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ﬂ\_' 5 Denotes Production Application

Configure s
MyAIRS Denotes Test Application

Click on the Suitcase Icon to open
the main Travel Menu (Note: If this
icon is not on your main AIRS Menu,
click Configure MyAIRS to set up)

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

AIRS Tips:

You are automatically logged out of the system after 30 minutes of inactivity.
Clicking on Orange words/phrases and/or Icons moves you through the
system.

Please contact accounting with questions concerning travel or AIRS.

https://vpaf.okstate.edu/DW/FRSLogon/Menus.aspx 4/2/2010
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Callout

Click on the Suitcase Icon to open the main Travel Menu (Note: If this icon is not on your main AIRS Menu, click Configure MyAIRS to set up)



cbarnab

Line



cbarnab

Text Box

AIRS Tips:
You are automatically logged out of the system after 30 minutes of inactivity.
Clicking on Orange words/phrases and/or Icons moves you through the system.

Please contact accounting with questions concerning travel or AIRS.
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Administrative Information Resource System

AIRS Menu VPAF Home Contact Us

28:57 until automatic logoff.

| AIRS  Travel Menu |

i
e

New Trip

Pending Trips/Requests
g e To approve a travel request or the travel

, claim click: Awaiting Approval
My Trips

View Trips

Awaiting Approval

Admin

esQ LrOom(

Pre-Routing

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/menu.aspx 4/2/2010
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Callout

To approve a travel request or the travel claim click: Awaiting Approval
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OKLAHOMA You are logged in as:

Barnaby, Christina
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Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

28:56 until automatic logoff.

|AIRS Travel AwaitingApprovaII

Requests Approval ‘ Vouchers Approval ‘ Claimant Approval

‘ Grants Approval ‘ Accounting Approval

A
— Reqyests Awaiting Approval =<
| Trip Number Description \ Claimant Expenses Delegate
AN

| L{If approving the Out of \ If approving the Travel
State or Country Request Reimbursement Claim
click: Requests Approval click: Vouchers Approval

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu

| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Awaiting Approval.aspx 4/2/2010
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Callout

If approving the Out of State or Country Request click: Requests Approval 
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Callout

If approving the Travel Reimbursement Claim click: Vouchers Approval
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AIRS Menu

VPAF Home

Contact Us

4/2/2010 9:09:48 AM

Page 1 of 2

You are logged in as:

Barnaby, Christina

28:41 until automatic logoff.

Click: Process beside

Travel Awaiting Approval ‘ .
the request or claim
you wish to approve

Requests Approval ‘ Vouchers Approval ‘ Claimant Approval H Grants Approval ‘ Accounting Approval
— Vouchers Awaiting Accounting Approval
-ll\-lﬂ?nber Type Description Claimant Account Status
586 oo Dr.Lora Cotton-ACOFP COTTON,LORA DIANNE e isgfg\‘/gl‘\cc°“”“”9
587 gt‘::tgf Dr. Thurman-ACOFP THURMAN,CHRISTOPHER C '3“;31711 KS;E{;’\‘&ACWU"“”Q
3044 (S)t‘:tgf AAO 2010 CONVOCATION SHAW,HARRIET A /35‘261716 igg?;'\‘/glp‘ccoumi”g
3066 o % AAO 2010 CONVOCATION THALMARK HAI e f\ggfg’\‘/glAcc‘)“”“”g
3147 gt‘gtgf ACOFP 2010 Annual Meeting PETTIT,WILLIAM J ﬁch;c}c_) igg?{i’\}gl’*cc‘)“”“”g
3230 QU Conyac Jen ACPAL0 CONYAC JENNIFER CHRISTIAN 5% isgfg\‘/gl‘\cw“”“”g
3475 gttgtgf AAO 2010 CONVOCATION JOY,KELLEY JEAN ';‘;31716 Zgg‘rjg'\‘/glA°°°”mi”9
I 3686 (S)t:\ttgf Bible Midwestern Mtg BIBLE,MEGAN RENE e ZSS?;'\‘/%IACC"“”“”Q
3761 oo Miller- AK -2 MILLER,ROBERT V i KSE?;?,%ACCOUNM
3842 gt‘::t:f FMA Conference TRENNEPOHL,GARY LEE g&_;%)_o i;gfg\‘/glAcc°”mi”9
3863 gt‘::tgf CISS 2010 WU,TAO g‘gggé ngfg\‘/glmmumi”g
3042 QU McMurphy Des Moines MCMURPHY,CASEY P s isgfg\‘glA“O“”ﬁ”Q
4063 oo sarah Hall-ACOFP HALL,SARAH M e f\ggfg’\‘/glAcc‘)“”“”g
4164 gt‘;ttgf ELI Spring Break Trip 2010 Rgggﬁs'CHR'STOPHER ;\é\é})b isgfg\‘/gl‘\cc°“”“”9
4383  InState 17289 RR| PERKINS,CHAUNCEY DION 2‘?710 Kggﬂi’\‘/glmmunti”g
4384  InState 17290 RR Ops PERKINS,CHAUNCEY DION 2?710 ZS;E;’\‘/%IACWU"“”Q
4385  InState 18110 RR Ops PERKINS,CHAUNCEY DION AR ZSSE;C%IACCOU”“”Q
4475 gt‘;ttgf Mermin - Siloam Springs, AR MERMIN,JEFFREY A o igg?{i’\}gl’*cc‘““”“”g
4659  InState  PCard Training PICKARD,ROBERT EDWARD 53" ig;ﬁg’\‘/gl‘\cc°“”“”9
4667  InState  C.Teague Tahlequah Meeting TEAGUE,CHRISSY ANN ?fa?o Zgg‘rjci"\‘/glA°°°”"ti”9

https://vpaf.okstate.edu/DW/Travel/Awaiting Approval.aspx

\

Process
Process
Process
Process
Process
Process
Process
Process
Process
Process
Process
Process
Process
Process
Process
Process
Process
Process
Process

Process

4/2/2010
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Callout

Click: Process beside the request or claim you wish to approve
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| —
OKLAHOMA You are logged in as:
Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

28:56 until automatic logoff.

|AIRS Travel Menu My Trips  View Trip |

View Summary

Trip Information Destinations ‘ Airfare Registration Hotel H Expenses Attachments ‘ Assignments ‘ Approval ‘
Trip # 586 Click the Radio Dial: Approve OR Reject
Claimant: COTTON,LORA DIANNE *If you Reject the system will require a reason
Travel Request Approval to be typed in the Notes: field

Choose One: Notes: Z
) Approve
O Reject
Hold
Once Approved or
/— Rejected, click Save
Save
— Approvals
Approved By Via Delegate Time Action
PATTERSON,SHONTAY N 3/30/2010 8:51:41 AM Submit Voucher
COTTON,LORA DIANNE 3/30/2010 9:11:37 AM  Approve Voucher - Claimant
THURMAN,CHRISTOPHER C 3/30/2010 9:15:43 AM  Approve Voucher
DONNELLY,KAYSE M DIPBOYE,KELLY DENISE 3/30/2010 2:37:46 PM Approve Voucher
GOSSELIN,TANYIA JUDY 3/30/2010 3:01:56 PM Reject Voucher
PATTERSON,SHONTAY N 3/30/2010 3:14:42 PM  Submit Voucher
COTTON,LORA DIANNE 3/31/2010 2:56:21 PM Approve Voucher - Claimant
THURMAN,CHRISTOPHER C 3/31/2010 2:58:51 PM Approve Voucher
DONNELLY,KAYSE M DIPBOYE,KELLY DENISE 3/31/2010 3:05:57 PM Approve Voucher
— Pending Approvals
Name
Accounting
— Comments
Name: GOSSELIN,TANYIA JUDY Time: 3/30/2010 3:01:56 PM
Need agenda and designated hotel information. Hotel should be reimbursed at $1,337.28.
Name: THURMAN,CHRISTOPHER C Time: 3/30/2010 9:15:43 AM
Dr. Cotton participated in required program directors workshop and is an officer and delegate to the ACOFP
congress.
Oklahoma State University Stillwater, OK 74078 fim@okstate.edu

[ OSu-System | OSU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/View Trip.aspx#tab9 4/2/2010
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Callout

Click the Radio Dial:  Approve OR Reject
*If you Reject the system will require a reason to be typed in the Notes: field
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Line



cbarnab

Callout

Once Approved or Rejected, click Save
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—
OKLANOMA s You are logged in as:
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UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us

28:57 until automatic logoff.

| AIRS  Travel Menu |

i
e

New Trip

Pending Trips/Requests

My Trips

To set up your Administrative functions click
View Trips Admin (this is only necessary when needing
to make a change, it is NOT required for

Awaiting Approval approva|S)

Pre-Routing

esQ LrOom(

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/menu.aspx 4/2/2010
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Callout

To set up your Administrative functions click Admin (this is only necessary when needing to make a change, it is NOT required for approvals)
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4/2/2010 9:10:30 AM .

OKLAHOMA You are logged in as:

Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

28:58 until automatic logoff.

| AIRS  Travel Menu  Admin Menu l
</_—Click Delegate to add a delegate to
m Delegates approve for you during absences

A
%2> Email Notification

&E Add User to View Department Requests/Vouchers

a Department Head Approval*

@&

* Department Heads can require all Travel Requests/Vouchers for claimants in departments beneath them be approved by them or their delegates

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Admin Menu.aspx 4/2/2010
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Callout

Click Delegate to add a delegate to approve for you during absences
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OKLAHOMA You are logged in as:
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UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

28:58 until automatic logoff.

‘AIRS Travel Menu  Admin Menu Delegates |

— My Delegates

Click Add New Delegate for set
+ Add New Delegate /_ up

Position Name Start Date End Date

= I'm A Delegate For
Position Name Start Date End Date

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Delegates.aspx 4/2/2010
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Callout

Click Add New Delegate for set up
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N1 1V C 1C source Sys . |
Administrative Information Resource System e
:57 until automatic logoff.

AIRS Menu VPAF Home Contact Us Logout

|AIRS Travel Menu  Admin Menu Delegates ~ Add Delegate l

Enter the position number for your chosen delegate
(contact HR or Christina Barnaby for this number)
— Add Delegate Enter the Start and End Date for the time frame in
bosition Number- < which this person will have authority to approve on
your behalf
Start Date: 4/2/2010 mm/ddlyyyy < Click Save
End Date: /mm/dd/ﬁw/
I
Employee Name Like:
No Matcht NOTE: You can have as many delegates as

you need, for different time frames. A delegate
can also be set up for the entire fiscal year.
You, along with your delegate, will receive email
notification from AIRS requesting approval.

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |
|

https://vpaf.okstate.edu/DW/Travel/Add Delegate.aspx 4/2/2010
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Callout

Enter the position number for your chosen delegate (contact HR or Christina Barnaby for this number)
Enter the Start and End Date for the time frame in which this person will have authority to approve on your behalf
Click Save



cbarnab

Line
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Line
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Text Box

NOTE:  You can have as many delegates as you need, for different time frames.  A delegate can also be set up for the entire fiscal year.  You, along with your delegate, will receive email notification from AIRS requesting approval.  
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Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

28:59 until automatic logoff.

|AIRS Travel Menu Admin Menu l

Click Email Notification to turn on or
m Delegates off this function (default is on and it is
. P not recommended this function be
@) Email Notification =~ << turn Off)

&E Add User to View Department Requests/Vouchers

a Department Head Approval*

@&

* Department Heads can require all Travel Requests/Vouchers for claimants in departments beneath them be approved by them or their delegates

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Admin Menu.aspx 4/2/2010
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Callout

Click Email Notification to turn on or off this function (default is on and it is not recommended this function be turn off)
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Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

28:59 until automatic logoff.

‘ AIRS Travel Menu Admin Menu Email Notification

— Email Notification
By selecting "Notification Off", all emails concerning requisitions will not be sent.

gNotfffcaﬁO“ oft Click the radio dial beside
Notification On \fo or On as needed

< Click Save

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/EmailNotf.aspx 4/2/2010
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Click the radio dial beside Off or On as needed 
Click Save



cbarnab

Line





OSU AIRS - Travel - Admin Menu Page 1 of 1

4/2/2010 9:11:34 AM .

OKLAHOMA You are logged in as:

Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System
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28:57 until automatic logoff.

|AIRS Travel Menu Admin Menu l

m Delegates

Y

%2> Email Notification

&% Add User to View Department Requests/Vouchers < This function allows yOU toadd a
L person or department VIEW aCCessS

@ Department Head Approval* to your departments travel requests
® and travel vouchers

* Department Heads can require all Travel Requests/Vouchers for claimants in departments beneath them be approved by them or their delegates

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Admin Menu.aspx 4/2/2010
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Callout

This function allows you to add a person or department view access to your departments travel requests and travel vouchers
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Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

28:57 until automatic logoff.

|AIRS Travel Menu Admin Menu l

m Delegates

Y

%2> Email Notification

&E Add User to View Department Requests/Vouchers

a Department Head Approval*

@&

* Department Heads can require all Travel Requests/Vouchers for claimants in departments beneath them be approved by them or their delegates

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Admin Menu.aspx 4/2/2010
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Administrative Information Resource System

AIRS Menu VPAF Home Contact Us

28:57 until automatic logoff.

| AIRS  Travel Menu |

L .‘i New Trip

-

ﬁ Pending Trips/Requests < Click on Pending Trips/Requests to view
all trips or requests that are PENDING

9 My Trips within your department.

. Viewing is at all stages of the approval

K.& View Trips process.

I 'h‘ Awaiting Approval

(=] )

@ Admin

@ Pre-Routing

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu

| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/menu.aspx 4/2/2010
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Callout

Click on Pending Trips/Requests to view all trips or requests that are PENDING within your department.
Viewing is at all stages of the approval process.





OSU AIRS - Travel - Menu Page 1 of 1
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Administrative Information Resource System

AIRS Menu VPAF Home Contact Us

28:54 until automatic logoff.

| AIRS  Travel Menu |

i
e

New Trip

Pending Trips/Requests

My Trips <€ Click My Trips to view trips or
requests for you

View Trips

Awaiting Approval

Admin

esQ LrOom(

Pre-Routing

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/dw/travel/Menu.aspx 4/2/2010
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Click My Trips to view trips or requests for you
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| AIRS  Travel Menu |

i
e

New Trip

Pending Trips/Requests

My Trips

Vview Trips & Click View Trips to view all trips and requests at
any stage of the process

Awaiting Approval

Admin

esQ LrOom(

Pre-Routing

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/dw/travel/Menu.aspx 4/2/2010
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Click View Trips to view all trips and requests at any stage of the process
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Administrative Information Resource System

AIRS Menu VPAF Home Contact Us

28:54 until automatic logoff.

| AIRS  Travel Menu |

i
e

New Trip

Pending Trips/Requests

My Trips

View Trips

Awaiting Approval

esQ LrOom(

Admin
Pre-Routing < Click Pre-Routing to add an additional
approver outside your preset hierarchy
Oklahoma State University Stillwater, OK 74078 fim@okstate.edu

| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/dw/travel/Menu.aspx 4/2/2010
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Callout

Click Pre-Routing to add an additional approver outside your preset hierarchy
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		View Trips

		Pre-Routing
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28:54 until automatic logoff.

Logout

\,_' & Denotes Production Application

Configure s
MyAIRS Denotes Test Application

Click on the Suitcase Icon to open
the Travel Main Menu (if you do not
have this icon, click on Configure
MyAIRS for set up)

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/FRSLogon/Menus.aspx 4/2/2010
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Callout

Click on the Suitcase Icon to open the Travel Main Menu (if you do not have this icon, click on Configure MyAIRS for set up)
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Administrative Information Resource System

AIRS Menu VPAF Home Contact Us

28:57 until automatic logoff.

| AIRS  Travel Menu |

i
e

New Trip

Click New Trip to create a new
travel voucher or create a new
travel request

Pending Trips/Requests

My Trips

View Trips

Awaiting Approval

Admin

esQ LrOom(

Pre-Routing

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/menu.aspx 4/2/2010
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Callout

Click New Trip to create a new travel voucher or create a new travel request





OSU AIRS - Travel - Claimant

4/2/2010 9:15:13 AM

OKLAHOMA You are logged in as:
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—

28:58 until automatic logoff.

Page 1 of 1

AIRS Menu VPAF Home Contact Us Logout

|AIRS Travel Menu Claimantl

— Trip Information

Trip Number: _ Enter a Trip Name, choose the campus
Trip Name:  OACUBO hl code from the drop down box, enter the
Account#  AJ 1 16500 < ledger and department_ number
Trio Start Date: |04 5 2010 (account), enter the Trip Start Date and
P ' ! ! < Trip End Date

Trip End Date: 04 /17 / 2010 "
Duty Station:  OSUTulsa  <— Enter the Duty Station (OSU Tulsa or
Travel Type: OSUCHS), select the radio dial beside

O'in state < In State or Out of State, and enter the

~ ®outof State Nature of Official Business (brief

Nature of Official Business description of the travel)
OACUBO Spring 2010 Las Vegas, NV </_ P

— Claimant Information

Enter CWID: Enter the employee’'s CWID number
s

10003537 = and click Search

CWID: 10003537

Name: BARNABY,CHRISTINA MICHELLE

Department: BUDGET AND ACCOUNTING e HP H

Er:ail: christina.barnaby@okstate.edu o Their information should puII up

Position: 534047

[] Edit Address

Address From Vendor File: Click Edit Address if the correct remit-to
Vendor #: A0001157460 address does not pull up (for all
Address: 700 NORTH GREENWOOD AVE

employees at CHS is should be 1111
City - State - Zip: TULSA OK 741060702 West 17th, for Tulsa 700 N Greenwood)

—IClick Continue |

- <
Continue <

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu

| Osu-system | OSu-Stillwater | OSU-OKC [ OSU-Tulsa | OSU-Okmulgee [ OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Claimant.aspx

4/2/2010
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Callout

Enter a Trip Name, choose the campus code from the drop down box, enter the ledger and department number (account), enter the Trip Start Date and Trip End Date
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Callout

Enter the Duty Station (OSU Tulsa or OSUCHS), select the radio dial beside In State or Out of State, and enter the Nature of Official Business (brief description of the travel)



cbarnab

Line



cbarnab

Line



cbarnab

Callout

Enter the employee's CWID number and click Search


Their information should pull up



cbarnab

Line



cbarnab

Callout

Click Edit Address if the correct remit-to address does not pull up (for all employees at CHS is should be 1111 West 17th, for Tulsa 700 N Greenwood)



cbarnab

Callout

Click Continue





OSU AIRS - Travel - Request Page 1 of 1

4/2/2010 9:50:52 AM .

OKLAHOMA You are logged in as:

Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

26:00 until automatic logoff.

‘ AIRS  Travel Menu Pending Requests  Request |

— Trip Information
Trip #: 4929
Claimant:(Edit)
BARNABY,CHRISTINA MICHELLE
BUDGET AND ACCOUNTING

Account: Enter in ALL Estimated Expenses associated
Al 1 16500 /_ with the trip, regardless of method of payment
NOTE: No dollar signs or comas should be |
/ used.
— Estimated Expenses l/
Airfare: 500.00 Prepaid by OSU
Lodging: 200.00 Nosupcad <«——PCard is NOT an option for the
Per Diem (Meals): 100.00 Per Diem Rate Lookup Tulsa campuses of OSU
Transportation (Exclude Airfare): 100.00 &
Registration: 150.00 Click Per Diem Rate Lookup to get the
| | other Expenses: 100.00 reimbursable amount by location

— Description of Trip

Nature of Official Business, Including Meeting Times: Enter a brief description of the tl‘ip
OACUBO Spring 2010 Las Vegas, NV /_ . .
under Nature of Official Business

Enter the Destination,

Destination, Including Dates and Times of Departure and Return: <&— Including Dates and

Las Vegas, NV departing Tulsa, OK April 15, 2010 @ 1:00 p.m. and Times for travel
returning Tulsa, OK April 17, 2010 @ 5:00 p.m.

Remarks: <«—  |[Enter any additional

Remarks

—ICIick Save and Click Continue |

p—

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| osu-system | OSu-Stillwater | OSU-OKC [ OSU-Tulsa | OSU-Okmulgee [ OSU-CHS |

| Save | [ Continue |

https://vpaf.okstate.edu/dw/travel/Request.aspx 4/2/2010



cbarnab

Callout

Enter in ALL Estimated Expenses associated with the trip, regardless of method of payment
NOTE:  No dollar signs or comas should be used.



cbarnab

Callout

PCard is NOT an option for the Tulsa campuses of OSU 



cbarnab

Callout

Click Per Diem Rate Lookup to get the reimbursable amount by location



cbarnab

Callout

Enter a brief description of the trip under Nature of Official Business



cbarnab

Callout

Enter the Destination, Including Dates and Times for travel

Enter any additional Remarks



cbarnab

Line



cbarnab

Callout

Click Save and Click Continue





OSU AIRS - Travel - Submit Request Page 1 of 1

4/2/2010 9:51:22 AM .

—
OKLANHOMA

You are logged in as:
Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

28:57 until automatic logoff.

‘ AIRS  Travel My Requests ~ Submit Request |

— Trip Information

Trip #: 4929 Claimant: BARNABY,CHRISTINA MICHELLE
Description:  OACUBO BUDGET AND ACCOUNTING
Account #: AJ-1-16500 700 NORTH GREENWOOD AVE
Est. Expenses: $1,150.00 TULSA, OK 741060702

Duty Station: OSU Tulsa

Choose Pre-Route:

ID Description Creator -
| Select a Pre-Route if necessary, and
© 0 MNoPreRoue /— dditional Notes/Special
any a
() 395 Computing Approval christina.barnaby@okstate.edu & Ins);ructions, and Click Submit Trip
() 678 Debra Black tanyia.brown@okstate.edu / Request
() 400 Library Approval christina.barnaby@okstate.edu

Notes/Special Instructions:

|  Submit Trip Request |

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/dw/travel/Submit Request.aspx 4/2/2010



cbarnab

Callout

Select a Pre-Route if necessary, and any additional Notes/Special Instructions, and Click Submit Trip Request



cbarnab

Line



cbarnab

Line





OSU AIRS - Travel - My Trips Page 1 of 1

4/2/2010 9:51:38 AM

OKLAHOMA You are logged in as:

Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

28:58 until automatic logoff.

| AIRS  Travel Menu My Trips |

My Pending Trips

‘ My Requests

My Completed Requests

My Completed Trips

My Requests \
Trip # Description Ac nt Est. Expenses Status
4929 OACUBO AJ-1-16 $1,150.00 Pending Claimant Signature View Cancel

)

This Request is now listed in My Trips under the My Requests tab.

NOTE: Once approved by all, contact the travel agency and supply them
with the T number (automatically assigned by AIRS) to book the flight --This
should NOT be done without all approvals--

Once the traveler returns, follow the in state directions for completion of the
claim.

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/dw/travel/MyTrips.aspx 4/2/2010



cbarnab

Callout

This Request is now listed in My Trips under the My Requests tab.

NOTE:  Once approved by all, contact the travel agency and supply them with the T number (automatically assigned by AIRS) to book the flight --This should NOT be done without all approvals--

Once the traveler returns, follow the in state directions for completion of the claim.
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OSU AIRS - Menu Page 1 of 1

4/2/2010 9:08:49 AM -

OKLAHOMA You are logged in as:

Barnaby, Christina

UNIVERSITY
—

28:54 until automatic logoff.

Logout

\

\,_' & Denotes Production Application

Configure s
MyAIRS Denotes Test Application

Click on the Suitcase Icon to
open the Travel Main Menu
—(if you do not have this icon,
click on Configure MyAIRS for
set up)

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/FRSLogon/Menus.aspx 4/2/2010



cbarnab

Callout

Click on the Suitcase Icon to open the Travel Main Menu
(if you do not have this icon, click on Configure MyAIRS for set up)





OSU AIRS - Travel - Menu Page 1 of 1

4/2/2010 9:09:10 AM .

—
OKLANOMA s You are logged in as:
Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us

28:57 until automatic logoff.

| AIRS  Travel Menu |

< . T
B New Trip ~ Click New Trip to create a new
travel voucher or create a new
ﬁ Pending Trips/Requests travel I’equeSt
Q My Trips
% View Trips
I 'h‘ Awaiting Approval
(=] )
G} Admin
@ Pre-Routing
Oklahoma State University Stillwater, OK 74078 fim@okstate.edu

| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/menu.aspx 4/2/2010



cbarnab

Callout

Click New Trip to create a new travel voucher or create a new travel request





OSU AIRS - Travel - Claimant Page 1 of 1
4/2/2010 9:13:40 AM .

OKLAHOMA You are logged in as:

Barnaby, Christina

UNIVERSITY
—

N1 1V C 1C source Sys . |
Administrative Information Resource System e
:57 until automatic logoff.

AIRS Menu VPAF Home Contact Us Logout

|AIRS Travel Menu Claimantl

— Trip Information

Trip Number: PR Enter a Trip Name, choose the campus code

Trip Name: OACUBO from the drop down box, enter the ledger

Account # Al 1 16500 é—/// and department number (account), enter the

Trip Start Date: 03 15 2010 / Trip Start Date and Trip End Date--THIS
i . / : WILL BE THE FIRST DAY IN THE FIRST

Trip End Date: 03 ;17 /2010 MONTH OF MILEAGE CLAIMED (BOTH
Duty Station: ~ OSU Tulsa THE START AND END DATES WILL BE
Travel Type: THE SAME)

@) In State

() Out of State Enter the Duty Station (OSU Tulsa or
Nature of Official Business OSUCHYS), select the radio dial beside In
OACUBO Spring 2010 Meeting Oklahoma City, 0K <—— |State, and enter the Nature of Official
Business (MONTHLY MILEAGE LOG, JOB
RELATED, SEE ATTACHED--This is the

phrase that must be used)

— Claimant Information

Enter CWID: Enter the employee's CWID
<

Search < ]
10003537 number and click Search
CWID: 10003537
Name: BARNABY,CHRISTINA MICHELLE
Department: BUDGET AND ACCOUNTING ~ Their information should pu|| up
Email: christina.barnaby@okstate.edu

Position: 534047

Address From Vendor File:
Vendor #: A0001157460
Address: 700 NORTH GREENWOOD AVE

City - State - Zip: TULSA OK 741060702
[] Edit Address

Click Edit Address if the correct remit-to
address does not pull up

(for all employees at CHS it should be
1111 West 17th, for Tulsa 700 N
Greenwood)

[Click Continue |

i <
Continue ~

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| Osu-system | OSu-Stillwater | OSU-OKC [ OSU-Tulsa | OSU-Okmulgee [ OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Claimant.aspx 4/2/2010



cbarnab

Callout

Enter a Trip Name, choose the campus code from the drop down box, enter the ledger and department number (account), enter the Trip Start Date and Trip End Date--THIS WILL BE THE FIRST DAY IN THE FIRST MONTH OF MILEAGE CLAIMED (BOTH THE START AND END DATES WILL BE THE SAME)



cbarnab

Line



cbarnab

Line



cbarnab

Callout

Enter the Duty Station (OSU Tulsa or OSUCHS), select the radio dial beside In State, and enter the Nature of Official Business (MONTHLY MILEAGE LOG, JOB RELATED, SEE ATTACHED--This is the phrase that must be used)



cbarnab

Line



cbarnab

Line



cbarnab

Callout

Enter the employee's CWID number and click Search


Their information should pull up



cbarnab

Line



cbarnab

Callout

Click Edit Address if the correct remit-to address does not pull up
(for all employees at CHS it should be 1111 West 17th, for Tulsa 700 N Greenwood)



cbarnab

Callout

Click Continue





OSU AIRS - Travel - Edit Trip

4/2/2010 9:13:57 AM

—
OKLANHOMA

Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System

You are logged in as:

28:57 until automatic logoff.

Page 1 of 1

AIRS Menu VPAF Home Contact Us

|AIRS Travel Menu Edit Trip |

Trip Information Destinations Airfare ‘ Registration H Hotel H Expenses ‘ Attachments Assignments
Submit for Approval
— Trip Information
Trip #: 4928 (Edit) (Add Comment) Claimant: BARNABY,CHRISTINA MICHELLE
Description: OACUBO BUDGET AND ACCOUNTING
I Account #: AJ-1-16500 700 NORTH GREENWOOD AVE
Travel Type: In State TULSA, OK 741060702
Start Date:  3/15/2010 Duty Station: OSU Tulsa
End Date:  3/17/2010 Created By: BARNABY,CHRISTINA MICHELLE
Nature of Official Business: \ - - - - -
OACUBO Spring 2010 Meeting Oklahoma City, OK Click Destinations to enter the destination
— Comments
Oklahoma State University Stillwater, OK 74078 fim@okstate.edu

| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Edit Trip.aspx

4/2/2010



cbarnab

Callout

Click Destinations to enter the destination





OSU AIRS - Travel - Edit Trip Page 1 of 1

4/2/2010 9:16:12 AM .

OKLAHOMA You are logged in as:

Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

28:38 until automatic logoff.

|AIRS Travel Menu Edit Trip |

Destinations Airfare Assignments

‘ Trip Information ‘ Registration ‘ Hotel H Expenses ‘ Attachments

Submit for Approval

Click Add a Destination

Destinations
|7Add a Destination /

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Edit Trip.aspx 4/2/2010



cbarnab

Callout

Click Add a Destination





OSU AIRS - Travel - Destinations Page 1 of 1

4/2/2010 9:16:25 AM .

OKLAHOMA You are logged in as:

Barnaby, Christina

UNIVERSITY
—

N1 1V C 1C source Sys . |
Administrative Information Resource System e
:57 until automatic logoff.

AIRS Menu VPAF Home Contact Us Logout

|AIRS Travel Menu Edit Trip  Destinations ‘

Trip Information

Trip # - Description: 4928 - OACUBO Claimant: BARNABY,CHRISTINA MICHELLE
Trip Start Date: 3/15/2010 BUDGET AND ACCOUNTING
Trip End Date: 8/17/2010 Enter "VARIOUS" in the Location
field, the state is selected already for
Oklahoma
— Destination: Enter the Start Date and End Date of
Location: / the trip (should be the first day of the
OK - OKLAHOMA collected mileage AND the start and
Per Diem Rate: Per Diem Rate Lookup end date should be the same date)
Start Date: . . / Enter the Meeting Start Date - Time
and the Meeting End Date - Time
End Date: / / . .
(Both dates will be the same - first
Meeting Start Time: / / : AM date of mileage collection, the times
Meeting End Time: / / : AM should be 8am - 5pm)
Description: L

Enter a brief Description of the trip
(Monthly Mileage Log for MONTH
(S)? and YEAR?), Enter the Car Tag

Government Car:

AN
R

Car Tag: * Required if using government car or requesting reimbu number Of your personal auto T
Meals Provided: Enter any Additional Comments and
Per Diem in Lieu of Lodging: [] click Get Per Diem Rate (per diem is
Additional Comments: not reimbursed for mileage logs)

NOTE: By clicking Get Per Diem
Rate the AIRS system will allow you
to move forward in the voucher

| GetPerDiemRate |

- - - process
Estimated Mileage Reimbursement: u
Destinations Associated with This Trip
Location Start Date End Date Gov.Car Car Tag Meals
Oklahoma State University Stillwater, OK 74078 fim@okstate.edu

| Osu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Destinations.aspx 4/2/2010



cbarnab

Callout

Enter "VARIOUS" in the Location field, the state is selected already for Oklahoma 



cbarnab

Callout

Enter the Start Date and End Date of the trip (should be the first day of the collected mileage AND the start and end date should be the same date)
Enter the Meeting Start Date - Time and the Meeting End Date - Time (Both dates will be the same - first date of mileage collection, the times should be 8am - 5pm)



cbarnab

Line



cbarnab

Callout

Enter a brief Description of the trip (Monthly Mileage Log for MONTH(S)? and YEAR?),  Enter the Car Tag number of your personal auto 



cbarnab

Line



cbarnab

Callout

Enter any Additional Comments and click Get Per Diem Rate (per diem is not reimbursed for mileage logs)

NOTE: By clicking Get Per Diem Rate the AIRS system will allow you to move forward in the voucher process



cbarnab

Line





OSU AIRS - Travel - Destinations Page 1 of 1

4/2/2010 9:17:34 AM .

—
OKLANOMA You are logged in as:
I Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

28:54 until automatic logoff.

|AIRS Travel Menu Edit Trip  Destinations ‘

Trip Information

Trip # - Description: 4928 - OACUBO Claimant: BARNABY,CHRISTINA MICHELLE
Trip Start Date: 3/15/2010 BUDGET AND ACCOUNTING
Trip End Date: 3/17/2010
After clicking Get Per Diem Rate do the
— Destination: following:
Location: Oklahoma City 1. Enter 0.00 as the actual rate
2. The Add Destination button appears
OK - OKLAHOMA
Per Diem Rate: 66 Per Diem Rate Lookup
Start Date: 03 / 15 / 2010
End Date: 03 ;17 / 2010
Meeting Start Time: 03 /15 / 2010 05 - 00
Meeting End Time: 03 /17 / 2010 12 - 00 PM
| Description: OACUBO Spring 2010
Government Car: F
Car Tag: XXX123 * Required if using goyérnment car or requesting reimbursement for mileage.
Meals Provided: 2
Per Diem in Lieu of Lodging: []
Additional Comments:
[ GetPerDiemRate | [ Add Destination | < Click Add Destination
Estimated Mileage Reimbursement:

— Destinations Associated with This Trip

Location Start Date End Date Gov.Car Car Tag Meals

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Destinations.aspx 4/2/2010



cbarnab

Callout

After clicking Get Per Diem Rate do the following: 
1. Enter 0.00 as the actual rate 
2. The Add Destination button appears



cbarnab

Line



cbarnab

Callout

Click Add Destination





OSU AIRS - Travel - Edit Trip Page 1 of 1

4/2/2010 9:17:48 AM

—
OKLANOMA s You are logged in as:
I Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

28:58 until automatic logoff.

|AIRS Travel Menu Edit Trip |

Trip Information Destinations Airfare ‘ Registration ‘ Hotel H Expenses ‘ Attachments Assignments
Submit for Approval
— Destinations
Add a Destination
Location: Oklahoma City, OK (Edit) (Delete) (Add Comment) Gov. Car: False
I Start: 3/15/2010 Car Tag: XXX123
End: 3/17/2010 Meals Provided: 2
Meeting Start Time: 3/15/2010 5:00:00 PM Per Diem Rate: $66.00

Meeting End Time: 3/17/2010 12:00:00 PM

Description: OACUBO Spring 2010 Now that the destination is set,
/click Add Destination Point to enter
Add Destination Point specific starting and ending points

Comments: |

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Edit Trip.aspx#tab2 4/2/2010



cbarnab

Callout

Now that the destination is set, click Add Destination Point to enter specific starting and ending points





OSU AIRS - Travel - Destination Points

—
OKLANHOMA

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home

Page 1 of 1

4/2/2010 9:18:06 AM

You are logged in as:
Barnaby, Christina

28:55 until automatic logoff.

Contact Us Logout

Travel Menu Edit Trip

| AIRS

Destinations

Destination Points

— Trip Information

Trip #: 4928
Claimant: BARNABY,CHRISTINA MICHELLE
BUDGET AND ACCOUNTING

Destination: Oklahoma City

Start Date: 3/15/2010
End Date:  3/17/2010
Gov. Car:  No
Meals: 2

Enter "Various" in the Location From
field and enter "Various" in the Location

— Destination Points:
Location From:

OK - OKLAHOMA

Location To:
OK - OKLAHOMA
Start Date: / /
| End Date: / /
Mileage: Oklahoma Mileage Lookup
Vicinity: w

Overnight Stay:
Additional Comments:

trip End Date - Time (the start and end
date will be the same and will be the
first date for the mileage calculation --
: AM
%

O
\the county line to county line amount)
Enter any Additional Comments and

To field
Enter the trip Start Date - Time and the

the start time will be 8am and the end
time will be 5pm)

Il
Enter the total Mileage (mileage is from
county line to county line and is located
by clicking on Oklahoma Mileage
Lookup or the ODOT website), enter the
total Vicinity miles (these are miles over

click Add Destination Point

| Add Destination Point | <

Comments:

— Destination Points Associated with This Destination

From To Start Date End Date Mileage Vicinity Overnight

Oklahoma State University

Stillwater, OK 74078

fim@okstate.edu

| Osu-system | OSuU-Stillwater [ OSU-OKC

| OSU-Tulsa | OSU-Okmulgee [ OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Destination Point.aspx

4/2/2010



cbarnab

Callout

Enter "Various" in the Location From field and enter "Various" in the Location To field



cbarnab

Line



cbarnab

Callout

Enter the trip Start Date - Time and the trip End Date - Time (the start and end date will be the same and will be the first date for the mileage calculation -- the start time will be 8am and the end time will be 5pm)



cbarnab

Line



cbarnab

Callout

Enter the total Mileage (mileage is from county line to county line and is located by clicking on Oklahoma Mileage Lookup or the ODOT website), enter the total Vicinity miles (these are miles over the county line to county line amount)



cbarnab

Line



cbarnab

Callout

Enter any Additional Comments and click Add Destination Point



cbarnab

Line





OSU AIRS - Travel - Edit Trip Page 1 of 1

4/2/2010 9:18:54 AM .

—
OKLANOMA s You are logged in as:
I Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us

28:57 until automatic logoff.

|AIRS Travel Menu Edit Trip |

Trip Information Destinations Airfare ‘ Registration ‘ Hotel H Expenses ‘ Attachments Assignments
Submit for Approval
— Destinations
Add a Destination
Location: Oklahoma City, OK (Edit) (Delete) (Add Comment) Gov. Car: False
I Start: 3/15/2010 Car Tag: XXX123
End: 3/17/2010 Meals Provided: 2
Meeting Start Time: 3/15/2010 5:00:00 PM Per Diem Rate: $66.00
Meeting End Time: 3/17/2010 12:00:00 PM
iption: ACUB ing 201 [P : .
Description OACUBO Spring 2010 This information will now appear under

Add Destination Point

Add Destination Point

From To <&@t End Mileage Vicinity

Tulsa,OK Oklahoma City, OK 3/15/2010 3/17/2010 105.00 5.00 View Edit Delete Add Comment

Comments:

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Edit Trip.aspx#tab2 4/2/2010



cbarnab

Callout

This information will now appear under Add Destination Point







OSU AIRS - Travel - Edit Trip Page 1 of 1

4/2/2010 9:30:19 AM .

OKLANOMA You are logged in as: |
Barnaby, Christina |
UNIVERSITY

—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

28:41 until automatic logoff.

|AIRS Travel Menu Edit Trip |

Trip Information

Destinations Airfare

Assignments

Submit for A | \ . .
S orAppTove Click on the Expenses tab to view all
associated costs

‘ Registration ‘ Hotel H Expenses

‘ Attachments

— Expenses

Add Expense Click Add Expense to add additional
\expenses not listed at the top (ex.
Total Trip Cost: $506.50 View Calculations

| Total Available for Reimbursement: $406.50 tumplke tO”S’ parklng, Etc')
Total Amount Reimbursable to Claimant: $406.50

e Amount Eemimjtrse remourse \égg;her festoned o \ Click View Calculations to see the
Mileage $107.50 $107.50 True mileage calculation
Per Diem $99.00 $99.00 True

Registration Fee $100.00 $100.00 False
Lodging $200.00 $200.00 True

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Edit Trip.aspx#tab5 4/2/2010



cbarnab

Callout

Click on the Expenses tab to view all associated costs



cbarnab

Callout

Click Add Expense to add additional expenses not listed at the top  (ex. turnpike tolls, parking, etc.)



cbarnab

Callout

Click View Calculations to see the mileage calculation





OSU AIRS - Travel - Expense Calculations Page 1 of 1

4/2/2010 9:30:45 AM .

— |
OKLANOMA You are logged in as:
Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

28:58 until automatic logoff.

| AIRS  Travel Menu  View Trip  Expense Calculations

Expense Calculations

Total Per Diem for Trip: $99.00 displayed below mileage
Total Mileage for Trip: $107.50

— Mileage and Per Diem

Destination: Oklahoma City OK
I PER DIEM I MILEAGE

I Per Diem Rate: $66.00 Mileage Rate: 0.5
Lieu of Lodging: $0.00 Miles: 210
Total Per Diem Rate: $66.00 Vicinity: 5
Meals Provided: 2 Total Miles: 215
Per Diem Start: 3/15/2010 3:00:00 PM Reimburse Amount: $107.50
Per Diem End: 3/17/2010 2:00:00 PM
Total Per Diem Time: 1 day(s)

23 hour(s)

Per Diem Calculation: (2*66) - (2 * (66 /4)) = $99.00 *

* (Days * Total Per Diem Rate) - (Meals Provided * (Total Per Diem Rate / 4))

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Expense Calc.aspx 4/2/2010



cbarnab

Text Box

Expense Calculations displayed below mileage





OSU AIRS - Travel - Expenses Page 1 of 1

4/2/2010 9:33:35 AM .

OKLANOMA s You are logged in as: |
Barnaby, Christina |

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

27:46 until automatic logoff.

’AIRS Travel Menu Edit Trip Expenses ‘

— Trip Information I

oitp #: 4928 When adding additional expenses, click on
BARNABY,CHRISTINA MICHELLE the drop down arrow and choose the
BUDGET AND ACCOUNTING . . . .
Destination Point (Various)
_ / /—Click on the drop down arrow beside Type
— Itemized Expenses: and choose the expense type
I Destination Point: Tulsa, OK - Oklahoma City, OK l/ Enter the expense amount
Type: Miscellaneous Charges-Turnpike Tolls / The Account # auto ﬁ”31 make changes as
Amount: 7.00 needed .
Add Additional Comments as needed
Account #: AJ 1 16500

Additional Comments:

\

—IClick Add Expense |

| AddExpense | — <—

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/dw/travel/Expense.aspx 4/2/2010



cbarnab

Callout

When adding additional expenses, click on the drop down arrow and choose the Destination Point (Various) 



cbarnab

Callout

Click on the drop down arrow beside Type and choose the expense type
Enter the expense amount
The Account # auto fills, make changes as needed
Add Additional Comments as needed



cbarnab

Line



cbarnab

Line



cbarnab

Line



cbarnab

Callout

Click Add Expense





OSU AIRS - Travel - Edit Trip Page 1 of 1

4/2/2010 9:33:51 AM .

OKLAHOMA You are logged in as:

Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us

28:58 until automatic logoff.

|AIRS Travel Menu Edit Trip |

Trip Information Destinations Airfare ‘ Registration ‘ Hotel H Expenses ‘ Attachments Assignments
Submit for Approval
— Expenses
Add Expense
Total Trip Cost: $513.50 View Calculations
| Total Available for Reimbursement: $413.50 :
Total Amount Reimbursable to Claimant: $413.50 /—The Added Expense can be Viewed,
Edited, Deleted, and Commented on
Type Amount Eﬁqlm?#trse Reimburse \I;gut.g:her Assigned To
Mileage $107.50 $107.50 True . i
. Continue Adding Expenses as needed
Per Diem $99.00 $99.00 True
Registration Fee $100.00 $100.00 False
Turnpike Tolls $7.00 $7.00 True View Edit Delete Add Comment
Lodging $200.00 $200.00 True
Oklahoma State University Stillwater, OK 74078 fim@okstate.edu

| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/dw/travel/Edit Trip.aspx#tab6 4/2/2010



cbarnab

Callout

The Added Expense can be Viewed, Edited, Deleted, and Commented on


Continue Adding Expenses as needed



cbarnab

Line





OSU AIRS - Travel - Edit Trip

OKLANHOMA

UNIVERSITY

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

4/2/2010 9:34:31 AM

You are logged in as:
Barnaby, Christina

28:26 until automatic logoff. I

Page 1 of 1

|AIRS Travel Menu Edit Trip |

Trip Information

Submit for Approval

Attachments
Upload File

Destinations

Airfare Registration Hotel Attachments Assignments

‘ Expenses

MAII travel voucher expense must have supporting

| Filename Size

|

documents uploaded/attached

The types of files AIRS supports are: PDF, JPEG, Word,
Excel

Potential Files for Upload to Mileage Log Claim:
1.
2. ODOT screen prints for mileage figures
3.

4. Registration Form

Potential Receipts for Upload:
1. Parking

2. Turnpike Tolls

3. Registration

Mileage Log Record

Personal Pikepass Memo

https://vpaf.okstate.edu/dw/travel/Edit Trip.aspx#tab6

4/2/2010



cbarnab

Callout

All travel voucher expense must have supporting documents uploaded/attached

The types of files AIRS supports are:  PDF, JPEG, Word, Excel



cbarnab

Text Box

Potential Files for Upload to Mileage Log Claim:
1.  Mileage Log Record
2.  ODOT screen prints for mileage figures
3.  Personal Pikepass Memo
4.  Registration Form


Potential Receipts for Upload:
1.  Parking
2.  Turnpike Tolls
3.  Registration






OSU AIRS - Travel - Upload Attachment Page 1 of 1

4/2/2010 9:34:51 AM .

You are logged in as: |
Barnaby, Christina |

—
OKLANHOMA

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

28:57 until automatic logoff.

| AIRS  Travel Menu Edit Trip  Upload Attachment l

— Trip Information
Trip #: 4928
Claimant:
BARNABY,CHRISTINA MICHELLE
BUDGET AND ACCOUNTING
Click Browse to locate your electronic
file
— Upload: .
P / Add any Additional Comments as
needed
Additional Comments:

| Select the box beside the expense your
upload is associated with

Choose Expenses associated with this Attachment:

Type Amount Select
Per Diem $99.00 [ ]
Mileage $107.50 [ ]
Registration Fee $100.00 [ ]
Lodging $200.00 []
Turnpike Tolls $7.00 [ ]

Click Upload File and repeat the
[ Upload File | / process until all supporting documents

are attached

Comments:

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/dw/travel/Upload.aspx 4/2/2010



cbarnab

Callout

Click Browse to locate your electronic file
Add any Additional Comments as needed



cbarnab

Line



cbarnab

Callout

Select the box beside the expense your upload is associated with 



cbarnab

Callout

Click Upload File and repeat the process until all supporting documents are attached





OSU AIRS - Travel - Edit Trip Page 1 of 1

4/2/2010 9:35:33 AM

OKLAHOMA You are logged in as:

Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us

28:56 until automatic logoff.

|AIRS Travel Menu Edit Trip |

Trip Information Destinations Airfare ‘ Registration H Hotel H Expenses ‘ Attachments Assignments
Submit for A | T
s ior AppTova rK—After uploading a document and
attaching the AIRS system redirects
= Trip Information you to the Trip Information tab, simply
Trip #: 4928 (Edit) (Add Comment) claimant:  BARNABY|CliCK Attachments to continue
Description: OACUBO BUDGET A uploading files
I Account #: AJ-1-16500 700 NORTAH GREENWOOUD AVE
Travel Type: In State TULSA, OK 741060702
Start Date:  3/15/2010 Duty Station: OSU Tulsa
End Date:  3/17/2010 Created By: BARNABY,CHRISTINA MICHELLE
Nature of Official Business:
OACUBO Spring 2010 Meeting Oklahoma City, OK
— Comments
Oklahoma State University Stillwater, OK 74078 fim@okstate.edu

| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/dw/travel/Edit Trip.aspx 4/2/2010



cbarnab

Callout

After uploading a document and attaching the AIRS system redirects you to the Trip Information tab, simply click Attachments to continue uploading files





OSU AIRS - Travel - Edit Trip Page 1 of 1

4/2/2010 9:35:49 AM .

OKLAHOMA You are logged in as:

Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

28:44 until automatic logoff.

|AIRS Travel Menu Edit Trip |

Trip Information Destinations Airfare Registration ‘ Hotel ‘ Expenses Attachments Assignments
Submit for Approval
Attachmg&nts
Upload File -
Attachments can be Viewed,
Filename Size / Edited, Deleted , and Commented
I GSA Per Diem Map.pdf 34176 View Edit Delete Add Comment on
\

When finished uploading attachments and filling out the
required information Click Submit for Approval

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/dw/travel/Edit Trip.aspx 4/2/2010



cbarnab

Callout

Attachments can be Viewed, Edited, Deleted , and Commented on



cbarnab

Callout

When finished uploading attachments and filling out the required information Click Submit for Approval





OSU AIRS - Travel - My Trips Page 1 of 1

4/2/2010 9:41:25 AM .

OKLAHOMA You are logged in as:

Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

28:57 until automatic logoff.

| AIRS  Travel Menu My Trips |

AIRS redirects you to My Trips
where your voucher is waiting in
gueue for claimant signature
and approvals

‘ My Requests ‘ My Pending Trips ‘ My Completed Requests ‘ My Completed Trips

My Requests

Trip # Description Account Est. Expenses Status
4929 OACUBO AJ-1-16500 Submit For Approval View Edit Cancel
Oklahoma State University Stillwater, OK 74078 fim@okstate.edu

| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/dw/travel/MyTrips.aspx 4/2/2010



cbarnab

Text Box

AIRS redirects you to My Trips where your voucher is waiting in queue for claimant signature and approvals
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OSU AIRS - Menu Page 1 of 1

4/2/2010 9:08:49 AM -

OKLAHOMA You are logged in as:

Barnaby, Christina

UNIVERSITY
—

28:54 until automatic logoff.

Logout

\

\,_' & Denotes Production Application

Configure s
MyAIRS Denotes Test Application

Click on the Suitcase Icon to
open the Travel Main Menu
—(if you do not have this icon,
click on Configure MyAIRS for
set up)

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/FRSLogon/Menus.aspx 4/2/2010



cbarnab

Callout

Click on the Suitcase Icon to open the Travel Main Menu
(if you do not have this icon, click on Configure MyAIRS for set up)





OSU AIRS - Travel - Menu Page 1 of 1

4/2/2010 9:09:10 AM .

—
OKLANOMA s You are logged in as:
Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us

28:57 until automatic logoff.

| AIRS  Travel Menu |

< . T
B New Trip ~ Click New Trip to create a new
travel voucher or create a new
ﬁ Pending Trips/Requests travel I’equeSt
Q My Trips
% View Trips
I 'h‘ Awaiting Approval
(=] )
G} Admin
@ Pre-Routing
Oklahoma State University Stillwater, OK 74078 fim@okstate.edu

| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/menu.aspx 4/2/2010



cbarnab

Callout

Click New Trip to create a new travel voucher or create a new travel request





OSU AIRS - Travel - Claimant

4/2/2010 9:13:40 AM

OKLAHOMA You are logged in as:

Barnaby, Christina

UNIVERSITY
—

28:57 until automatic logoff.

Page 1 of 1

AIRS Menu VPAF Home Contact Us Logout

|AIRS Travel Menu Claimantl

— Trip Information

Trip Name: OACUBO

. Trip Start Date and Trip End Date
Trip Start Date: 03 /15 / 2010 /

Trip Number: PR Enter a Trip Name, choose the campus code

from the drop down box, enter the ledger

Account # Al 1 16500 / and department number (account), enter the

Trip End Date: 03 /17 / 2010

Nature of Official Business /travel)
OACUBO Spring 2010 Meeting Oklahoma City, OK

Duty Station: ~ OSU Tulsa << Enter the Duty Station (OSU Tulsa or

Travel Type: OSUCHS), select the radio dial beside In
@ In State < State or Out of State, and enter the Nature
© Out of State of Official Business (brief description of the

— Claimant Information

Enter CWID: Enter the employee's CWID
<

Search < ]
10003537 number and click Search
CWID: 10003537
Name: BARNABY,CHRISTINA MICHELLE
Department: BUDGET AND ACCOUNTING ~ Their information should pu|| up
Email: christina.barnaby@okstate.edu

Position: 534047

Address From Vendor File:

Vendor #: A0001157460
Address: 700 NORTH GREENWOOD AVE

City - State - Zip: TULSA OK 741060702
[] Edit Address

address does not pull up

(for all employees at CHS it should be
1111 West 17th, for Tulsa 700 N
Greenwood)

Click Edit Address if the correct remit-to

[Click Continue |

i <
Continue ~

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu

| Osu-system | OSu-Stillwater | OSU-OKC [ OSU-Tulsa | OSU-Okmulgee [ OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Claimant.aspx

4/2/2010



cbarnab

Callout

Enter a Trip Name, choose the campus code from the drop down box, enter the ledger and department number (account), enter the Trip Start Date and Trip End Date



cbarnab

Line



cbarnab

Line



cbarnab

Callout

Enter the Duty Station (OSU Tulsa or OSUCHS), select the radio dial beside In State or Out of State, and enter the Nature of Official Business (brief description of the travel)



cbarnab

Line



cbarnab

Line



cbarnab

Callout

Enter the employee's CWID number and click Search


Their information should pull up



cbarnab

Line



cbarnab

Callout

Click Edit Address if the correct remit-to address does not pull up
(for all employees at CHS it should be 1111 West 17th, for Tulsa 700 N Greenwood)



cbarnab

Callout

Click Continue





OSU AIRS - Travel - Edit Trip

4/2/2010 9:13:57 AM

—
OKLANHOMA

Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System

You are logged in as:

28:57 until automatic logoff.

Page 1 of 1

AIRS Menu VPAF Home Contact Us

|AIRS Travel Menu Edit Trip |

Trip Information Destinations Airfare ‘ Registration H Hotel H Expenses ‘ Attachments Assignments
Submit for Approval
— Trip Information
Trip #: 4928 (Edit) (Add Comment) Claimant: BARNABY,CHRISTINA MICHELLE
Description: OACUBO BUDGET AND ACCOUNTING
I Account #: AJ-1-16500 700 NORTH GREENWOOD AVE
Travel Type: In State TULSA, OK 741060702
Start Date:  3/15/2010 Duty Station: OSU Tulsa
End Date:  3/17/2010 Created By: BARNABY,CHRISTINA MICHELLE
Nature of Official Business: \ - - - - -
OACUBO Spring 2010 Meeting Oklahoma City, OK Click Destinations to enter the destination
— Comments
Oklahoma State University Stillwater, OK 74078 fim@okstate.edu

| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Edit Trip.aspx

4/2/2010



cbarnab

Callout

Click Destinations to enter the destination





OSU AIRS - Travel - Edit Trip Page 1 of 1

4/2/2010 9:16:12 AM .

OKLAHOMA You are logged in as:

Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

28:38 until automatic logoff.

|AIRS Travel Menu Edit Trip |

Destinations Airfare Assignments

‘ Trip Information ‘ Registration ‘ Hotel H Expenses ‘ Attachments

Submit for Approval

Click Add a Destination

Destinations
|7Add a Destination /

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Edit Trip.aspx 4/2/2010



cbarnab

Callout

Click Add a Destination





OSU AIRS - Travel - Destinations Page 1 of 1

4/2/2010 9:16:25 AM .

OKLAHOMA You are logged in as:

Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

28:57 until automatic logoff.

|AIRS Travel Menu Edit Trip  Destinations ‘

Trip Information

Trip # - Description: 4928 - OACUBO Claimant: BARNABY,CHRISTINA MICHELLE
Trip Start Date: 3/15/2010 BUDGET AND ACCOUNTING
Trip End Date: 3/17/2010

Enter the city in the Location field,
the state is selected already for

Destination: Oklahoma (in state claims)
Location: / I

OK - OKLANIOMA Enter the Start Date and End Date of
Per Diem Rate: Per Diem Rate Lookup the trlp
Start bate : / Enter the Meeting Start Date - Time
[ - Ti
End Date: ! ! £ |and the Meeting End Date - Time
Meeting Start Time: / / : AM I

_ _ Enter a brief Description of the trip,
Meeting End Time: M— Select the Government Car box if a
Description:

state car was used, Enter the Car

Tag number if you drove your
Government Car-: M personal auto and are requesting
Car Tag: . mileage reimbursement OR drove a

Required if using government car or requesting reimbul

, state auto

Meals Provided: \ -

Per Diem in Lieu of Lodging: [ ] Enter the number of Meals Provided
Additional Comments: (the state does not count continental

breakfast, boxed lunches, or
receptions as meals), Click Per Diem
in Lieu of Lodging if no lodging

expense will be claimed
| GetPerDiemRate |
Estimated Mileage Reimbursement\ Enter any Additional Comments and
click Get Per Diem Rate

Destinations Associated with This Trip

Location Start Date End Date Gov.Car Car Tag Meals

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| Osu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Destinations.aspx 4/2/2010



cbarnab

Callout

Enter the city in the Location field, the state is selected already for Oklahoma (in state claims)



cbarnab

Line



cbarnab

Callout

Enter the Start Date and End Date of the trip

Enter the Meeting Start Date - Time and the Meeting End Date - Time



cbarnab

Line



cbarnab

Callout

Enter a brief Description of the trip, Select the Government Car box if a state car was used, Enter the Car Tag number if you drove your personal auto and are requesting mileage reimbursement OR drove a state auto



cbarnab

Line



cbarnab

Callout

Enter the number of Meals Provided (the state does not count continental breakfast, boxed lunches, or receptions as meals), Click Per Diem in Lieu of Lodging if no lodging expense will be claimed



cbarnab

Line



cbarnab

Callout

Enter any Additional Comments and click Get Per Diem Rate



cbarnab

Line



cbarnab

Line





OSU AIRS - Travel - Destinations Page 1 of 1

4/2/2010 9:17:34 AM .

—
OKLANOMA You are logged in as:
I Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

28:54 until automatic logoff.

|AIRS Travel Menu Edit Trip  Destinations ‘

Trip Information

Trip # - Description: 4928 - OACUBO Claimant: BARNABY,CHRISTINA MICHELLE
Trip Start Date: 3/15/2010 BUDGET AND ACCOUNTING
Trip End Date: 3/17/2010
After clicking Get Per Diem Rate, Two
— Destination: things happen:
o , 1. The AIRS system auto fills the correct
Location: Oklahoma City )
OK - OKLAHOMA per diem rate
2. The Add Destination button appears
Per Diem Rate: 66 Per Diem Rate Lookup
Start Date: 03 / 15 / 2010
End Date: 03 ;17 / 2010
Meeting Start Time: 03 /15 / 2010 05 - 00
Meeting End Time: 03 /17 / 2010 12 - 00 PM
| Description: OACUBO Spring 2010
Government Car: F
Car Tag: XXX123 * Required if using govérnment car or requesting reimbursement for mileage.
Meals Provided: 2
Per Diem in Lieu of Lodging: []
Additional Comments:
| GetPerDiemRate || Add Destination | < Click Add Destination
Estimated Mileage Reimbursement:

— Destinations Associated with This Trip

Location Start Date End Date Gov.Car Car Tag Meals

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Destinations.aspx 4/2/2010



cbarnab

Callout

After clicking Get Per Diem Rate, Two things happen: 
1. The AIRS system auto fills the correct per diem rate 
2. The Add Destination button appears



cbarnab

Line



cbarnab

Callout

Click Add Destination





OSU AIRS - Travel - Edit Trip Page 1 of 1

4/2/2010 9:17:48 AM

—
OKLANOMA s You are logged in as:
I Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

28:58 until automatic logoff.

|AIRS Travel Menu Edit Trip |

Trip Information Destinations Airfare ‘ Registration ‘ Hotel H Expenses ‘ Attachments Assignments
Submit for Approval
— Destinations
Add a Destination
Location: Oklahoma City, OK (Edit) (Delete) (Add Comment) Gov. Car: False
I Start: 3/15/2010 Car Tag: XXX123
End: 3/17/2010 Meals Provided: 2
Meeting Start Time: 3/15/2010 5:00:00 PM Per Diem Rate: $66.00

Meeting End Time: 3/17/2010 12:00:00 PM

Description: OACUBO Spring 2010 Now that the destination is set,
/click Add Destination Point to enter
Add Destination Point specific starting and ending points

Comments: |

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Edit Trip.aspx#tab2 4/2/2010



cbarnab

Callout

Now that the destination is set, click Add Destination Point to enter specific starting and ending points





OSU AIRS - Travel - Destination Points

—
OKLANHOMA

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home

Contact Us

Page 1 of 1

4/2/2010 9:18:06 AM

You are logged in as:
Barnaby, Christina

28:55 until automatic logoff.

Logout

| AIRS  Travel Menu Edit Trip

Destinations

Destination Points

— Trip Information
Trip #: 4928 Destination:
Claimant: BARNABY,CHRISTINA MICHELLE Start Date:
BUDGET AND ACCOUNTING End Date:
Gov. Car:
Meals:

Oklahoma City
3/15/2010
3/17/2010

No

2

Enter the starting location in the

— Destination Points:
Location From:

p——

OK - OKLAHOMA

Overnight Stay: F

Additional Comments:

Add Destination Point

| |

— |

Location To:
OK - OKLAHOMA /
Start Date: / / . y
l End Date: / / : AM
Mileage: Oklahoma Mileage Lookup &—— |
Vicinity: \

Location From field and enter the ending
location in the Location To field

Enter the trip Start Date - Time and
enter the trip End Date - Time

Enter the Mileage for the first leg of the
trip (mileage is from county line to
county line and is located by clicking on
Oklahoma Mileage Lookup), enter
Vicinity miles for those miles over the
county line to county line amount

||

Click Overnight Stay if this trip required
lodging and enter any Additional
Comments

S~

Comments:

Click Add Destination Point

— Destination Points Associated with This Destination

From To Start Date End Date Mileage Vicinity Overnight

Oklahoma State University Stillwater, OK 74078

fim@okstate.edu

| Osu-system | OSuU-Stillwater | OSU-OKC | OSU-Tulsa

[ OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Destination Point.aspx

4/2/2010



cbarnab

Callout

Enter the starting location in the Location From field and enter the ending location in the Location To field



cbarnab

Line



cbarnab

Callout

Enter the trip Start Date - Time and enter the trip End Date - Time



cbarnab

Line



cbarnab

Callout

Enter the Mileage for the first leg of the trip (mileage is from county line to county line and is located by clicking on Oklahoma Mileage Lookup), enter Vicinity miles for those miles over the county line to county line amount



cbarnab

Line



cbarnab

Callout

Click Overnight Stay if this trip required lodging and enter any Additional Comments



cbarnab

Line



cbarnab

Callout

Click Add Destination Point





OSU AIRS - Travel - Edit Trip Page 1 of 1

4/2/2010 9:18:54 AM

—
OKLANOMA s You are logged in as:
I Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us

28:57 until automatic logoff.

|AIRS Travel Menu Edit Trip |

Trip Information Destinations Airfare ‘ Registration ‘ Hotel H Expenses ‘ Attachments Assignments

Submit for Approval

— Destinations
Add a Destination
Location: Oklahoma City, OK (Edit) (Delete) (Add Comment) Gov. Car: False

I Start: 3/15/2010 Car Tag: XXX123

End: 3/17/2010 Meals Provided: 2
Meeting Start Time: 3/15/2010 5:00:00 PM Per Diem Rate: $66.00
Meetlr.lg Fnd Time: 3/17/2010 12:00:00 PM The first |eg of the trip will now appear
Description: OACUBO Spring 2010

under Add Destination Point

Add Destination Point

Click Add Destination Point to enter the

From To Start End Mileage Vicinity ) .
return leg or a continuance of the trip

Tulsa,0K Oklahoma City, OK 3/15/2010 3/17/2010 105.00 5.00 View Edit Delete Add

Comments: |

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Edit Trip.aspx#tab2 4/2/2010



cbarnab

Callout

The first leg of the trip will now appear under Add Destination Point

Click Add Destination Point to enter the return leg or a continuance of the trip





OSU AIRS - Travel - Edit Trip

4/2/2010 9:19:51 AM

—
OKLANOMA s You are logged in as:
I Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System

28:55 until automatic logoff.

Page 1 of 1

AIRS Menu VPAF Home Contact Us

|AIRS Travel Menu Edit Trip |

Trip Information Destinations Airfare ‘ Registration ‘ Hotel H Expenses ‘ Attachments Assignments

Submit for Approval

— Destinations
Add a Destination
Location: Oklahoma City, OK (Edit) (Delete) (Add Comment) Gov. Car: False

I Start: 3/15/2010 Car Tag: XXX123

End: 3/17/2010 Meals Provided: 2
Meeting Start Time: 3/15/2010 5:00:00 PM Per Diem Rate: $66.00
Meeting End Time: 3/17/2010 12:00:00 PM
Description: OACUBO Spring 2010 The trip should now have both legs

recorded on the main Destinations Tab

Add Destination Point

From To Kart End Mileage Vicinity

Tulsa,OK Oklahoma City, OK 3/15/2010 3/17/2010 105.00 5.00 View Edit Delete Add Comment

Oklahoma City,OK Tulsa, OK 3/15/2010 3/17/2010 105.00 0.00 View Edit Delete Add Comment

Comments: |
Oklahoma State University Stillwater, OK 74078 fim@okstate.edu

| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Edit Trip.aspx#tab2

4/2/2010



cbarnab

Callout

The trip should now have both legs recorded on the main Destinations Tab





OSU AIRS - Travel - Edit Trip Page 1 of 1

4/2/2010 9:20:07 AM .

OKLAHOMA You are logged in as:

Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

28:43 until automatic logoff.

|AIRS Travel Menu Edit Trip |

Trip Information Destinations Airfare ‘ Hotel

Registration ‘ Expenses Attachments Assignments

Submit for Approval

Click Add Registration to input registration
Registration information (if_a registrati_on was

Add Registration “— processed, this must be input regardless of
method of payment)

|Event Amount Pay Type |

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Edit Trip.aspx#tab2 4/2/2010



cbarnab

Callout

Click Add Registration to input registration information (if a registration was processed, this must be input regardless of method of payment)





OSU AIRS - Travel - Registration

4/2/2010 9:28:22 AM

OKLAHOMA You are logged in as:

Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System

20:55 until automatic logoff.

Page 1 of 1

AIRS Menu VPAF Home Contact Us Logout

|AIRS Travel Menu Edit Trip  Registration l

— Trip Information
Trip #: 4928
Claimant:
BARNABY,CHRISTINA MICHELLE
BUDGET AND ACCOUNTING

— Registration:

| | Event < Enter the Event name, the dollar
amount, and click on the drop down

arrow to choose Payment Type

Amount: < —

Payment Type: Agency (OSU) Direct Purchase

Account #: Al 1 16500 \
The account number used when

Additional Comments: ) L . .

entering the trip information will
default in, if the number is incorrect
make changes as needed

Enter and Additional Comments and click Add

| Add Registration | \ . .
Registration

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu

| Osu-System | OSuU-Stillwater | OSU-OKC [ OSU-Tulsa | OSU-Okmulgee [ OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Registration.aspx

4/2/2010



cbarnab

Callout

Enter the Event name, the dollar amount, and click on the drop down arrow to choose Payment Type



cbarnab

Line



cbarnab

Line



cbarnab

Callout

The account number used when entering the trip information will default in, if the number is incorrect make changes as needed



cbarnab

Callout

Enter and Additional Comments and click Add Registration



cbarnab

Line





OSU AIRS - Travel - Edit Trip Page 1 of 1

4/2/2010 9:29:14 AM .

OKLAHOMA You are logged in as:

Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

28:49 until automatic logoff.

|AIRS Travel Menu Edit Trip |

Trip Information Destinations Airfare Assignments

‘ Registration ‘ Hotel H Expenses ‘ Attachments

Submit for Approval

Click Add a Hotel to input hotel

Hotel Information information
| Name Designated Amount Pcard Check In Nights l
Oklahoma State University Stillwater, OK 74078 fim@okstate.edu

| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Edit Trip.aspx#tab4 4/2/2010



cbarnab

Callout

Click Add a Hotel to input hotel information





OSU AIRS - Travel - Hotel Page 1 of 1

4/2/2010 9:29:24 AM .

OKLAHOMA You are logged in as:

Barnaby, Christina

UNIVERSITY
—

N1 1V C 1C source Sys - |
Administrative Information Resource System e
:59 until automatic logoff.

AIRS Menu VPAF Home Contact Us Logout

|AIRS Travel Menu Edit Trip  Hotel l

— Trip Information
Trip #: 4928
Claimant:
BARNABY,CHRISTINA MICHELLE
BUDGET AND ACCOUNTING
The Destination will auto pull from information
— Hotel: entered on the Destination tab
Destination: Oklahoma City / I
Name: < Enter the Name of the hotel, enter the dollar
' | Amount: P amount paid (lodging and tax ONLY), enter
Check I Date. = <————the Check In Date, and enter the # of Nights
eck In Date: / / stayed
# of Nights: M T
Designated: 0 < Select the box beside Designated (the
PCard: ] conference pre-arranged lodging at a
Account # Al 1 16500 discounted rate - supporting documentation is
Additional Comments: required and should be uploaded in the
Attachments tab)
Note: OSU only reimburses the single room
rate
|
PCard is NOT allowed for lodging purchases
— (this box should not be selected), the Account
\\ Oklahoma State University Stillwater, OK 74# Wl!l_defal’”t (Change Only i needed)’ add
[ ®SU-System | OsuU-Stillwater | osu-okc | osu-tufAdditional Comments

Click Add Hotel |

https://vpaf.okstate.edu/DW/Travel/Hotel.aspx 4/2/2010



cbarnab

Callout

The Destination will auto pull from information entered on the Destination tab



cbarnab

Callout

Enter the Name of the hotel, enter the dollar amount paid (lodging and tax ONLY), enter the Check In Date, and enter the # of Nights stayed



cbarnab

Line



cbarnab

Line



cbarnab

Line



cbarnab

Callout

Select the box beside Designated (the conference pre-arranged lodging at a discounted rate - supporting documentation is required and should be uploaded in the Attachments tab) 
Note:  OSU only reimburses the single room rate



cbarnab

Callout

PCard is NOT allowed for lodging purchases (this box should not be selected), the Account # will default (change only if needed), add Additional Comments



cbarnab

Callout

Click Add Hotel





OSU AIRS - Travel - Edit Trip Page 1 of 1

4/2/2010 9:30:19 AM .

OKLANOMA s You are logged in as: |
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UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

28:41 until automatic logoff.

|AIRS Travel Menu Edit Trip |

Trip Information Destinations Airfare ‘ Registration ‘ Hotel H Expenses ‘ Attachments Assignments
Submit for Approval
Click on the Expenses tab to view all
— Expenses associated costs

Add Expense  €—

I
Click Add Expense to add additional

Total Trip Cost: $506.50 View Calculations

| Total Available for Reimbursement: $406.50 exper\ses not “Steq at the top (ex.
Total Amount Reimbursable to Claimant: $406.50 turnpike tolls, parking, luggage fees,
taxi, etc.)
Reimburse . Voucher -
Type Amount Amount Reimburse Date Assigned To i - i ||
_ \ Click View Calculations to see the per
Mileage $107:50  $107:50 True diem calculation and the mileage
Per Diem $99.00 $99.00 True calculation
Registration Fee $100.00 $100.00 False
Lodging $200.00 $200.00 True
Oklahoma State University Stillwater, OK 74078 fim@okstate.edu

| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Edit Trip.aspx#tab5 4/2/2010



cbarnab

Callout

Click on the Expenses tab to view all associated costs



cbarnab

Callout

Click Add Expense to add additional expenses not listed at the top  (ex. turnpike tolls, parking, luggage fees, taxi, etc.)



cbarnab

Callout

Click View Calculations to see the per diem calculation and the mileage calculation





OSU AIRS - Travel - Expense Calculations Page 1 of 1

4/2/2010 9:30:45 AM .

— |
OKLANOMA You are logged in as:
Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

28:58 until automatic logoff.

| AIRS  Travel Menu  View Trip  Expense Calculations

Expense Calculations
Total Per Diem for Trip: $99.00 displayed below for per
Total Mileage for Trip: $107.50 . .

diem and mileage

— Mileage and Per Diem

Destination: Oklahoma City OK
I PER DIEM I MILEAGE

I Per Diem Rate: $66.00 Mileage Rate: 0.5
Lieu of Lodging: $0.00 Miles: 210
Total Per Diem Rate: $66.00 Vicinity: 5
Meals Provided: 2 Total Miles: 215
Per Diem Start: 3/15/2010 3:00:00 PM Reimburse Amount: $107.50
Per Diem End: 3/17/2010 2:00:00 PM
Total Per Diem Time: 1 day(s)

23 hour(s)

Per Diem Calculation: (2*66) - (2 * (66 /4)) = $99.00 *

* (Days * Total Per Diem Rate) - (Meals Provided * (Total Per Diem Rate / 4))

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/DW/Travel/Expense Calc.aspx 4/2/2010



cbarnab

Text Box

Expense Calculations displayed below for per diem and mileage





OSU AIRS - Travel - Expenses Page 1 of 1

4/2/2010 9:33:35 AM .

OKLANOMA s You are logged in as: |
Barnaby, Christina |

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

27:46 until automatic logoff.

’AIRS Travel Menu Edit Trip Expenses ‘

— Trip Information I

oitp #: 4928 When adding additional expenses, click on
BARNABY,CHRISTINA MICHELLE the drop down arrow and choose the
BUDGET AND ACCOUNTING . . .

Destination Point the expense occurred

_ / /—Click on the drop down arrow beside Type
— Itemized Expenses: and choose the expense type
I Destination Point: Tulsa, OK - Oklahoma City, OK l/ Enter the expense amount

Type: Miscellaneous Charges-Turnpike Tolls / The Account # auto ﬁ”31 make changes as
Amount: 7.00 needed .

Add Additional Comments as needed
Account #: AJ 1 16500

Additional Comments:

\

—IClick Add Expense |

| AddExpense | — <—

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/dw/travel/Expense.aspx 4/2/2010



cbarnab

Callout

When adding additional expenses, click on the drop down arrow and choose the Destination Point the expense occurred



cbarnab

Callout

Click on the drop down arrow beside Type and choose the expense type
Enter the expense amount
The Account # auto fills, make changes as needed
Add Additional Comments as needed



cbarnab

Line



cbarnab

Line



cbarnab

Line



cbarnab

Callout

Click Add Expense





OSU AIRS - Travel - Edit Trip Page 1 of 1

4/2/2010 9:33:51 AM .

OKLAHOMA You are logged in as:

Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us

28:58 until automatic logoff.

|AIRS Travel Menu Edit Trip |

Trip Information Destinations Airfare ‘ Registration ‘ Hotel H Expenses ‘ Attachments Assignments
Submit for Approval
— Expenses
Add Expense
Total Trip Cost: $513.50 View Calculations
| Total Available for Reimbursement: $413.50 :
Total Amount Reimbursable to Claimant: $413.50 /—The Added Expense can be Viewed,
Edited, Deleted, and Commented on
Type Amount Eﬁqlm?#trse Reimburse \I;gut.g:her Assigned To
Mileage $107.50 $107.50 True . i
. Continue Adding Expenses as needed
Per Diem $99.00 $99.00 True
Registration Fee $100.00 $100.00 False
Turnpike Tolls $7.00 $7.00 True View Edit Delete Add Comment
Lodging $200.00 $200.00 True
Oklahoma State University Stillwater, OK 74078 fim@okstate.edu

| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/dw/travel/Edit Trip.aspx#tab6 4/2/2010



cbarnab

Callout

The Added Expense can be Viewed, Edited, Deleted, and Commented on


Continue Adding Expenses as needed



cbarnab

Line





OSU AIRS - Travel - Edit Trip Page 1 of 1

4/2/2010 9:34:31 AM .

—
OKLANOMA You are logged in as:
I Barnaby, Christina

UNIVERSITY
—

N1 1V C 1C source Sys - |
Administrative Information Resource System e
:26 until automatic logoff.

AIRS Menu VPAF Home Contact Us Logout

|AIRS Travel Menu Edit Trip |

Trip Information Destinations Airfare Registration Hotel ‘ Expenses Attachments Assignments
Submit for Approval
Attachments
Upload File h -
All travel voucher expense must have supporting
|Fi|ename Size | documents uploaded/attached

The types of files AIRS supports are: PDF, JPEG, Word,
Excel

Potential Files for Upload:

1. Conference Agenda (if a conference agenda isn't available, this must
be notated in the Comments section of Trip Information

2. Designated Hotel Statement listing hotel name, hotel location, and
single room rate (if there is no designated hotel, the reimbursed rate is
based on the lodging per diem rate for the location - gsa.gov)

3. Per Diem Rate Map (gsa.gov) for the correct location

4. ODOT or Mapquest screen prints for mileage figures (ODOT should be
used for figures within the state of Oklahoma)

5. Flight schedule

6. Conference Registration form

7. Mileage Log

8. Personal Pikepass Memo

Potential Receipts for Upload:

1. Registration

2. Lodging

3. Airfare (if purchased with personal funds)

4. Taxi, Shuttle, Parking, Internet, Checked Luggage Fee

https://vpaf.okstate.edu/dw/travel/Edit Trip.aspx#tab6 4/2/2010



cbarnab

Callout

All travel voucher expense must have supporting documents uploaded/attached

The types of files AIRS supports are:  PDF, JPEG, Word, Excel



cbarnab

Text Box

Potential Files for Upload:
1.  Conference Agenda (if a conference agenda isn't available, this must be notated in the Comments section of Trip Information
2.  Designated Hotel Statement listing hotel name, hotel location, and single room rate (if there is no designated hotel, the reimbursed rate is based on the lodging per diem rate for the location - gsa.gov)
3.  Per Diem Rate Map (gsa.gov) for the correct location
4.  ODOT or Mapquest screen prints for mileage figures (ODOT should be used for figures within the state of Oklahoma)
5.  Flight schedule
6.  Conference Registration form
7.  Mileage Log
8.  Personal Pikepass Memo


Potential Receipts for Upload:
1.  Registration
2.  Lodging
3.  Airfare (if purchased with personal funds)
4.  Taxi, Shuttle, Parking, Internet, Checked Luggage Fee





OSU AIRS - Travel - Upload Attachment Page 1 of 1

4/2/2010 9:34:51 AM .

You are logged in as: |
Barnaby, Christina |

—
OKLANHOMA

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

28:57 until automatic logoff.

| AIRS  Travel Menu Edit Trip  Upload Attachment l

— Trip Information
Trip #: 4928
Claimant:
BARNABY,CHRISTINA MICHELLE
BUDGET AND ACCOUNTING
Click Browse to locate your electronic
file
— Upload: .
P / Add any Additional Comments as
needed
Additional Comments:

| Select the box beside the expense your
upload is associated with

Choose Expenses associated with this Attachment:

Type Amount Select
Per Diem $99.00 [ ]
Mileage $107.50 [ ]
Registration Fee $100.00 [ ]
Lodging $200.00 []
Turnpike Tolls $7.00 [ ]

Click Upload File and repeat the
[ Upload File | / process until all supporting documents

are attached

Comments:

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/dw/travel/Upload.aspx 4/2/2010



cbarnab

Callout

Click Browse to locate your electronic file
Add any Additional Comments as needed



cbarnab

Line



cbarnab

Callout

Select the box beside the expense your upload is associated with 



cbarnab

Callout

Click Upload File and repeat the process until all supporting documents are attached
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OKLAHOMA You are logged in as:
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Administrative Information Resource System

AIRS Menu VPAF Home Contact Us

28:56 until automatic logoff.

|AIRS Travel Menu Edit Trip |

Trip Information Destinations Airfare ‘ Registration H Hotel H Expenses ‘ Attachments Assignments
Submit for A | T
s ior AppTova rK—After uploading a document and
attaching the AIRS system redirects
= Trip Information you to the Trip Information tab, simply
Trip #: 4928 (Edit) (Add Comment) claimant:  BARNABY|CliCK Attachments to continue
Description: OACUBO BUDGET A uploading files
I Account #: AJ-1-16500 700 NORTAH GREENWOOUD AVE
Travel Type: In State TULSA, OK 741060702
Start Date:  3/15/2010 Duty Station: OSU Tulsa
End Date:  3/17/2010 Created By: BARNABY,CHRISTINA MICHELLE
Nature of Official Business:
OACUBO Spring 2010 Meeting Oklahoma City, OK
— Comments
Oklahoma State University Stillwater, OK 74078 fim@okstate.edu

| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/dw/travel/Edit Trip.aspx 4/2/2010



cbarnab

Callout

After uploading a document and attaching the AIRS system redirects you to the Trip Information tab, simply click Attachments to continue uploading files
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OKLAHOMA You are logged in as:
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UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

28:44 until automatic logoff.

|AIRS Travel Menu Edit Trip |

Trip Information Destinations Airfare ‘ Registration ‘ Hotel H Expenses ‘ Attachments Assignments
Submit for Approval
Attachments
Upload File -
Attachments can be Viewed,
Filename Size / Edited, Deleted , and Commented
I GSA Per Diem Map.pdf 34176 View Edit Delete Add Comment on
Oklahoma State University Stillwater, OK 74078 fim@okstate.edu

| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/dw/travel/Edit Trip.aspx 4/2/2010



cbarnab

Callout

Attachments can be Viewed, Edited, Deleted , and Commented on





OSU AIRS - Travel - Edit Trip Page 1 of 1
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AIRS Menu VPAF Home Contact Us Logout

28:42 until automatic logoff.

|AIRS Travel Menu Edit Trip |

Trip Information Destinations Airfare Registration ‘ Hotel H Expenses ‘ Attachments Assignments
Submit for Approval
Assignment
Add Assignment < : - . -
S Adding an assignment is only necessary if part or all of
| Name Vendor the reimbursement should be paid to someone other
| than the traveler/claimant
To add an assignment click Add Assignment
If no assignments are necessary click Submit for
Approval
Oklahoma State University Stillwater, OK 74078 fim@okstate.edu

| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/dw/travel/Edit Trip.aspx 4/2/2010



cbarnab

Callout

Adding an assignment is only necessary if part or all of the reimbursement should be paid to someone other than the traveler/claimant

To add an assignment click Add Assignment



cbarnab

Callout

If no assignments are necessary click Submit for Approval
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4/2/2010 9:37:26 AM .

OKLAHOMA You are logged in as:
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Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

28:57 until automatic logoff.

|AIRS Travel Menu Edit Trip Assignmentl

— Trip Information

Trip #: 4928

Claimant: Type in the Vendor or Person's Name

BARNABY,CHRISTINA MICHELLE . .

BUDGET AND ACCOUNTING for the assignment and click Search
— Assignment: Z/

Search for Existing Vendor:
| Search | [ Enter New Vendor |

* Search by CWID or Name

Oklahoma State University Stillwater, OK 74078 fim@okstate.edu
| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/dw/travel/Assignment.aspx 4/2/2010



cbarnab

Callout

Type in the Vendor or Person's Name for the assignment and click Search
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4/2/2010 9:39:18 AM

OKLAHOMA You are logged in as:
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—

Administrative Information Resource System

28:46 until automatic logoff.

Page 1 of 1

AIRS Menu VPAF Home Contact Us Logout

|AIRS Travel Menu Edit Trip Assignmentl

— Trip Information
Trip #: 4928 _ i
Claimant: Click Select (orange) beside
BARNABY,CHRISTINA MICHELLE
BUDGET AND ACCOUNTING the vendor or person to
receive the assignment
(reimbursement) \
— Assignment:
I Search for Existing Vendor:
keener | Search | [ Enter New Vendor |
* Search by CWID or Name
Vendor Name FEI  Address Address Cit State Zi N
Number y p
CARLSON-KEENER CBA AIR COMPRESSOR 1024 CARTER
V0001326990 C\TERBRISES INC *5754 SERVICE CO ST AMARILLO TX 791043202 Select
A0001115980 DEBBIE *KEENER *2341 700 N GREENWOOD TULSA  OK 741060702 Select
Oklahoma State University Stillwater, OK 74078 fim@okstate.edu

| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/dw/travel/Assignment.aspx

4/2/2010



cbarnab

Callout

Click Select (orange) beside the vendor or person to receive the assignment (reimbursement)





OSU AIRS - Travel - Assignment Page 1 of 1
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— |
OKLANOMA You are logged in as:

Barnaby, Christina
UNIVERSITY

—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

28:58 until automatic logoff.

|AIRS Travel Menu Edit Trip Assignmentl

— Trip Information
Trip #: 4928
Claimant:

BARNABY,CHRISTINA MICHELLE
BUDGET AND ACCOUNTING

— Assignment:

Search for Existing Vendor:

keener | Search | [ Enter New Vendor |

 Search by CWID orName AIRS will automatically pull in the remit-
Address From Vendor File: . X L.

Vendor # A0001115980 to address information, if it is incorrect
Name: DEBBIE *KEENER click the Edit Address box.

Address: 700 N GREENWOOD

| City - State - Zip: TULSA , OK 741060702

[] Edit Address

Type Amount Assigned To
Lodging $200.00 ] - -
Click the box beside the amount to be
Mileage $107.50 ] / reimbursed
Per Diem $99.00 ] Add Additional Comments if needed
Turnpike Tolls  $7.00 F and
urnpike lolls . .
Click Save
Additional Comments:
Oklahoma State University Stillwater, OK 74078 fim@okstate.edu

| Osu-system | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |
T

https://vpaf.okstate.edu/dw/travel/Assignment.aspx 4/2/2010



cbarnab

Callout

AIRS will automatically pull in the remit-to address information, if it is incorrect click the Edit Address box.



cbarnab

Callout

Click the box beside the amount to be reimbursed 
Add Additional Comments if needed
and
Click Save



cbarnab

Line



cbarnab

Line
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—
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UNIVERSITY,
—
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AIRS Menu VPAF Home

Contact Us

Page 1 of 1

4/2/2010 9:41:03 AM

You are logged in as:
Barnaby, Christina

28:57 until automatic logoff.

Logout

| AIRS  Travel

My Requests

Submit Trip Voucher

— Trip Information
Trip #: 4928
Description: OACUBO
Start Date: 3/15/2010
End Date:  3/17/2010
Reason:

OACUBO Spring 2010 Meeting Oklahoma City, OK

Claimant:

Duty Station: OSU Tulsa

BARNABY,CHRISTINA MICHELLE
BUDGET AND ACCOUNTING

700 NORTH GREENWOOD AVE
TULSA, OK 741060702

— Reimbursable Expenses:

Total Trip Cost: $513.50
Total Available for Reimbursement: $413.50
Total Amount to be Reimbursed: $413.50

Type iﬁ:rgl:)#trse Reason Account Assignment
Mileage $107.50 AJ-1-16500

Per Diem $99.00 AJ-1-16500

Turnpike Tolls $7.00 AJ-1-16500

Lodging $200.00 AJ-1-16500 DEBBIE *KEENER

Edit
Edit
Edit

Edit

\ If no assignments where

added and you clicked
Submit, AIRS displays this

— Choose Pre-Route:

summary page for review

ID Description

0 No Pre-Route
395 Computing Approval

400 Library Approval

OO0 0®

678 Debra Black

Creator

christina.barnaby@okstate.edu
christina.barnaby@okstate.edu

tanyia.brown@okstate.edu

If all items are correct, click
Submit Trip Voucher

Notes/Special Instructions:

[ Submit Trip Voucher(s)

J

Oklahoma State University

Stillwater, OK 74078

fim@okstate.edu

[ Osu-system

[ Osu-stillwater [ OSU-OKC

[ Oosu-Tulsa

[ OSu-Okmulgee [ OSU-CHS |

https://vpaf.okstate.edu/dw/travel/Submit TripVVoucher.aspx

4/2/2010
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Callout

If no assignments where added and you clicked Submit, AIRS displays this summary page for review
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Callout

If all items are correct, click Submit Trip Voucher





OSU AIRS - Travel - My Trips Page 1 of 1

4/2/2010 9:41:25 AM .

OKLAHOMA You are logged in as:

Barnaby, Christina

UNIVERSITY
—

Administrative Information Resource System

AIRS Menu VPAF Home Contact Us Logout

28:57 until automatic logoff.

| AIRS  Travel Menu My Trips |

AIRS redirects you to My Trips
where your voucher is waiting in
gueue for claimant signature
and approvals

‘ My Requests ‘ My Pending Trips ‘ My Completed Requests ‘ My Completed Trips

My Requests

Trip # Description Account Est. Expenses Status
4929 OACUBO AJ-1-16500 Submit For Approval View Edit Cancel
Oklahoma State University Stillwater, OK 74078 fim@okstate.edu

| OSu-System | OSuU-Stillwater | OSU-OKC | OSU-Tulsa | OSU-Okmulgee | OSU-CHS |

https://vpaf.okstate.edu/dw/travel/MyTrips.aspx 4/2/2010
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Text Box

AIRS redirects you to My Trips where your voucher is waiting in queue for claimant signature and approvals
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