PSU’s Online Travel Module- Viking Travel
DAS Quick Guide

For detailed instructions for Traveler and Delegate, go to Traveler & Delegate Quick Guide

Travel Authorization

1N Frocessing - Fena ] Approval

Traveler

111 am the traveler and will fill out the form myself.
1/ 'am the traveler, and would like to add a delegate to help with this form.

I/ 'am a delegate completing this form on behalf of a traveler.

Need help? Visit the Viking Travel site (htip:/www pdx eduffinancial-servicesfravel) for guides and information. Remember to go to the Submit Form tab to save your changes.

Travel Authorization

In Processing - Pending Approval

Traveler

Who is traveling?

/I am the traveler and will fill out the form myself.
/1 am the traveler, and would like to add a delegate to help with this form.

# 1 am a delegate completing this form on behalf of a traveler.

Traveler

Traveler Odin Username * Traveler PSU ID*

|
|

Traveler First Name

Traveler Last Name

Traveler Email

Traveler City Traveler State

Traveler ZIP/Postal Code
] |

To ensure prompt reimbursement for your travel expenses, please confirm that your Direct Deposit information is up to date by logging into banweb. pdx.edu. If you do not use Direct Deposit, please verify your current mailing address is correct in banweb.
Traveler's Supervisor's Email

() Traveler is a PSU Student

Delegate

Delegate Odin Username Delegate PSU ID

[ —

Delegate First Name Delegate Last Name Delegate Email

BETH | KNG | [KING4@PDX.EDU |

Dept. Admin. Staff

Department Admin Staff is the "contact” person on the paper version of Travel Authorizatens/Reimbursements. It s the person who will best know the index(s) and account code(s) that will be charged for your trip.

Degl. Admin. Staff Odin Username Deg\. Admin. Staff PSU ID Deg\. Admin. Staff Email Department Admin Staff (DAS)
Do aamin. s e ot A, st e Odin Username must be filled in

Daily Hlinerary and Other Supporting Documents

Daily Itinerary and Supporting Documents *

‘ Attach Daily Itinerary and Supporting Documents... ‘ &

REQUIREDraveler or Delegate mustpload Itinerary or Conference
Agenda.

The Dept. Admin Staff or DA#I enter the index to be charged in the Banner Finance system and also the
account codes charged. The DAS will also éhteDepartment Approver The DAS ODIN Username must be
entered here. The Delegate would need to remrtheir ODIN Username if they also take on that role.




Travel Autharization

InProces ng - Pending Apprc 3l

Page|l

[ |
Begin Date End Date
23 I —
Number of People Athletics Travel
3 m___m | 4
Business Purpose
| 5

Destination

After you have added all your destinations, click the "Generate Meals and Lodging” button o continue. Guidefines on HIGH per-diem US cities are at the botiom of this page.

iy 7

Ci 6 State m

Arrive at Destination 9 |%rtfmm Destination 10

s this for a conference? Conference Registration Fee
kT

Nation

C——m

_ Registration Fee Reimbursable

13




Per Diem Calculation

Pagel| 2

Type of Per-Diem Rate for this
=

For travel to ALASKA and HAWAII please visit hitp: dod

For travel please hitp.//aoprals state

Calc cim

Dest Breakfast Per Diem
]

on or Notes for Destination

2

_diem asp. For

Dest Lunch Per Diem

and Hawail and Alaska, please break down the M&I column by 25% for breakfast, 25% for lunch, 50% for dinner.

Dest Dinner Per Diem

Dest Per Diem

4

2016 High Per Diem Localities 2015 High Per Diem Localities

Per Diem Locality: High Cities/ Counties.

Effective Effective 1/1/15
State | Key City County and Other Defined Location 1116 - Siake: (- ey Chyr Cuntyand Qeer Deflned Locaiien 12
12/31/16 Az | Ssedora City limits of Sedona 3/1-5/31
cA | Mammoth Lakes Mono. 11-2/29116 o | Sy ‘Momerey E———
Monterey Monterey -8/ Napa Napa 1“1”—9-;::';.
-9/
Napa Napa 5/1-9/30
i year
San Francisco San Francisco All year
San Mateo Foster San Mateo Al year
San Mateo/Foster City/Belmont | San Mateo All year City/Belmant
Santa Barbara Santa Barbara All year Santa Barbara Santa Barbara All year
Santa Monica City limits of Santa Monica All year Serta Cruz Senta Cruz sre
Sunnyvale,Palo Alto/San jose Santa Clara Al year Senta Menics ity limits of Santa Morica Hlyesr
Sunmyvale Palo Alio/San
i Santa Clara Al year
co Aspen Pitkin 12/1-3/31 & Jose
6/1-8/31 12/1-3/3
- - . P — - co Aspen Pitkin fame
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In Processing - Pending App val

Lodging & Meals

Page| 3

Lodging Name

Business Check-In Date

4

[J his Lodging is Reimbursable 8

City Room Rate per Night 3
[ ]
Business Check-Out Date # of Business Nights

5 # of Rooms

Date

Breakfast

[ Reimbursable

11

Lunc’
1

, ¥ Reimbursable / Reimbursable

Dinner




ravel Authorization

In Processing - Pending Approval

~or each ground transportation expense, either enter # of miles

Ground Transportation

Transportation

be reimburced for (at the (lle/mile shown) or enter a flat total amount (e.g. for taxi or shuttle).

Pagel| 4

Description

~
v

To calculate the reimbursement for distance traveled in a personal vehicle,
enter the miles below.

Distance (miles) Rate/Mile

Expense Amount

Is Reimbursable

| Frequently Used Miloage
Portland, Oregon to:
(Abany | & |
Ashland 285
Astoria 95
Beaverton 6
Band 160
Corvallis 81
Eugene 110
Forest Grove 23
Gresham 14
Hillsbora 17
La Grande 259
Lebanon
Lincoln City 88
McMinmalle 38
(Oregon City 13
PDX Airport 13
Pendleton 208
Prineville 146
Redmond 144
Salem 47
Seaside 79
Silverton 42
The Dalles 83
Tillamook 0
Vernonia 45

Wanedhium n
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n Processing - Pending Approval

Other Expenses
I

Other Expenses

Description Expense Amount

[ Reimbursable

Page|5




Summary
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Travel Authorization e

In Processing - Pending Approval

Grand Totals for this Trip

Nm-ﬂﬁmwmnlea quested Reimbursable Requested
sooa ]

Total Allocated for Reimbursement

Requested Expenses by Category

Total Expenses for Trip

Grand Totals for this Trip

1 Non-Reimbursable Requested 2 Reimbursable Requested Total Expenses for Trip
Total Allocated for Reimb
4

Requested Expenses by Category

Category
Lodging

o0 (=]
F g
a a
o °
< <

onference Reg

(2]

ategory
ransportation

I

Category
(Other Expenses

Non-Reimbursable
1$0.00

I

Non-Reimbursable

2
8
I

Non-Reimbursable
$300.00

Non-Reimbursable
$211.70
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112.78

Reimbursable
327.00

X

eimbursable
128.26

Reimbursable
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Reimbursable
0.00

I
I

Total Authorized
327.00

128.26

300.00
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211.70

=

otal Authorized
112.78




Travel Authorization

In Processing - Pending Approval
Approved! Safe travels!

Traveler
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Total Amount Allocated
1236.00

Remaining Amount to Allocat
2

16

Index Code”
[0ISG70 |

4

39515

OAPAL ACCT" FOAPAL ACTV 7

12

‘Shortcuts for common ACCT values

\ |

6

Departmental Approver ODIN Username ™

Amount Allocated”

[$236.00

[cwiLD2

Departmental Approver Email

[CWILD2@PDX.EDU

Pl (grants only) - leave blank for none
’_

PI Email

FOAPAL LOCN 8 FOAPAL PROJ

Be sure to double check that you enter the right ODIN id for your approverl If you
enter a username and the field goes blank, it's an invalid ODIN.

DRA (grants only) - leave blank for none 14
\

DRA Email
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Travel Authorization

In Processing - Pending Approval

Travel Authorization

In Processing - Pending Approval

DAS Review

[ Submit this Travel ization for App! |

[J Return form to traveler/delegate for correction 2

Comments for the traveler 3

Travel Advance

The traveler has requested an advance for this trip

[ Request an Advance A t of Ady Maximum Advance
4 |

S
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