data
*® Start Date:
* End Date

Paosting Date

Diestination

* Trip Country
* Destinaton

Additional Destinations

Additional Information

* Activity:

* Reazon

Comment

Advances:

st Assignment

Per Diems for Meals and Accommaodations

08162024 [ 08:00

| OB20iz024 [ || 16:00

OBI2012024
| Standard Conus Rate, US4 ~+| Trip Region: :TXoH'\" [ {Houston, TX
'Gsmgi R. Brown Conwention Center r_‘?

No destinations entered

| General Travel wr

ABC Conference

.Trauel.ng with 3 Faculty Members

0.00 United States Doflar

100.00 % Cost Center 5011412000 (6011422000, Funds Center 6011412000 (Accountin._.

i Enter Additional Destinations |

Change Cost Assignment

Per Diemn Reimbursement for Meals: || Mo, of Deductions o |- Er_r:_rDed__-:non;!;r-Hsas
Mileage
Total Distance: 0| Milz |- Enter Mileage Details _.

E = Blep | Exit 1o General Data| | | Save Drafi|

Dreductions for Meals
Dray of Wael Diate Breakfast Lunch Dinner
Friday DBGM2024 - I
Sawrday OBI1TI2024 hd
Sunday 08182024
Manday OR/I19z024 o
Tuesday 1T 1 v

Be sure to always press accept to save what you enter.

o Genersl Data |

i Save Draft)
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Mileage:

Mileage is for personal vehicle use only. You cannot be reimbursed for gasoline for

your personal vehicle as that is included in the mileage calculation.

We reimburse mileage based off Enterprise rates, please use the mileage calculator

located on the travel page to compare using your personal vehicle vs an Enterprise

rental. We will make appropriate adjustments to be withing PASSHE Guidelines.

Mileage calculator can be found here under travel forms: (Travel Information |

Millersville University)

To enter mileage, press the “Enter Mileage Details” button.

| Enter Receipts )I | Save Dafi|

| Calendar of Trips | |F\tr5:(-.-'ne ais (0 '|i

General Data
& Stan Date:
* End Date:

Posting Diate:

Destination

* Trip Country:

* Destination;

Additiona! Dastnations:

Additional Information

* Activity

* Redson;

Comment

Advances:

LCost Assignment:

Per Diems for Meals and Accommodations

Per Diem Reimbursement for Meals:

Mileage

Totad Distance:

[Enter Receiprs 3] | [save Draf]

| oatzorz02s

Swandard Conus Rate, USA

01672026 [ | 0800
& 1e:00

OB20M2024

w| Trip Region: | T¥+HY [PHouston, TX
&

No destinations entered |

George R. Brown Convention Center

Emer Additional Destinations |

General Travel v
ABC Conference
Travel ﬁg with 3 .Facu;r_..l Members

0.00 United States Dadlar | Efder Advances |

100,00 % Cost Tenter 6011412000 {6011412000). Funds Center 6011412000 {Accountin... | Change Cost Assignment |

¥| No. of Deductions: o |

o[ |

You can be reimbursed for mileage to and from an airport if you are going out of state and need

to leave your car. Be sure to enter mileage by day and by the “to” and “from” miles.

11



Local Travel:

If it is local travel be sure to enter mileage by day and by the “to” and “from” mileage. Also add if there
are any passengers.

Accept !Efi'. to Genersl Data l Save Drah|

You will type
mileage in this
section.
Total Distance Drivenr 55 Mil=
Mileage Details
!-'\.El'\.'El'll."y | |C-3D'f’| i_De El
Diate Miles Driven Fassengers Start Location End Location
CArie2024 Mo passengers Home Milersvilie University
CAr1G2024 15 No passengers Mitlersvitie University Home
D& TR2024 25 Mo passengers Willersvitle Univeristy Ware center
= DATITI2024 25 Mo passengers w» Ware Cneter Mitlersville Univeristy
Comment;

m | Accept and New Entry | | | Change Cost Assignment |

Accept !Efi'. to General Data ' Bave Drafi

Be sure to press
Accept to save
mileage.

When done with first page press “Enter receipts” to go to next page

General Data
Destination
Standard Conus Rate, USA | TipRegion [TX-HY (3 ouston, TX
* D v [ George R_Brown Convention Center ]
‘Addiiona! Destinations: | No destinations entered [ Enter Addsional 0

Additional Information

# Aciiity: [Genesal Trave ~]

# Reason: [ ABC Conference 5

Carment: | Traveiing with 3 Faculty Members

Advances: | 0,00 United States Daliar

Cost Assignment: | 100.00 % Cost Cente 11412000},

Per Diems for Meals and Accommodations

Per Diem Reimbursement for Mels:

Miteage

12



Entering Expenses:

On this page an error will pop up saying this “Trip has already taken place...” if you had any

estimated costs in the Travel Request.

You will delete the estimated costs out of the list to begin adding all your expenses.

[< Previous Step |[Review 3| | [Save Dreft]

Receipts in This Expense Report

| New Entry | | Cony

| No. Status- Expense Type Receipt Amount | Recsipt Currency Receipt Date
0oL L ] Estimated Cost ~ 2,536.00 United States Dollar 08/16/2024
Description; r_,ﬂ
Comment:
Check this

box first then
hit delete.

- EX

@ Trip has already taken place: Please delete expense type ESTM from 0871

Amount Paper Reczipt - Qrigin

2,530.00 il Enterad Manualky

To add your expenses, you will press “New Entry” then hit the drop down box under “Expense Type”

£ Previous Step || Review ) Save Draft

Receipts in This Expense Report

: Copy | | Delete

v| No. Status Expense Type

Jjoor & | | 0.00 United States Dollar

Airfare

Receipt Amount Receipt Currency

Baggage Fee

Business Meal (auth required)
Car rental

Conference Regist

Estimated Cost

Gasoline

Hotel

Other

£ Previous Step Parking

Receipt Date Amount

Paper Receipt Origin

08/16/2024 0.00 v Entered Manually

13



When entering information be sure to enter a description. This can be the name of the airline, The name of the
hotel or the name of the conference.

Also be sure that the receipt dates match the receipts.

o Ifyou are being reimbursed before the trip for qualified expenses, you may get a warning about
the receipt date if it is before the trip takes place, but please proceed past the warning.

MNo. GStatus Ewxpense Type Receipt Amol Recsipt Currency Receipt Date Amount Paper Receipt  Origin

| | Airfare United States Dollar DarLG2024
United States Dollar oariaz024

0 United States Dollar 0B/LG2024

u Conference Regist Entered K

<] 203 | Haotel ' s Entered M

B3| Numbes 4
Iy
Iy
Check|| Copy ||
o04 * 0,00 United States Dollar 08/i62024 000 v Entered Manuzily

Unfunded amounts:

If your department, grant, or other sources of payment aren’t covering the full amount of your receipts you will
use the “Unfunded Travel Costs” entry to bring it down to the correct amount.

Example: My total from my receipts was $1700 but my department is only
covering $1300. | will enter (-400) in the receipt amount section (be sure to put a
minus sign in front of amount) and it will take it out.

{ Previous Step || Review »| | Save Draft

Receipts in This Expense Report

New Entry | | Copy | | Delete

No. Status Expense Type Receipt Amount Receipt Currency Receipt Date Amount Paper Receipt  Origin
001 ] Airfare 500.00 United States Dollar 08/16/2024 500.00 v Entered Manually
002 | Conference Regist 450.00 United States Dollar 08/16/2024 450.00 v Entered Manually
003 | Hotel 750.00 United States Dollar 08/16/2024 750.00 v Entered Manually
~| 004 L] Z: Unfunded Travel Costs v -400 United States Dollar 08/16/2024 0.00 ~ Entered Manually
* Description: | Unfunded amount (i)

Comment: :Department is only funding $1300.

o=l | Accept and New Entry Change Cost Assignment It Check | |Copy | | Delete

14



Submitting Expense Form:

Always make sure you submit your receipts on the first page (Go back to page 3 for example)

To submit you will press “Review” to get to the last page.

£ Previous Step{ Save Diaffé

Receipts in This Expense Report

.New Em.ry.
No, Status Expense Type Receipt Amount Receipt Currency Receipt Date Amount Paper Receipt  Origin
001 L Alrfare 500.00 United States Dollar 08/16/2024 500.00 < Entered Manually
002 L Conference Regist 450,00 United States Dollar 08/16/2024 450.00 v Entered Manually
003 ] Hotel 750,00 United States Dollar 08/16/2024 750.00 v Entered Manually

< Previous Steb

Once on the last page BE SURE TO PRESS SAVE AND SEND FOR APPROVAL.

Save Draft |

If you do not press save and send for approval it will sit as a draft.

< Previous Step | R ]

Final Action

Save Draft I only want to save my expense report and send it Later

) Save and Send for Approval | want to save my expense report and send it now for further processing.

1 confirm that all expenses were incurred by and on behalf of the company

summary @ B
i b o s R A, Changes in posting past trigger adjustment postings

Total Travel Expenses 1,300.00 USD

Amount Reimbursed 1,300.00 USD

Amount Paid Out 1,300.00 USD

Cost Assignment

1,300.00 USD Company Code SSHE (State System of Higher Ed), Business Area 60 (0), Cost Center 6011412000 (6011412000), Funds Center 6011412000 {Accounting, & Budget), Fund 6011000000 (Discretion Bdgt Sys), Functional Area 6210 (Accounting), Grant NOTRELEVANT (NO

Display Expense Form |

< Previous Step | BB ]

If given an error about budget, contact the account manager of the cost center giving
the error to advise how to move forward.
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