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Introduction

The Travel Card program at UTA utilizes Citibank MasterCards to streamline expenses incurred by
employees while on official UTA business travel. This program has been designed to reduce the amount
of personal funds used by the traveler as well as costs associated with cash advances. It also simplifies
the processing of travel expense reports. Travel card holders must adhere to UTA Travel guidelines and
procedures.

Travel Card purchases are reconciled through the MyWallet function in UTShare. Using MyWallet,
expense transaction information can be pulled directly into an expense report, where accounting
information can be assigned and approvals for the purchases obtained. Payment to CitiBank is
generated through UTShare and charged to cost centers and projects according to the accounting
entries made on the expense reports.

How to Get a UTA Travel Card

Current employees who overnight for official university business will be eligible to apply for the Travel
Card. The application form, “Request a Travel Card” can be found in SharePoint.

Completion of the Canvas course “How to Travel for the University” is required for all applicants. This
course covers the policies and procedures that govern business travel on behalf of the University and
details the "why" behind business travel best practices for maintaining professional standards. Thisis a
virtual, self-paced course that must be completed prior to submitting a Travel Card Application. The
certificate will be required on the application.

Please see Procedure BF-T-PR1-13 University Travel Card Program for further details regarding the UTA
Travel Card, including:

e Travel card expense limits

e How to report a lost or stolen card

e Processes for disputing fraudulent charges

e Cardholder termination or transfer instructions

Reconciling My Wallet Transactions

Credit Card charges made on the UTA Travel Card are imported from Citibank into the UTShare Wallet.
Wallet transactions are processed for payment to CitiBank as expense lines on an expense report. The
steps below detail how to pull a My Wallet transaction into an expense report, complete the expense
report, and submit the expense report for payment to the vendor.

Steps to Reconcile Travel Card Charges
1. Login to UTShare using your NetlID and password.

2. To Create a Travel Expense Report, begin by navigating to the Travel & Expense Homepage, and
click on the Create Expense Report tile.

Alternately, navigate to the page through the NavBar: Menu > Financials > Travel and Expenses
> Expense Report > Create/Modify.

3. The Expense Report page is displayed. From the Add a New Value page, enter or lookup the
travelers Empl ID of the person receiving the reimbursement and click Add.

4. The Create Expense Report page will populate. From the Quick Start, Populate From drop-down
menu, select A Travel Authorization and click Go.


https://mavsuta.sharepoint.com/sites/forms/baet/travel
https://uta.instructure.com/enroll/M9HDBL
https://policy.uta.edu/doctract/documentportal/08D95C37E903DB8CBC9B0E16ACE2EB27

5. Alist of approved Travel Authorizations will appear. Click the Select button for the Travel

Authorization for the applicable trip. If the Travel Authorization does not appear, verify the

dates on the Copy from Approved Travel Authorization screen are appropriate for the trip dates.

Note: If the Travel Authorization for the trip does not appear in the appropriate date range,
confirm that the Travel Authorization has been fully approved and has not already been applied

to another Expense report.

Budget Information

Budget Status Not Chk'd
Budget Options

Quick Start | __Populate From ~f GO
.—rl
Populate From Copy from Approved Travel Authorization
A Template e

From Date |04/29/2020 [31) To 08/29/2021 [&1)

ATravel Authorization I

An Existing Report

— Travel Auth Description Authorization ID

Entries from My Wallet ] .
¥ WOMEN'S TENNIS TEAM
v : ‘ . E, TRAVEL 0000153121
Select MEN'S TENNIS TEAM TRAVEL 0000153120
Return

Search

Date From Date To

09/01/2020 08/31/2021

09/01/2020 08/31/2021

Amount Currency

1500.00 USD

1500.00 USD

6. The Expense Report will now be populated with information from the Travel Authorization,

along with the Travel Authorization Encumbrance line.

7. Click Save for Later in the top right corner. The Report ID# will be displayed.

8. Delete the Travel Authorization Encumbrance line using the “-“ at the right of the line.

Total

Expenses (2
Expand All | Collapse All Add: | & My Wallet (0) | i} Quick-Fill
*Date *Expense Type *Description *Payment Type
09/01/2021 5] |TA-Travel-Auth-Encumbrance-Amt v : ‘WOM EN'S TENNIS TEAM TRAVEL ﬁrj Paid By Employee v

228 characters remaining

“Billing Type| Expense v] [ Receipt Spiit Default Rate
O Non-Reimbursable
(O No Receipt
Accounting Details (7 SpeedChart Q

*Exchange Rate

Base Currency Amount

“Amount

1.00000000| ¢, [EL,

1,500.00 USD

*Currency

1,500.00/ |USD

1,500.00 USD

9. Click on the My Wallet link to access the transactions available to process. The number

indicates how many transactions are available.




Create Expense Report

Sam Maverick

NT-Other (Specify ~
| pECy) Default Location Q

*Business Purpose

*Report Description | Supplies for Recruiting Dinner r_;i Attachments

Reference Q
Comment |adding stuff for wallet screenshots
g
Expenses (7 N
Expand All | Collapse All Add: E‘,J My Wallet (3) f;? Quick-Fill
*Date *Expense Type Description *Payment
5 | vl P

254 characters remaining

Expand All A Collanse All

10. Select the My Wallet transactions to process on the expense report by clicking the “Select” box.
If all transactions are to be processed, select the “Select All” button. Once the transactions are
selected, click the “Done” button.

Note: Clicking on the Expense Type on the My Wallet screen will display further information
regarding the credit card transaction.

Create Expense Report
My Wallet

ReportiD NEXT

Below is a complete list of unassigned wallet transactions. To view all transactions please go to the wallet menu option under "Other
Expense Functions"
SelectAll Deselect All

Select items and select if a Personal Expense. Press 'Done’ to add them to the expense report

Unassigned Wallet Entries (¢

Select Logo Date Expense Type Merchant Amount Currency Non-Reimbursable
@)  05/13/2021 Wallet Incidentals CHEVRON 0351942 53 67 USD O
@) o0512/2021 Wallet Incidentals SAMSCLUB.COM 367.18 USD ()
@) 04/26/2021 Wallet Lodging FAIRFIELD INN & SUIT 108.10 USD ]

11. The selected Wallet transactions will be pulled into the Expense Report. There are actions to
take on each expense line.

e Update the “Expense Type” to the appropriate Expense Type. Every line must be
changed from a “Wallet” expense type to a Travel (TR) expense type.

e  When using My Wallet charges for regular travel meals, be sure to use the Meals Actuals
Expense type, but these charges cannot exceed the allowed per diem for that location
for the day.



e [f utilizing Entertainment Meals, per diem rules do not apply and an Official Occasion
form must be completed and attached to the Expense Report.

e When required, enter the expense line “Description” (requirement indicated by an
asterisk and determined by the Expense Type selected).

Expenses (7

Expand All | Collapse All Add: | & My Wallet (0) | g? Quick-Fill Total 528.95 UsD

*Date *Expense Type *Description *Payment Type “Amount *Currency

04/26/2021 [TRn State Lodging v room for guest speaker /P UTA Travel Card v 108.10/ [UsD + [=
7

———
232 characters remaining

“Billing Type [Expense v EH§ Receipt Spiit Default Rate “Exchange Rate | 100000000 #, [
. 7
Loeation TX IRVING Q [E] Per Diem Deductions Non-Reimbursable  Base Currency Amount 10810  USD
=Merchant O Preferred @ Non-Preferred O No Receipt

FAIRFIELD INN & SUIT

Accounting Details (7 SpeedChart Q

e My Wallet transactions for Travel Lodging must be split into two transactions — one for
the lodging expense and one for the lodging tax expense. To split the transaction, click
the “Receipt Split” link.

*Date *Expense Type *Description “P#
04/26/2021 [ TR-In State-Lodging v room for guest speaker AP U
*Billing Type| Expense v [Ef8 Receipt Split Default f
“Location | TX IRVING Q @ Per Diem Deductions Non-Reir
#tapatant () Prefered ® yn-Prerarred L
o On the Receipt Detail Expense Information (2 g
page, under the Split *Expense Date | 04/26/2021 2
With Another Expense “PaymentType — - ,
. “Billing WPEl Expense v 0
section, select the “Merchant (Choose One)
appropriate Lodging Non-preferred | FAIRFIELD INN & SUIT
. jon|TX IRVING
Tax Expense Type and Foeation :
Description |foom for guest speaker
click the Split button. jv
232 characters remaining
Non-Reimbursable
A new expense line is O No Receipt
created in the right- *Amount spent 10810
hand, “Current *Currency [USD
- *Exchange Rate 1.00000000
Expenses for Receipt Detauit Rate
column. TREE
Base Currency Amount 108.10 USD
. Split With Another Expense (2
o Next, click on the new I Expense Type TR State Lodging Tax___ v | Spli I
LOdging-TaX Iine- Split with another expense will subtract from original expense while leaving current total unchanged
Enter the Amount D

Spent that should be
entered for the Lodging Tax line. With the tax amount entered, click the Update
button.


https://resources.uta.edu/business-affairs/forms/purchase_goods_services/official-occasion-expense.pdf
https://resources.uta.edu/business-affairs/forms/purchase_goods_services/official-occasion-expense.pdf

(* - Not available for Supplier supplied receipis)

Expense Information (2 Current Expenses on Receipt (7
*Expense Date 04/26/2021
—————— Date Type Amount
*Payment Type UTA Travel Card ~
“Billing 'I\rpe| Expense v 04/26/2021 TR-In State-Lodging 108.10 USD
*Merchant (Choose One) ‘
Non-preferred FAIRFIELD INN & SUIT 04/26/2021 TR-In State-Lodging - Tax 0.00 USD
Description [r00m for guest speaker
i
232 characters remaining
O Non-Reimbursable Current Total 10810 USD
No Receipt Receipt Total 108.10 USD
I *Amount Spent 34.50 I
Balance 0.00 USD
*Currency usb
*Exchange Rate 1.00000000
Default Rate
| Update |
Base Currency Amount 0.00 USD —
Split With Another Expense (2
Expense Type| ~v] o spit |

Split with another expense will subtract from original expense while leaving current total unchanged.

Done

o This will update the amount of the new expense line. The expense amounts are
displayed under the Current Expenses on Receipt section.

Note: If the wrong Expense Type is selected from “Split with Another Expense”,
complete the process, delete the line, and the My Wallet transaction will revert
to its original state and can be split again.

o Once the expense line amounts are correct for both the Lodging and the
Lodging Tax lines, click the Done button to return to the Expense Report.

P MO EE,_ote O oorpiMon, o oGP i ety At i P A i e A Y P A N e

Expense Information (2 Current Expenses on Receipt (7
*Expense Date 04/26/2021
= — Date Type Amount
“Payment Type UTATravel Card v
*Billing Tvpe| Expense ~ 04/26/2021 TR-In State-Lodging 73.60 USD
“Merchant (Choose One)
04/26/2021 TR-In State-Lodging - Tax 34.50 USD

Non-preferred | FAIRFIELD INN & SUIT

Description | room for guest speaker r@ /
s~

232 characters remaining
Non-Reimbursable

Current Total 108.10 USD
Une Receipt Receipt Total 108.10 USD
*Amount Spent 34.50
“Gurrency USD Balance 0.00 USD
“Exchange Rate 1.00000000

Default Rate

| Update |
Base Currency Amount 3450 USD —
Split With Another Expense (2
Expense Type| ~] | seit |
Split with another expense will subtract from original expense while leaving current total unchanged
P —
Done




o There are now two lines for this My Wallet transaction.

*Date *Expense Type Description “Payment Type *Amount *Currency
0472612021 |TR—In State-Lodging v \ ‘rnnm for guest speaker /rl UTA Trave rd W 7360 |USD 1* =
¥
232 characters remaining
- [} Receipt Spiit 7 -
Billing Type| Expense el a prsp Default Rate *Exchange Rate 00000000 ©, [
- ;
Location | TX IRVING Q @ Per Diem Deductions Non-Reimbursable Base Currency Amount 73.60 uspo
*Merchant O Preferred @® Non-Preferred O No Receipt
FAIRFIELD INN & SUIT
Accounting Details (4 SpeedChart Q
04/26/2021 [ TR-In State-Lodging - Tax_ v ‘rmmm for guest speaker Arl UTA Travel Card ~ 3450, |usD =

232 Enarguters remaining
B8 Receipt Spiil

“Billing Type[Expense v Default Rate *Exchange Rate 100000000 ¢, [

. C
Merchant O Preferred ® Non-Preferred Non-Reimbursable ~ Base Currency Amount 3450

FAIRFIELD INN & SUIT O No Receipt

Accounting Details (2 SpeedChart

12. Personally paid expenses to be reimbursed to the traveler can be added to the expense report if
needed. These expense lines should be entered as normal Expense Report expense lines, using
the Payment Type of Paid By Employee.

Click the “+” button to add a new expense

*Amount *Currency
line to the Expense Report. Complete the d > 73.60/ [USD j
expense line fields as necessary, per
expense type. *Exchange Rate 1.00000000 %, B
Base Currency Amount 73.60 USD
05/13/2021 [NT-Consum Supplies Non-Gffice v “|gas for UTA vehicle 5367| [UsD *) [=
235 characters ref
*Billing Type Expense ~ [ Receipt Tr?:\;e' Card O Default Rate “Exchange Rate ~ 1.00000000| #, [
arge
*Merchant Preferred Non-Preferred Non-Reimbursable Base Currency Amount 53.67 usD
CHEVRON 0351942 I No Receipt
Accounting Details |7 SpeedChart Q
04/26/2021 |3 [NT-Offic Occ/Conf/Business Mig v '|Luncn Meeting with Guest Speaker 2] N[ Paid By Employee v 37.80| |usD e BF[E=
222 characters rgj Perscnally Paid
5 E: EHE . =)
Billing Type| Expense > B Receipt Expense Default Rate Exchange Rate | 1.00000000) 7, [
[ Non- sable Base Currency Amount 37.80 usp
O No Receipt
Accounting Details (2 SpeedChart Q

Note: For expense reports with both My Wallet and personal transactions, the Summary screen
will detail how much will be paid to the employee and how much will be paid to the My Wallet
credit card vendor.

13. Depending on the Expense Type selected, fill out all other required fields marked with an

asterisk *.

14. Click the Accounting Detail drop-arrow to view or modify the chartfield values for the expense

line.

Note: A default chartfield string will automatically populate on the expense report based on the
Travel Profile.

7



a. Use the + and - links to the right of the line to add additional accounting lines as
needed.

15. Once all required fields are completed, run a Budget Check on the expense report.
a. Click the Budget Options link.
i. Click the Budget Check button.

|5 Save for Later

Budget Information

Budget Status Not Chk'd
Budget Options
. Commitment Control
Actions | _Choose an
Y

Commitment Control Details

Help

Source Transaction Type Expense Sheet
Budget Checking Header Status Not Budget Checked

Commitment Control Amount Type Encumbrance

Override Transaction

Go to Transaction Exceptions Go To Activity Log
OK Cancel

ii. If budget checking is successful, you will see the status change from “Not
Budget Checked” to “Valid”.

Note: If budget checking is unsuccessful, click Cancel and verify/correct the
Chartfield information and re-run the budget checking process.

iii. Click OK to return to the main page of the ER.

Commitment Control

Help
Commitment Control Details

Source Transaction Type Expense Sheet

| Bucget checking Header status vaia ||

Commitment Control Amount Type Encumbrance
Commitment Control Tran ID 0007079835

Commitment Control Tran Date 07/28/2021
Override Transaction

Budget Check [i]

g fg Trapn=aciion Exceptions

16. Use the Attachments link to attach all documentation/receipts/cover sheets necessary for the
reimbursement. See Section “Add Attachments to Expense Report” for more information.

Note: The Office of Disbursements prefers everything merged into one PDF document.

17. Once the ER is successfully budget checked and the supporting documents attached, click the
Summary and Submit link in the top right corner.



18. From the Summary and Submit page, review the information, and click the Submit Expense

Report button.
Note: If changes are required, click the Expense Details link in the top right corner to return to

the main page.

19. Submit Confirmation is displayed detailing the person being reimbursed and the Amount Due.
Click OK to complete the Expense Report into workflow approvals.

Modify Expense Report g SaveTor Laier | & Expense Details
Sam Maverick Actions | ...Choose an Action v|| 6o
“Business Purpose [NT-Other (Specify) v Report 0000269691 Pending
“Description | Supplies for Recruiting Dinner Created 07/29/2021  Sara Barton
Reference = Last Updated 07/29/2021 Sara Barton
Expense Post State NotApplied
Totals & View Printable Version Report Total | View Analytics (@] My Wallet A, Attachments
Charge Total
I Employee Expenses (5 Lines) 566.75 USD I Nen-Reimbursable Expenses 0.00 USD ployee Credits 0.00 USD
Cash Advances Applied 0.00 USD I Prepaid Expenses 528.95 USD I Supplier Credits. 0.00 USD
I Amount Due to Employee 37.80 USD I Amount Due to Supplier 0.00 USD
Warning

Personally Paid
Expense

Outstanding Cash Advance Balance 4,499.00 USD
There are available Cash Advances that can be applied to this expense report.
Select the Outstanding Cash Advances link to Apply or View Cash Advances to this expense report.

Submit Expense Report

Reconciliation Timeline

An approved error-free expense report should be submitted to Travel Services no later than 30 days of
the last day of travel. If an approved error-free expense report has not been submitted by the 61° day
after the travel, the Travel Card charges become taxable to the traveler and the department.
Cardholders who do not have an approved error-free expense report within 120 days after the last day
of travel will have their Travel Card terminated and will not be able to request a cash advance.

30 Days 30-60 Days 61+ Days 120 Days
After Travel After Travel After travel After Travel
Approved Resolve If error-free If error-free
Expense Report identified issues; expense report expense report
Submitted for Error-free not submitted, not submitted,
Travel Services Expense Report Travel Card Travel Card
Review. Due by 60t Day charges become terminated.
post travel. taxable.
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