A – Travel Authorization System -

A1Q- When does the new Travel Authorization System  (TAS) have to be used?

A1A- As of July 1, 2009, most employees are required to use the new Travel Authorization System to complete a travel authorization when traveling overnight.  Employees not traveling overnight, or under a blanket travel authorization, or when using a university issued travel advance are not currently required to use the new Travel Authorization System. 

A2Q- Why was the new TAS developed and required to be used by employees?

A2A- The new TAS was developed to provide a university-wide system for meeting State and Federal travel rules and regulations including (1) written  prior authorization for traveling overnight,  (2) employee acknowledgement of Export Control regulations, Health and Safety Warnings, and Animal Care regulations, and (3) non-resident foreign national travel requirements. 

A3Q- Are employees required to use the TAS if the related travel expenses are funded by a trust fund?

A3A- Yes, the TAS must be used by employees for overnight travel regardless of funding source except as noted in A1A.

A4Q- Who may enter the travel authorization request information into the TAS?

A4A- All active university employees (faculty, staff, and students paid through HR) should request their travel authorizations using TAS.  In some cases, departmental personnel may be given authority from the Department Head to enter travel requests for other employees.  To request a travel authorization, navigate to the “MyPack Portal”, select the “For Faculty and Staff tab”, then under the “Employee Self Service” group, select the “Travel Authorizations” pagelet. 
A5Q- Does the TAS require a project ID to be set up in the user profile?

A5A- Yes, a project ID is required to be set up in the TAS user profile.  Employees should discuss what project to use  with the department’s travel coordinator or bookkeeper.  The project ID field is dynamic and may be changed later if necessary.  

A6Q- Will my travel authorization, if approved today, put a hold on my funding or budget?

A6A- The completion and approval of a travel authorization in TAS does not create accounting entries and therefore encumbrances are not recorded in the financial system.  However, certain departments may use the authorizations to manually encumber funds.  Please check with the department travel coordinator or bookkeeper to determine if a manual encumbrance system is being used for travel authorizations.  

A7Q- If my Final Approver is unavailable to approve my travel authorization, what can I do?

A7A- If a final approver is going to be out for an extended period of time, the departmental person assigned  the 'Travel Authorization Admin' role should be contact.  If necessary, the final approver can be reassigned and any pending authorizations routed to the new final approver.  Make sure to prepare your travel authorization in TAS well in advance to enable your final approver time to review.
A8Q-  The “New Authorization” button in the TAS is not working for me.  Why?

A8A- Please contact your department travel coordinator or bookkeeper, and ask for the “Final Approver” to be set up.  Prior to using the TAS, a Final Approver must be established for each employee.

A9Q- Why must Begin Time/End Time be entered on a travel authorization?

A9A- The Begin Time/End Time information is used by the TAS to automatically calculate the estimated costs for meals.  In order to estimate this amount more precisely, you should enter a check-mark for the appropriate meal into the Estimated Meal Expenses  screen to delete those meals that are not to be claimed, because it was included in the hotel rate, conference registration or paid by an external entity.
A10Q- May non-overnight travel be processed using the TAS?

A10A- Yes, this is optional and not required currently.  The system will prompt you with a warning message, but you can proceed to process the authorization.

A11Q- Why are personal travel destinations and dates required fields on the TAS?  

A11A- The Department Head or designee should be aware of any personal travel destination and dates that are associated with the requested travel authorization.  In addition, such information is needed in order to know where you are traveling in case of emergencies or international events needing immediate attention.  Knowledge of personal travel associated with the trip also helps the business office and accounting to expedite travel processing and reimburse you accurately.

A12Q- What costs do I include in the Travel Estimate section of the travel authorization? 
A12A- The TAS will automate some of the cost information based on data entered; however, several of the cost categories will require entry of estimated amounts.  The estimate should include all travel cost related to the business trip that will be paid for by the university.  If applicable, travel expense amounts that are not to be paid for by the university should be excluded from the Travel Estimate section.   

A13Q- May multiple Project IDs be set-up to split travel expenses?

A13A- Yes, multiple Project Ids may be set-up by clicking the “Add” link in the Accounting Information section of the Travel Authorization.    
In addition, when requesting reimbursement, splitting of expenses is possible in the Travel Reimbursement System (TRS) in two distinctly different areas:

1. Within  the ‘Default Funding Source’ section of TRS – Splitting may be done on a percentage basis between multiple projects.  You specify the ProjectID and percentage, the system automatically will split between all expense accounts by percentage specified for each project ID.

2. Within the ‘Accounting Information’ section – Splitting may be done on a dollar basis between ProjectID/Expense accounts. For dollar limits on specific expense accounts, this option may be easiest.

A14Q- What is the “Approver’s ID” field used for in the TAS Approvals section?

A14A- The “Approver’s ID” field is used to select an Ad Hoc approver, or Ad Hoc reviewer for the applicable travel authorization.  This selection inserts a workflow process for an Ad Hoc approval prior to the final approval.

A15Q- How will I know when my travel authorization request is completed and routed for approval?

A15A- The originator/traveler will receive an email when the authorization has been submitted for approval.  Additionally, the TAS will assign a travel authorization number  (TA#)  (noted at the top of the screen) for tracking purposes.  If the travel authorization is created but not submitted for approval, an email is generated every 7 days as a reminder.
A16Q- How will I know when my travel authorization is approved?

A16A- An email will notify the originator/traveler upon final approval.  Also, the traveler can check back on the TAS and view their personal Travel History section in the Travel Center for all activity.
A17Q- Who will process the Travel Reimbursement after my travel is complete?

A17A- This process has not changed and is dependent on departmental requirements.  Check with your department travel coordinator or bookkeeper for requirements for who will process your travel reimbursements.
A18Q- How is authorization for students handled?

A18A- This depends on the purpose for the student travel.  If the travel is for personal or non-employee purposes, the non-employee travel authorization form on the Controller’s Office website must be used rather than the TAS.  The TAS is for employee travel only and should be used when the student is traveling as an employee on official university business.
A19Q- How do you approve a travel authorization in TAS when an employee is split between two departments?

A19A- The primary department (OUC )is responsible for establishing the Final Approver and any Ad Hoc Reviewer/Approver in the TAS and is responsible for approval of travel authorization for its employees including those having multiple funding departments.  In cases where multiple departments exist, the primary department should communicate with the secondary department(s) to ensure that funding for the travel expense is acceptable to them prior to approving the travel authorization.    

A20Q- How does the Non-Resident Alien Approver function work in TAS?
A20A- A Non-Resident Alien Approver is required when the traveler’s citizenship status indicates the employee traveler is a non-resident alien.  The tax specialist in the University Controller’s Office is responsible for review of the travel request prior to departmental approval and is the TAS Non-Resident Alien Approver.  If approved, TAS workflow routing will continue to the next approver on the list.

A21Q- When does the TAS status for a travel authorization change from Open to Complete?

A21A- The TAS travel authorization remains in Open status until the Travel Reimbursement System (TRS) creates a voucher or the authorization is marked closed.  At such time the TAS status is marked Complete.
A22Q- If the Ad Hoc Approver has approved but not the Final Approver, can the traveler make corrections?  If so, does the Ad Hoc Approver need to approve ?

A22A- The traveler can make changes up until the Final Approval is done.  Changes by the Traveler will not require approval by the Ad Hoc Approver.

A23Q- What security steps must be completed in order for TAS to be operational?

A23A- Two steps are required for first time users:

1. A SAR request must be made to establish the Travel Approver Admin Access role, 

2. A Final Approver must be setup for each employee that travels.

For more assistance with establishing access rights go to: http://www.fis.ncsu.edu/controller/travel_reimburse/Travel_Auth_Instruction.asp
