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Purpose This guide provides an overview on how to complete a travel request form for the purpose of booking 
travel with the University’s Travel Team. 

 
References Refer to the Travel Guidelines on the Finance Website. 
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Launch the Form in Appian  

Launching the Form 
To access the BTR Form, click on the following link from the Appian 
environment:  https://bpi.unisa.edu.au/suite/tempo/actions/view/all  
Use your University Network ID and password to enter into the site 

1. Click in ‘Actions’ button on the 
menu bar.  
 
 
 
 
 
 

2. Click on ‘Finance’ on the left-hand 
menu to filter to Finance Unit 
forms. 

 
 

3. Click on the link for Travel: 
Business Travel Request. 
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Traveller Details  

Person Travelling: Self Completing a BTR on behalf of yourself 

1. Select ‘Self’ radial button. 
 
2. Select if a UniSA Cost Centre is 

being used for the trip. 
a. If yes, select the ‘Yes’ radial 

button. 
b. If no, select the ‘No’ radial 

button.  
i. If you do not wish the 

Travel Team to arrange 
your travel, select the ‘No’ 
radial button and upload 
your itinerary. 
 

3. Click the ‘Next’ button. 

 

 

Person Travelling: Other - UniSA 
Employee/Student Completing a BTR on behalf of another UniSA staff member or UniSA student 

1. Select ‘Other UniSA Employee’ or 
‘Other - UniSA Student’ radial 
button. 

 
2. Enter the travellers name and 

ensure the approved in principle 
name is correct. 

 
3. Select if a UniSA Cost Centre is 

being used for the trip. 
a. If yes, select the ‘Yes’ radial 

button. 
b. If no, select the ‘No’ radial 

button.  
i. If you do not wish the 

Travel Team to arrange 
your travel, select the ‘No’ 
radial button and upload 
your itinerary. 
 

4. Click the ‘Next’ button. 
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Person Travelling: Other - UniSA Non-
UniSA personnel Completing a BTR on behalf of non-UniSA personnel 

1. Select ‘Other - UniSA Non-UniSA 
personnel’ radial button. 

 
2. Select if you require the travellers 

to provide details in order to 
complete the form.  
a. If yes, select the ‘Yes’ radial 

button.  
b. If no, select the ‘No’ radial 

button.  
 

3. Enter the requested details of the 
traveller 

 
4. If you have all the details of the 

traveller, select if a UniSA Cost 
Centre is being used for the trip. 
a. If yes, select the ‘Yes’ radial 

button. 
b. If no, select the ‘No’ radial 

button.  
i. If you do not wish the 

Travel Team to arrange 
your travel, select the ‘No’ 
radial button and upload 
your itinerary. 
 

5. Click the ‘Next’ button. 
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Reason for Travel 

Reason - General Travel Select the category of the travel taking place (multiple reasons can be included by 
selecting the relevant tick boxes).  

1. Select the ‘General Travel’ 
tick box. 

 
2. Enter purpose, place and 

organisation visiting.  
 
3. Enter dates of visit. 
 
4. Enter any additional 

information relevant to the 
trip.  

 
5. Attach supporting 

documentation. 
 
6. Once details are entered 

the ‘Update General Travel’ 
button will become active. 
Click the button to save the 
request.  

 
7. Click the ‘Next’ button. 

 

 

 

 

 

Reason - Conference/Seminar Select the category of the travel taking place (multiple reasons can be included by 
selecting the relevant tick boxes).  

1. Select the 
‘Conference/Seminar’ tick 
box. 

 
2. Enter name, organiser and 

location of the event.  
 
3. Enter dates of visit.  
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4. Select your role at the event 
and expected outcomes of 
attending. 
a. If you select the 

‘Presenter’ or ‘Poster 
Presentation’ radial 
buttons, enter 
additional requested 
details.  
 
 
 
 
 
 
 
 

5. Enter any additional 
information relevant to the 
trip.  

 
6. Attach supporting 

documentation. 
 
7. Once details are entered 

the ‘Update Events List’ 
button will become active. 
Click the button to save the 
request.  

 
8. Click the ‘Next’ button. 

 

 

 

 

Reason - Transnational 
Teaching 

Select the category of the travel taking place (multiple reasons can be included by 
selecting the relevant tick boxes).  

1. Select the ‘Transnational 
Teaching’ tick box. 

 
2. Enter intake number, 

programme and course of 
the teaching.  

 
3. Enter dates of visit. 
 

 
 
 
 
 
 
 
 

4. Enter any additional 
information relevant to the 
trip.  
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5. Attach supporting 
documentation. 

 
6. Once details are entered 

the ‘Update Teaching List’ 
button will become active. 
Click the button to save the 
request.  

 
7. Click the ‘Next’ button. 

 

 

Reason - Research Projects Select the category of the travel taking place (multiple reasons can be included by 
selecting the relevant tick box).  

1. Select the ‘Research 
Projects’ tick box.  

 
2. Enter the project name. 
 
3. Select if the expense is part 

of the PIF budget: 
a. If no, select the ‘No’ 

radial button and enter 
the rationale for the 
expense outside of the 
approved budget. 

 
4. Enter dates of visit. 
 
5. Enter any additional 

information relevant to the 
trip.  

 
6. Attach supporting 

documentation. 
 
7. Once details are entered 

the ‘Update Projects List’ 
button will become active. 
Click the button to save the 
request.  

 
8. Click the ‘Next’ button. 
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Travel Arrangements 
Travel Arrangements -  
Airfare 

Select the travel arrangements required (multiple options can be included by selecting 
the relevant tick boxes of the ‘Required Travel Arrangements’ section). 

1. Select the ‘Airfares’ tick 
box.  

 
2. Trip preferences will default 

tot tick ‘Direct Flight (lowest 
logical fare)’. Select other 
options if required.  

 
3. Select applicable ‘Domestic’ 

or ‘International’ radial 
button. 
a. If ‘Domestic’ is selected, 

click in the tick box to 
confirm prior approval 
has been received to 
arrange this travel.   
 

4. Select the type of flights 
required by selecting the 
relevant radial button and 
travel class.  

 
5. Enter the departure and 

arrival locations.  
 
6. Enter the departure date. 
 
7. If applicable, enter the 

preferred departure time 
and airline.  

 
8. Return journey 

a. If you have selected a 
‘One Way’ flight then 
details of how you 
intend to return from 
your trip. 

b. If you have a ‘Return’ 
flight, enter the return 
leg details as applicable.  

 
9. Confirm whether you 

require a flexible ticket or 
additional luggage. 

 
10. Once details are entered 

the ‘Update Flight List’ 
button will become active. 
Click the button to save the 
request.  
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11. If you have selected a 
‘Multi-City’ flight. Repeat 
steps 5-10. 

 
12. If you have not selected 

accommodation to be 
arranged in the Travel 
Arrangements section, then 
you will need to provide 
details of your 
arrangements. 
 

13. Enter any additional 
information relevant to the 
trip.  

 
14. Click the ‘Next’ button. 
 

 

 

Travel Arrangements - 
Accommodation 

Select the travel arrangements required (multiple options can be included by selecting 
the relevant tick boxes of the ‘Required Travel Arrangements’ section). 

1. Select the ‘Accommodation’ 
tick box.  

 
2. Select applicable ‘Domestic’ 

or ‘International’ radial 
button.  
a. If ‘Domestic’ is selected, 

click in the tick box to 
confirm prior approval 
has been received to 
arrange this travel.   
 

3. Enter the city and location 
for the required 
accommodation.  

 
4. Enter the check-in and 

check-out dates. 
 
5. If applicable, enter any 

additional information.  
 
6. Once details are entered 

the ‘Update 
Accommodation List’ 
button will become active. 
Click the button to save the 
request.  

 
7. Select the applicable radial 

button for the 
accommodation payment 
method.  

 
8. If you require multiple 

accommodations. Repeat 
steps 3-6. 
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9. Enter any additional 
information relevant to the 
trip.  
 

10. Click the ‘Next’ button. 

 

Travel Arrangements -  
Ground Transportation 

Select the travel arrangements required (multiple options can be included by selecting 
the relevant tick boxes of the ‘Required Travel Arrangements’ section). 

1. Select the ‘Ground 
Transportation’ tick box.  

 
2. Select applicable ‘Domestic’ 

or ‘International’ radial 
button. 
a. If ‘Domestic’ is selected, 

click in the tick box to 
confirm prior approval 
has been received to 
arrange this travel.     
 

3. If you have not selected 
accommodation to be 
arranged in the Travel 
Arrangements section, then 
you will need to provide 
details of your 
arrangements.  
 

4. Select the type of ground 
transport required by 
selecting the relevant radial 
button and travel class.  

 
5. Select the mode of 

transport required by 
selecting the relevant radial 
button 

 
6. Enter the pick-up/station, 

date and preferred time.  
a. If a return mode of 

transport is required 
enter the return journey 
details.  

 
7. Once details are entered 

the ‘Update Ground 
Transportation List’ button 
will become active. Click the 
button to save the request.  

 
8. If you require multiple 

journeys. Repeat steps 4-7. 
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9. Enter any additional 
information relevant to the 
trip.  

 
10. Click the ‘Next’ button. 

 

 

Travel Arrangements -  
Travel Diary 

Select the travel arrangements required (multiple options can be included by selecting 
the relevant tick boxes of the ‘Required Travel Arrangements’ section). 

1. Select the ‘Car Rental’ tick 
box.  

 
2. Select applicable ‘Domestic’ 

or ‘International’ radial 
button.  
a. If ‘Domestic’ is selected, 

click in the tick box to 
confirm prior approval 
has been received to 
arrange this travel.   
 

3. If you have not selected 
accommodation to be 
arranged in the Travel 
Arrangements section, then 
you will need to provide 
details of your 
arrangements  

 
4. The vehicle type with 

default the selection to a 
Standard Sedan. Enter 
other options if required.  

 
5. Enter the pick-up location 

and date.  
 
6. Enter the return location 

and date. 
 
7. If applicable, enter any 

additional requests.  
 

8. Once details are entered 
the ‘Update Car Rental List’ 
button will become active. 
Click the button to save the 
request.  

 
9. Select the applicable radial 

button for the 
accommodation payment 
method. 
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10. If you require multiple 
journeys. Repeat steps 4-8. 

 
11. Enter any additional 

information relevant to the 
trip.  

 
12. Click the ‘Next’ button. 
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Insurance, Risk & Finance 

Insurance Conditions Review the insurance conditions and identify any factors that need to be highlighted to 
the insurance team.  

1. Select the tick box relevant 
to any area that your trip 
that could affect the 
insurance element of your 
trip.  

 
2. If you have indicated the 

trip includes more than 40% 
Personnel Travel, then 
enter the approxiamte 
number of days.  

 
3. Ensure you read all the 

notifications relevant to 
trip.  

 
4. Click the ‘Next’ button. 

 

 

 

 
Risk Management  
(Overseas Travel) 

Review and identify any risk factors that need to be highlighted to the insurance team 
in relation to Overseas Travel. 

1. Confirm whether an 
offshore risk assessment 
has been completed.  
a. If no, complete a risk 

assessment.  
b. If yes, select the ‘Yes’ 

radial button and 
complete questions 
related to managing risks.  

 
2. Confirm whether any 

research is subject to 
defence export controls.  
a. If no, select the ‘No’ 

radial button.  
b. If yes, select the ‘Yes’ 

radial button and 
confirm whether a 
permit is required.  

 
3. Select whether the visitor 

will be visiting (including 
passing through) any 
locations with a threat 
assessment level of 3 or 4. 
 

4. Click the ‘Next’ button 
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Group Travel Elements  
(if Applicable) 

Identify any persons accompanying the traveller as indicated in the insurance 
conditions section.  

1. Select the tick boxes related 
to those accompanying the 
traveller.  

 
2. Additional traveller details: 

a. If a UniSA Staff member, 
enter the names and 
select from the 
generated list and select 
the radial button for 
whether the Travel 
Team is to organise their 
travel.  

b. If a UniSA Student, enter 
the names and select 
from the generated list 
and select the radial 
button for whether the 
Travel Team is to 
organise their travel 

c. If Non-UniSA personnel, 
enter the name, select 
the radial button for 
whether the Travel 
Team is to organise their 
travel and enter their 
date-of-birth. 

 
3. Once details are entered 

the ‘Update Companions 
List’ button will become 
active. Click the button to 
save the request.  

 
4. Click the ‘Next’ button. 

 

 

Financial Select the appropriate areas of funding the travel. 

1. The traveller’s default cost 
centre will appear in the 
cost centre list.  

 
2. If another/additional cost 

centres need to be added, 
click on the ‘Add a Cost 
Centre’ button.   
a. Enter the cost centre 

details. 
b. Click on the ‘Check Cost 

Centre’ button to ensure 
it is active.  

c. Click on the ‘Add to Cost 
Centres’ button to add 
to the travel request.  
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d. Enter how the costs will 
be split between the 
cost centres.  
 

3. Click the ‘Next’ button. 
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Travel Diary 
Daily Activity Record  
(if applicable) 

Enter details of the traveller’s activities during the trip where the traveller is away from 
home for 6 nights or more. 

1. Click here for further 
information.  

 
2. Enter place of activity for 

each day.   
 

3. Enter start and finish times 
for activity for each day.  
 

4. Enter activity description 
for each day.   
 

5. State whether activity id for 
‘Personal’ or ‘Business’ 
reasons.  
 

6. Once complete click the 
‘Save Travel Diary button. 
 

7. Click the ‘Next’ button. 
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Confirmation 

Lodge the BTR Submit the BTR to the Travel Team to action. 

1. If the BTR cannot be 
approved based on the 
information provided in the 
insurance section. You will 
be informed by a message 
on the screen.  
a. Make a note of your 

reference number. 
b. Click the ‘Finish’ button. 

 
2. If the BTR can be approved 

based on the information 
provided in the insurance 
section. You will be 
informed by a message on 
the screen detailing what 
will be required if 
circumstances of the 
traveller changes.   
a. Make a note of your 

reference number. 
b. Click the ‘Finish’ button. 
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