TRAVEL EXPENSE SYSTEM-TRAVELER USER GUIDE

The new system has been redesigned to offer the following conveniences:
a. Login through my apps and use your user id and password.
b. Simplify the system and improve usability.
c. View the status of all expense reports and exception requests, as well as payment information,
in one place.

Go to www.ncaa.org and click on My Apps.

Login using your SSO user id and password. If you do not have an SSO account through your school,
please reach out to your on-campus SSO administrator.

To begin a new expense report, click on the Championships Travel tab and then click on the Create
link.
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5. On the Competition Site/Dates, verify the competition site and check the team competition dates. If not
correct, select the site of competition from the dropdown menu and select the date/s of competition and
then click Save.
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Select your site of competition | Stanford - Boyd & Jill Smith Family Stadium v ‘

Team Competition Date(s)

1 1010116 (Monday)
] 10111116 (Tuesday)
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10/13/16 (Thursday)
[ 10114116 (Friday)
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Save

6. Next click on Travel Details. The number of approved student athletes and non-student athletes will
appear. If you took less than the approved number of travelers adjust the student athletes or non-student
athletes number down.

NCAA Welcome, Melissa Piening
o' Travel Expense Maruge Uisers | Change Password | Non-Stal User Guide 18 |
Championships | Micage Calculator | ContactUs | Logout

Alabama - 2016-17 DI Women's Soccer First Round

Team Travel Pﬂﬂy
Student athletes !22 |
Mon student athieties |6 |

Travelers 28

Travel To Competition

) Fiy To Competinen ® Drive To Compettion
Travel Date Leaving From Asriving At Distance

3' Select ime | Alabama Stantord - Boyd & Ml Smith Family Stadium 2302 00

Travel From Competition

) Fly From Competition ® Drive From Competition
Travel Date Leaving From Arriving At Distance

[ |5 [Selecttime | Stanord-Boyd & Jil Smih Famiy Stadum Alabama 2300.00




7. Travel to Competition and Travel from Competition: if your travel dates and times do not prepopulate,
select “Fly To/From Competition” or “Drive To/From Competition” and then select the date, time and

airports if applicable.
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8. Click Save and then click on Hotel Information.
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Travelers 28
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@] Fly To Competition ® Drive To Competition
Travel Date Leaving From Arriving At Distance

‘10’1 012016 |2§|5:00AM v Alabama Stanford - Boyd & Jill Smith Family Stadium 2302.00

Travel From Competition

(@] Fly From Competition ® Drive From Competition
Travel Date Leaving From Arriving At

‘10[1 312016 |ﬁ|7'OOPM v Stanford - Boyd & Jill Smith Family Stadium Alabama
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Distance
2300.00




9. Once on the Hotel Information page: enter in the hotel room rate, number of rooms used each night,
total number of student-athlete travelers, total number of non-athlete travelers, and number of student
athletes per room. Lastly, select the hotel chain from the drop-down menu.
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Hotel Accommodation

O you stay in a hotet? ¥

Room rate per night {i.e. $79 per night per room) | |

How many rooms did you use each night [for each day of travel except the date they returned home]

1010 | 1ona| | 1oz

Total # of student-athelete travelers ]

Total # of nen-athelele ravelers |

i1 ol student-atheletes per room ]

Hotel chain | Select Hotel Chain |

10. Click Save and then click on Final Calculations.

11. “Calculated Expenses” provides a summary of your expense report. If you need to add a miscellaneous
expense for baggage fees, click the drop-down menu under Miscellaneous Expenses and select the
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Championship: 2016-17 DI Women's Soccer First Round
Inmstution. Alabarma
Created by: Melisea Piening @11/0416 16:18

Calculated Expenses

Travel Party Units Rate Amount  Approved
Per e Team 28 20 $150.00 S8400.00
Total: £8.400.00

Miscellaneous Expenses
Please be sure to total all expenses by type and enter one line only per type. For example, all reimbursable baggage fees should be totaled and entered on one line. Please do not attempt to enter them separately by traveler or by
trip. Any detail required can by entered into the Notes fisld

If an expense requires a receipt, the system will prempt you attach it. If you do not have that field available, no receipts are required and you do not need to submit them to us.
Expense Unit Amount Recai]

| Select To Add Fxpense |

Staff Notes.
MNote Created by



12. Enter in the dollar amount and notes. If a receipt field appears you will need to upload your receipts.
The receipts must be attached as a pdf document. Click Browse and upload the pdf.
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Expense Report - In Progress

Championship: 2016-17 DI Women's Soccer First Round
Institution: Alabama
Greated by Melissa Piening @11/04/16 16:18

Calculated Expenses

Travel Party Units Rate  Amount Approved
Per Diem_Team 28 20 $150.00 $E400.00
Tatal: £8,400.00

Miscellaneous Expenses

Please be sure 1o total all expenses by type and enter one ine only per type. For example, all reimbursable baggage fees should be totaled and entered on one line. Please do not attempt o enter them separately by traveler or by
trip. Any detail required can by entered into the Notes field

It an expense requires a receipl, the system will prompl you attach it I you do nol have that |
Expense Unit Amount

Baggage 20000 | Browse... | (pdfonly)

ecepls are required and you do nol need lo subm them o us.

Remaove

Staff Notes
Mote Created by

LY
13. Once your expense report is complete, click Submit.
&) Tt Champs Tes Chase 2] NCAA Sports (% NCAR.org i) New Shoet's Portel @8 TaNS @8 TES 27 testtes & Captal One @ NCAA Dady | I - (3 g v Page~ Saletyr Tock= §

Expense Report - In Progress

Championship. 2008-17 DI Women's Soccer Fus! Round
Institution: Alabama
Greated by, Melissa Piening @11/04/16 16.18

Calculated Expenses

Travel Party Request Travelers Units Rate Amount  Approved
Per Diem_Team 28 20 $15000 $8.40000
Total: $B,400.00

Miscellaneous Expenses

Piease be sure io total all expenses by type and enter one line only per type. For example, all reimbursable baggage fees should be totaled and entered on one line. Please do not attempt to enter them separately by traveler or by
trip. Any detail required can by entered into the Notes field

If an expense requires a receipt, the system will prompt you attach it If you do not have that field available, no receipts are required and you do nat need to submit them o us.
Unit Amount Receipt Notes

Baggage 20000 | Browse... (pdfonly) Remove

Staff Notes
Hote Created by

Update Expense report m




14. If you need to request a travel exception this should be done prior to the championship. On the
Championships Travel page, click Exception Request.

15. Select the sport from the drop-down menu.

Excepﬁun Request

Exception Request for Alabama

Championship
el 2015-16 DI Men's Swimming and Diving Finals

Exception reason |Select Request Type V|

Com petition date
*Travel policy pays: 0.0 day(s) before first competition date and 0.0 day(s) after last competition date.

B ...

Additional days
requested

Explanation

16. Complete the form with the exception reason, competition date, departure date and time and
explanation.

17. If the exception is within policy, it will auto approve and you will see the status on the Championship
Travel tab. If it is outside of policy, it will show as Review Required and you will be able to monitor
the status on the Championship Travel tab.

18. If you have trouble using the system, please contact the travel department at travel@ncaa.org or 317-
917-6757.




