
INSTRUCTIONS FOR COMPLETING 

 IN STATE TRAVEL AUTHORIZATION (TEI)

If Users need access to the IN STATE TRAVEL AUTHORIZATION (TEI) in ADVANTAGE, they should contact their Agency Security Lead (ASL) and the ASL will Contact Donald Sweasy in the Office of the Controller.   A listing of Agency Security Leads can be found at: http://www.state.ky.us/agencies/adm/mars/contacts.doc 
The In State Travel Authorization (TEI) assists travelers and internal resources staff (State Parks and Motor Pool) in recording, authorizing and tracking travel related transactions.

There are ONLY three (3) reasons for completing an In State Travel Authorization (TEI):

1. State Park Lodging 

2. Motor Pool Rental 

3. Advance Registration Fee  (In State Destinations Only)
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Step 1
Open the Go To Window.

Step 2
Place the cursor in the CODE field and type “TEI”.

Step 3
Select  the <OPEN> button.

A Blank Batch / Document Entry Screen Displays.
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Step 1
Press the <Tab> key until the cursor is in the DOCUMENT ID for AGENCY field and enter your three digit agency code.

Step 2
Type “TEI” in the DOCUMENT ID field.

Step 3
Select the Automatic Document Numbering Option.

Step 4
Verify that the Radio Button is “New” and Select <OK>.

TRIP TAB

Populate the TEI Document

The information on the Trip Tab identifies purpose for the trip, the traveler, the 
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Agency and Organization on whose behalf the traveler is incurring expenses. 

Date
 Default is the system date (usually the current date). Leave Blank
Accounting Period  Default is the current accounting period (mm yy). Leave Blank.

Budget FY  Defaults to the current Budget FY.  Leave Blank.

New  Default is New. Indicates that this is a new entry (new document). Leave as New. 

Modification  We will not be using the modification function at this time.   Leave Blank.
Traveler ID
 Required.  Enter the employee ID or the vendor code that identifies the traveler.  See Vendor Index (VEND) for valid values. 

RESP AGCY / ORG    Required.  Enter your three digit agency code and appropriate four digit organization code.

TRAVEL POLICY ID.  Default is “EXECPERDIEM”. Leave Blank 

WORK LOCATION Required.  Enter Traveler’s workstation. To find the appropriate code for a workstation or any location, you will need to access the Destination Description Table (DSTD).  Right click in the work location field and choose “Find Code’’. Type the name of the city in the “Description field” and “Browse’’.  Highlight the work station, choose “Select” and the field will be populated with the 5-digit location code. 
PURPOSE  Required.   Enter the 3 digit code associated to the purpose of the trip.  To find the appropriate purpose code, right click in the purpose field and select “Find Code”. Highlight the appropriate purpose, choose “Select” and the field will be populated with the 3-digit purpose code.  
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REGISTRATION FEE

If Advance Registration is being requested, this section must be completed.  The Advance Registration is an expense and must also be included as a line expense on the Expenses Tab.

vENDOR Required  Enter the appropriate code for the vendor to whom
 payment will  be made.  Right click in the Vendor field & select “Find Code”.  Highlight the appropriate Vendor, choose “Select” and the field will be populated.
Advance Amount Required.  If an advance is required, enter the amount in dollars with two decimal points (Example $000.00). 

DEF/INC/DEC Default is {Def}. 

Sched Check Date Optional.  Leave Blank

Category Optional.  Enter the check category associated with this document.  See Check Category (CCAT) for valid values. If the user leaves this field blank, the system will default the check category to the default check category defined in the Travel Special Accounts (TSPC) table. 

ISSUE INDIVIDUAL CHECK  Select “Yes” if a separate check should be issued for this amount.  Select “No” to add this advance amount together with other payments for the same vendor to produce a combined check. 

EFT  INDICATOR  Default is inferred from Vendor Record (VEN2) Select Yes if the cash advance is to be paid by Electronic Funds Transfer (EFT).  An Application Type must be entered if “Yes” is selected. 

APPL TYPE  Default is inferred from Electronic Funds Transfer (EFTX) Table. 
MOTOR POOL AMT Protected.  Amount will be inferred from the Expenses Tab.

STATE PARK AMT Protected.   Amount will be inferred from the Expenses Tab. 

DOCUMENT TOTAL Leave Blank for now.  

CALCULATED DOCUMENT TOTAL Protected Field.  Amount will be calculated and field populated when you do a “Process Edit”.
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EXPENSES TAB

**The advance registration fee is an expense and must also be included as a line expense on the Expenses Tab.

Expense Detail:

Line Number Required. Enter a unique number for the expense line. This value must be two digits. Example “01”.
DATE Required.  Enter date the expense will occur, not the date the authorization is being typed. 

Location Required.  Enter the location where the expense will be incurred.  Right click in the field and use Find Code and it will take you to Destination (DSTD) Description Table for valid values. 

Expense Type Required.  Select “REGFEE” from the drop down window.

Payment Method Protected Field.  Inferred from the Expense Type.

Description  Required.   This field is used for reference information for vendors to identify the purpose of the payment.  Enter “Your name and/or name of Conference ”.

Funding Strip 

Fund  Required.  Enter the fund paying for this expense. If you use ‘find code’ it will take you to the Fund Index (FUND) Table.   

Agency  Required. Enter the agency paying for this expense. If you use ‘find code’ it will take you to the Agency Index (AGCY) Table.

Org/sub (Organization)  Required.  Enter the organization paying for this expense. If you use ‘find code’ it will take you to the Organization Index (ORGN) Table.

ORG/Sub (Sub-Organization)  Optional. Enter the sub-organization paying for this expense. If you use ‘find code’ it will take you to the Sub-Organization (SORG) Table. 

EXPENSES TAB – Registration Fee -  Line No. 1

Funding Strip Cont’d

Appr Unit   Required.  Enter the last four digits of the Appropriation Unit.  If you use ‘find code’ it will take you to the Program Reference (PRFT) Table.  

Activity  Optional. If you use ‘find code’ it will take you to the Activity Index (ACTV) Table. 

FUNCTION   Optional.  If you use ‘find code’ it will take you to  the Function  (FUNC) Table.  

Sub-Object   Optional.  If you use ‘find code’ it will take you to the Sub-Object (SOBJ) Table.  

Job/Project   Optional. If you use ‘find code’ it will take you to the Job Index (JOBT) Table.  
Rept Category  Optional. If you use ‘find code’ it will take you to the Reporting Category (RPTG) Table.

Termini  Optional. If you use ‘find code’ it will take you to the Termini Validation (TERM) Table.

Amount  Required.   The amount of this expense line.  
DEF/INC/DEC
Default is {Def}.
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Expense Line No. 1 after data has been entered.


** Create a new Expense Line – Select edit then “Insert Line After”.

Expense Detail  - 
Repeat procedure from Line #1 for each expense recorded on the TEI (State Park / MotorPool when available).

Funding Strip - 
Repeat procedure from Line #1 for each expense recorded on the TEI (State Park / MotorPool when available).
EXPENSES TAB – State Park – Line No. 2

Expense Line for State Park should reflect the screen shot below.







Create a new Expense Line – Select  “Edit” then “Insert Line After”.

Expense Detail  - 
Repeat procedure from Line #1 for each expense recorded on the TEI (State Park / MotorPool when available).

Funding Strip - 
Repeat procedure from Line #1 for each expense recorded on the TEI (State Park / MotorPool when available).

MOTORPOOL EXPENSE IS NOT AVAILABLE AT THIS TIME

EXPENSES TAB -  MotorPool  Line No. 3 

Expense Line for State Park should reflect the screen shot below.






Return to the Trip Tab and complete the document total field.

DOCUMENT TOTAL – Required. Enter this amount AFTER you have completed the Expenses Tab. Then, enter the total of all expenses listed on the Expenses Tab. 

The TEI document is ready to be edited.  Select “Process, Edit”.  If there aren’t any errors, Status should show “PEND1”.   If there are errors, correct the errors and re-edit the document.  If you need assistance, please contact the Customer Resource Center Help Desk at 502-564-9641 or 1-877-973-HELP.

FINAL STEPS – APPROVAL OF TEI – 

THREE LEVELS OF APPROVAL REQUIRED


Select “Process, Approve”.  This will apply the First Level of Approval, Status should show “PEND2”

The next authorized person should apply the Second Level of Approval – Status should  be “PEND3“.
The Third and Final Level of Approval is usually in the Central Office of the agency.  The authorized person should apply the Third Level of Approval – Status will change to “SCHED” then “ACCPT” after the document is “RUN”.

If the status of the TEI is not “ACCPT”, Motor Pool and/or State Parks will NOT be able to verify that the TEI exists, which means the expense has NOT been 

APPROVED.

The only required information needed by the Motor Pool is the TEI number and Expense Line number.  State Parks will need the TEI number and the Travelers confirmation number for their reservation.

The TEI document must be in “ACCPT” status by the MARS system before the State Park or Motor Pool can retrieve the TEI number from the IBTX table (Internal Bill Authorization Table). 

You have now approved and processed a TEI which authorizes your:

· Registration Fee

· State Park Lodging 

· Motor Pool Car Rental (Not Available At This Time)
If you have any questions, please contact the Customer Resource Center at 502-564-9641 or 1-877-973-HELP.

Sample Of How Expense Line #2 For State Park Should Look 





MOTORPOOL





Location = Motor  Pool





Sample Of How Expense Line #3 For MotorPool Should Look





Location of


Advance Registration





Type Applicable Funding Strip





Location Field = State Park
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