ARIBA Evaluation
***********************************************************************

Traveler Profile
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TP21: Travel Profile for Erick Winger

El Add Business Information

Yaur travel prafile cantains travel information and preferences, including a preferred credit card for travel expenses. Your changes take effect after the travel
profile is approved.

How To

[Title - Travel Profile

Enter a name for this request:

Title: [Travel Profile for Erick Winger

Enter business information

Employee Name: Erick Winger v,

Employee Location: | University of Washington v

Delivery of Ticksts:  [fax to work v,

Electronic Ticket: Oves @l
Preferred Credit Card

Card Ty Card Holder Card Number

0 [visa v Erick Winger

Card Number must be set.

Expiration Date must be set.
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ARIBA Notes

Add Business information 
Air Tickets

· Delivery of tickets method, e-ticket preference
Credit Card: 

· Preferred Credit Card (could have multiple cards, right now is only one, multiple would require programming) 

· Could make the CC info optional (don’t have to have it) or we can hide it from view 
Access:

· Traveler only would have access to this screen, have ability to open up to traveler coordinator: can hide travel card if they’d like

· Is there ability for a TC to enter a profile for someone (on behalf of someone else)? YES

· If TC enters a profile for someone that already had one, would it override?
· Can a TC determine preferences for a traveler – or by org code or PI – no

The home screen of ARIBA Travel – says “Create a Travel Profile”   - that would have to change, this is what you must click even to view a profile
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Ariba®Spend Management

Evick Winger preferences Toggle Tips Toggle Currency

Choose Value for Employee Location

HR - Select 3 value from the list or enter a valus and search for it. You can slso select a specific page from the pull-down lst or click an arrow to display the previous
o next page.

How To

Name street Country

cac 4545 15th Avenue NE United States

Default Bill to Address 4545 15th Avenue NE United States

University of Washington 4545 15th Ave NE United States
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Employee location field – can have multiple locations (Name – dept, with street address)
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E1 Add Preferences

Specify your transportation and accammadation preferences.

[Preferences - Travel Profile

|| 1. Enter travel information

airline Seating Preference: | Window

Special Heal

Frequent Flier Memberships:

Specify other preferences

Car: Compact v.

Auto Type: (na value) v

Airport; San Jose
Gym Oves @l
Pool Oves @l

Smoking Room: OYes @ No

Bed Size! King

* s Am




Traveler Profile Requirements
1. Preferences
This section is strictly for online travel booking, which is not part or our USER requirements

· Seating, Freq Flier information, Car type, Airport, Gym/pool/smoking room/bed size

· Options within the fields are out of the box-we can add to the drop-down if needed

**The PIT verified that this requirement is met by ARIBA (5/4/06)
2. Approval on Travel Profile
· Can have approver and watcher capability on updating traveler profile

· On Approval of a Travel Authorization, the approver may click on the travelers name and view their preferences (would require small customization) 

· Does not have ability for the traveler to allow a Travel Coordinator to view or make changes

· Ideal would be for traveler to input and give TC ability to view only (to start)

· Could build this in with ASTRA if we can define the structure

· Creating the ability to have a TC view a traveler’s profile would require a customization (fair amount of work?)
· Need to consider the fact that a traveler may expect that TC will start booking travel for them just because they have a traveler profile
**The PIT verified that this requirement is met by ARIBA (5/4/06)
Evaluation: The Traveler Profile feature is mainly designed for online travel booking.  We could however use this for Travel Coordinators to reference if they do the booking of travel for travelers, but would require a customization.  
***********************************************************************
Trip Report - Create a Travel Authorization
ARIBA Notes:
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Th27: Untitied Travel Autharization
Items: 0 Total: $0.00UsD

[E summary

Creste or review the travel authorization. You can create new travel items and even book your travel reservations online with your company's travel booking
provider. Review the travel authorization for accuracy. Correct any errors or policy violations before submitting the request for approval

Online booking: Before your travel reservations can be ticksted, you must submit the travel authorization for approval. Once approved, the travel booking
provider will complete the ticketing process.

How To

Summary \ Approval Flow \_ Policy Violations

Report Title: Untitied Travel Autharization

“Trip Justification:

On Behalf Of: [Erick Winger v

04/20/2006

“Dastinstions |

04/20/2006

Travel Items

Hide Details
Type

Description

No items

Creats New Items

8 s
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Trip Justification: ||

on Behalf o

Erick Winger v,

04/20/2006

04/20/2006

Travel Items

Hide Details
Type Description

No items

Creats New Items

Comments - Entire Travel Authorization

Camments:

33 Attachment]

* indicates required field
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Summary Screen

· Ability to create a trip on behalf of someone else is available

· Can title the Report (get screenshot)

· Trip justification is the 2nd field 

· Comments on Summary – “Entire Travel Authorization” is misleading, maybe “General Comments” – HR says this is easy

· Default of first Travel Item can be established by us

Travel Items
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Trip Justification: ||

on Behalf o

Erick Winger v,

04/20/2006

04/20/2006

Travel Items

Hide Details
Type Description

No items

Creats New Items

Comments - Entire Travel Authorization

Camments:

33 Attachment]

* indicates required field

1 TNBOS
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[E] create New Travel item

Enter as many new travel items as you want, clicking Add Travel after entering information for each item. When you are done sdding items, click Back To List to
return to the previous screen.

How To

Line Item Details

Type:  [airfare city

Date:  [na/z0/2006 airline

amount: [s0.00usD |3

Rate:  USD -> USD [ select ]

“Description: [airfare Expense

origin;

Destination:

Accounting - by Line Ttem

Account Code; 045100 (ENCUNBRANCES) Bien:2003

Budget Number: [(no value) v

org Code: (no value)

Task

option:

Project;
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Th27: Untitied Travel Autharization
Items: 1 Total: $0.00UsD

[E] create New Travel item

Enter as many new travel items as you want, clicking Add Travel after entering information for each item. When you are done sdding items, click Back To List to
return to the previous screen.
How To

Line Item Details

Type: city

Date: [Auto Expense airline
Ereakfast
Amount: [Bus
Car Rental
Canference
Dinner
Fax
Gas
Hatel
origin: || aundry
Lunch
Destinatio| Miscellaneous
Moving Expense
Parking
PerDiem
Accounting -|Rail
Recruitment
Account c|Seminar MERANCES) Bien:2003
[Taxi
Budget Ny Telephone
[Tolls fl
org Code: (o value)

Rate

*Descriptiol
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· Per diem: on Creating new travel item – can populate city and rates (this is built into the expense report already, can add to travel authorization as well – will do calculation just like expense report as well) – see Expense Report notes
· As a TC, can set up defaults, such as budget when filling out a travel auth, in the Preferences section

Trip Report Requirements
1. Document Number
· currently you do one TEV for the pre-travel (paid by traveler) expenses, then after travel do another TEV for the others, but they are two different TEVs and hard to associate with each other: there are two options for solving this

1) do separate travel auths, and that separates the pre travel reimb and the post travel reimb, but the Expense report has to be processed separately and would have to link them separately with notes or references
2) our setup of the “cash advance” field on the report may solve this issue
· issue is still tying two ER related to a trip together in the case of a partial reimbursement in advance of the trip (not cash advances) – SEE Advance payment of expenses
· Heriberto created a Travel Auth and approved, then created expense report from the TA.  The Expense Report contains the TA# (example shows Expense Report with document number ER96, top left, and a link to the Travel Authorization with document number TA30).  They are unique numbers.  Clicking it shows the Travel Auth items.  
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Ariba“Spend Management

Evick Winger preferences Toggle Tips Toggle Currency

ER96: Ellen Whitlock

Expense Items 2] Total: §1,956.90USD Due: $1,956.90USD

Item:

airfare  §762.76USD
B Hotel  §1,174.14USD

[E] create Expenses

Create or review the expense repart. Fll in the basic infarmation (such as the fitle). Ta add expense i items, click Create Expenses. You can create a new item or have
CEGTEITED items created automatically fram approved travel authorizations or credit card charges. Review the expense repart for aceuracy. Click Fis to correct any errors or policy
Due: $1,956.90U5D violations befare submitting the request for appraval

How To

| [['summary < approval Flow \ policy Violations
Report Title: EIEIG

Onehalfof  [len Whilock [v] From, os/05/2006
Cosh advance:  [so.00050 |3 o os/a2/2006

Travel Destination: [Foreion _ [v] Type Of Claim: | Student v

Purpose of Trip: Accounting Type: v
Reimbursement Personal Check (§1,956.90USD) [ Chanae 1

Travel Authorizations: 7 TA30 Ellen Whitlock [ select ]

Comparison: Travel Authorizations approved for §1,956.90USD [ Campare ]

Expenses ‘Show Detsils

[0 Twee No.  Date Description Amount  Charge

u} 1 0/05/2006 sirfare Expense 478276050 Action

u} 2 0/05/2006 Hotel Expense $1,174.14U5D Action
Policy Warning Provide Justifisation

In the future, use Hilton or Marriot. [

[l ] 5] | [ e

Total Expenses: $1,956.90USD
Amount Dus:  $1,956.90USD

Comments - Entire Expense Report

Camments:
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Ariba®Spend Management

Evick Winger preferences Toggle Tips Toggle Currency

Compare Travel Authorization and Actual Expense Totals

Review the charges previously approved in the travel authorization compared to the actual charges entered on the expense report

How To

Expense Type Approved Actual Difference
Hatel $1,174.1408D $1,174.1408D $0.00UsD
airfare $782.76U5D $782.76U5D $0.00UsD
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· Single trip doc number – discussion – The main reason for needing this is that on reconciling the BAR we need to identify expenses, now on the BAR we see a CTA number and it is hard to tie to what is it for? Need some way to identify trip and traveler somehow and what expense was for – with CTA charges being generated elsewhere, we cannot effect the BAR information, only can include the CTA information on the trip report, and in ARIBA only the information can be linked

· Expense Report  # would be available on the BAR, and that would be able to be looked up in ARIBA, and there all the details of the expenses and trip would be available

· PIT agrees that we can possibly view one trip document number as a “nice to have”

· PIT finding that the single trip document number is really to get to information that you need, so it is really a means to an end – might be okay to have two document numbers as long as those two doc numbers can be used to get to the right information (the expenses) – and that each of the two ERs reference each other

· PIT discussed two document numbers – will be okay – because the ER# will be on the BAR, could also send the traveler & preparer name  for the BAR to display– the link to PAS is a related requirement – if the user never has to go into PAS (no encumbrance) then the BAR ref# would be the link to the trip report in ARIBA (possibly 2 ER for one trip if a advance reimb is done for a portion of the trip) 
***PIT agrees that this is met.  COMMENTS:  Single trip – the PIT identified that the real need is to be able to link to information from BAR to trip report (without going to PAS with a PO)

2. Advance Payment of Expenses/Pre-paid expenses reimbursement
· Advanced payment of expenses: Current way it works, pay for the airfare or conference fees ahead of time, the traveler pays, and you want to pay them back early and then finish the rest of the reimbursement after travel (but want to keep them linked to same trip somehow)

· have to get prior approval for advances, you go out and do a preapproval, and expenses have to have been paid by the traveler already
***PIT feels this requirement is met and is as simple as creating two ERs (see requirement “single document number”)  COMMENTS:  A very nice-to-have would be to have a field on one ER to reference another related ER, HR thinks this is a field we can create.
3. Per diem advance to traveler

· per diem advance – keep in mind this is not always the actual per diem so sometimes money is due back or traveler is owed more:  how that is processed now – there is a per diem advance form for this from travel

See: http://www.washington.edu/admin/travel/per.diem.advance.html 

Form: http://www.washington.edu/admin/travel/forms/pda.pdf
· There is a “Cash Advance” field that could be used for cash advances (different from reimbursing for expenses already paid by the traveler) – UW Rule: amount is capped at the per diem rates for the city, and cannot be used for airfare or car rental – is just a field for entering an amount, this isn’t paid as part of the expense report – PIT expressed concern of ARIBA evaluation if this would have to remain a paper process

· If the system replaces the cash advance form – what info is needed? Form at  http://www.washington.edu/admin/travel/forms/pda.pdf – will have to have PAS integration to make it happen – or travel office has to be notified in order to enter into PAS 

· Information needed for cash advance is covered on the expense report with addition of EID – including per diem rates as that is the limit of the cash advance

· Other option for cash advance: send ER with “cash advance” as an expense item and travel office approves and cuts check – but this may mean that we have to live with two document numbers because this would have to be two different Expense Reports – maybe in notes we can refer to cash advance – This expense item does not exist, would have to be configured (Heriberto to research this possibility)
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Ariba“Spend Management

Evick Winger preferences Toggle Tips Toggle Currency

ER81: Erick Winger - Ann Arbor Michigan

Expense Items 2] Total: §1,300.00USD Due: $1,300.00USD

Item:

airfare $500.00USD.
B Hotel $800.00USD

[E] create Expenses

Create or review the expense repart. Fll in the basic infarmation (such as the fitle). Ta add expense i items, click Create Expenses. You can create a new item or have
CEGETIMITED items created automatically fram approved travel authorizations or credit card charges. Review the expense repart for aceuracy. Click Fis to correct any errors or policy
Due: $1,300.00U5D violations befare submitting the request for appraval

How To

| [['summary < approval Flow \ policy Violations

Report Title: [Erick Winger - Ann Arbor Michigan

Onehalf of  [Erick Winger v From, 0ar2a/2006
Cosh advance:  [so.00050 |3 o 0a/22/2006

Travel Destination: [Foreion _ [v] Type Of Claim: | Student v

Purpose of Trip: Accounting Type: v
Reimbursement Personal Check (§1,300.00USD) [ Chanae 1

Travel Authorizations: 7 TA33 Erick Winger - Ann Arbor Michigan [ select ]

Comparison: Travel Authorizations approved for §1,300.00USD. [ Campare ]

Expenses ‘Show Detsils

O  Twe  No. Date Description Amount

u} 1 04/24/2006 sirfare Expense 4500.00USD Action

u} 2 04/24/2006 Hotel Expense 4800.00USD Action
Policy Warning Edit Justfcation

In the future, use Hilton or Marriot. [

[l ] 5] | [ e

Total Expenses: $1,300.00USD
Amount Dus:  $1,300.00USD

Comments - Entire Expense Report

Camments:

8 Giociiras:
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· If an amount is entered in the Cash Advance field it is subtracted from the amount owed: Example below – 1,300 total expenses with 200 cash advance entered shows 1,100 due
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Ariba“Spend Management

Evick Winger preferences Toggle Tips Toggle Currency

ER81: Erick Winger - Ann Arbor Michigan

Expense Items 2] Total: §1,300.00USD Due: $1,100.00USD

Item:

airfare $500.00USD.
B Hotel $800.00USD

[E] create Expenses

Create or review the expense repart. Fll in the basic infarmation (such as the fitle). Ta add expense i items, click Create Expenses. You can create a new item or have
CEGETIMITED items created automatically fram approved travel authorizations or credit card charges. Review the expense repart for aceuracy. Click Fis to correct any errors or policy
Due: $1,100.00U5D violations befare submitting the request for appraval

How To

| [['summary < approval Flow \ policy Violations

Report Title: [Erick Winger - Ann Arbor Michigan

On Behalf oF: Erick Winger [V From 04/24/2006
Cash Advance: 420000050 | To 04/28/2006

Travel Destination: [Foreign [V Type Of Claim: | Student v

Purpase of Trip: Accounting Type: v
Reimbursement Persanal Chesk ($1,100.00USD) [ Change ]

Travel Authorizations: 7 TA33 Erick Winger - Ann Arbor Michigan [ select ]

Comparison: Travel Authorizations approved for §1,300.00USD. [ Campare ]

Expenses ‘Show Detsils

O  Tvee Mo Date Description Amount  Charge

u} 1 04/24/2006 sirfare Expense 4500.00USD Action

u} 2 04/24/2006 Hotel Expense 4800.00USD Action
Policy Warning Edit Justification

In the future, use Hilton or Marriot. [

[l ] 5] | [ e

Total Expenses: $1,300.00USD
Amount Dus:  $1,100.00USD

Comments - Entire Expense Report

Camments:

8 Giociiras:
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· There are field advances at UW but it’s not even a travel office thing (which office processes this?), might be something to add to the “paid by” field

· On CASH ADVANCE – it is important that the cash advance is processed on the same budget as the TEV – In our example of doing a Travel Auth with a cash advance amount input, this Travel Authorization would need to populate the Expense Report, with the cash advance included – this means, when the Travel Office gets an expense report to reimburse, the Travel office would be able to see the Travel Auth number (already a link on the ER screen) so this would work for our needs.. the responsibility is with the department to make sure that they populate the Expense Report “expense items”  from the Travel Auth rather than “create new items”
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Ariba“Spend Management

Evick Winger

Expense Items

There are no items

Total: $0.00UsD
Due: $0.00UsD
Traveler: ER112

o

Preferences Toggle Tips Toggle Currency

ER112: Untitled Expense Report
Items: 0 Total: $0.00USD Due: $0.00USD

[E] create Expenses

Creste or review the expense report. Fill in the basic information (such as the title). To add expense line items, click Create Expenses. You can creste a new item or have
items created automatically from approved travel authorizations or credit card charges. Review the sxpense report for accuracy. Click Fis to correct any errors or policy
violations before submitting the request for approval

How To

‘Summary \ Approval Flow \_ Policy Violations

Report Title: RN

on Behalfof: [Erick Winger [ From
Cosh advance:  [socousp |5 o

ot oxcons A Type of Claims [ Student [¥]

Travel Destination: | Foreign v Aceounting Type: Ad

Purpose of Trip;

Reimbursement: Reimbursement Methads [ Chanae ]

Expenses Show Details

Type No. Date Description Paid by Amount Charge

No items

5 | [CresteExpenzes~]

From Travel Authorizatians

Comments - Entire Expense [ _Crasts New Itams

Camments:

33 Attachment] [Delete

=yl

€] htps:fartest,cac washington. edu/Buyeraz/Mainjan?awt
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· Going to add “cash advance” field to the Travel Auth.. and adding an approval flow element (for Travel Office/departmental approval)

4. Related Expenses

· record expenses paid related to the trip, not paid to the traveler

· on Expense Report when going to editing a line item you can select “paid by” employee (reimbursable) or company (not reimbursable) – This can be changed to a drop-down with fields that we determine, this is a fairly easy change
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Ariba“Spend Management

Evick Winger preferences Toggle Tips Toggle Currency

ER81: Erick Winger - Ann Arbor Michigan

Expense Items 2] Total: §1,300.00USD Due: $1,300.00USD

Item:

airfare $500.00USD.

Wl soooss | B EditLineltem

$1,300.00UsD Review the summary of the selected item and change any editable field as necessary.

How To
Due: $1,300.00UsD

Line Item Details

Type: Hotel v Paid By: @ Employee O Company
Date: Billable: O Yes @Mo
Receipt: @Yes Ofio City: [ann Arbar
Hotel:  [Hyatt
External Website: Currency exchanges rates
Amount 400,000 |2
Rate USD -> USD [ select |

“Description: [Hatel Expense
Number of Nights: 4
Room Dese. single

Camment;

Accounting - by Line Ttem

Account Code; 045100 (ENCUNBRANCES) Bien:2003

Budget Number: 013740 (FINANCIAL ACCTG & TAX) Bien:2003 [v]
org Code: 2080302020 (FINANCIAL ACCTG & TAX) Bien:2003
Task

option:

Praject;

Split Accounting

oo 8 Giociias:
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· Q: can we add a reference field to refer to a CTA account or other payment method (YES)

· The “Paid by” item has employee and company radio button, we can change it to a drop-down and add values such as (CTA, other, employee, various sources, etc):  You can do this for each item

· Example: traveling and CTA paid the airfare and you have to adjust your flight along the way and have to use their own credit card (any other situation as well) – this can be done by adding another item named airfare and use different “paid by” option

· There is also an option to create expense item by Credit Card, which means we would have to load vendor information (CTA possibly or Travel Card) – possible enhancement

· You can use this to access CTA account and populate an expense item and set “paid by” to company, this is method to add expenses that are part of the trip but not reimbursable
· Paid by item can be ‘other’ rather than “company” – (can be whatever we want) which allows coordinator to justify expenses without going over various other screens.
· The Expense items show on the ER and the “paid by type” (for example CTA) – PIT feels that this meets the need
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Ariba“Spend Management

Evick Winger preferences Toggle Tips Toggle Currency

ER38: Sample trip - itemized - double leg airfare

Expense Items [31 Items: 3 Total: §1,017.00USD Due: $1,017.00USD
sirfare $0.00UsD

0 nemied sio7oowso | B Create Expenses

0 rotel $0.00UsD

Creste or review the expense report. Fill in the basic information (such as the title). To add expense line items, click Create Expenses. You can creste a new item or have
items created automatically from approved travel authorizations or credit card charges. Review the sxpense report for accuracy. Click Fis to correct any errors or policy

$1,017.00UsD violations before submitting the request for approval
Due: $1,017.00UsD How To
Traveler: ERoS

| [['summary < approval Flow \ policy Violations

Report Title: [Sample trip - iternized - double leg airfare.

oneehafor  [erckwinger  [v]  From os/os/2n0s
Cosh advance: (000050 |3 £ o5/08/2006
ot exceed 3 Ty Of Claim: [ studant [
Travel Destination: | Foreign v Aceounting Type: L

Purpose of Trip;

Reimbursement; Personal Check (§1,017.00USD) [ Change ]

Expenses Show Details
O Type No. Date Description Paid by Amount  Charge
0 = 1 05/08/2006 sirfare Expense cra v $0.00usD Action
o 2 05/05/2006 Itemized cra |v $1,017.00USD ] |
[ The line item contains one or more invalid fields
Policy Warning Provide Justiication
In the future, use Hitan or Marriot
o 3 05/05/2006 Hotel Expense cra v $0.00usD Action
[ The line item contains one or more invalid fields
Policy Warning Provide Justiication
In the future, use Hitan or Marriot

. [E] (o] [olee] | [ e e] [Fix

Total Fynenses: 611700150 | (Y]
oo 8 S ioctiirans:
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***The PIT feels this requirement is met.  We have the ability to add expenses paid by something else, and the calculation separates “due” to employee and “total” expenses.  We can display the “paid by” type on the Expenses section of the Expense report.  
5. Link to PAS (eliminate PAS encumbrance entry)
· NOT a requirement that ARIBA create an encumbrance – but should consider the future impact… the feedback was mostly that they didn’t want to enter into PAS, because it’s double entry, but doesn’t mean that they don’t want an encumbrance

· Need to consider that encumbrances are important and needed, so creating POs and payments at the same time would eliminate those – discussions sounded like it was implied that when ARIBA were to link to PAS that encumbrances would not occur, only expenses at the time of the reimbursement (encumb in PAS would be simultaneous), but this is not the meaning of this requirement

· Encumbrances needed on biennium close and grants

6. Save Partial Trip Entry

· Can start an authorization and save, this is an ARIBA feature – upon clicking “Exit” from a started expense report or travel authorization a screen with options appears (save, delete, continue, print)
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**The PIT verified that this requirement (Save Partial Trip Entry) is met by ARIBA (5/4/06)
ARIBA allows option to save/delete/continue/print upon exiting an initiated authorization

7. Universal Travel Form

a. Business Rule Edits
· Ask Teresa all of the pre-approval rules (anything over per-diems, or out of state airfare)

· Approvals beyond that have to be pushed to the department responsibility – within approval flow
· PIT discussed and can see making the users select “instate”, “outstate”, “foreign”, and making it the users responsibility appropriate – this and expense types will automatically assign the account codes

b. Warnings

· Can add to comments that travel items (in a pre-approval) have to include travel, hotel, etc.

· Can we enter justification for all meals – or do we have to do it one-by-one?  Question for HR

· Can we do something that lists all of the policy violations and provide justifications for that? Can review policy guidelines violations – and add justifications

· Create a button to “justify all violations”?

· We feel ARIBA will add policy violations, but providing justifications is difficult/not intuitive – were annoying

· BUT we do not need many warnings – or policy violations

· For hotel error justifications – HR added the actual reasons in drop-down

· WARNINGS – Heriberto created a Warnings page that summarized Warnings.. “This request has generated warnings; review the warnings”

· Should make Violations mandatory to look at.. Warnings and Informational only ‘available’ to look at, but only if they want to.. and justifications only required for the things they need to

· Display message on initial screen when select “foreign” for visas.. as little as possible have another screen

*** The PIT feels this meets the Warnings requirement; ARIBA has ability to define and display warnings/violations and make changes as our business changes.  COMMENTS:  We do not need many warnings, the ability to define which need justifications is important (ability to enter  justification at trip level would be valuable)  Violations however must be mandatory to justify.
8. Foreign Travel

a. Foreign Currency exchange

· SEE Foreign Travel under Expense Report section

9. Usability
· Following are all notes regarding traveler entry

a. Are the screens too difficult to understand? – travel items are the main piece that may be difficult (USABILITY)

b. We do have the ability to shuffle the order of the items on the auth screen (and others) (USABILITY)

c. Add check boxes and hide Travel items and click down to “additional info” if needed (for traveler input)?? (USABILITY)

d. If traveler is filling in: potential case, would want to enter place, dates, etc, but not all the per-diem, car, etc. – do we want traveler option to put in information like “going here on these dates and need a car.. and that’s all (the universal travel form elements of a pre-auth)”

e. HR and I will talk about what is needed – check some check boxes and the TC fill in the rest, or could some check boxes populate the stuff
f. Could we have a different screen for if it’s a traveler entering, with just some check boxes (not the travel items) with maybe a “go into more detail” box

· The above notes addressed by configuration of the following screen: Travel Auth – Heriberto added new fields for travelers’ simple entry – after putting destination they can say yes/no to meals/hotel/transport, etc. – system has ability to add as many as needed and field titles are flexible – when done simply click “populate items” and will not need to add expense items manually
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Total: $0.00UsD

Preferences Toggle Tips Toggle Currency
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Items: 0 Total: $0.00UsD

E summary

Creste or review the travel authorization. You can create new travel items and even book your travel reservations online with your company's travel booking provider. Review
the travel authorization for accuracy. Correct any errors or policy violations before submitting the request for spproval.

Online booking: Before your travel reservations can be ticksted, you must submit the travel authorization for approval. Once approved, the travel booking provider will
complte the ficketing process.

How To

‘Summary \ Approval Flow \_ Policy Violations

Report Title: Sample Trip
Trip Justification: |Show Travel Entry "sasy” buttans
on Behalf o Erick Winger [, From: |05/15/2006

*Destination: [Samewhers Furl

Toi [05/19/2006
Transportation Required? OYes OMo
Hotel Required? Oves Oto
Registration Required? O Yes Ofio
Meals Included Oves Oto
Car Rental Required? O Yes Ofo

Persanal Time? OYes Ofio

Populste Ttems

Travel Items Hide Details

Type No. Date Description Amount

No items

L | [Create New Ttems

Comments - Entire Travel Authorization
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· Button to “preview request” which would be like the cart before checking out (USABILITY)

· The left side of the screen when building an expense report displays the Expense Items already added – similar to a “cart” with the total items already added.

[image: image18.png]&1 Ariba Buyer - Microsoft Internet Explorer =) E

e ta Vew Fovoltes Tooh Fels 13

Qos- O M B G| s dorens @3- 2 @ -5 1 B

ez | €] hitps:fartest, cac.washington edufBuyerB2 Manjanzamh=r

Ariba“Spend Management

Evick Winger preferences Toggle Tips Toggle Currency

ERS: Ellen Whitlock
Expense Items [21 Items: 2 Total: §1,956.90USD_Due: $1,356.90USD

airfare  §762.76USD
B Hotel  §1,174.14USD

[E] create Expenses

Create or review the expense repart. Fll in the basic infarmation (such as the fitle). Ta add expense i items, click Create Expenses. You can create a new item or have
CEGTEITED items created automatically fram approved travel authorizations or credit card charges. Review the expense repart for aceuracy. Click Fis to correct any errors or policy
Due: $1,956.90U5D violations befare submitting the request for appraval

How To

| [['summary < approval Flow \ policy Violations

Report Title: [Ellen Whitlack

Onehalfof  [len Whilock [v] From, os/05/2006
Cosh advance:  [so.00050 |3 o os/a2/2006

Travel Destination: [Foreion _ [v] Type Of Claim: | Student v

Purpose of Trip: Accounting Type: v
Reimbursement Personal Check (§1,956.90USD) [ Chanae 1

Travel Authorizations: 7 TA30 Ellen Whitlock [ select ]

Comparison: Travel Authorizations approved for §1,956.90USD [ Campare ]

Expenses ‘Show Detsils

[0 Twee No.  Date Description Amount  Charge

u} 1 05/05/2006 sirfare Expense 478276050 Action~

u} 2 0/05/2006 Hotel Expense $1,174.14U5D Action
Policy Warning Provide Justifisation

In the future, use Hilton or Marriot. [

[l ] 5] | [ e

Total Expenses: $1,956.90USD
Amount Dus:  $1,956.90USD

Comments - Entire Expense Report

Camments:
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Trip Report Evaluation
***********************************************************************

Expense Report

ARIBA Notes:

· on the Expense report there is an option when filling in Travel Items to populate from a travel authorization, you cannot select individual items from the travel authorization to populate the expense report with, but can delete items from the expense report once it is populated from the travel authorization

· Question – can ARIBA require that travel auth be done before expense report – we could limit Expense Report to only populate items from Travel Auth (could take the “Create New Items” option off of the method for creating expenses) making it impossible to create an expense report without preapproval
· Can itemize hotel pieces rather than just one fee for hotel – will remove tips – exchange rates will apply to itemized pieces too
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ER97: Untitled Expense Report
Items: 0 Total: $0.00USD Due: $0.00USD

[E] create Expenses

Creste or review the expense report. Fill in the basic information (such as the title). To add expense line items, click Create Expenses. You can creste a new item or have
items created automatically from approved travel authorizations or credit card charges. Review the sxpense report for accuracy. Click Fis to correct any errors or policy
violations before submitting the request for approval

How To
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Expenses Show Details
e Ne. Date Description Amaunt charge
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· If no prior approval we go right to expense report and add new travel item ‘new item’

On “Create Expenses” button click and select “From Travel Authorizations” – get the following screen 
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· There is a “billable” field, that we will remove – checking if another company is billable for the expense
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ER81: Erick Winger - Ann Arbor Michigan

Expense Items 2] Total: §1,300.00USD Due: $1,300.00USD

Item:

airfare $500.00USD.

Wl soooss | B EditLineltem

$1,300.00UsD Review the summary of the selected item and change any editable field as necessary.

How To
Due: $1,300.00UsD

Line Item Details

Type: Hotel v Paid By: @ Employee O Company
Date: Billable: O Yes @Mo
Receipt: @Yes Ofio City: [ann Arbar
Hotel:  [Hyatt
External Website: Currency exchanges rates
Amount 400,000 |2
Rate USD -> USD [ select |

“Description: [Hatel Expense
Number of Nights: 4
Room Dese. single

Camment;

Accounting - by Line Ttem

Account Code; 045100 (ENCUNBRANCES) Bien:2003

Budget Number: 013740 (FINANCIAL ACCTG & TAX) Bien:2003 [v]
org Code: 2080302020 (FINANCIAL ACCTG & TAX) Bien:2003
Task

option:

Praject;

Split Accounting
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· Double entry? – on creating a trip/expense we put in start and end date – then select per diem as an expense item, it does not populate the date fields (or time) but we can program it to do so – as well as other expense items

Expense Report Requirements
1. Auto Population
· Adding per diem – select location, dates and times, and click “populate per diem”
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· AUTOPOPULATES the daily per diems and totals the per diems
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· What if there is not a per diem, does it do standard rates?  -  No, it will do a default, which can be set to standard or county rates (Change location column header to County on the screen)

· Should notify them if it does that and the standard is used

· Is it possible to add clickable link by destination city to county rates in case city rates don’t exist

· Could we do: if you type in a city (Bothell?) and it’s not found - message says not found, a) search by county or b) use standard

· Could we add a link to open another page to do the county search so we don’t lose the expense item screen, this would be a link to a website for a county search, then go back to the report and find the county rate and add it

· Is it possible to use ‘bothell’ as the city since it doesn’t exist and use the king county rate? NO

· We could concatenate the field though.. find the county (King) attached to the main city, and the expense item could say Seattle-King-WA

· Back on the Expense report, the item says “per diem” expense, but not the city, and the trip is titled whatever the city was (this is freeform)
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s200.000s0 |3 To oa/2/200

Type Of Claim: | Student [v

Foreign |v

Accounting Type;

Personal Check ($1,224.00UD) [ Change ]

Travel Authorizations: 7 TA33 Erick Winger - Ann Arbor Michigan [ select ]

Travel Authorizations appraved for §1,300.00USD [ Compare ]
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· Auto population as an option? – something we have to consider, would require some programming – some people don’t want to autopopulate

· Right now there is not an option to NOT autopopulate, all it’s doing though is just adding meals

· There is an option to add expense type of (lunch, dinner, breakfast) and do meal by meal rather than do perdiem option and autopopulate

· On big per diem list can we create a way to check all ‘breakfast’ or whatever, so update all of those – conditional selection

· We will not use “meals” as expense items most likely, only per diem if we used it and autopopulate, then delete or edit items from the autopopulation if needed
· For per diem rates we’ll only need one hour intervals for leaving/returning – we can make it half hours if we need to – this flexibility will meet our needs 

· PROBLEM – date of trip automatically is populated with date of first expense, not date of trip – can be misleading

· PIT is concerned that we don’t have the ability to NOT autopopulate?

· Search capability – Have folders setup in ARIBA, where a user can create folders – we cannot share folders – TC can search by the trips they set up “on behalf” of someone – subcategorize – check with HR – we’ll research
***The PIT feels this need is met assuming that the rates are loaded into the system or an external link to the rates is provided in the case of rates that are too frequently updated (foreign per diem).  If the rate is loaded the auto population would happen based on the rate input and dates.  COMMENTS:  PIT is concerned that we don’t have the ability to NOT auto populate.  (This was expressed in the feedback sessions)
2. Auto Calculation

· On auto expense, it autocalcs the amount – by mileage rate X miles

· Mileage reimbursement rates must be loaded just as the per diems are, they do change, and it’s needed for the mileage calculation to work – this is viewed as needed to meet the requirements

· ARIBA separates what is due and what is not part of reimbursement in calculation (Total ‘all expenses’ and Due ‘to employee’ amounts)

· Calculates each item total as well as the entire report

· When split accounting the % calculates the amount for you
· Can we see the calculated amounts by budget?? Need to look into before we check it off

· For situations when a traveler is allotted a limit before travel, we need to be able to calculate and display the amount of money spent by traveler – the amount allotted is input – and only allotted is reimbursed, but need to show both amounts DO MORE RESEARCH  (HR, TC, EW) – override – HR has possible solution – like the cash advance field

· AUTO CALCULATION – “Do not Exceed button” – Heriberto created an Expense Report as an example from a Travel Auth That had a “do not exceed” amount and he submitted and got an error of “Expense Report exceeds the maximum allowed” and won’t let you continue – if amount exceeds allotted amount, we can add an additional approver.  

· Could add field of “limit” to the cart… would be some significant programming though

· Need some way to show overrides. On TEV, for example, the per diem amount is set, but there is a way to pay less by clicking the override button. Need a way to approve lower amount. Approver should only be able to see the final, overridden amount. Should have a link that shows pre-approval. Helps clear up miscommunications. Option button that shows that exception can be approved. (The approver would be allowed to decide whether or not to accept additional charges.) If you don’t put a dollar amount in the ‘do not exceed’ item, than there will be no violations shown. A radial button could be included to help ‘idiot-proof’ the item. Keep it simple. Have a way to adjust the program at the end so that you’re not going over the cash advance or do-not-exceed amount. 

· Would like, if not able to do a breakdown of expenses for each budget, at least a list of the budget numbers being charged?  On our Expense Report, the most important thing, budget number – HR going to try putting budget number(s) on the detail of the expense items, not calc, but budget numbers only – PIT feels this will meet our need

· Still a pain that splitting budgets has to be done on all items, then select all, then split all by certain % -- ideal is that could identify the split before entering items – can we do a split calc before items – HR says yes it is doable, but do we really want it?  What do we need to make this decision?  Does the mass edit meet this need?  We will need to test this one out.. do some test scripts. ((2 choices – customize or mass edit))

· we can show budget numbers on the “show detail” field which displays the “paid by” so that we know if it’s part of the reimbursement or not – PIT agrees this meets our need
· “Do not exceed” button – we can pay the “do not exceed” amount lwith override button? – This is like the override on the TEV, as it is now – the approver can keep override or pay full amount, it is at the approvers discretion
· with it being known that the “mass splitting budget” situation is on the eProc plate and – this should be the top of the nice-to-have list – but this is something we can move forward with and make it a training issue
***The PIT feels that this meets the needs of auto calculation, assuming we load mileage rates and other rates or link externally to frequently changing rates (foreign per diem).  COMMENTS: The Expense Report is missing the ability to show the total and expense type calculations by budget number (in the case of split budgets) however the PIT feels we can move forward without this functionality.  Also, splitting the budget must be done per expense item.  A “mass” splitting of budget would be a high priority on the nice-to-have list.  This is also on the list for eProcurement users and is being discussed. 
3. Required Information (Conference meals/hotel folio)
· This is addressed in the Business rules requirement portion/documented by the sub-team

***This is met by the Business rules requirement.

4. Traveler Entry/Processor ability to edit 

· there is also a “comparison of TA to ER” feature, which compares the items from the authorization and the actuals that are reported on the expense report 
· HR showed on the approvers view the buttons for (approve/deny/edit) clicked edit and made a change – including changing budget – can edit existing lines and add new lines – message that the change may invalidate some approvals (especially if budget is changed) – traveler (out of the box) don’t have to re-approve, but get an email, but we can have the system make the traveler have to approve – also keeps a history of the changes

· Can archive items to folder

*** The PIT feels this requirement is met.  Upon approval, approvers with a defined role may edit (in addition to approve/deny) expense items, add expense items, and are notified that some approvals may be invalidated.

5. Split Budgets
· up to 99 different splits as shown below (can do splits by percentage or amount)

· Screen features “split by” drop-down menu, “Add split” button to add additional splits, and PCA codes for each (Task, Option, Project) – SEE PCA Codes 
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· Splitting items can be done by itemized as well (split budget is based on total of itemized amount) – below shows itemized hotel expenses (room rate, room tax, other tax) – other expenses can be itemized as well – the itemized hotel can be split by budget as total

**The PIT verified that this requirement (Split Budget) is met by ARIBA (5/4/06)

ARIBA allows up to 99 different budget splits by % or dollar amount

6. Document Changes

· ARIBA displays the difference between a TA and ER by expense type (click on comparison)
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Click on Compare to get the following screen
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*** The PIT agrees that this requirement is met.  The Expense Report and Travel Authorization comparison feature displays the original authorization, the actual expense and the variance.

7. PCA Codes

· Screen features “split by” drop-down menu, “Add split” button to add additional splits, and PCA codes for each (Task, Option, Project) 

· Each travel item allows for split budget ability, even when itemizing (such as for hotel
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**The PIT verified that this requirement (PCA Codes) is met by ARIBA (5/4/06)

ARIBA allows PCA entry on all travel expense items including split budget
8. Record Notes/Comments
· Discussed comments – comment for item type (hotel) and another one below that is comment by Line Item – hotel is the only one that has the field (comment about hotel itself) – can remove if we like

· All of the comments – by line item and for the trip go into the email for the approver – you cannot edit the comments, but can make additional comments (bummer) – can delete and do it again though (not obvious) 

· PIT experience is that comments are entered and not editable, can delete though

· Can’t see line by line comments anywhere, they are entered and not shown anywhere

· Could have them added to the “detail” – or summarized at the botton

· Could add this – HR will give this a shot – similar to eProc approval email

· PIT agrees that the comments at the trip level are the most important, and these are visible when submitting, so this meets our need – the thing we don’t like is that the comments are not editable – they are simply a string of comments for history

· We could make the field be editable – but it would get rid of all of the other functionality of comments (view, reply) This would be a tradeoff

· PIT agrees that this meets the requirement – don’t like not editable ability
** The PIT feels that ARIBA meets the requirement.   COMMENTS: Comments are not editable; they are a string of comments.  PIT would like capability to edit.  This is possible, but this would eliminate other functionality of comments, there would be a trade-off and a decision to make at implementation.
9. Handling of receipts
· Need to consider the Receipt radio buttons (yes/no) for expense items
***PIT agrees that ARIBA meets the receipts requirement.  They can be scanned by the department or by Financial Services (ER# identified) and attached to the ER, and the travel office would be the final step in the approval flow as the receipt manager.

10. Universal Travel Form

a. Business Rule Edits

· Max hotel rates/allowance – is not built into the system (impact on pre-approval)
***Business Requirements – PIT agrees this requirement is met; this is supported by the document created by the Business Requirements sub-team

b. Warnings

· When adding new expense item and adding airfare it will warn you if you don’t use contract, or contract hotel, etc – with the ability to add a justification/reason for the exception

[image: image29.png]&1 Ariba Buyer - Microsoft Internet Explorer =) E

e ta Vew Fovoltes Tooh Fels 13

Q- © - B [@ G P e @ 3% W B

ez | €] hitps:fartest, cac.washington edufBuyerB2 Manjanzamh=r

Ariba“Spend Management

Evick Winger preferences Toggle Tips Toggle Currency

ERGL: Erick Winger - Ann Arbor Michigan
Expense Items [31 Items: 3 Total: §1,424.00USD_Due: $1,224.00USD

airfare $500.00USD.

[E] create Expenses

B Hotel $800.00USD
Ttemized  $124.00USD Creste or review the expense report. Fill in the basic information (such as the title). To add expense line items, click Create Expenses. You can creste a new item or have
items created automatically from approved travel authorizations or credit card charges. Review the sxpense report for accuracy. Click Fis to correct any errors or policy
$1,424.00USD violations before submitting the request for approval
How To

Due: $1,224.00UsD

‘Summary \ Approval Flow \_ Policy Violations

Report Title: | ENEARE AT
on Behalfof: [Erick Winger [ From o4r24/2008

Cash advance:  [s200.000s0 |5 e o4/26/2008

Travel Destination: | Foreign v Type Of Claim; Student [

rerpase o T Aocounting Type ~
Reimbursement Personal Check (§1,224.00U5D) [ Change 1

Travel Authorizations: 7 TA33 Erick Winger - Ann Arbor Michigan [ select ]

Comparison: Travel Authorizations approved for §1,300.00USD [ Compare 1

Expenses ‘Show Details

O Tyee  No Date Description Amount  Charge

O 1 04/24/2006 airfare Expense $500.00U5D Action

O 2 04/24/2006 Hotel Expense $800.00USD Action
Policy Warning Edit Justfication u
In the future, use Hitton or Marriot.

O 3 04/24/2006 PerDiem Expense $124.00U5D Action

[l ] 5] | [ e

Total Expenses: $1,424.00USD
Amount Dus:  $1,224.00USD

Comments - Entire Expense Report

8 Giociiras:

E\piiosn.. | 8209 st

T T

a
i) P B S O Fi o .| dimoosrcone |





· When entering justification for warnings have field for drop-down justification and for free-form 
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· Can delete and edit per diem individual line items – on per diem we can add validation that they can’t go up in rate but only down – can it restrict rather than just warn? HR will check

*** PIT agrees that this meets the needs by only showing information/warnings when processing, but not stopping the user when submitting, only when there is a violation and they must make a change before completing
11. Approval Flow 

· approval flow status tab exists on Authorization and Expense Report, you can see who the approver is in a particular role and whether it has been approved or not
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· By clicking on “Expense Receipt Manager” which is an approval role which are to be defined by us, get the following screen, which shows you the people in the role that can do the approval
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· Two main types:  budget approver and travel coordinator, we will need to define roles through ASTRA - users in travel coord role will get email – 

· Power user can edit a travel auth before approving – can click travelers name to look at the travelers preferences – can click link to TA and see the details before approving – Travel Coord can make changes including change budget – when that happens the approval flow may invalidate some approvals that have previously been done – is there system ability so that a traveler cannot approve their own? - will have to define this, Heriberto to look into

12. E-signatures 

a. Uphold UW Business rule edits

b. Notifications

13. Foreign Travel

a. Foreign Currency exchange

· System could do the conversion, but would have to load the rates into system and they are daily, so it would be difficult with a lot of maintenance

· Other option is to have link to external website – HR created link to Oanda shown in screen below – the user would do conversion manually and enter only USD in the system 
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**The PIT verified that this requirement is met by ARIBA
 Decided that both methods are possible (system conversion or link to external currency conversion website) and will meet the requirement (minimum requirement met) (5/4/06)
14. Usability

· Warning exclamation points have to open on current window right now, but won’t let you leave mandatory screens if you’re partially done so you don’t lose your place

· Sample trips were not easy – took close to an hour each trip (5/18) 

· PROBLEM – when doing per diem meal by meal, have to do split budget every time – can do them all then mass edit (feels like a workaround)

· Paula got a violation that needed to add “name” to the meals as an attendee (Ask Paula if she can redo this)

Expense Report Evaluation

***********************************************************************

Payment

ARIBA Notes:
Payment Requirements

1. Direct Deposit

· Paper check option is available on Payment Methods – also credit card and salary – on reimbursement line can change payment to other method (even broken into different methods) – click [Change] to get second screen
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2. Identify Trip

3. Reimburse Travel Card directly

· (PAYMENT requirement) Paying a credit card directly, UW travel card only, we can possibly do that, if we have loaded the travel card vendor info into the system and tie to UWnetID (ASTRA?) and would have to add fields to the expense report – would take quite a bit of programming

4. Delivery method option

a. Traveler Profile has delivery method option – SEE Traveler Profile

Payment Evaluation

***********************************************************************

Reporting Capability

ARIBA Notes:

Reporting Capability Requirements

1. Reimbursement Status
· Can there be a “query” capability in ARIBA, by traveler, so that a processor can make sure they know what has been reimbursed and what has not

2. Upcoming Reimbursements

3. Export (Xcl, Access)

4. Search Function

· Searchable Queries (ASTRA role, inquiry) is a key

Reporting Capability Evaluation

***********************************************************************

Customer Service

ARIBA Notes:

Customer Service Requirements

1. Fast Reimbursement

2. Workload Management

Customer Service Evaluation

***********************************************************************

Technical Requirements

ARIBA Notes:

Technical Requirements

1. Compatibility (MAC)

2. Usability

3. ADA Requirements

Technical Requirements Evaluation

***********************************************************************

Approval Flow

· When the approver goes to deny/approve – when you click submit could the system instead give a report of the trip (.pdf) – give them a chance to see the entire report (could do something similar to TEV, HR has something already somewhat developed, different screen though)

· approval flow status tab exists on Authorization and Expense Report, you can see who the approver is in a particular role and whether it has been approved or not – SEE Approval Flow item and screenshots under Expense Report 

1. E-signatures 
· Approval Flow- approver and watcher roles are capable, and already exist in ASTRA 

· ASTRA provides e-signatures capability
· PROBLEM: non-UW employees have to have a UWnetID, it is not likely we will be able to generate netIDs for all non-UW travelers; this problem is a limitation of our own infrastructure, not a flaw of ARIBA, any other vendor package would have the same issue – PIT agrees ARIBA would meet our needs if our internal system would allow this functionality

· Possible to create one generic “non-UW” user, in which we could populate the name field with the travelers information; signature would have to be paper (not sure an email approval would meet federal requirements)

***PIT agrees this meets the requirement to the extent possible (non-UW employees are a potential issue), with the limitations of our internal systems (other vendor packages likely having the same restrictions)
2. Uphold UW Business rule edits
· Do not reject auth based on missing budget – this will be based on our definitions

· If missing a budget would require a specific approval

· ARIBA has capability to have the Approver add the (missing) budget at the point of approval

· What can this do in terms of blanket approvals

· PIT agrees that blanket approvals is a departmental responsibility and not an ARIBA requirement to facilitate this process
· For our needs the Travel Coordinator is more of a reviewer than an approver, this is a comm./training issue

***PIT agrees this requirement is met.  Integration with roles and span of authority defined in ASTRA meets this need.  Blanket approvals determined to be departmental responsibility.
3. Notifications

· When you deny an approval – add comments – the approval does not lose any information, just the fact that it’s been denied, traveler can pull it back up and make edits (or withdraw)
· If a trip is created on behalf of someone (a traveler) they could become a watcher or approver, this will be our choice – so that traveler is aware of the expenses approved – PIT agrees this meets our requirement

***PIT agrees that this requirement is met, as notifications are a function of ARIBA, and are defined by us.
***The PIT agrees that the Approval Flow process is met by the ARIBA system with integration from ASTRA.  This is Pending, after conversation regarding roles and span of authority required by ASTRA
