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Travel Policy:
http://policies.fiu.edu/record_profile.php?id=548

UPK Online Training Guide:
http://panthersoft.fiu.edu/Financials/UPK/controllers.htm
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The meal allowances are reimbursed based on the following criteria:

Travel
Rate F M
N prior to: i i
Breakfast $ 6.00] 6:00 a.m. 8:00 a.m.
Lunch $ 11.00 Noon 2:00 p.m.
Dinner $ 19.00] 6:00 p.m. 8:00 p.m.
Total Rate perday: |$ 36.00

Note - that the meal allowance should not be claimed when the meals are provided by
the host location (i.e. seminar that provides lunch to participants).
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A No meals or lodging allowed if claiming per diem

A Must involve an overnight stay

12 Midnight

6 PM 6 AM

$20.00
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http://www.defensetravel.dod.mil/perdiem/perdiemrates.html

A Foreign Per Diem (Department of State):
http://aoprals.state.gov/content.asp?content_id=184&menu_id=81
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Cash Advance (CA): Cash Advances cannot exceedd0% of the total out

of pocket expenses as computed on t
Accounts Receivable in the General Ledger.

Expense Report (ER): The document used to reimburse travelers for
expenses incurred while on travel and to record expenses to ledgers.
EROS are payments to the Empl oyee.
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travel erds offici al headquarter

Foreign Travel: Travel outside the United States.

Official Headquarters: The University campus where the
empl oyeeds office 1 s | ocated.
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A Navigate in PantherSoft to Employee Self Service >Travel & Expense
Center > Profiles and Preferences > Delegate Entry Authority >
cl i ck+dt B g dhénterlthe Panther Id of the person you wish to
give the delegation dtab to insure this is the correct person dclick
the yellow Save button dclick the OK button

A Go to UPK training guide to practice and learn to perform action
stated above

U Person wanting to become a Proxy for another:

A In the case of an emergency, an e-mail request to
controller@fiuv.edu wi t h t he traveleros Pl
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EMPLOYEE OR F’RO)(Y I TRAVELER I
_____________ | I ——
a Project rojec | |
I I LA Expense i I Approved
_Travel or ; i Manager | | > A t:ra_velt_
eimbursement? TRAVEL Departmental | o e | uthorization
REIMBURSEMENT §—— ||| Expense | arrangements at | |« !
Prepare Travel || Manager I this time. |
v Authorization || 4+ I I +
Prepare Expense On-Line | | |
i ReporFtJ | Supervisor l P s I Funds are
(within 5 days of |« | > according to | lie s I Encumbered
expense occurring or | Human Resources I i imelllle s aliie I
traveler returns) | | proce-,lssmg I
Iﬁ | Documents can be scanned | Optional ... |
—— and attached or they can be ¥ : |
Import and attach expenses|_ | pasted on a sheet of paper | Travel and I
from “My Wallet” N for faxing. | Entertainment Card | | | downloaded
I used by traveler I from bank
I ] 1

- ~a,

I
.
1
I
I
|
I
I
I
I
|
I
I
I
|
|
|
v |
Charges :
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|

& A ¥ ——————————"

i| Retain all Are the §| @—-View--- —_— 1 TRAVEL

{| documents documents il DEPARTMENT

i| for Five being faxed or i I ——————————— PeopleSoft

i |Fiscal Years scanned? i Project Manager Audit l General Ledger

Scanned :._ (within 5 days of I [ —

F;axggaarnfénac::a v H submfsmnj | Travel Department

receipts to Receipts | Only if paid : ., ~ Audit . Payment

305.348 1355 altachad o {| by a Project : | {W|tht|]n 7 days}of Issued

H ’ . : i i submission

| Expense Report : Departmental Expense : ry

T — g Manager Audit | View ¥
(within 5 days of [ : END

submission) I ]"VIEW“

T — — — — — — — — — — — — —
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A Airfare, Train, or bus maybe paid for using the Departmental Travel
Card or the travelerds personal c

A Coach/economy class is allowed for airfare only, unless approved by
the CFO for a specific reason, such as medical necessity

A Travelers should rent compact cars or the most economical class
available. With prior supervisory approval in writing, the following

exceptions are available:
A Rental of a larger size car when shared with other travelers
A When circumstances would necessitate a larger size car, such as physical

or medical condition or
A When the nature of the travel is such that it would damage the vehicle

because of the terrain
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Worklist | AddtoFavorites |  Sign out
Favorites M.ianenu<:

Personalize (] EcluluElTE

©)

Menu i

1 Process Financial Information ¢
| (O Smart Solutions r
| (1 Employee Self-Service <: *
Manager Self-Service
Student Administratiol ™ Procurement 3
Supplier Contracts ] Assets k
Customers 1 Travel and Expenses L
Products B Travel and Expense Center G
Promotions F

Customer Contracts

Order Management
Customer Returns

I It I I I I I 4

v v
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rlu Hello Roary

Favorites  Main Menu » Employee Self-Service

0
5) Travel and Expense Center
Esployes Travel and Expense Center
.. Expense Report
3] Create, modity, grint, view or Selete an Expense Repon
0 Creste
0 Moddy
0 et
dHore,,
11!, Cash Advance
7 Create, modfy, srnl, view 904 Jelets o Cosd Advance
B Coente
B3 Moddy
B Pt
alore.,
Profiles and Preferences
Manage your personal crpanizationsl and financal detals for traved
804 DPanse reporing
B BeviewSdt Profie
3 Delecate Entry Autheety
= 'l I !s |
View My Reservatcas, Change your passwords, aad g o0 10 Travel
Partner sles
0 My Resecvatons
) Travel Parines Passwond
) Iravel Pariner Logon

JJmm

Creale, modiy, print, view and deléle a Tme Repoct

O Creste
0 Moty
0 ey

1Y) Creste, moddy of view forecast dota
[ Escecast Terg
3 Becew Forocasted Time

—’ Review hatory of expense payments
) Raview Expaose History
[ Baview Pyyvmants
) Raview Pavrol Paymants

W) Travel Authorization
!
:> é_l] Create, moddy, print, view, cancel of deiete a Trav,

0O Craate
0O Moty
0 &l
aloce,,
=y Print Reports
3’ Priet any one of your expesse iransactons
O Cxpere Repo
3 Sar Code Receit Form
3 Iime B0
alore,
77| Qther Expense Funcions
'[l : View contents in My Walet, create your own templ
exsing template
3 CreateNodate User Torpiate
3 My Walet
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Hello Roary ‘
rl“ g Worklist MultiChannel Cansole Add to Favorites Sign out

Favorites Main Menu : Employee Self-Service >  Travel and Expense Center

Main Menu = Employee Self-Service = Ti

Create, modify, print, view, cancel or delete a Travel Authorization

Createm Modify Print

Create a Travel Authorization Modify a Travel Authorization Print a Travel Authorization
View Delete Cancel

View a Travel Authorization Delete a Travel Authorization Cancel a Travel Authorization
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F l u H . "I:: FE.I:: -

Favorites Main Menu > Employee §elf—5&ruine

Travel Authorization

{ Find an Existing Value [ Add a New Value |

Empl ID: | a ]

Find an Existing Value | Add a New Value
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Fawvosites Main Mena -

Create Travel Authorizaticn

Travel Authorization Entry
Roary Panther

Uzar Defaults Authoriza| Athletic Event

Conference

Convention

Dt Froem: [ ~Dsate Toc

Field Work
Intendew for Position
. py Meeting
Other
'<: Recruiting
a Research
o Seminar

Symposium
To Consult

To Teach
Flare
%1 Training

-

Copy Seleced Dedete Saledad

Awmihoriped Amount:

Workshop —- m

Mew Expeanss - .l'uu-i:ll 'CI'I.CEFEI'E!TWB-I

0.0 LESD

Update Totats |

Save Tor Later Subamit

crege ACash Advgnce — BProjed Summany 0 Printabe Yiew
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FIU

Favorites  Main Menu - mmwm

Create Travel Authorization

Travel Authorization Entry

Roary Panther Liser Dafayits Authorization I NEXT
Cick Siare A Blank Authorization - GO
- General information
*Descripion: Commaent:
‘Business Purposs -
Default Location ﬂ.<:
"Dt From: [iy *Dute Toc [¥
Acpouniing Defauits More Opticns:

owats il @8

Look Up Default Location

Sea by: Expense Location ~ beginswith Florida
Description
Expense Location

Look Up |

Search Results
Only the first 300 results of a possible 1301 can be displayed.

ﬁ 1-300 of 300
Expense Location Description

Seleci | *Expense Type Date  |“Amount  Currescy | “Paymmest |
| - [ [ | o001 Afghanistan,Other
- ooz Afghanistan Kabul
o003 Albania,Other
T 0004 Albania, Tirana
- [ ooos Algeria,Other
Copy Selected | Delete Selected | Mew Expense -  ASd 0006 Algeria, Algiers
ooy Andorra,Andorra
Authorized Amount: D00 USD
Update Tatats |
Save for Later | submt | Creale ACash Agance  ProlectSummary  Printadle View
Batum to Travel and Expense Conier
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FIU

Favorites  Main Menu - Eﬂmsﬂm

Create Travel Authorization

Travel Authorization Entry

Roary Panther User Defaults Authodization It NEXT
Chsick Start: A Blank Authorization » co|
*Dascripton: D
*Business Purpose: -
Diefault Location: L
“Date Fromc [ *Dabe Too []
Agcounting Defaulls More Oplicons: 'E]
- . o3|
- Bl
- Bl
- 3|
Copy Selucted | Delete Selected | Mew Expence - Acd Check For Errors
Authorized Amount: 000 USD
Update Totals
Save for Later | submit___ | Creale ACash Advance  ProiedSummar  Printable View
Batum to Travel and Expenge Conler

The Description field should
explanatory and give everyong
an immediate sense of what qr
why document was created.
Examples:

1737204¢ Golden Panther
FIUO1¢ 4400010999
Golden Panther Conventign
@ Shark Valley
Recruiting trip
City, State

> > I

> >
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FI1U

Favorites  Main Menu >

Create Travel Authorization

Employess Eﬂm

Travel Authorization Entry
Roary Panther

The comment box is used to
give greater detail of the
0N gSE S YR A
the benefit to the University.
Additionally in this area you
will enter all estimated/actual
Departmental Travel Card

[@ni-N

User Delaults Authorization I0: HEXT
= ¢, charges made for this trip
"Description: comment:  Higher Education User Group conf | jncluding the total for the TA.
*Business Purpose; - 2012. Departmental Travel card
Detault Location: Q paid for Hotel $600, Conference - -
+Dete From: 5 "Date To 3 $950, Airfare $700 = $2500. [Aad GKS Sal rI;\
e o . 0] t 201 St ¢ foBteaksRry ¢
— - = |as actual Expense Types.
Sgjec) ‘Expense Type “Date “Amount Currency = 01 Tyl
Domestic Incidentals - " 250.00 UsD - FlL..l Expense - *Dotail
- Eh.l'tnl'Pocral

University Credit Card

Copy Selected ] Delete Selected ] MHew Expénse = Agd Chack For Errors
Authofized Amount: 0.00 USD
Update Totals I
Sove for Later | Sl CrealeACasnAdance  Prelect Summarny Erintagie Yigw

Batumn to Toavel Authorization

Billing Type is alway
GCL! O9ELISYa&aS:
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TheAccounting
Defaultsis the

SYLX 28SSQa
department. It may or
may not be the desired
place where you wish t
charge this travel.

Create Travel Authorization
Travel Authorization Entry
Roary Panther User Defaulis Authorization 10 HNEXT

Quick Stan: A Blank Authodzation - GO

‘ﬂalcﬁﬂﬂnﬁ Cammant
RoGuFondzt a
*Date Frarm: (1] “Dabe To: [

Create Cash Advance
Printable View

|ﬂ.l.l:ﬂmaumm:rr
- | =
= | =
: | =
| . | | | &
Copy Selected | Celete Selesled | Meéw Expense - ﬂl Ghirek For Errers |
Totals
Authorized Amount: 0.00 USD
Upaate Tolals |
Save for Later | Submit | Create 4 Cash Advance  Prolect Summary Enntable View
Baturn b Tranel Auihorization
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rlu Hello Roary

Worklist Add to Favorites Sign out
Favovﬁtes MainvMenu »  Employees Self-Service
H -
New Window | Help | Customize Page | \B

Create Travel Authorization
Accounting Defaults
Roary Panther Authorization ID: NEXT

Accounting Summary

% *GL Unit Dept Site Fund Program Activity Nbr Nost PID Bud Ref Task PC.BHS Project Activity

100.00 FIUOT 110401000 G 01 @ 210 Q 61 G 1104120002 Q a a Q a Q@ Q
J

Add ChartField Line | Load Defaults |

DK |
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FIU

Favorites Main Menu > Settlpﬁnami@fsupmchain > Cullnunge‘ﬁniliuns >

Favorites  Main Menu > Set Up Fir pply Chain > Definitions > Design

SpeedType

SetlD:

FlUD1
2850120001

FlU01
SpeedType Key: 600099002
Type of SpeedType:
Description: PARKING GARAGE/1995- ARBITRAGE

Type of SpeedType:
Description: THE HONORS COLLEGE

Universal (All Users) Universal (All Users)

Account: Q Account: Q

Alternate Account: Q Alternate Account: Q

Department: 285001000 @ Honors College Department: E0E000000 @, Faciliies Construction

Site: 01 @, Modesto A. Maidique Campus 1 [«

Fund Code: 210 @ General Revenue Fund Code: T06 G, AFC Revenue Certificale 95

Program Code: 46 @, Academic Administration Program Code: T4 Q, TraficParking/Transportation

Activity Nbr: 2850120001 @ THEHONORS COLLEGE Activity Nbr Q

CostPiD: - € CostPID; Q

Budget Reference: Q > Budget 1995 Q1995

Task: € Task: Q

PC Business Unit: Q PC il Unit: FCNO1 @, FIUD1 AP Construction

Project: s! Project: 600099002 Q, PARKING GARAGE/1995- ARBITRAGE
- 1 These — :

s o fields are e For all Projects, please
Fund Affiliate: Q . Fund Affiliate: H H
Currency Code: (& optlonal Currency Code: nOte that the % fleld
st Cote 1 fields. st Coe will be only one digit.

&) save | &\ Return to Searchl [=] Notity | L Refresh | = save | L\ Return to Search | [=] Notity | L Refresh |

*These are the Chartfield combinations that a SpeedType field will produce depending on the
Activity Nbr/Project ID that you search for. These are the ONLY numbers that PeopleSoft will

take for a given Activity Nbr/Project.
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