eTravel USER Requirements

CS: Customer Service/Change Management
1) Fast Reimbursement – implementation of ARIBA should not slow down travel reimbursement process (wing-to-wing, including PAS to delivery of reimbursement check)
2) Workload – should not create more work, considering; duplicate entry, navigating multiple screens, etc.
3) Handling Receipts – must meet audit requirements.  Possibilities: 1) scanning  2) Print a report for dept to maintain 3) Maintain receipts in dept and write trip # 
TR: Technical Requirements

1) Compatible w/ OS – MAC, etc
2) Usability – navigation, entry, intuitive screens

3) ADA Requirements
UTF: Universal travel form

ARIBA should facilitate a universal travel form that includes:
1) Business rule edits – ARIBA should be able to capture the following information before travel (for approval)

a. Who is traveling

b. Purpose of travel (Justification)

c. Budget – how trip is to be funded

d. For each leg of travel

i. Where – City, State, Country

ii. When - Dates of departure/arrival

iii. How – for each leg, what form of transportation

iv. Any personal travel

e. A way to record whether or not prior approval is in place.

2) Warnings

a. Documentation needed to travel

b. Foreign Travel

c. Contract airfare
TR: Trip Report - Document #

ARIBA should be able to collect and tie expenses together with one report and document number.  Benefit: access to information, error prevention such as double reimbursement.  A trip report feature should include: 
1) One document number created to tie all expenses related to a trip
2) Ability for advance payment of expenses - pre pay hotel, conference (super nice to have)

3) Per diem advance – payment to traveler

a. Adjustment from actual expense and advance amount after travel is complete
4) Ability to add expenses related to a trip that are not part of the reimbursement 

a. CTA

b. Travel Card (some do not want this – need ability to make this optional)
c. Other Payment (other sources of funding, etc)

d. Expenses already paid by traveler
5) Link to PAS 

a. Create PO number and encumbrance in PAS (eliminate duplicate entry)
b. Liquidate Encumbrance once expense report is paid

6) Ability to save partially completed trips and retrieve for completion

ER: Expense Report
ARIBA should be able to create and submit an expense report that includes the following aspects:

1) Auto populate/Auto calculate certain information

a. Auto populate previously entered information during approval (from Universal Travel Form)

b. Auto populate per diem rates (include historical) with ability to edit – and allows for departmental restrictions and rules
c. Auto populate county rate information

d. Auto-populate mileage rates (include historical) with ability to edit – and allows for departmental restrictions and rules
2) Required information

a. Conference meal documentation

b. Airfare

c. Hotel folio

3) Ability for travelers to enter, travel coordinator (processor) to make adjustments before submittal.

4) Ability to split costs on two or more budgets

a. For each expense type, ability to split by dollar amount or by percentage.

5) Ability to document changes in prior approval (change in trip circumstances result in need for prior approval to have been in place).
6) Ability to use Project Cost Accounting codes (task, option)

7) Ability to record comments/explanatory notes

AF: Approval Flow

ARIBA should be able to facilitate an entry and approval flow with the following aspects:
1) Electronic Signatures

a. Who

i. Traveler: approve expenses are accurate
1. Capability for non-UW travelers to approve.
ii. Travel Coordinator: pre approval and expense accuracy
iii. Budget Authority: pre approval and expense accuracy
1. Capability for budget authority outside of traveler’s department (shared budgets – currently need PR3 form).
iv. “Watcher” role capability - assigned by department

2) Uphold Travel Business Rules

a. Blanket approvals

3) Notification – via email (to traveler, processor, approver) when an action needs to be taken - with user option to turn off personal email notification
a. To watcher – so person can prompt approver to take action.

TP: Traveler Profile

ARIBA should have a traveler profile function with the following characteristics:
1) Preferences

a. Seating

b. Travel Card information

2) User defined update ability (who can make changes to profile)
FT: Foreign Travel
ARIBA should be able to handle foreign travel, including;

1) Method of foreign currency conversion, or easy link to online method of conversion (OANDA?)
PMT: Payment
Reimbursement payments should:

1) Provide for direct deposit option as well as paper check option

2) Identify the trip 
3) Ability to pay travel card account directly, split payment between traveler and card (nice to have)

4) Delivery Method option (mailing address, pickup, DD, etc)

RC: Reporting Capability

ARIBA should provide travel coordinators and other appropriate staff a reporting and status tracking ability that includes;

1) Reimbursement status

a. Submitted

b. Approved (what stage of approval flow)

c. Payment Status 
d. Final status (Travel Coordinator notified of completion) – delivery method (mail, check, DD)
2) Upcoming reimbursements (Pre-approved, yet to be charged)

3) Export to Excel/compatible with Access
4) Search function (by keyword, traveler, dates, destination, etc.)

a. Duplicate previous trips for a traveler (template)

b. Copy a trip report for several travelers (group travel)

***Other process improvement – NOT ARIBA evaluation criteria
1) Inconsistency in enforcement of rules
a. Time limit set on reimbursement

2) Manage the ability of travelers to book airfare
3) Capability to allow departmental restrictions requested often in feedback sessions.  This will remain the responsibility of the department to manage.  Approval flow should facilitate this.

a. Budget restrictions

i. Dollar amount

ii. Do not allow  travel

iii. Only allow travel with a specified approval

4) Travel Website – the travel website contains informational content, ARIBA should have capability to apply edits to support business rules, not to facilitate online help/support material

5) Ability to see who has a Travel Card – possible inclusion in traveler profile (card#, exp date?)

6) Handling volume of expense types on one trip report (run out of space)

