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Modify User Settings for Travel


Quick Reference Guide


 [image: image11.wmf]
Note:  All mandatory fields must be entered prior to clicking on “Settings for User” icon.

The steps in this Quick Reference Guide only need to be followed once (per user Log On).  Once the steps are completed, the settings will default each time the Travel Expense Transaction is Executed. 

	Recommended Settings

	   The following should be open: 

	· General trip data open

	· Per diem/Miles/kms reimbursement open 

	· Miles/kms distribution open (necessary for Local Travel)

	· Expense receipts open
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	 Step
	Action

	1. Logon to SAP
	 Enter Logon Name and Password

	2. Open Create a 1610/1164 Transaction
	Drill-down path:

Employee Self Service Travel ( Travel Manager ( Create 1610/1164

	3. Select Trip Schema
	Select appropriate Trip Schema.

	4. Enter Data in all mandatory fields
	Trip Beginning, Trip End,  1st Destination, Region, Network and Activity

	5. Click on the “Settings for User Icon” [image: image3.bmp]
	Click on  [image: image4.bmp]

	6. Expand/Open all necessary areas
	To  open any of the areas, simply click on the “Expand Data Area” [image: image5.bmp] icon.  To close any area click on the “Collapse Data Area” [image: image6.bmp] icon

	7. Check “Enter transfers receipt to table”
	Only necessary if “unchecked”.

	8. Click on “Continue” [image: image7.bmp]
	Continue to accept the changes

	9. “Save” [image: image8.bmp] Travel Request 
	Click on the “Save” Icon

	10. Click on the “Back” [image: image9.bmp] icon 
	Go back to the Travel Manager screen for the settings to take effect.  

	11. Access Saved Travel Expense 
	Click on the “Change Travel Expense Report” hyperlink in the history section to access the saved Travel Expense.

	The  changes will take effect the next time you open or enter a Travel Expense Request. 





Click on the 


“Settings for User” � Icon
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