Creating a TA report — job aid

From CCC.edu, access the “Faculty & Staff” menu at the top and select “Travel and Expense
Reimbursement.” Then click “Get Started Online” from the reimbursement page.
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Welcome to the City Colleges of Chicago’s Travel and Expense Application, which replaces the
manual paper-based system. NOTE: This application is ONLY available on-campus or through VPN,

Employee Portal
Faculty Forms.
GradesFirst

The City of Chicago Travel Policy has been changed as of December 1, 2016 but went in effect as of January 2,
2017. You will still be required to complete the annual attestation that verifies your acceptance of the City of Chicago
Travel and Expense policy.

City Colleges of Chicago has a new Travel Agency Corporate Travel Planners (CTP). To register and access their
online Travel Bocking system called Concur Solutions please click the following hypedink below.

https:/Aww concursolutions. comiregistrationfregister_form.asp?regcode=243900CCC
WWhen you register you will receive an email with instructions on setting up a password.

If you have already registered on the CTP Concur Travel System please click this link
https:/fwwawv.concursolutions.com

Please be mindiful this cnline travel booking system can be used to obtain quotes. Please do not save quotes
especially Southwest Airlines because it will automatic charge CCC and/or you_ If you save without an approved

Travel Authorization (TA) you will be held liable for that expense.

Please note that the Travel and Expense application is currently only available within City College’s network
or using VPN,
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Under Employee Self-Service, Travel and Expenses, select “Travel Authorizations”
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Select “Create/Modify”
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Please note this panel is always defaulted to the “Add a New Value” tab, your Employee ID is auto
populated. To create TA please click the “Add” button
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Begin creating a TA request; please note it is recommended to click “Save for Later” periodically as

information being added
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The request is now saved and has a pending status; pending status means the TA request is always with

the employee/requestor.
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Please click the attachments blue hyperlink and “Add attachments”. It is recommended that all

attachments be in a PDF format, legible and in order by date
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Click the “Browse” button and select document you’d like to upload
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‘ 2 B> THEPC > Documents <o [Search Documns 5 PLROOT_CBIECT.COEMPLOYEE SELF SERY ~ 8 & | search..
Il [ @ CreatesModify x |Cf
Organize *  New folder @
~
i Name Date modified Type Size ” Lges of Chicago -... [€] Sign in to Concur Concur... B~ A=
o # Quickaccess
[} Biuetooth Exchange Folder 6/8/201610:55 AM Fille folder
% OneDrive - City Colle || Customn Office Templates 3/23/201510:14PM  File folder Home | Worklis
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1= hp.system.package metadata 6/8/201611:07 M File folder
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Next click the OK button to attach document to the TA
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The window will close and the number attachments will be noted in the TA. Next click the “Summary
and Submit” in order to initiate the TA submission.
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Review the TA request to confirm everything is accurate as possible before clicking the certified check

box below.
Favorites + | Main Menu ~ > Employee Sel-Service ~ > Travel and Expenses = > Travel Authorizations ~ > Create/Modify
S Home Worklist
i | All - | Search | % | Advanced Search
_/ SICRICKGO
New Wind
Modify Travel Authorization [ Save for Later | F&j Travel Authorization Detalls
China Bouldin Actions [._Choose an Action V][ co |
*Business Purpose[Conference | ination Chicago Q Authorization ID 0000011011 Pending
|GFoA G istrati *Date From 08/19/2019 |[5] “Date To|09/1972018 |
| QU
Totals (%) & View Printable Version ' Notes & Attachments (1)
Projected Expenses (1 Line) 35.00 USD Denied Expenses 0.00 USD
Total Authorized Amount 35.00 USD
[0 By checking this box, | certify these costs are reasonable estimates and comply with expense policy.
Submit Travel Authorization
. . “w . . . ” . .
After clicking the check box the “Submit Travel Authorization” button will become available
Favorites « ‘ Main Menu = > Employee Self-Service » > Travel and ~ > Travel i + » Cl if
— Home
(' /mvmum ‘ Al ~ ‘ Search | » | Advanced Search
- of CHICAGO —

Modify Travel Authorization

Save for Later | [:ﬁl Travel Authorization Details
China Bouldin

Actions [_.Choase an Action V][ eo |

Purpose | C v]

Destination|Chicago o

*Description [GFOA C Registrati | *Date From|09/1972019 | *Date To[09/19/2018_|[5]

Reference| o

Authorization ID 0000011011  Pending

Totals (7 & View Printable Version O Notes & attachments (1)

Projected Expenses (1 Line) 35.00 USD Denied Expenses 0.00 USD

Total Authorized Amount 36.00 USD

ﬁ By checking this box, | certify these costs are reasonable estimates and comply with expense policy.

Submit Travel Authorization |




Click the “Submit Travel Authorization” button to submit the request and another window will pop up
for a final confirmation; click the “OK” button to submit TA

Favorites ~ ‘ Main Menu > Employee Self-Service ~ > Travel and Expenses ~ > Travel Authorizations ~ > Create/Modify
Home ‘Worklist
CITY COLLEGES | Al - ‘ Search | % | Advanced Search
/ GICHICAGO
New W
Modify Travel Authorization Travel Auth Submit Confirm . Juthorization Details

China Bouldin Help V][ so |

Travel Authorization

“Business Purpose [Gonence ] Submit Confirmation

“Description [GFOA C R 1 ] China Bouldin
Totals (2
Totals (2) & View Printable Version
Total Authorized Amount 35.00 USD
Projected Expenses (1 Line) 35.00 USD
6k [cancel |
T

W] By checking this box, | certify these costs are reasonable estimateq

[ Submit Travel Authorization I

After the final confirmation a new window will appear informing the TA request has been submitted for
approval. Please click the “Refresh Approval Status” button

Favorites ~ | Main Menu - » Employee Self-Service ~ » Travel and Expenses ~ > Travel Athorizations ~ » Create/Modity > View
Home Worklist
) omgoumes Al ~ | search » | Advanced Search
_/ STCHICAGS
New W
Travel Authorization
China Bouldin Actions [_Choose an Action
Your travel authorization 0000011011 has been submitted for approval.
Business Purpose Conference Destination Chicago Authorization ID 0000011011 Submission in Process
GFOA G Date From 09/19/2019 Date Te 09/19/2019
Reference
Totals (2 & view Printable Version & HNotes & Attachments (1)
Projected Expenses (1 Line) 35.00 USD Denied Expenses 0.00 USD
Total Authorized Amount 35.00 UsSD
W] By checking this box, | certify these costs are reasonable estimates and comply with expense policy.
Submit Travel Authorization
I Refresh Approval Status ]
|5t Retum to Search |
Favoiles = || Main Menu ~ > Employee Self-Service ~ > Travel and ~ > Travel i e i > View
Ha
Ty [ An ~[searcn | » | Aovanced searcn
-/ SFCHICAGO
Travel Authorization E5] Travel Authorization Details

China Bouldin Actions [_Choose an Action ~

Authorization ID 0000011011 Submitted for Approval

Business Purpose Conference Default Location Chicago
Description GFOA Conference Registration Date From 09/19/2019 Date To 09/19/2019 Created 00/16/2019  China Bouldin
Reference Last Updated (9/16/2019  China Bouldin
Totals (Z) & view Printable Version ' Notes & Attachments (1)
Projected Expenses (1 Line) 35.00 USD Denied Expenses. 0.00 USD
Total Authorized Amount 35.00 USD

[¥ By checking this box, | certify these costs are reasonable estimates and comply with expense policy.

Submit Travel Authorization [ Withdraw Travel ] itted On  09/16/2019 Submitted By China Bouldin

~ Approval History

%

us Manager AP Auditor >

Submitied Reviewer Supendsor / Manager Exec Director / Bl
China Bouldin Daryl Okrzesik Daryl Okrzesik Kai Love Davis (Pooled)
Action Role Name Date/Time
Submitted Employee China Bouldin 09/16/2019 2:16:01PM



To review progress of a request at any time please follow the navigation below then click search or type
in the TA number

Favorites + Main Menu ~ > Employee Self-Service ~ > Travel and Expenses » > Travel Authorizations ~ > View
CITY COLLEGES' All ~ | Search * | Advanced Search [g] Last Search Resulls
_/ of CHICAGO

Travel Authorization

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Search by: | Authorization ID  |begins with

Search Advanced Search

Search Results

Only the first 300 results can be displayed.

View All First ‘4' 1.100c0f300 B/ Last
Authorizatio

D Description Name Empl 1D Status Creation Date
GFOA Conference Registration Bouldin, China D 000003707 Approved 09/16/2019

TA is now approved that list the approvers, dates and times; Please note employee should receive an
email informing their request has been approved

Favarifes » | Main Menu » Employee Self-Service » ; Travel and v » Travel izafions » :  Wiew
o couenEs [ a1 ~[seawn | # | Advanced Search [l Last Search Resuts
/GICHICAGD

Travel Authorization

China Equldin Actions [_Choose an Action V][0 |
Business Purpose Conferance Default Location Chicago Authorization [0 0000011011 Approved
Deseription GFOA C isirati Date From 0882018 Date To 09/182013 Created C2M18/2019  China Bouldin
Reference Last Updated CMG/2018  Jacqualyn Jones
Totals (7 & View Printable Version 2 Nates & pttachments (1)
Projected Expenses (1 Ling) 35.00 USD Denied Expenses 0.00 USD

Total Authorized Amount 3500 USD

By checking this box, | certify ts are il and comply with expense policy.

" o :
| Sl e Submitted On  08/16/2019  Submitted By China Bouldin

~ Approval History

Submited Reviewsr Supsrvizar [ Managsr AP Audilor b
Chirrs Deeskdin Diaryl Dkrzesik Duryl Okrzesic Juequalyn Jones

Action FRole Hame DztelTime

Submittad Employee China Bouldin 0BMB:2018 Z:16:01FM
Revizwed Reviewer Daryl Okrzesik 0BAMB/2010 2:31:35FM
Autta Approved Supervizar / Manager Daryl Okrzesik 081812018 2:31:25FM
Approved Prasident / Wioz Chancellor Kai Love Davis 0EM8:2018 2:32:22FM
Approved AP Auditar Jacquahm Jenes 0EM8:2018 2:34:28FM
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