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Important information 

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

 Airfare 
 Train 
 Hotel Deposits 
 Registrations  

(See page 2, Governance Manual) 

If you are traveling using your personal vehicle, please use mileage calculator to 
compare to Enterprise’s maximum rate. ( Travel Information | Millersville University). 
You can book an enterprise rental here (MILLERSVILLE UNIVERSITY, WELCOME!) 

 

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 diƯerence from your previous reimbursement.  

 

If you get error “blocked by user 60(FirstInitialLastname)” 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 (Governance Manual). 

See procedures here (travel-procedures2017.pdf).  
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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 Request or Create Travel Expense to start a new one as well.  

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

 

This is the screen if you go through 
“My Trips and Expenses” to create.  
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Creating Travel Request: 

General Data: 

Complete Start Date & End Date 

 Be sure to include your departure time & the time you returned (Military time). 
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Destination: 
Trip Country should be Standard Conus Rate, USA, unless you are going out of the 
country, then you should choose the correct selection.  

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

 
The screen below will pop-up. 

 
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) 
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Destination is free text and will be the location where you are doing business. You can add additional 
destinations if needed as well.  

 Example: “Abc Convention center” 
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Additional Information:  

Activity (Expenses) will always be General Travel. 

Reason will be the reason for travel. 

 Example: “ABC Conference”  

Estimated Costs: 

Estimated costs will automatically generate for Hotel and Meals/Subsistence. 

You will need to add any other costs that may occur by selecting “Enter Estimated Costs”

  

 



8 
 

This is where you will enter flight amounts, Conference registrations or any of the expenses 
you can think of.  

 

If you are just submitting a request and do not anticipate a reimbursement you can zero it out, or if 
you anticipate a lesser amount than the generated number or only allowed a specific amount by 
your department, you can change this by entering the diƯerence from the sum and the amount you 
need in the “Sum” Area in the “Z: Unfunded Travel costs Section” with a Negative in front of the 
amount (-). Press Accept when done. (See examples below) 
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Comment: will be where you enter any additional information.  

Example: “Traveling with students”, “Traveling with 3 faculty members”, Or any 
justification for an expense, etc. 

ADVANCES ARE NEVER USED DO NOT ENTER ANYTHING THERE. 

 

Cost Assignment: 
Your assigned department’s main cost center will automatically generate. 

Click “Change Cost Assignment” to choose a diƯerent one or to divide up estimated cost amount to 
multiple cost centers. 
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The amounts are based on percentages (Two decimal places). Get it as close as you can, you may be oƯ a 
couple of 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). 
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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) 

Please be sure to press “Accept” after any change to save what you 
entered.  
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Submitting Travel Request: 
Once you are done with the Cost Assignment click the Review button to go to the next page. 

 

If you want to come back to finish the Travel Request, you will select Save Draft (this will not submit it for approval).  

On this page you can display your request form which will show you the information you entered. You want to 
double check and make sure the information is correct. 

 Once you save and send for approval if you select “Display Travel Request Form” on the last page it will show you 
approval log of who needs to approve the trip.  

When you are satisfied with everything you can select Save and Send for Approval.  This will send it to whoever will need 
to approve the travel request. 

 

When you are satisfied with everything you can select Save and Send for Approval.  This will send it to whoever will need 
to approve the travel request. Once approved you can create your Travel Expense Form.  
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Editing Travel Request: 
There are a few ways to find your travel request and edit it if needed.  

First go to “My Trips and Expenses” 

 

 

“ALL MY TRIPS” 

Under “All My Trips” find the request that you want to edit and check the view box and go to the 
bottom and press “Change” 
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“All My Travel Request” 
Under “All my Travel Request” find the request that you want to edit and check the view box and go 
to the top and press “Change” 

 


