Getting
you there

Travel Management Project




Drivers for change

 Automating mostly paper-based processes across faculties
and divisions

— Demonstrate a greater duty of care

— Consistency in policies

— Improve efficiency

— Better management reports

— Measure internationalisation objective

=0 : ' Getting You There
MONASH University g



Travel request implementation overview

e Faculty of BusEco pilot Sept 2009

* Faculty of Science live Nov 2009

* Some admin portfolios Jan / Feb 2010

e Office of Vice-Chancellor and President — Feb / Mar 2010
e Other Faculties — Mar to May 2010
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Functionality of the new travel system
Workflow of travel requests

Reports

Preparing for SAP Travel Management

B W oe

MONASH UﬂiverSity Getting You There



Access to the Travel Management System is via ESS

Welcome - Loginto connectto ESS

et v | MONASH Universi
Ipassword e B niversity
@ 2002-2006 SAP AG Al Rights Reserved.

SAR4
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Travel has its own homepage in ESS

Travel and Expenses
@] Create New
= (5m) Create Travel Request (Domestic or International) Travel Resources
Get approval of your business trips prior to your trip. Learning Resources
Travel Insurance Confirmation Cerificate (International travel only)
Generate and print your Insurance Confirmation Certificate for Computer Based Training
International travel. Access online courses
Overview of Trips Written materials
: Travel request
s . . overiew FPT
Change one of your existing travel requests and print your travel i
summary Troukle-shooting POF
) FAQS —
Display trips and attachments Quick reference
Display one of your existing travel requests and add or display an card FDF
attachment. Create travel
i ; request POFE PPT
Travel Diary, Accommodation and Contacts (overview)
Edit. Finalise Travel diary. Accommodation and Contacts - Step-by-step
Edit, finalise, print or save a copy of your travel diary, accommodation examples:
and/or contacts after your travel . Simol
request is approved. Any changes will not affect the worlflow of your mlrnp ® PDF
travel request. .
. *  Complex
Personal Information frip P pDE
Switch personnel number Generate
Temnporarily switch to another personnel number to lodge a travel insurance FPDF PPT
request on that person’s behalf. cefificate
Please note that you must use a personnel number not a student Change frip PDF PPT
nurmber. , ,
Display trip and PDF PFT
attachments —

8.0 - - Getting You There
MONASH University



Learning resources are easily accessible

Travel and Expenses
[Q] Create New
= i) Create Travel Request (Domestic or International) Travel Resources
Get approval of your business trips prior to your trip. Learning Resources
Travel Insurance Confirmation Cerificate (International travel only)
Generate and print your Insurance Confirmation Certificate for Computer Based Training
International travel. Access online courses
Change one of your existing travel requests and print your travel .
summary Trouble-shooting POF
. j FAQs —
Display trips and attachments Quick reference
Display one of your existing travel requests and add or display an card FDF
attachment. Create travel
: : request POF PPT
Travel Diary, Accommoedation and Contacts (overview)
Edit. Finalise Travel diary. Accommodation and Contacts - Step-by-step
Edit, finalise, print or save a copy of your travel diary, accommodation examples:
and/or contacts after your travel . Simol
request is approved. Any changes will not affect the workflow of your trilmp ¢ PDF
travel request. P
_ * Complex
Personal Information trip P'¥ pDE
Switch personnel number Generate
Temporarily switch to another personnel number to lodge a travel insurance PFOE PPT
request on that person’s behalf. cerificate
Please note that you must use a personnel number not a student Change trip POF PFT
number. Displav tri q
isplaytripand  one ppt
attachments -
¥ Getty You There—
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Domestic or international travel requests may be created for

employees, HDR students or non-employees

O

% MONASH University

Employee Servi Yy
Overview | Workflows | Personal Information | Leave Information

I Monash Trip Request

Help | Log Off ~ Welcome Ch

Pay Information | Delegations

1
General Data Review and Send Complete
b Show Calendar

Traveller: Cheryl Calvert, 01054162

Trip Summary

Travel type: *

Start: * [
End: * [
Business/transit days: * +  Personal leave:

Trip Destination/s

Add Destination| Mare information

Travel Diary

Travel Diary| More information

Enter trip data here, when finished click the Review button at the bottom of the screen. The more information links provide help on certain fields.

j Travelling in capacity as:

~| DFAT Travel Advisories  Visalink

Country: * Australia ~| City: *
DFAT (of State/Pravince): * Mot applicable (domestic travel)

Arrive date: * ] Arrive time: | 00:00
Depart date: * Eal Depart time:  00:00

~| More information

= Total days: Mare information

State/Province:

=]
[~]

MONASH University
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‘More information’ links provide further guidance

% MONASH University

Travelling in Capacity As

1. The purpose of this field is to record the role that the traveller is

Emplﬂyee Services

Overview | Workflows

Monash Trip Request

% MONASH Unlversrty

Personal Information

Lua Vi |r'|f|_|rrr'|Etil:lr1

assuming while travelling for Monash. The role may be an employee

Monash Higher Degree by Research (HDR) student or other (if the role
does not fit into the first two categories).

2. The Other “Travelling in Capacity as” category is used for consultants,
Pav | contractors, honoraries, etc_, who are travelling for Monash business
. purposes and are not employees of Monash.
3.

2 1 2

i
General Data Rewvigw and Send
P Show Calendar

Traveller: Cheryl Calvert, 01054162

Enter trip data here, when finished click the Review button at the bottom of the screen. The more informatig

help on certain fields.

Trip Summary
Travel type: *
Start: *

End- *

7]

7]
Business/transit days: * +

j Travelling in capacity as: *

Personal leave:

In most cases, the distinction between the traveller roles is
straightforward; however, sometimes the distinction is greyed such as

when a Monash HDR student is also an employee of Monash. The
distinction has some implications:

3a Monash HDR students and ‘other' travellers may not be subject to

Fringe Benefits Tax if they combine personal leave with business
leave.

links provide

Mare information
Maore information

=  Total days:




Web link to open DFAT Travel Advisories

nal Infarmation

Leave Information | Pay Information | Deleg

ation= B

Travel Advisories Index - Australian Department of Foreign Affairs and Trade - Microsoft Inte.

File

Edit  Wiew Favorites

-

Tools  Help

et - @ - 8] [B @ Psen Yerwns @ R & - [ £

Trip Summary

Travel type: ©

Depart date: ©

International » | Travelling in capacity as: * | Monash ermployes

11/08/2009

Depart time: | 00:00 | =|

=

|

Travel bulletins

Subscribe

We speak your

ADVISORIES

o What our travel

WEED TO TRAWVEL

Monash Trip Reques‘[ : Address |:§| hittp ] fwnana, sarttraveler . goy. aufzw-cgifview Advice) w Go  Links > % =
2 1 2 ]
va
I
General Data Reviewy and Send Completed s m a ' t rav EI I E r' g u v' a “
Australian Government
destination.
b Show Calendar A must see Department of Forelgn Affairs and Trade
Traveller: Monash Traveller Il, 01064923 o I
E-MAIL ADVISORIES

Enter trip data here, when finished click the Review button at the bottom of the screen. Th Travel advisories TRAVEL

Subscribe to receive e-mail
updates when we change
our Travel Advisories.,
You'll need to Sign Up to a

Start: B092009 Travel insurance advizories mean free account first,
o Seneral advice for
End: * 11/09/2009 Travel tips Australian travellers on DESTINATIONS
Business/transit days: * 6+ Personal leave: = Tatal days: 6 W0r|d-Wlde risks to AlB|C|D|E
Travel health Australians overseas FEllcllalltIi
Getting hel o Event or issue-specific
ouersgas ’ Travel Bulleting KL LM N2
Trin Destination’: : + Destinations for which PILQIRIS|T
rip Destination's Eali=s = advis}&:{ou NOT TO Ul Twell 1z
Country; Great Britain ~| city: | LpseER Thentications TRAVELHR _
) A - tion & itor devel : Apostilles « [Destinations for which RSS FEEDS
DFAT (of State/Province): wercise caution & monitor developments S we advise you to p v E -
Arrive date: * B09r2009 [ Arrive time: | 00:00 Our publications RECOMNSIDER wOUR, rss 20 rsst10

language
*#%* Please note that cities or regions within a particular
Contact us destination may be at different advice levels.
Add Destination| fore information Trawvel advisories are also available from the Foreign
Register with us Affairs Canada, the British Foreign and Commonwealth

Travel Diary J Office, and the US State Department,

- . . Embassies
Travel Diary|  More information Consulates

Getting You There
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.....0r open visa information

3 Visalink - Microsoft Internet Explorer provided by Monash University, ITS Division
File:

Edit  Wiew Favorites Tools  Help I
Q Back \_) @ @ {h p Search \‘,":'3 Faworites @ 8 - {_;, fiw - |_J
v By oo ks ” & -

Monash Trip Request t Address @ htkp: fivisalink, com, au/frontpage. aspx fcookieCheck=true

—{ . 2 [: —= - - Travelling fro
General Data Review and Send Completed v’m"nh‘“.au Visalink - The

P Show Calendar

Traveller: Monash Traveller I, 01064923

Enter trip data here, when finished click the Review button at the bottom of the screen. The more inf]

Trip Summary Travel Industry Information

Travel type: * Internatiunalﬂ Travelling in capacity as: Monash employes j More inf Travel Industry Login
Start, ¥ B/09/2009 [ Online Demo
End: 11/08/2009 Latest News
Businessitransit days: * 6 +  Perzonal leave: = Total days: B More infd .

¥ ¥ Other Sarvices

New USA Rules APPLY FOR A VISA:

Trip Destination/s

About Us
Country: Great Britain ~| City: | London FAQ w
DFAT (of State/Pravince): * | Exercise caution & monitor developments | DEAT Travel Advi Contact Us i
Arrive date: * 6092009 [ Arrive time: | 0000 | =] w
Depart date: * 11/09¢2008 Depart time: | 00:00 | =]
ONLINE DEMO

Add Destination| Waore information

TRACK YOUR VISA APPLICATION

% MONASH University Getting You There




Travel diary is automatically created

Employee Services Javal
Overview | Workflows | Personal Information Le:a ve |nformation | Pay Infarmation | Delegati

Monash Trip Request \_
Traveller only needs to enter:
’ a = * Start and finish times
Trip Diary * Institution

Information for carpleting Travel Diary * Selects activity from a list
Trip Diary )
Mewy Entry || Sort by date | Check |Delete |

Date of activity  Starttime Finizhtime  Courntry City . InstitutioniConference name . Type of activity undertaken
|— B/0S/2009 oo:o0 = 00:00 = GreatBritain = London In transit =

FI0ar2009 00:00 = 00:00 w| GreatBritain = London Londaon School of Economics Conference-present@refer.. =
] 8r0ar2009 {7 00:00 = 00:00 | Great Britain | Londan London Schoal of Economics Conference-present@refer.. =
] Q0920089 W 00:00 =| 00:00 = GreatBritain =| London Londaon School of Economics Caonference-present@refer.. =
] 1000952009 {5 00:00 = 00:00 | GreatBritain | Londan London Schoal of Economics Conference-present@refer.. =
| 11/09/2008 {7 0000 = 00:00 = GreatBritain | London Landon Schaal of Economics Conference-present@refar.. «
] 120952009 7 00:00 = 00:00 | GreatBritain | Londan London Schoal of Economics Conference-present@refer.. =
| 13/0952009 7| 00:00 n0:00 = | Great Britain = | London In transit =

JJJ Row 1 of 8 JJJ

Multiple activities on the one day are possible by clicking “New Entry”

|Previous Step| |Accept|

{ MONASH University Getting You There




An Adobe PDF of the Travel Diary is generated

File Edit Wiew Document Comments Forms Tools  Adwanced Window  Help

I ﬁ Creste POF - @ Combine Files - @ Export - @ Start Meeting - ﬁ Secure * f Sign T Forms = 9 Reviewy & Commernt -
s i 4 | | H - = = | + .EE -
OB O «ee i kKA R (88 ool m Rl |

ﬁ/ 7 MONASH University BUSINESS TRAVEL DIARY Date
Traveller Details Summary
© Title [ Mr | Mame [Monash Traveller | | Trip No
Traveller type | Monash employes | Trip start Trip end
Faculty/Portfolio | VP Administration | | Travel Diary status [ Awaiting finalisation |
Diary Entries
Time Taken Flace
Date of activity|  Start Finish Country City Institution/Conference Description of Activity
07082008 [000D (0000 New Zealand Christchurch In transit
08082008 |02:00 17-00 New Zealand Chrisichurch Victoria Ui Guest leciuring
00082008 [0OOD (0000 New Zealand Wiellingion Personal Leave
00082008 |02:00 17-00 New Zealand Chrisichurch Victoria Ui Acardemic collaboration
10082000 (0000|0000 New Zealand Wiellingion Personal Leave
11082000 (0000 (0000 New Zealand Welington In transt

MONASH University Getting You There



Or an Adobe PDF of the itinerary

File Edit Wiew Document Comments Forms Tools Advanced Window Help

ﬁ Create POF - @CombineFiles- @Expod' @v ﬁSecure' fSign* Fnrms' ‘?Reviewal:ommerrt'
ObRies[ 1 B & @8~ Fig G~ |

*

Traveller Details -~
MName: Traveller type: Monash employes Trip Mo.: 0100000335
From: 22/02/2010 To: 01/03/2010
Travel Advizory: Reconsider your need o fravel Strategic Supplier: Voyager Travel

Trip Purpose

Collaboration with pariners at Institute Pertanian Bogor (Bogor
Agricultural University) - model development, data collection.

Cost Centre Details

Parcentage | Cost Centre Cost Centre name Fund Total
100 511001 Water Studies Ctr 3937842 1,000
Advance Grand total 1,000
Trip Destination
Arrive date Arrive time Dapart date Depart time Country State/Province City
220022010 16:00 01/03/2010 00-00 Indonesia West Java Bogor
Trip Accommodation
From To City Accommodation name Phone no. Fax no.
2210212010 | 010372010 Bogor Hotel Santika Bogor +62 251 8400707 [+62 251 840070
Contact at Destination
Date of activity City Institution/Conference Contact name Contact phone L
23/02/2010 Baogor Institut Pertanian Bogor NANA M ARIFJAY A +52 251 8621 677

MONASH University Getting You There



An Adobe Insurance P . T s
Confirmation Certificate is EY v CICDIESE = I

automatically generated

@. MONASH University Trip Number [0100000200
CONFIRMATION OF TRAVEL INSURANCE COVER

1. Traveller Details

This document has been issusd to: |<;hery| |<;a|\.e,-|
First name Last mame

To cover a period of absence from: |2[)th May 2002 |2mh May 2000
Departure date {inclusive) Return date {inclusive)

2. Insurer Details

University employees travelling overseas and interstate on University business, and employees of associated
entities fravelling overseas and interstate on business, are insured under an insurance policy issued by:

Accident and Health International Underwriting Pty Ltd (Policy No.0017915)
GPO Box 4213

SYDNEY MSW 2001

Ph. 02 9251 &700 or 1300 §18 700

enquiries@acchealth.com.au

3. Cover Guide

Cover Local Overseas

Overseas Medical f Additional Expenses il Unlimited
(fior &12 menth pericd)

Perscnal property
- limit of 55,000 on any one item (except computers)

- limit of 55,000 on each computer item, however computers $20,000 $20,000
must accompany fravellers as cabin baggage
Loss of deposit $100,000 $100,000
Personal liability 10,000,000 $10,000,000
Auto rental damage andfor theft (excess or deductible coven 7,500 37,500

Please note: The cover information table is intended as a basic guide only. Full terms, conditions,
limitations, exclusions and benefits are set out in the Travel Insurance Policy document. This certificate
does not apply to accompanying family members on overseas travel. For enquires phone 61 3 9905 6368,

4. Emergency Contact Information
In the event of an emergency overseas, make a free reverse charge call to:

Accident and Health Assist
Sydney: +61 2 9202 8211

MONASH University Getting You There




.

Attachments may be added to the travel request

Monash Trip Request

ay Infarmation | Deleg

g4

2]

b A 2 3 o
General Data Reviesy and Send Completed

|I| Travel request 0100000427 was saved

What do you want to do next?

o to by Trips and Expenses Cverdew
Create Additional Travel Bequest

G0 to Travel and Expenses homepage
o to Employee Services homepage

Confirmation Details

@ Your travel request has been successfully saved and submity

\Display/Print Travel Surmmary |
Trip request 0100000

achment upload

Browse. ..

. Upload Attachrment |

Loak in: | @' Dezktop

tu Recent
Documents

i

Deszklop

3

My Documents

by Metwark
Placez

=l ¥ EB-
)My Documents ﬁWinSCPS
:} My Computer QWinZip
WMy Metwork Places @Wurd 2003
@F\ccess 2003 [ Adobe Reader 9 Installer

- Acrobat.com

&= Adobe Acrobat & Professional
E Adobe Reader 2

lElExcel 2003

ééi:Z'Lotus Mokes &

@Mozilla Firefir

{59 Mozilla Thunderhird

0833349, doc

& | ASAR.htm

@BUSEED Executive Presentation.pp
@DFQT leweel. ppt

@_]External Access to Employves Self
W o bo create and submit a travel
1 1nstructions For using SOBS Form 4

Q}OneStop Training @_]Instructiu:uns For using SOBS Form »
@Powerpoint 2003 -“; Insurance Confirmation Certificate
S.ﬁ.F‘ Logan 9 killotes, exe

(&2 snaglt & S.C\F‘Iogcnn

& )
File name: | ﬂ Open
Files of type: | &Ml Files 7.7] - Cancel

MONASH University
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Travel request is work-flowed for approval (1)

TR LTI ETRGE QICIV- I Be alert to own security
.
S High degree of caution

Traveller Travel Escalate
enters travel . Approver/s . Approver

request chizelic)s (optional)

% MONASH University Getting You There



Travel request is work-flowed for approval (2)

Advised not to travel
Do not travel

High-risk travel

4.
5.

Traveller S DVC

enters travel Supervisor :
p Manager International
request

Escalate Approver
ﬁ (optional)

Travel checker/s i Approver/s

% MONASH University Getting You There




Travel Checker’s ESS Workflow screen

{= Task - SAP NetWeaver Portal - Windows Internat Explorer,

Check Confirm

[Display trip| [Display attachment| [Add attachment]

Traveller Cheryl Calvert has requested the following travel:

Trip number 0100000116 Traveller type Monash employee ~]|

Country Singapore ~| City Singapore State/Province

From 1/08/2009 To | 17/08/2009

Cost centre / funds 203010 /| 1000000

Estimated cost 0.00 Cash advance 0.00

Personal days 4

Highest DFAT level Exercise caution & monitor developments DVCl approved | MN/A

Description of activity o]
B2

Note for traveller L]
E2

Note for approver L]
=]

Approver selected ﬂ

| Checked| | Change| | Reject]

% MONASH University Getting You There



Travel Checker can display trip details

etWeaver Porta dows Internet Explorer

Check Display Trip

Trip Request 0100000116 Display

Trip Summary

Start: 11082009 @
End: 17/08/2009

Trip Destination/s

Travel type: Imernatlonalﬂ Travelling in capacity as: | Monash employee ﬂ More information

Business/transit days: 13+ Annual leave days: 4 = Total days: 17| More information

Arrivaldate  Arrivaltime Departdate Departtime Country StatefProvince City DFAT (of State/Province)

1/08/2008 | 00:00 3/08/2008 | 00:00 Singapore Singapore | Exercize caution & menitor Link to DFAT | Link to VISA
4/08/2009 | 00:00 T/08/200% | 00:00 China Shanghai | Exercize caution & monitor Link to DFAT | Link to WISA
2/08/2009 | 00:00 17/08/2009 | 00:00 China Beijing Exercize caution & monitor Link to DFAT | Link to VISA

JJJ Row 1/of 3 JJJ

Travel Diary

Date of activity Starttime Finish time Country  City Institution/Conference name  Activity

1/08/2009 00:00 00:00 Singapore | Singapore In transit

2/08/2009 00:00 00:00 Singapore | Singapore | Mational Academic collaboration
3/08/2009 00:00 00:00 Singapore | Singapore | Mational Academic collaboration
4/08/2009 00:00 00:00 China Shanghai | Jiao Rezearch

5/08/2009 00:00 00:00 China Shanghai | Jiao Research

6/08/2009 00:00 00:00 China Shanghai | Jiao Research

7/08/2009 00:00 00:00 China Shanghai | Jiao Research

8/08/2009 00:00 00:00 China Beijing BUTech Conference-present@refereed
9/08/2009 00:00 00:00 China Beijing BUTech Conference-present@refereed
10/08/2009 00:00 00:00 China Beijng BUTech Conference-present@referesd
11/08/2009 00:00 00:00 China Beijing Perzonal Leave

12/08/2009 00:00 00:00 China Beijing Perzonal Leave

13/08/2009 00:00 00:00 China Beijing Perzonal Leave

14/08/2008 00:00 00:00 China Beijing Incidental or Weekend
15/08/2009 00:00 00:00 China Beijing Incidental or Weekend
16/08/2009 00:00 00:00 China Beijng Personal Leave

17/08/2009 00:00 00:00 China Beijing In transit

BEEB row/ 1017 HEE

% MONASH University
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System sends status emails to traveller

|’/‘\ Trip 0100000386 Travel Approver Accept
Y ' Batch Account for Workflow 10 Cheryl Calvert, Cheryl Cakwert

Your trawvel request 0100000386 has bheen approved by Philip Favmond WTheatland.

Your Supervisor/Trawvel approver made the following comtment (if any) in the workflow:

Eezst wishes for a rewarding and successfiul journey.

e e el el e e e e e e e e e

Thiz mwail has been automatically generated by JAF Trawvel Management.
Flease do not reply Lo thizs mail.
If wvou have any dqueries regarding this nmail,

please contact Travel Management.
i e e e el ol e e e e e i e e e el e e e e e e e e
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° Fil= Edit Wiew Document Comments  Forms  Tools  Advanced  window  Help »
Link to PDF of K PO P L E— . S — F—_ —p——
— 1 = = ¥ Ny
= =T xR @@ ¥
I m pO rta nt I ra Ve I =] IMPORTANT INTERNATIONAL TRAVEL INFORMATION % MONASH University el
Travel Advisories University Health Service
n . . . . . Travel Heslth is in a state of constant change
(] “ Informatlol_'l a!:out r:_sks ovarsans is containad in the Travellers sometimes have low awareness of the
DFAT advisories available at: existence and pr ticn of some di . therefore,
n O I I l a IO n www.smartraveller.gov.au it is desirable to have pre-travel medical checks &
ﬁ/ Travel advisories may change regularly, so it is travel-specific advice.
important to recheck the travel advisory of your A pre-travel health check can be undertaken at any of
destination country and region about 5 days before the University's Health Services or by a private
- departure. it is a good idea to subscribe to physician. For international travel, it is essential to
smartraveller to receive automatic email notifications of make an appointment sufficiently in advance, as some
any changes to the travel advisory for your destination. immunisation programs may take a number of weeks to
If your destination region has been upgraded to "4 complete. It is desirable to attend 4-6 weeks prior to
Reconsider your need to travel” or "5 Advised not to departure, but we understand that this is not always
travel” prior to departure, then it is imperative that you possible. Please attend even if you are travelling at
seek reapproval of your travel request prior to travel. shaort notice.
You may also register your travel with DFAT whao will Annual Influenza Vaccination is recommended for all
use this information to locate you in the event of an international travel. More information on Travel Health.
emMergency.
Occupational Health and Safety
Travel Insurance It is important for Monash travellers to investigate the
Prior to business travel, it is important to familiarise conditions likely to be encountered en mute and at their
yourself with the travel insurance policy coverage. The destination, and then take steps to minimise and control
Monash Insurance web site contains useful the likely risks. Information for controlling the risks may
information about: be obtained from several sources:
- Business travel insurance policy wording - Guidelines for Health %Safa‘ty During Intl Activities
- Policy endorsements and additions - Monash Insurance Of_floa Travel Tips
- Major policy exclusions - Traveller's Throrr! bos_ls
- Travel insurance claim form - DFAT Travel Advisories
- Frequently asked questions The Guidelines for Health and Safety During
An example of a major policy exclusion is "pre-existing International Activities highlight the addtional risks that
N ape . s . may be encountered during international activities whers
medical conditions”. If you have a pre-existing medical the  livi ; h
o ng environment, infrastrocture, culture and
candiion that may adversely affact your ravel, you litical culture may differ signficantly than Australia.
must contact the Monash Insurance Services office po Y 9 ¥ .
ASAP to check availability of cover. There are several
other major policy exclusions, therefore, it is important Cultural Awareness
to be aware and understand the potential impact of I . —_— "
these axlusions. u!‘[!JraI awal.'e.ness _alds communication, nenm. it
fadilitates positive business outcomes. The Australian
Your insurance confirmation cerdificate provides Smarttraveller website provides some cultural
reverse charges contact information in the event of an information; howewver there are more comprehensive
emergency. It is important to keep this cerificate with sources of cultural information on the worldwide web.
you at all times while overseas. For example, the etiquette, customs and protocol
section in this web link contains useful information.
Visa and Passport Maonash provides cultural training for spedific programs,
The Visalink website is a useful tool for ascertaining such as the cross campus program. Other staff may
any visa requirements and for obtaining visas. If you access cultural training depending on the nature of the
are a regular traveller to the APEC region, then business activity and the likely benefit.
consider an APEC Busness Travel Card as it allows . .
multiple short-term business trips. This may be more Please contact local HR staff for more information or —
cost effective than obtaining single visas. to arrange pre-departure cultural training.
It is impaortant to check that ur name on the air ticket n T T
matches your passport andy\?isa. If it does not match, Contmmty Planr"ng
you may be denied aircraft boarding. This is particularly Prior to travel, have you remembered to?:
relevant if you use a shortened first name (e.g. Sue > 1. Enable your telephone vacation message
q‘a Susan, Bill = Wiliam). To avoid problems, make sure 2. Enable your email vacation message
you update your travel profile to match your passpaort. 3. Blocked out your Monash calendar -

http://www.adm.monash.edu.au/procserv/travel/system/international-travel-information.pdf

% MONASH University
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Travel Diary Report (overview screen)

‘Business Travel Diary Administration

2= =]

5[] [ (] | ]| [0

Selected Trip Requests List

Report: ZRWOTE2 Run Date-Time : 15/02/2010 - 22:36:25 , Client: 400

Please select trip number to check travel diary details

Pers.No.ITra\r...I Trip|Begins On Ends On Trip Days| Type ICiw Country Traveller Type < iStatus > ICDst CtdCost Ctr Mame Estimated
104341 |Herz... 100000323 07.02.2010 09022010 3 Domestic  |Adelaide Australia Manash employves Mo needto finalize BOG002 Bus Law & Taxation Claytan 1,211.37
122807 Pag... 100000177 30.01.2010 (14022010 16 International | Queenstown Mews Zealand Monash employee Finalised 505001 Mathematical Sci-Mon Teaching Activities . 2,164.00
187701 Hea.. 100000312 03.02.2010 11.02.2010 9 International | San Francisco LISA Manash employves Finalized 502401 Centre for Green Cheamistry 7.536.00
232824 Pas.. 100000250 07022010 09022010 3 Domestic  |Adelaide Australia Monash employee Mo need to finalise BOE002 Bus Law & Taxation Clayton 1,260.00
353882 O'F.. 300000000 02022010 07022010 G International |Hong Kang Haong kang Manash employves Finalized BOG004 Bus Law & Taxation Peninsula 3,805.90
373542 Fhu .. 100000313 31.01.2010 09022010 10 International Beijing China Monash employee Awvaiting finalisation BO4002 Management Clayton 433518
400298 Bec.. 100000211 08122009 04.02.2010 59 International Bangkak Thailand Manash employves Auwaiting finalisation 502203 Chemistry - Beckett 3,100.00
401543 hiclk.. 100000237 19.01.2010 | 07.022010 20 International |Bangkaok Thailand Monash employee Finalised 511001 Water Studies Centre 2,160.00
404462 Bard.. 400000132 12.01.2010 03.02.2010 23 International Mice France Manash employves Auwaiting finalisation BO04001 Management Caulfield 0.0o
A07127 Gu.. 400000141 27.01.2010 | 01.022010 6 International |Melbourne Australia Monash employee Finalised BOE001 Bus Law & Taxation Caulfield 2,364.00
410465 Lut.. 400000138 09.01.2010 05.02.2010 28 International hong kang Haong kang Manash employves Finalized BOS001 Marketing Caulfield 2,500.00
474192 Wel... 400000128 07022010 09022010 3 Domestic  |Adelaide Australia Monash employee Mo need to finalise BOE001 Bus Law & Taxation Caulfield 1,022.00
G92804 Boy.. 100000320 06022010 12022010 7 International | Mew Yark JSA Manash employves Auwaiting finalisation 502401 Centre for Green Cheamistry 3,791.81
722315 Goy.. 500000017 03022010 (06.022010 4 Domestic Sydney Australia Monash employee Administrator - checked BOT001 |Financial Accounting & Auditing 1,400.00
TA3566 Griffi.. 500000033 08.02.2010 |12.02.2010 5 Domestic Hohart Australia Monash employee Mo needto finalise BOS004 Marketing Berwick 3110000

The Status column lets you know where the travel diary is at!

MONASH University

Getting You There



Travel Diary Report (detail screen)

Business Travel Diary Administration

Report: ZRWATE Run Date and T1

L15fE2i2mn 22:39:15  Client: 400
Trip Reguest 04000008141 Display

Trip Summary :

Employee o DR40F127

e | | | You can scroll through travel
Cost Centre . BOEOAT - Bus Law & Taxation Caulfield

Trip Stat . Finalised 1 i 1

oSt Firaeen diaries in SAP, and mark them as
Trip End Coomieziz2ete H

st type  Intocnotional being checked or sent back for
T 1 M h 1

e change

innual Lve days: n.a

Total days : 6.0

Total Estimated Cost §: 2,364 .00
Description of Activity: (1) Attending congerence at HE Uniwversity 29 Jan##(2) Attending conference at Sun Yat Sen University 31 Jan

Trip Diary:

[fate of Ac|Start Time|End Time| Country City Institution Trip activity Type

2001 /2010] 2030 2300 Australia|Melhourne| QANTAS In transit

e e D ] 18:00 fustralialHaong Kang|Hong Kong University Academic callahoratiaon
20001 /2010]08:30 2000 fustralialHong Kang|{Hong Kong University Conference-present@referead
3/ 2010(10; 00 1408 fustralia|Hong Kong|Hong Kong University |Academic collahoration
/A 2010( 1400 1800 Australia|Hong Kong|HE-GZ train In transit

ARLATS2A1A]18: 00 2000 fustralialGuangzhou| Sun ¥at Sen University|Academic collaboration

I SE010| 0830 1630 fustralialGuangzhou| Sun ¥Yat Sen University|Conference-presentBnonrefereed
M S200 1630 1930 fustralialHong Kong|GZ-HE train In Lransit

01/QA2/2010| 0730 2300 Australia|Hong Kong) QANTAS In transit

*#+** END OF REPORT **%%*
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System sends Travel Diary Reminders

e i i i e e e - i e e i i - i i e e e i i i e e i i i )

Thiz iz an automated system message regarding:
Trip 0100000212

e i i i e e e - i e e i i - i i e e e i i i e e i i i )

The =svstem indicates your trip ended on 10.01.2010 and we trust vou had a
rewarding Jjournevy. Locording to Australian Tax O0ffice requirements, you now
mist finalise wour travel diary as soon as practical. Please go to the
Trawvel and Expenses page in EZ3 and select Edit/Finalise Trawvel Diary. Tou
should finalise wour travel diary by 16.01.2010 [(or within fiwve working
davys) .

Flease note that the syvstem prepared a preliminary travel diary when wvou
completed your travel regquest. To finalise vour travel diary, vou just need
to make any minor amendments and/or confirm that it iz final. FPlease
contact your department's travel adwministrator 1f yvou have any gqueries.

7~ MONASH University Getting You There
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Better system

for locating

travellers in the - —
Who is Where? Search for Trip Destinations

event of an |2][6] |1 stanstics | [ 0 v |08 (S8 (7] [ & ec || & ][ setestions

Locatiaon Ctr|Regio|Reason From Ends On Personne| Trip

emergency

Bangkok. TH 29.06.2010(02.07 . 2010 | B1E28686 ) 04000001 73
Fattaya TH 24.04.2010(06.05. 2010 | 00401543 | 0100000371
Bangk ok TH B1.03.2010(12.03. 2010 |B1E44243) 0400000134
Bangkok TH 25.01.2010(12.02 . 2010 | B1E64523| 0400000033
Banokok, TH 19.01.2010) 07 . 02,2010 | QO401543| 0100008237
Bangkok TH Ee.12.2009) 04 . 02,2010 | DE4EE298 | 0120808211

Trip Destination Statistics by Countries

Trip Country Ctr Number |Proportian
in %

Thailand TH ] 100.8 %

Total ] 1008 %

Trip Destination Statistics by Locations

Location Trip Country Ctr Number |Proportian
in %

Bangkaok Thailand TH 5 83.3 %

Pattaya Thailand TH 1 16.7 %

Total G 100.0 %

8.0 : : Getting You There
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General Trip Data Report (overview screen)

General Trip Data

2= (=] | 6| ][5 o o 2 e ]| [

Selected Trip Requests List
Report: ZRR179 Run Date-Time : 05/03/2010 - 17:42:05 | Client: 210

Please select trip number to check travel diary details

P ee——
FPers .o |Traveller Trip|Begins On Ends On Type ICiw Country Traveller Type q&mkﬂow Status ) |Acti0n by Action on Estimated| Cost Cir
1000608 Boss Truman John 700000153 12.04.2009  15.04.2008  International Auckland Mew Zealand Manash emploves M CCALVERT 03.04.20049 2,000.00 BOFOO04
1000608 Boss Truman John 700000154 14042009 (17.04.2009 |International | Auckland Mew Zealand Monash employee Created - Saved Only CCALVERT 06.04.2009 2,300.00 (BO1001
1000608 Boss Truman John 700000154 14.04.2009 17.04.2009 International Auckland MNews Zealand Monash employee Created - Saved Only CCALWVERT 06.04.2009 2,300.00 |BOFOO0S
1000608 Boss Truman John (700000170 23.04.2009 (26.04.2008 Domestic | Sydney Australia Manash emploves Changed - Saved and Sent CCALVERT 23.04.20049 a00.00 Bo1o01
1000608 Boss Truman John 700000201 24.07.2008 (2507.2009 | International  Kabul Afghanistan Monash employee Created - Saved and Sent CCALVERT 24.07.200% |(10,000.00 BO1001
1000608 Boss Truman John 700000211 06.08.2009 |06.08.2009 Domestic Perth Australia Monash employee Created - Saved and Sent CCALVERT (06.08.2009 1,000.00 (BO1001
1000608 Boss Truman John 700000315 23.02.2009  24.08.2009  International Argentine Argenting Manash emploves Created - Saved and Sent CCALVERT 24.08.20049 1,000.00 BO1001
1000608 Boss Truman John  FOO0000216 01.09.2008 |06.09.2009 |International |Santiago Argentina Monash employee Created - Saved and Sent CCALVERT (01.09.2009 0.00 |{Bo1001
1000608 Boss Truman John  FO0000225 1210.2009 12102009 Domestic Sydney Australia Monash employee Created - Saved and Sent CCALVERT 12.10.2009 0.00 |Bo1001
1000608 Boss Truman John (700000227 13.11.2009 (21.11.2009  International Los Angeles sa Manash emploves Appraver - Approved FITwaPPOT (13.11.20049 0.00 Bofom
1001086 Supervisor | Monash 100000117 13.05.2009 14052009 Domestic syd Australia Monash employee Created - Saved and Sent FITYTRADA 13.05.2009 0.00 |AD1001
1001086 Supervisor | Monash 100000118 13.05.2009 |14.05.2009  International kabul Afghanistan Monash employee Changed - Saved and Sent FITYTRAD4 |13.05.2009 0.00 [AD1001
1001092 01 Appraover 100000422 01122008 01122009 Domestic  |syd Australia Manash emploves Appraver - Escalated FITwaPPO1 01.12.20049 0.00 Bofom

The Workflow status column lets you know where the trip is at in the workflow!

MONASH University Getting You There




General Trip Data
Report (detail

screen)

MONASH University

General Trip Data

9 BiE a=¥ =k

Trip Reguest Q100000262 Display

Trip Summary :
Employee

Name

Highest DFAT lewel:
Warkflow Status

gopt1ed

Traveller I Monash
Advised not to trav
Bpprover - Approved

Trip Start 25/08/2009  Trip E
Travel type International
Travel as . HDR postgraduate st
Business days : 5.0

Annual Lwe days [.e

Total days 5.0

Total Estimated Cost § -
Description of Actiwvity:

2,800.00

Cost Details
Cost Ctr Wame

el

nd

udent

% Distr

<51l ] ] I [ ]| [0 T (2

Report: ZRR179 Run Date and Time:

29/08/2009

ibution Cost per Ctr$

AO1001 - Faculty OF Arts Administration 10@, 00 2,800,080

Trip Diary:

Date of Ac|Start Time|End Time|Country City |Institute|Description

25/08/2009)| 09:00 1700 Afghanistan|Kabul In transit

26/08/2009) 09:00 1700 Afghanistan|Kabul|Kabul Uni|Course programs

2710872009 09:00 17:00 Afghanistan|Kabul|Kabul Uni|Course programs

28/08/2009) 09:00 1700 Afghanistan|Kabul|Kabul Uni|Course programs

20/08/2009)| 09:00 20:00 Afghanistan|Kabul In transit

Trip Contacts:

Date of Ac|Country City |[Institute|Email Phone| Contact name
25/08/2009( Bfghanistan| kabul

26/08/2009( fghanistan| kabul|Kabul Uni|NEa171idEkabuluni . edu. ag fesoc Prof Kallid
2708/ 2009| fghanistan| Kabul|Kabul Uni

28708/ 2009| &fghanistan| Kabul|Kabul Uni

29/08/2009( &fghanistan| Kabul

Trip Accommodation:

From Date |To Date Country City |Hotel |Street no.|Street|Phaone number Fax no.
25/08/2009| 29/08/2009 | Afghanistan|Kabul [Hilton| 40 Blare [+93 23 1234 1234

EEEE Y

END 0OF REPORT *%***
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Preparing for SAP Travel Management (1)

Defining roles

..who in your department / division?

e Creates a travel request on behalf of another=
e Reviews travel requests before forwarding them to the

appropriate approver, depending on the traveller’s cost centre
(optional role) -

e Approves travel for a particular cost centre - must have financial

delegation (either SAP or paper-based) = EIEVEETTde
e Second level approver role required? =

e Also, who is your:
— Head of Department / School

We need these roles set up in the system in

advance of your access being granted to SAP
— Dean Travel Management

% MONASH University Getting You There




Preparing for SAP Travel Management (2)

Getting up to speed
.Take a look at our website, where you’ll find:

ron h Universi = Sir: ic_Pre Irement G = Travel > Proje = Eag
Questions and Answers about the Travel Request Process Travel RequeSt FAQS

For which types of travel must | lodge a travel request?

Allinternational traval whethar fundad by Monash or funded extermally. This is becauss http ://WWW-ad m . monash .ed u .a u/p rocse rV/traVel/p roiect/i ndeX. htm I

international travel. In terms of domestic ravel, please check with your Faculty or Divisi
approval of domestic ravel. Domestic ravel approval procedures are determined at th

Why should | lodge a travel request if the travel Is Tunded sxternally?

That's because university is responsible for your safety and security, imespective of who funds the travel, and may need to contact you in the
event of an emergency. If international travel, you should lodge a travel request with a 2ero estimated costIf domestic travel, please check
with your Faculty/Division as to their procedures.

Othar quastions and answers on the Travel Requast procass cover the fallowing topics;
Muonash Uniersity » Strabegic Procurement Sroup > Treeeel = System » Besources
Accass to the systam
B Travel Request Resources
Cash advances
Learning Resources

Travel diary
The pace provides an indeo to all leaming materials associated with Travel Regquest function of the Travel Management System, For
International ravel - DFAT travel adcvsory £ Travel insurance ( Intermational activity raporting morg intormation aboul the Travel Management project, check oul the projec] websile.
For travel staff and approvers Learning resources on the main funchions of the ravel request process can be lound in both PO and PET versions
[ravel roles and workflow « The PDF provides a quick overview of the concepls assoated with gach function
B = The PPT prowmdes a more delailed outhne of the concepls associated valh each lunchion.
st icament

st Computer Based Training materia
Eac rocul (=] learmng mealenals will also be arvanlaks

oo and Iearning resources ve access Lo the system.

http://www.adm.monash.edu.au/procserv/travel/system/request-index.html

POF

Travel Request Trouble-shooting Guide (T 3k

This document provides imformation on the commaon queshions
raised o date during training. it will be updated continually as

.Attend an awareness / briefing session
MONASH University Getting You There
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Get Iin contact

e Cheryl Calvert — Project Manager
— Cheryl.calvert@adm.monash.edu.au / x56337

e Jane White — Change & Communications Manager

— Jane.white@adm.monash.edu.au / x56323
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