TEM Profile
-step by step-

* First step in initiatingtravel
« Arranger and traveler must

have the TEM Profile created
before any travel documents
can be created
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Provide Feedback

TEM Profile

- Login | Logout
create my profile

Logged in User: gpolzer@colostate.edu Impersonating User: sleaming@colostate.edu
-step by step-

\ 4

* required field

TEM Profile for ALL Kuali Users

. . KIM Principal Name: 5
AllKualiusers have an option to setup 16
their own TEM Profile . :|

Last Name:

Once in TEM Profile Lookup screen, click | _ e e Y]
AOONEBI UGS Y e LINR FAE SE€ 1 Primary Department Code: |

hand corner Chart Code: | S
: g
« Before a travel arranger can create TEM fccomtiimbers|l >
Profiles or travel documents for a Return Only my Travelers?: [O ves O No|[© ot
traveler, they first must create their own Active: | ® ves|O 0[O goth

TEM Profile.

« Once your TEM Profile is created you will
y2 t2y3 KIFIGS GKS 2LJA
LINE FAE SE€S o0dzi &2dz Ol vy
and last name to make an necessary
edits to your profile

| search || clear | | cancel |

Copyright 2005-2014 Kuali, Inc. All rights reserved.
[ this software are copyrighted by other parties as described in the Acknowledgments screen.



TEM Profile
-step by step-

fuali

TEM Profile for ALL Kuali Users financial systemss

ENG SN | Maintenance | Administration

[j action list ] I@ doc search ] Logged in User: gpolzer@colostate.edu Impersonating User: lsnowhit@colostate

Document Overview Tab " »
Backdoor 1d lsnowhit@colostate.edu s in uss e (ol 5SS

TEM Profile

Initiator:

Document number and description
automatically generated

f .
Document Overview

Explanation and Org. Doc Number fields
appear same as in oth&ualidocuments Document Overview

e * Description: ‘NewTravel&r Profie for Snowhte, Laur

Explanation;

Asterisks denote required field entered by Liiin L el Luis
user
* For new TEM Profiles the description
automatically populates

* For edits to TEM Profiles something must
be entered by the user or the document i
gAft y20G adzauopopulated GKA & AAy Qi




TEM Profile
-step by step-

TEM Profile for ALKualiUsers
Edit TemProfileTab

Document automatically pulls information
from Kuali

» Traveler Type

* First Last Name, Middle Initial
 Employee ID, Dept. Code

e CSU Address and Contact Info

Asterisks denote required field entered by
user

« DOB
Employee Default to 01/01/1900
e  Student Default to 01/01/1915

» Citizenship
* Resident Status, Gender
* Accounting Char€ode (CO, BG, GC, PB)

e Must enter in an account number, the
account number can be changed at any
time in the TA, TR, or the TEM Profile

Edit TemProfile

i\

TEM Profile

Traveler Type Code:

Employee

Last Update:

Updated By:

First Name:

LAURA

Middle Name:

6

Last Name:

SNOWHITE

Employee ID:

529360782

Primary Department Code;

C0-6003

Driver's License Number:

Driver's License State:

Driver's License Expiration Date:

Motor Vehicle Record Check:

* Date Of Birth:

* Citizenship:

* Non Resident Alien:

"T:'YESENU

* Gender:

’(_:)Ma\e"ﬁ_:?' Female

Default Accounting

* Chart Code:

|CO - Coloradp State Umversity 5

Account Number:

s

Sub-Account Number:

—

Project Code:

—

Address

Street Address Linel:

5003 CAMPUS DELIVERY

Street Address Line2:

City Name:

FORT COLLINS

State:

o

Zip Code:

80523

Country:

United States

Contact Info

Phone Number:

970-491-1064

Email:

LAURA.ENOWHITE@COLOSTATE.EDU




TEM Profile

-step by step-

TEM Profile for ALL Kuali Users

» Asterisks denote required field entered by
user

Emergency Profile Tab
* Emergency contact relation and name

* Must enter phonenumber even
though there is not an asterisk

* Once entered make sure to click add

* Emergency Contacts cannot be
deleted, but the information can be
changed to another individual

Payment Method
* Automatic¢ do not update

ArrangersTab
* Arranger Principal Name

 Arranger is able to create travel on
behalf of the traveler

» Travelercan assigmrranger by
clicking the magnifying glass next to
Principal Name

» To give access to create TA and TR
must check the boxes

* One and only one Arranger must be
primary

 Once added, make sure to click add

Emergency Contacts

* hide

New Emergency Contacts

~ hide | Fmergency Contacts ( Zach Mercurio )

Payment Method

+ hide
New
Arrangers ¥ hide
New Arranger Information

> hide | Arranger Information ( Isnowhit@colostate.edu )

\

\

* Contact Relation Type Code: I:E

* Contact Name: |

Contact Phone Number:

Email Address: |

add

* Contact Relation Type Code: H

* Contact Name: |John Doe

Contact Phone Number: |370-335-5355 I

Email Address: |

delete

\

ACH Sign Up:
ACH Transaction Type:

* Principal Name:

Allow to initiate TA document: F

Allow to initiate TR/RELO/ENT document: ’T

Primary: F
Active: ’?

* Principal Name: ||5

Allow to initiate TA document: ’?

Allow to initiate TR/RELO/ENT document: ’?

Primary: E

Active: ’?
delete

it@colostate.edu

q



Email Notification Preferences vhde| \

TEM Profile .
-step by step-

Ema” Notiﬁcations Travel Expense Report (TR, ENT, RELO) FINAL: F

. Any bOX that iS Checked WI” Send yOU an Travel Expense Report (TR, ENT, RELO) Status Change: F
email based on that information

Travel Authorization (TA) FINAL: F

Travel Authorization (TA) Status Change: F

Administrator vhide|

e We recommend if traveler does not want
this information to not check the boxes New Corporate Credit Card and External Agency Accounts

as this creates a lot of emails * Credit Card Or Agency Name:| %

« If the traveler has not updated their * Account Number: |
action list preferences they will Epiratondate: |
automatically receive emails when they T
have travel documents that need their :
approval

Note:

Administratorc¢ Credit Card
« DO NOT FILL OUT THIS SECTION

* Active: E

Once document is complete hit submit [t |

« Once submitted document is final Profile Satus -
KIM Principal Id: 44050
LT ﬁ 2 é dZY S y L,j A é_ y Q [:] c AR Customer Id:
you can return at any point to document * hete: 7
* It can be retrieved in your action list " Notes and Attachments (0) o]\
w Ad Hoc Recipients ¥ shaw “L
w Route Log ¥ shaw “L

submit save || close || cancel



TEM Profile: CSU Employee —

created by Travel Arranger
-step by step-

EMPLOYEES:

Alldesignated Dept. Travel Arrangers can set
up TEM Profiles for Degtavelers

Recommendlept. has two arrangers for
backup purposes

Once in TEM Profile Lookup screen, click
GONB I S kyh&Sar culredBCBU
employees
» |If you do not have this option, you are not set
up as an arranger for anyone

» To get this access fill out theEM Arranger
Application

NONEMPLOYEES:

Dept travel arrangers fill out thé EM
Arranger Fornfor permission and access to
ONBIUS UN)F @St SNXa LINE
the traveler

» See slide 11 for guide

Logged in User; gpolzer@colostate.edu Impersonating User: jriba@colostate.ed

KFS 5.3.1 Sta

— Login | Logout

Provide Feedback

ndalone (Oracled

| create new from kim || create new from customer |

* required field

KIM Principal Name:

AR Customer Id:

First Name:

Last Name:

Traveler Type Code:

Primary Department Code:

Chart Code:

Account Number:

L

Return Only my Travelers?:

’_ Yes ’_ No |T Both

Active:

"_" Yes F No F Both

| search || clear | | cancel |

Copyright 2005-2014 Kuali, Inc. All rights reserved.
this software are copyrighted by other parties as described in the Acknowle



http://busfin.colostate.edu/Forms/Travel/fmTEMApplication.pdf#zoom=100
http://busfin.colostate.edu/Forms/Travel/AR_Customer_Form.pdf#zoom=100

Provide Feedback

TEM Profile: CSU Employee —

created by Travel Arranger
-step by step-

Logout
Logged in User; gpolzer@colostate.edu Impersonating User: jriba@colostate.ed oo

) | create new from kim || create new from customer |
 Once in TEM Profile Lookup screen, click e
GONB I S kiyh&Sar culredBCBU
employees
* If you do not have this option, you are not set i Princial ame: :
up as an arranger for anyone PRSI Y
» To get this access fill out tHeEM Arranger rHlia:
AQQliC&tiOﬂ Last Name: |
Traveler Type Code:
o . é C’)f 7\ C’)nl 7\ y- 3 d C’) N\B I l:l S y- PrimaryDepartmentCode:’—
02 0KS d¢9a tNRFAES F Chart Code; | M8
screen shown on slide 9. AccountNumber: [ %
Return Only my Travelers?: ’_ Yes ’_ No |T Both
Active: "_I'YESF No|':_::' Both

| search || clear | | cancel |



http://busfin.colostate.edu/Forms/Travel/fmTEMApplication.pdf#zoom=100

TEM Profile: CSU Employee —

created by Travel Arranger
-step by step-

Search an for employee using the
numerous criteria shown to the right

Create NewProfile under Actions means
the TEM Profile has not been created
and you have access to create it

Edit Profile under actions means the TEM
Profile has been created, and you have
access to edit it at any point

If under actions is blank, it means you do
not have access to the traveler

* To get this access fill out tHeEM Arranger
Application

& Of AO1TAYy3 aONBLFGS
you will follow the process on slides63

AW 121
financial systemss

L F LGN Maintenance  Administration

] actionlst || doc search|

TEM Profile From Kim Persan Luokup mkdoor Id jriba@colostate.edu is in use

All
Searchable
Fields

2 items retrieved, displaying all items.

Actions

create new profile
edit profile

Principal Id | Employee Id
820124481

820757685

Principal Name
jswaro@colostate.edu 9364

swaroj@colostate.edu (6766

Export aptions: C5V | spreadsheet | XML

10238
10239 |lohn

Logged in User: gpak:

Principal Name: ’7
Principal Id: ’7
Employee Id: ’7

Entityld: [
First Name: ’7
Middle Name: ’7
Last Name: ’F

Email Address: |

Phone Number: |

Employee Status Code: ’_
Employee Type Code: ’_

Primary Department Code: ’7
Campus Code: ’_

Active:| ® ves O o O Both

&

search || clear

Phone Number
970-451-0847
970-491-7812

Entity [d | First Name | Middle Name | Last Name Email Address
Jackie Swaro@ColoState.EDU

John.Swaro@ColoState.EDU

Jacqueline M Swaro

Joseph Swaro

A
A

Employee


http://busfin.colostate.edu/forms/fmTEMApplication.pdf

TEM Profile: CSU Employee —
created by Travel Arranger
-step by step-
8 OftAO1AY3 GSRAGE
takes you to the screen on the right

The left side of the document is the
old information, and the right side is
the new information you are
entering

* The old information is populated on the
new side, but the editable fields can be
changed

e Once the document is saved or
submitted yellow asterisks will be
displayed next to the information that
was updated

f
Dacument Overview

]\

* Description: |
Explanation:
Drganization Document Number:
Edit TemProfile \
0ld Eeeseee————— New
TEM Profile TEM Profile
Traveler Type Code: Employes Traveler Type Code: Employee
Last Update: 01/28/2015 Last Update: 01/28/2015
Updated By: swaroj@colostate.edu Updated By: |swarg)@colostate edu
First Name: JOHN First Name: JOHN
Middle Name: | J0SEPH Middle Name: |J0SEPH
Last Name: SWAROD Last Name: |SWARO
Employee ID: 820797685 Employee ID: 320797685
Primary Department Code: C0-5003 Primary Department Code: C0-6003
Driver's License Number: Driver's License Number:
Driver's License State: Driver's License State: .
Driver's License Expiration Date: Driver's License Expiration Date: H
Mator Vehicle Record Check: No Mator Vehicle Record Check: | []
Date Of Birth: 01/15/1375 * Date Of Birth: | pi/151275 j
Citizenship: United States * Citizenship: | United States
Non Resident Alien: o * Non Resident Alien: | () ves ® g
Gender: Male * Gender:| ® pale ) Female
Default Accounting Default Accounting
Chart Code: €0 - Colorado State University * Chart Code: | CO - Colorado State Unive
Account Number: 1357020 Account Number: 1357020 4
Sub-Account Number: Sub-Account Number:
Project Code: Project Code:
Address Address
Street Address Line1: 6010 CAMPUS DELIVERY Street Address Linel: 6010 CAMPUS DELIVERY
Street Address Line2: Street Address Line2:
City Name: FT, COLLINS City Name: |FT. COLLINS
State: CO State: |CO
Zip Code: 80523 Zip Code; 30523
Country: United States Country: | United States
Contact Info Contact Info
Phone Number: 370-491-7812 Phone Number: |970-491-7312
B R PO




TEM Profile: Non CSU
Employee
-step by step-

NONEMPLOYEE

CreateNew From Customer
* Non-Employee (Including Students)

NonEmployeemust be set up as existing

KIM Principal Name:

customer inKuali

AR Customer Id:

» To set up you muditll out the A/R

First Name:

Customer Form

Last Name:

Traveler Type Code:

Whenform is completethe department
contact on the form wilfeceiveemail

Primary Department Code:

saying it has been created

Chart Code:

[<]
=

When you receive the email, TEM

Account Number;

e

& ON.

Return Only my Travelers?:

’_ Yes":_:' No ’T Both

t NEFAES [221dzLJE Of A O]
Odza G 2 YS NE

Active:

"_l' Yes’f_:' No ’T Bath

| search || clear | | cancel |

Provide Feedback

- Login | Logout

| croata new from kim (| create new from customer

\_/

Logged in User: gpolzer@colostate.edu Impersonating User: jriba@colostate.edu

—



http://busfin.colostate.edu/Forms/Travel/AR_Customer_Form.pdf#zoom=100

|Fuali

financial systemse Maintenance == Administration

T E I\/I P rOfi | e [j action list ][O%jducsearch] Logged in User: gpolzert

_Ste p by Ste p_ Tem Profile From Customer Lookup ﬂ”!-anzl-::-:lu:u:ur 1d jriba@colostate.edu is in use

Choosecreate new profile fonon-
employees with n@xistingprofile Customer Number: |

Follow the same Process as New Profile Customer Name:
- Customer Phone Number: |
(slides 36)

Customer Tax Number:

|
If they already eXlstS, Seleetilt prOflle 1 Customer Tax Number Type Code: ’_ FEIN":_:I' SSN":_@' NONE
for non-employeeswith existing profile ' Active: [ ves [0 o[ soth
Searchable s Name: |

. PR Street Address Linel: |

LN o

ICIUS Street Address Line2: |
City Name: |

State: I .
Zip Code:

International Province:

TI

S Customer Email Address:

| search || clear |
41 items retrieved, displaying all items.
Customer Customer Tax
Actions Customer | Customer Customer Name Phone Customer Number Type |Active| Address Name Street_ Address Street_A
Number | Type Code Tax Number Linel Ling
Number Code
create new| s 1881 WEST 72ND
rofile E‘IZDES 11 BRIAN MATILLA fes BRIAN MATILLA PLACE
edit profile PARZUSS 11 CARL T DAVIS 070-401-3779 |*Ee*xeess Yes CARL T DAVIS é%?-}vfégﬁPUS




