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Agenda

e MyTravel Expansion
* MyEntertainment Preview
e Connexxus Updates

* Q&A



Expanded MyTravel allows claims for ' ﬁ

== UCSanDiego

* |ocations outside the Continental US
e long-term travel

Search for: 'in Blink s i Search directory for i Facutty/Staff _"_l@

L

AyTravel > Viewer

e

| ﬂ' F ot ] Hotel ] Mealll Per Diem |i=oistration ] Ol “’r:.r.m. sl Sulbvnit '|

P =%t et
Jme

elcome MCDEVITT, DAWN
Ise MyTravel to report official business travel expenses online for travel that was:

e Pre-authorized through TravelLink

‘o reconcile a move/ transfer, use a paper Travel Expense Youcher (TEY). See guidelines in Blink.
‘o reconcile official entertainment, use Payment Authorization for Entertainment. See instructions in Blink.



== UCSanDiego

MyTravel asks a new question w

and allows for each situation

art | ( Air |( Ground |( Hotel |( Meals |( Per Diem |( Registration |( Other | ( Review and Submit |

Welcome s Select Traveler mmmmmmm)p SelectEvent mmmmmmm)p Select Date/Time

Event Information

Where did this trip take place? (Please check all that apply)
Continental U.S. (CONUS) [CJNon Continental U.S. (OCONUS) [(JForeign

Selectthe start and end time for accurate reporting. Round off the actual start and end time for travel to the nearesttime listed in
the drop down menu. Date changes do not affect the preauthorized trip dates or due date for expense reporting.

Travel Started 01/01/2009 | [TE |e00AM v
Travel Ended 01/14/2009 | FE [700PMm v
Travel Contact MCDEVITT, DAWN

Report Expenses by 02/04:2009

Business Purpose / General Event Notes
;"l"l“::"l" 4




MyTravel’s new Per Diem tab (oconus example) ‘

p—

Search
Rates

== UCSanDiego

[ Start | | Au || Giound | Hotel || Meals |( PerDiem |( Regisuation || Other |

Traveler: MCDEVITT, DAWN  Event Number: 00558377  Description: TEST, 01/01/09

e You can click"Add another location" near the hottorn of the page, if there were multiple locations.
« You can enter data in the white fields. Grey fields display results butyou cannot enter data in grey fields.

Travel duration is 13.75 days. This event took place outside of the continental United States. Per Diem rates can be used. Per diem is a daily
amount fo cover meal and lodging expenses for business travel outside the continental US or longer than 29 days.

ocation 1
Location
Q,_Non Continental U.S. (OCONUS) Search

Meals Lodging Total
Per Diem Amount @ | [
multiplied by Number of days in this location | 13.75 | 13.75
= Per Diem Subtotal

Extended Stay Adjustment ¥
Adjustiment of Per Diem due to meals and lodging provided without charge ¥

Location 1 Per Diem Total

Location 1 Exception to Per Diem Total

Location 1 Total

Location 1 Notes

( Add another location |



== UCSanDiego

MyTravel’s new Per Diem Rate Search w

Location Meals Lodging Total Start Date End Date
AFGHANISTAN, KABUL 25.00 0.00 2500 01/01 12/31
AFGHANISTAN, MILITARY BASES IN KABUL 25.00 0.00 25.00 01/01 12/31
AFGHANISTAN, MILITARY BASES NOT IN KABUL 15.00 0.00 15.00 01/01 12/31
AFGHANISTAN, [OTHER] 15.00 0.00 15.00 01/01 12/31
ATLASKA, ADAK 79.00 120.00 19%.00 01/01 12/31
ALAS ANCHORAGE [INCL NAV RES 97.00 181.00278.00 05/01 09/15
ALASKA, ANCHORAGE [INCL NAV RES] 89.00 99.00 188.00 09/16 04/30
ALASKA, BARROW 95.00 155.00 254.00 01/01 12/31
ALASKA, BETHEL 87.00 139.00226.00 01/01 12/31
ATLASKA, BETTLES 62.00 135.00 197.00 01/01 12/31
ALASKA, CLEAR AB 82.00 90.00172.00 01/01 12/31
ATLASKA, COLDEOOT 70.00 165.00235.00 01/01 12/31
ALASKA, COPPER CENTER 84.00 125.00209.00 05/01 09/30
ATLASKA, COPPER CENTER 81.00 9500176.00 10/01 04/30
ALASKA, CORDOVA 78.00 95.00173.00 05/01 09/30
ATASKA, CORDOVA 77.00 85.00162.00 10/01 04/30
ALASKA, CRAIG 80.00 236.00316.00 05/16 09/30
ATLASKA, CRAIG 71.00 151.00222.00 10/01 05/15
ALASKA, DELTA JUNCTION 80.00 135.00215.00 01/01 12/31
ALASKA DENATINATIONATL PARK 80.00 135.00215.00 06/01 08/31
ALASKA DENALI NATIONAL PARK 7400 79.00 153.00 08/01 05/31
ALAS DILLINGHAM 83.00 185.00268.00 04/15 10/15
ATLASKA, DILLINGHAM 82.00 169.00251.00 10/16 04/14

ALASKA, DUTCH HARBOR-UNALASKA 86.00 121.00207.00 01/01 12131



== UCSanDiego

MyTravel’s new Per Diem tab

(Foreign example, Add another location button)

[ Start | [nﬂ&m]]muumdsmmmml[mml | Review and Submit |
Traveler: MCDEVITT. DAWN  Event Number: 00558377  Description: TEST, 01/01/09

e You can click "Add another location" near the bottom of the page, if there were multiple locations.
« You can enter data in the white fields. Grey fields display results but you cannot enter data in grey fields.

Travel duration is 13.75 days. This event took place outside of the continental United States. Per Diem rates can be used. Per diem is a daily
amount to cover meal and lodging expenses for business travel outside the continental US ar longer than 29 days.

ocation 1

Location
Q,_Foreign Search
Meals Lodging Total

Per Diem Amount ¥ | |
multiplied by Number of days in this location | 1375 | 13.75
= Per Diemn Suhtotal

Extended Stav Adinstment ¥
Location 1 Per Diem Total

Location 1 Exception to Per Diem Total

Location 1 Total

Location 1 Notes

P (e i 7



MyTravel’s new Per Diem tab =
Location 1 was actually 7 days of a total trip lasting 13.75 days, W

Location 2 automatically displays remainder of trip duration

Location 1
o i Search AUSTRALIA, Melbourne
Meals Lodging Total
Per Diem Amount $105.00 $135.00
multiplied by Murmber of days in this location 7.00 7.00
= Per Diem Subtotal 573500 $945 00 %1 ,630.00
Location 1 Per Diem Total £y 35.00 945 00 $1 BE0.00
Location 1 Exception to Per Diem Total | |
Location 1 Total §735.00 94500 £1 B80.00
Location
A,_Foreign Search
Meals Ladging Total
Per Dierm Amount ¥
mdltiplied by Mumber of days in this location B.75 b.75

= Per Diem Subtotal



, ] == UCSanDiego
MyTravel’s new Per Diem tab (Adjustment of Per Diem) '

_[ Start ] _[ Air ][ Ground ]_[ Hotel ]_[ Meals ]_|' Per Diein ][ Registration ]_[ Other U Review and Submit ]
Traveler: MCDEVITT, DAWN  Event Number: 00558377  Description: TEST, 01/01/09

e You can click "Add another location" near the hottorn of the page, if there were multiple locations.
e ‘You can enter data in the white fields. Grey fields display results but you cannot enter data in grey fields.

Travel duration is 13.75 days. This event took place outside of the continental United States. Per Diem rates can be used. Per diem is a daily
amount to cover meal and lodging expenses for business travel outside the continental US or longer than 29 days.

Location 1
Location
Q,_Foreign Search
Meals Lodging Total
Per Diem Amount @ | |
Meals Lodging Total

Per Diem Amount ¥ I ]
multiplied by Number of days in this location I 13.75 l 13.75

= Per Diermn Subtotal

Extended Stay Adjustment ¥

Adjustment of Per Diem due to meals and lodging provided without charge 1)
- Number of breakfasts

provided without charge @ 15%
- Number of lunches

provided without charge @ 25%
- Number of dinners

provided without charge @ 40%
- Number of nights of lodging

provided without charge @100%

UL

Location 1 Per Diem Total

[ Add another location |



== UCSanDiego

MyTravel’s status w

@ UCSD | UNIVERSITY OF CALIFORNIA, SAN DIEG(
MyTravel
: ; — Search tlilectmgfof |n Faculty/Staff v [ co
Searchfor:{_ ‘i“:_ Blink v J| Go | - ] e b

MuTravel > Viewer

IW*JL[ Al ][ Ground ]Ir‘llnh?l “ Meals " Registration " Cther ] [ Rewview aml '“_'\thui!']

Welcome  m—) SelectEvent  mE——) Select Date/Time

ravel for: MORSE, TIMOTHY B
{5 Select only an event for travel within the continental U.S. that was less than 30 days. Use a TEV for other travel situations.

Event ID Start Date End Date Description Travel Contact Due Date  Status
00478021 092512007 10/0142007 Tim's test db2 MyTravel 10/07 Sumler, Felicia R. 10/22/2007 Incomplete
@Previous

¢ See a demo for how to complete this process.




<= UCSanDiego

MyTravel summary &m

* Traveler certification: MyTravel sends a reminder after

7 days, or you can log in, proceed to the last page and
click “l agree” to send one

e Changes to a MyTravel claim: Ok before it is approved
(after traveler has certified). Only if the total costs are
changed will the traveler need to recertify.

 Approval: Is handled via MyApprovals.

e Receipts: Keep on file in the department as office of
record



== UCSanDiego

MyTravel query ‘

| BUYING | FACILITIES | FINANCE | PEOPLE | RESEARCH | SAFETY | STUDENT fCLASS INFO | TECHNOLOGY

Air Travel Blink Horme > Travel
Automobiles

Cash & Travel Card TfﬂVEl

Claiming Expenses
Entertainment
Forms

Meals & Lodging
Mowes & Transfers
Online Processing
Registration
TrainingfDemos
Travel Booking
¥Yisitors & ¥Yisas

Departments
Travel

Inde=

New to Travel? Before Travel
OvERYiEW " Apply for a Travel Card
" Tutorials and Demos " Preauthorize Travel and Expenses
* Guidance for Claiming Expenses * Book Travel
" Approval Process " Sething Up a Connexxus

Sign Up for E-mail Updates Traveler Profile

" Connesxus FAQ
Travel Administrators

* Approve Travel After Travel
" Approver's Checklist " Report Travel Expenses for;
* Search Travel Queries "

Continental .S, travel
Long-term travel

) ? &laska, Hawaii, and U.5,
Questions? possessions travel

" Trawel Contacts * Foreign travel

* Trawvel FAQ "

For special circumstances, use either:
" Online TEE
" Paper TEV (Excel)

How would you organize the Travel page? MyTravel to the rescue!

ila'vm radamimmima Oliknl snd mmed vmne ek Tea moe bmmde amlise Feaal Faomlbms oe ks wed'd mee—iman Ve cmon mms em Mo Tesual far rrmen r\|ﬂ_i2. turmme Tl



== UCSanDiego

MyTravel or TEF W

MyTravel is used for 85% of all travel expense claims
Travelers are reimbursed within 2 days (average)

For those situations that cannot be claimed in MyTravel
TEF (Travel Expense Form) replaces TEV

e Travel related to a move/ transfer or employee candidate
interview

e Group travel
e Official business entertainment while on travel

For an entertainment claim (with no travel) there is a new
dedicated Web application being developed...
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== UCSanDiego

MyEntertainment to allow claims for w

e standard, and special, entertainment

* business meetings, other activities

MyEntertainment

—
Search directory for| |in| Facutysstatf v [

Search for: |in| Biink v | co |

MyEntertainment > Home

T e T
o

'_ ][ *vnt Ilnu ][ Guests ]I Payment " Acc nllllllllll [ Approvals H Review and Submit ]

tetltan et i)

Welcome DAWN MCDEVITT

At UCSD, "entertainment™ is the provision of meals or light refreshments for a bona fide UCSD husiness purpose.
Entertainment usually involves a guest-host relationship in which a designated host invites an official guest or guests to attend
an event. There should be no personal henefit to the person acting as host or to other employees.

Use MyEntertainment to request a reimbursement for entertainment expenses or to pay a vendor for entertainment costs.

@ Create New MyEntertainment

@ View or Edit Existing MyEntertainment

, Click here for guidance on getting started.

14



MyEntertainment
provides categories
with examples

| Welcome |[ Event [ 1 |f I If Il I |

Document Reference Number: GAOOO0051

What is the nature of this Bvent? Please select the business nature for the event from one of the seven categories;

O HOSTING Guests, Functions

Danor, donor cultivation

Prospective academic or administrative appointes
Receptian by invitation

Recruiting graduate student, student athlete, scholar

® MEETING Employees, Other Participants

Administrative

Employee(s), planning, staff, work groups

Employee(s) and other attendees(s)

Grand rounds (Medical Center)

Faculty, staff, student

Formal training sessions, conferences (not on travel status)
e Professional association, scholarly society, arganization

O ATTENDING Community Events, Fundraising

& Fund raising events {including purchase oftables)
& Tickets to spoding, theatrical, musical event

O EXTENDING Hospitality

® Open house
® Reception, open invitation to general public cammuonity
® isitors

OPROVIDING Work, Program Related Meals - Employees, Others

& Employee on-the-job meals
® ‘olunteers and research subjects imeals and snacks)

O SPOMNSORING Student Events, Occasions

Athletic team, training, game related {at hame, no travel)

Continuing education, self-supporting programs

Gatherings, awards banguets, or meeting students {onky) 15
Crientation, commencement.



== UCSanDiego

Meeting
example

[ Welcome ][ Event ][m ]j Guests “ Payient ][ Accounting “ Approvals ][ Review and Si®
Document Reference Number: GA0O0000051
Event Date | ==

Event Location
(If on campus: name of building; If off campus: name of venue;)

@ If a meeting can be scheduled during regular working hours, reimbursement for the meal is not allowable.

Business Purpose for Meeting
O Administrative
O Employee(s), planning, staff, work groups
O Employee(s) and other attendees(s)
O Grand rounds (Medical Center)
O Faculty, staff, student
O Formal training sessions, conferences (not on travel status)
O Professional association, scholarly society, organization

What is the Event Description? (ie what took place, any extra info you want to add)

To search for a host enter at least three characters of their name.
Host Name Search {Last Hame, First Hame)

HOSt SearCh Host Search A [Imnrse,t Search |

Name Title Department
K= MORSE, TIMOTHY B  Programmer Analyst  SYSTEMS: ITAG/IPORTAL SERVICES
16




PO | icy | Welcome | Event || Info || Guests || i [l Il

== UCSanDiego
= - Document Reference Number: GAOODN0051
guidance:
Please proviide the following information before continuing.

[ 1
F r e q u e n Cy ® This event is ineligible for reimbursement dues to the frequency of the meals. (link to policy).

® This event is ineligible for reimbursement dues to the frequency of the light refreshments. (link to policy).

How many quests attended the event? B
alert va |

How would you describe the group? (Name of committee, team, or group)
|Staﬁ strategic planning committee

g Has same group already received a meal
®ves  Owo

within a one month period {or greater than 12 times this year)?

Has same qroup received light refreshments
more than one other time this month (or greater than 24 times this yean? ®ves  Ono
@ A guest list is required for this event that includes participant names, their titles, and occupation ar business

association in order to establish the business relationship to UCS0D ofthe padicipants.

Options:

You can enter the guest list in the text box belo
Attach a (ﬂml.-'or click here to attach a guest list file Welcome ]I‘ Event " Info " GUoEts “ " ][ \
g u eSt I |St Guest List Please choose a guest list file to upload to MyEntertainment.
file or type Guest List File:
. t t b Browse.. l
IN text DOX
\. | Submit File | /

17




== UCSanDiego

Example: User has multiple EN templates, options
for approval routing (This example is special entertainment)

| Welcome |( Event |[ Info || Guests 1[ Payment 1[ Accounting |( Approvals

Review and Submit ]

Document Reference Number: GA00000052

(} Based on the event information you have provided, people with the following roles must approve this payment request before it will be processed

Host Approval
® Hostapproval for entertainment is required for all standard and exceptional entertainment and meetings
Host: 'SANDERS, ELLEN \

Is host direct supervisor of approving authority? OYes ©® No
If host is not direct supervisor, does approval authority indirectly reportto host? Oves &ino

Department and Fund Manager Approval
e Department approval for entertainment is required for all standard and exceptional entertainment
® Fund manager approval is required for the use of fund 56438A

Oent  Department Approver: Fund Manager:
McCullough, Faye E. Ordonez, Leonida V.
Sumler, Felicia R, Sanders, Salome
‘ ®en2  Department Approver: Fund Manager:
Smith, Chrissy Moon, Kelsey S.
Negrete, Leah Smith, Lashon V.

Vice Chancellor / Designee Approval

e Light refreshment costs per person ($25.00=$300.00/12 guests) exceed the per person maximurm of $17.00
Vice Chancellor / Designee Approver:

McCullough, Faye
McDevitt, Dawn




] ] . == UCSanDiego
View a previously saved MyEntertainment *

If status is Incomplete user can also Edit, or Delete’

[ Welcome |[ o |f o If If If If |

|V'|ew |E(I'rt |Delete |Doc. Ref. Nmbr. Status |Evenl Date |Event Hature |Business Purpose

[view [Edit [Delete |GAO0D0000OT (Incamplete | |Hosting |

|\-‘iﬂ |ﬂ |M |GAOEIDDEIDE|2 |Incnmp|ete |1 oM erzong |Spnnsnring |Gatherings, awards bangquets, or meeting students {onh)
[view [Edit [Delete |@AcDODOOO3 |Incomplete 1121172007 [Meeting |Employees), planning, staff, work groups

[view |Edit [Delete |GAODDDDDO4 [Incomplete 1001 572008 [Meeting |Emplovee(s), planning, staff, work groups

[view [Edit [Delete |GA00D000005 |Incamplete 11210172008 |Hosting |Donar, danor cultivation

|‘Jiﬂ Edit |M |GAOEIDEIEIDEIE |Pending Approval by Host |1 103052008 |Husting |F'mspecti\fe academic or administrative appointee
[view |Edit |Delete |GACODDDDDOT |Pending Approval by Department [115212008  |Hosting |Donor, donor cultivation

[view [Edit [Delete |GAODODDODS |Incomplete 1110412008 |Extending |Reception, open irwitation to general public cormrmunity
[view [Edit [Delete |GA00D000009 |Pending Approval by Fund Manager 11210172008 [Hosting |Donar, danor cultivation

[view [Edit [Delete |GAODO0OO1D |Pending Approval by Fund Manager 1210172008 |Extending |visitars

[view [Edit [Delete |GACDODOD11 [Incomplete | | |

[view [Edit [Delete |GA00000012 |Pending Approval by Host 1012372008 |Hosting |Recruiting graduate student, student athlete, scholar
[view [Edit [Delete |GA0D000013 |Incomplete 09122008 |Celebrating |ppreciation, recagnition, length of service

[view [Edit [Delete |GAcDODODO14 |Incomplete | |attending |

|viﬂ |ﬂ |M |GAODDDDD1 A |Pending Approval by Fund Manager |DQI1 0r2008 |E}{'tending |Reception, open invitation to general public community
[view [Edit [Delete |GAOD000016 |Incamplete (0210372008 |Meeting |Emplovees), planning, staff, work groups

[view [Edit [Delete |GAOD000017 |Incomplete 100172008 [Hosting |Reception by invitation

[view |Edit [Delete |GACDDDODIE |Pending Approval by Host 100172008 |Celebrating |appreciation, recognition, length of service

[view [Edit [Delete |GA00D000019 (Incamplete [12103/2006  |Meeting |Emplovees), planning, staff, work groups

19



CONNEXXUS e

Travel Program

Low refundable airfares for certain domestic routes:
e American Airlines
* Virgin America

Connexxus diSCOU nts:
http://blink.ucsd.edu/Blink/External/Topics/Policy/0,1162,3453,00.html

Refundable fares:
http://www-bfs/dis/travel/pdf/connexxus citypair fares 040709.pdf

Automatic business travel accident insurance for
employees (email sender is iJet/Worldcue)

20
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== UCSanDiego

PSS

CONNEXXUS

Travel Program

Coming soon: A 3" online booking option...

UC Travel Center (UCTC) offers Connexxus
bookings to all UC locations via agent
assistance.

UCTC’s new online booking option in Connexxus
will be Get There.

21



Q& A

. Can we pay a Travel Card via online entertainment? (Dawn)

. Hierarchy: | can’t issue final approval to reconcile a trip. The
approver may be out for awhile and it may be necessary for me to
approve in order to get a traveler reimbursed. (Dawn)

. How do you cancel a My Travel? (Kelsey)

. Can you update a note on a MyTravel claim that has been certified
without having the traveler recertify? (Kelsey’s slides)

. Do most people use MyTravel now, instead of a paper forms? Are
there fewer mistakes now that MyTravel is used? (Kelsey’s slides)

. What are pitfalls to avoid for entertainment reimbursement
requests? What tips can you provide to avoid reimbursement
delays? (Dawn)



W

Fiscal Contacts Group

=== UCSanDiego

i Kelsey Moon, Dawn McDevitt, Faye McCullough
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