
 
 

 
Travel Manual 
Traveler Profile 

 
Created on Thursday, August 18, 2011 



 

 
 
 

COPYRIGHT & TRADEMARKS 
Copyright © 2003, 2007, Oracle.  All rights reserved.  Powered by OnDemand Software.  
Distributed by Oracle under license from Global Knowledge Software LLC. © 1998-2007.  All 
rights reserved. 
 
The information contained in this document is subject to change without notice. If you find any 
problems in the documentation, please report them to us in writing. This document is not 
warranted to be error-free. Except as may be expressly permitted in your license agreement for 
these Programs, no part of these Programs may be reproduced or transmitted in any form or by 
any means, electronic or mechanical, for any purpose. 
 
If this documentation is delivered to the United States Government or anyone using the 
documentation on behalf of the United States Government, the following notice is applicable:  
 
U.S. GOVERNMENT RIGHTS 
The U.S. Government’s rights to use, modify, reproduce, release, perform, display, or disclose 
these training materials are restricted by the terms of the applicable Oracle license agreement 
and/or the applicable U.S. Government contract. 
 
Oracle, JD Edwards, PeopleSoft, and Siebel are registered trademarks of Oracle Corporation 
and/or its affiliates. Other names may be trademarks of their respective owners. 
 



 

Travel Manual 
Traveler Profile 

 

 

 
 

Page iii 

Table of Contents 
Travel ............................................................................................. 1 

Traveler Profile ..................................................................................... 1 
 





 

Travel Manual 
Traveler Profile 

 

 

 
 

Page 1 

Travel 

Traveler Profile 

Procedure 
 
This topic instructs Travelers how to complete their "Traveler Profile" in 
the new Travel Authorization System (TAS).  
 
If you have never received a Travel Reimbursement in the past, or do not 
have an active Vendor Number, this step must be completed prior to

 
  

 
creating a Travel Authorization (TA). 

  

 
Step Action 
1.   Log onto MyPack to get started. 

 
Enter your UnityID Username & Password. 

2.   Click the Sign In button. 
 



Travel  Manual 
Traveler Profile 

 
 

 

 
 

Page 2 
 

 
  

  

 
Step Action 
3.   Click the FOR FACULTY & STAFF link. 

 
4.   Note the new pagelet "Travel Authorizations" within 

Employee Self Service  
5.   Click the Travel Authorizations link. 
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Step Action 
6.   Verify all your information is accurate.  

 
Note - If information is not accurate, do not proceed 
further until correct. To make changes, go to: MyPack / 
Employee Self Service to make all corrections. Any 
changes are immediately captured; however, you will 
need to restart this session again. 
 
If information is accurate, proceed with the verification 
statement / checkbox. 
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Step Action 
7.   Click the I have verified that this information is 

correct option. 
 

8.   Click the Create Traveler ID button. 

 
9.   Upon clicking "Create Traveler ID", the Travel System 

has automatically created a Traveler ID for you. 
 
Traveler ID and Vendor ID will be same number for 
Accounts Payable purposes. 
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Step Action 
10.   County  is an optional field that can be skipped, unless 

required by your College/Department to be completed.  
 
Check with your department if not sure. 
 
If required, click the list and select the NC County.  

 
11.   Select the appropriate "County" from the dropdown. 

 
For purposes of this example, none will be selected. 
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Step Action 
12.   If you know your Project ID, Enter it in the Project ID 

field. 
13.   If you need to search for your Project ID, Click on the 

search icon and enter the first 2 or more digits of Project 
ID. Click on the Look Up button. 

 
14.   Select an entry in the SpeedType Key column. 
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Step Action 
15.   Verify selection is correct. 

 
 
You must have a ProjectID in order to use the Travel 
Authorization System.  It must be a valid and active. 
  
If you have questions, contact your departmental 
bookkeeper/accountant for help. 

16.   NOTE - Accounting Entries are not created while 
establishing Traveler Profile nor when the Travel 
Authorization is created later. 
 
The Project ID may be updated on the Travel 
Authorization and Travel Reimbursement if needed. 
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Step Action 
17.   Click the OK button to finish. 
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Step Action 
18.   NC State Travel Center......This will be the first screen 

after clicking on "Travel Authorization" pagelet from 
now on. 
 
Let's take a look around "Your" NC State 
Travel Center. 

19.   Please note your responsibilities as outlined by NC 
General Statutes. 

20.   In this section, you can "Create" a new travel 
authorization or "Search" for an existing one. 

21.   Specific instructions for the Create New Authorization 
process is continued in topic: "Create Travel 
Authorization - In/Out of State". 

 
22.   The Search area has many options, specific only to your 

travel history. Please use the "Travel Inquiry" link in 
MyPack to perform other searches. 

 
23.   This is relevant to your travel history only. Your most 

current activity will populate as it created. 
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Step Action 
24.   Click the Payments tab to see related information (ie, 

Voucher ID, Payment Date/Amount, etc.) 
 

25.   Once data is populated, you will be able to click on the 
links to navigate to related Travel Vouchers. 
 
You can monitor your reimbursement payments here as 
well via the 'Paid Amount', 'Payment Ref ID', and 
'Payment Date' fields. 

26.   Should you ever need to change your default Project ID, 
use this link - Update My Profile . 

 
27.   Click the Update My Profile link. 
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Step Action 
28.   Notice the Project ID field can be edited as needed. 

 
29.   Click the OK button to save your changes. 

 
30.   Please proceed now to "Create Travel Authorization" 

topics. 
End of Procedure. 
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