MYyEMS (SAP) QuickK REFERENCE GUIDE

TRAVEL - REVIEW AND PRE-VERIFICATION FUNCTIONALITY
L

PURPOSE

This document illustrates how travel reviewers (recommenders) can pre-verify a Travel Request or Expense
Report before it is approved.

REASONS FOR USING THIS OPTION

It allows for reviewer to audit and enter comments to confirm pre-verification

Reviewer can set the status to ‘Save & Send’ to trigger the approval without returning to the employee
It does not issue an approval request to manager prior to review

Manager receives approval request only once reviewer has actioned

Comments entered by the reviewer are visible to the manager when reviewing the trip details
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OVERVIEW. OF STEPS

1) Reviewer must have “Travel Arranger” role in myEMS (SAP)

2) Employee creates request/claim and selects “Save Draft” (request not yet submitted)

3) Employee informs Reviewer of pending request/claim (via email or phone)

4) Reviewer updates trip document with comments for the approver

5) Reviewer selects “Save and Send for Approval” which triggers approval request

6) Manager receives approval notification

7) Manager approves

NOTE: If the reviewer determines that there are corrections to be made, he can make them himself OR
request the employee to make the changes and re-save (save draft) the request/claim.

Refer to the step-by-step “Quick Reference Guide”



Travel Arranger Role in myEMS (SAP) - System Access Requirements

U To proceed with 7ravel/ Request and Expense Report reviews, a reviewer must have been assigned the

Travel Arranger role.

O To obtain the Travel Arranger role, you must first register via the Learning Management System (LMS) for the
following required online training:

= TMOle — Travel Management Business Overview

= TMO2e — Manage Travel Requests and Expense Reports

U Then submit a request online via “Report an incident” in myEMS (SAP) Portal in order to have the Travel Arranger

role assigned to reviewer’s profile
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O Once the user has the role, a new ‘tab’ called ‘Travel Arranger’ will appear in the myEMS (SAP) Portal.
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This area allows to process, review, and monitor travel transactions for any employee.


http://iservice.prv/eng/esrp/erp_sap/topics/roadmap2.shtml
http://nspkipws.service.gc.ca/gm/folder-1.11.3052?mode=EU
http://nspkipws.service.gc.ca/gm/folder-1.11.3052?mode=EU
http://nspkipws.service.gc.ca/gm/folder-1.11.3108?mode=EU
http://nspkipws.service.gc.ca/gm/folder-1.11.3108?mode=EU
https://masge-myems.service.gc.ca/irj/portal

Travel Process Flow to be followed

1. TRAVELLER creates Travel Request/Claim and saves as ‘DRAFT’

U Traveller creates Travel Request | Expense Reportin myEMS (SAP).

U At the end of the process, Traveller selects the ‘Save Draft’ option.
This will ensure that the request/claim is saved but NOT yet routed to the approving manager.

(REMINDER: ‘Save & Send for Approval’ routes the Travel Request immediately for manager approval).
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Fenaeral Data Rewview and Send Coampleted
Employese Travel T Demo_ RO 99000020 ) Start Date 2014-04-12 En«d Date 2014-04-14

ll FPrevious Step ||_ Sawve Draft |

|& Trip has already taken place. Please delste expenses type EST from 201 40491 2

Final Action /

=) Sawe Draft I I only wwant to sawe my travel regquest and send it lster

O Sawve and Send for Approsvsal I wwant to save my travel request and =end it nowy for further processing
1 confirm that | have entered all data to the est of my knowledges

Sumimany

Total Individual Receipts F15.00 Cal
Total Travel Expenses T15.00 CAD
Anmount Reimbursed T15.00 CAD
Aot Paid Ot TAS5 00 CAD
Estimated Costs TA5.00 CAD

2. Ready for Review

O Once the Travel Request / Expense Reportis saved, the Employee then informs his reviewer of the Travel
Request/Expense Report number he has created and which is ready for review.

Travel request 10000009355 was saved




3. Adding traveller to Travel Arranger List

U Reviewer must add traveller to Travel Arranger Processing List.

U To add employee, click on the ‘Travel Arranger’ link.
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Request and arrange travel on behalf of other employees, using the Travel Assistant Waork
Certer.

U “Employee List” displays previously-added employees.

NOTE: This list DOES NOT already come pre-populated so it may not contain any names the first time you display it.
You must add and remove employees as required. There are no restrictions as to whom you can add to the list.

U To add a new employee for travel review, click ‘Add Employee(s)'.

Overview Travel Assistant Work Center

Travel Arranger = Travel Assistant Work Center

Report a
Employee List
Wiews: Add Employee(s) Remove Employes(s)
| Last Name (Surname) First Mame Personnel Mo Cost Center Cost Certer Name
D Hu Henry BE000002 200120 Aging Soc Disability
D Training Sylvain 87000015 201100 Prog Pol Development
l:‘ Smith-Cox-Steven-Lewisrox Andrew 89000003 205200 Business Rel. Man.
l:‘ Chen Zehing 59000004 200030 Mlin HRSDC Dept Staff
l:‘ Chen Hiang 89000007 200430 Data Stratedies
Cwerview Travel Assistant Work Center
Travel &rranger = Travel Assistant Work Center
Report aj

Employee List

Addd Employes(s)

Viewy: Remove Employeels)
5y | Last Mame (Surname) J First Mame Personnel ko. Cost Center Cost Certer Mame
D Hu Henry 86000002 200120 Aging Soc Disability
D Training Sylvain 700001 S 201100 Prog Pol Development
I:l Smith-Cox-Steven-Lewisrox Andrew 59000003 205200 Business Rel. Man.
I:l Chen Zehing 59000004 200030 Min HRSDC Dept Staff
I:l Chen Hiang §8000007 200480 Data Strategies



U Once the employee name has been added, select the employee.

The employee’s trip history will be presented below.
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Report an incldent  nyTMS 5
Employes List
| v [P ~| A Emplovesis)  Remove Empiovee(s) W
|9 | Last Meme {Surname) First Hame Personnel hia_ Cost Center | Cost Center Meme
| | Coarter Carey BNO0001S 201 200 Dk Prexs Opes
| absn Clovadle (L[N R Y 20090 Admin Support
| | Dore Halhafie B9000293 201020 Operalions
| Dare Raxanne HEIOUOUY Koo BN HIES0O Dept Statt
| Duicustte. Fierte 000002 200030 Min HRSTC Dapt Statt
Detaits of: Pier e Duguetis
< Trauol Requesto(d6) | Expense Reporsi2s)
=1 yifiint  Change Copy Dl | Creste Mew Travel Recuest W
|y Trip Humber | Gtart Cats [ Dt | Dastination | Reasen Processing Status Eipanisa Regort Fhstary 3
| | 1000000028 2014-03-31 2014-03-31 Ot Test trangferred to FI Gizptay Cimpiny
AOOOO00RZT M 40020 20 40090 CHEawn tast 1l paisd cancabsd MR A
1000000026 2014-03-29 2014-03-20 Ot Travel InFrocessing change Cimpiny
1000000911 040525 20140525 [ st Rl for Appmoval Crmate [
| A000000E & 201 40926 201 40326 Ot test Feelensed tor Approvel Creats [
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| 1600000500 2014.09:25 2014.03.25 Tororin Tast fequest fecorded Feleased for Approvel Croste Cuspiay
2014-03.24 2014.03-24 Modreal Terst Fieaques! Approved Appreved Crpale iy

Reviewing a

0 Review Travel Request

To review a 7ravel Request, you must ensure that you are selecting trip data from the ‘Travel Requests’ tab

Employee List
| ‘iewr: [ESDC ~| Add Employee(s) Remave Employee(s)
[} ‘ Last Mame [(Surname) First Mame Perzonnel Mo. Cost Center Cost Certer Mame
D Julien Claude 88000205 200830 Admin Support
N Nathlie 9000213 201020 Operations
D Dore Roxanne 88000001 200030 Min HRSDC Dept Staff
l:‘ Dujuette Pierre 99000002 200030 Min HRSDC Dept Staft

\ ’—l UWT Demo_RD Travel 99000020 201100 Prog Pol Development
ils of: Travel UVT Demo_RD
|i Travel Requests{15T) |1 Expense Reports(54)
‘ Wiew: [ESDC =] | DisplayPrict Chenge Copy Delsle | Creste New Travel Reguest Copyio Gther Employes F

U Review Expense Report

To review an Expense Report, you must ensure that you are selecting trip data from the ‘Expense Reports’ tab

Employee List

| Views: |[ESDC | Add Employee(s] Remove Employes(s)

s} | Last Mame (Surname) First Mame Perzonnel Mo Cost Center Cost Certer Name
|:| Julien Clauds 89000205 200830 Adimin Suppart
|| pare Nathalie 83000213 201020 Cperations
|:| Dore Roxanne 99000001 200030 Min HREDC Dept Statf
|:| Ducjuette Pierre 99000002 200030 Min HRSDC Dept Statt
|_| UWT Demao_RD Traveel 99000020 20100 Prog Pol Development

Details of: Travel UVT D RD

Travel Requests(157) Expel Reports {54) I
| ey |[ESDC || DisplawPrint Chapge  Copw [Delete | Creste Neye Fxpense Renort Coow fo Cther Emoloves




5. Reviewing a Travel Request / Expense Repo Cont

U Select the Trip Number to be reviewed

4 Click ‘Change’

Employee List
g A Employee(s)  Remove Employee(s) 1

T | Last Mame (Surname) First Name Personnel Mo. Cost Center Cost Center Name

D Julien Claude FI000205 200830 Admin Support

D Core Mathalie FI000213 201020 Operations

D Dore Roxanne 83000001 200030 Min HRSDC Dept Staff

D Duguette Fierre 83000002 200030 Min HRSDC Dept Staff

’_| UMT Demao_RD Travel 98000020 201100 Prog Pol Development

Details of: Travel UVT Demo_RD

- Travel Requests (15T} Npms (54)

igwr: [ESDC || Display/Print Copy Delete | Creste New Trawel Request Copy to Cther Emplayee kT
i) | Trip Humber Start Date Enr Dt [ Destination Reason Approval Status Processing Status Expense Report History I
li
1000000835 2014-04-12 om 4704,1 Calgary Training - SC College course Request Approved Released for Approval Change Display
4000onanEd A0a4 a0t Snag ng oz P— P P y—— Elonand das ool P P

U Review the document and if required, make the necessary adjustments

U Add comments to the document by using the ‘Comment’ field to note review comments & confirmation.
These comments will be visible to the approving manager once the trip document is submitted.

Cverview Travel Assistant Work Center
Trawvel Arranger = Travel Assistant Work Center

General Data
Start Date: * |2014-04-12 5] oo

End Date: 2014-04-14 = 24:00
Destination
Country § Region: * [CaA_Alberta -]
Destination: * [Calgary 7

Additional Destinations: | Mo destinations entered | Enter Additional Destinations |

Travel Authorities
Blanket Travel Authority (BTA) Applied: [

Travel Authorization Mumber (TAN) Reguired: T CCC100104

Cffline TAR Issued:

Additional INfFormation

Category of Travel * [Direct Delivery Core Mandste -]
Extended Stay: | -] Utilize 'comment’ area to note

Activity: * [Training -] review comments &
Local or Mon-Local *  [Mon-Local Trawvel -] confirmation

Reason: * [Training - SC College course [l

Estimated Costs: 71500 can
Comment: [SC College Reviewer-RDORE: confirm review of document, ready for management
approval

Erter Advances |

Advances: | 0.00 Canadian Dollar [

Cost Assignment: * | 100.00 % Cost Center 201100 (Prog Pol Developmentl, Funds Center 201100 (Prog Fol D [ Change Cost Assignment |




r Approval

Once review is complete, set the status to ‘Save and Send for Approval’
to trigger the approval request to the manager.

Change Travel Request { 1000000935 )
> 1 2 3 -

T |

zeneral Data Review and Send Zompleted

Employee Travel YT Demo_RD ( 39000020 ) Start Date 2014-04-12 End Date 2014-04-14

[ 4 Previous step | [ Sawe and Send for Approwval |

Cocument check - no errors: TRANL 100000093599000020 KA LCLMT110 — Display Help

Final Action

i Save Dratt | only want to save my travel request and send it lster

(=) Save and Send for Approsval | weant to save my travel request and send it now for further processing

I confirm that | have entered all data to the best of my knowledge

Summary

Estimated Costs T15.00 CAD
Total Cost of Expense Report 0.0 CAD
Estimated Cost From Travel Request T15.00 CAD
Cost Difference between Expense Report and Travel Request 0. CAD



