Quick Reference Guide
Business Travel Request (BTR) Form University of

South Australia

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.

Index:
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Launch the Form in Appian ‘

To access the BTR Form, click on the following link from the Appian
Launching the Form 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 News Tasks (26) Records Reports Actions

University of
South Australia

No entries available

All >
2 C||Ck on ’Fina nce' on the |eft_ha nd News Tasks (26) Records Reports Actions
—
menu to filter to Finance Unit
forms_ g::l\;:r;i:‘;ﬁ;“a Payment Request (Domestic) - No Tax Invoice FS03
Payment Request is for reimbursements, refunds and payments to individuals/suppliers
with no tax invoice to an Australian bank account
All »
Starred & Procurement: Request Ethical Clearance

Requests ethical clearance from panel members of a procurement

3. Click on the link for Travel:

AP S° :
. i Sales Invoice Request F519
Business Travel Request. (Finance x ) Request 2 sales [l . e

Travel: Business Travel Request
Requests quotes and arrangements for travel associated with Unis,

Travel: Maintain Travel Diary
Allows a user to select a travel Diary to finalise

Travel: Maintain Traveller Profile

Allows a user to maintain the profile data for themselves or anyone if they are a member
of the travel team

Vendor Account Request FS09

Vendor Account Reguest will initiate the creation of an account for new suppliers or
amendment(s) to an existing vendor account

Need further help? Please contact the UniSA Travel Team on Ph: (08) 8302 6430
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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. Ifyes, 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.

Business Travel Request

Traveller Details Reason for Travel Trivel Arrangements ance. Risk & Finance Travel Disry Canfirmation

Primary Traveller L.

Person Traw
6 rote: Group ol

*Travel approved in  hiss Rebece
principle by &

nTest@unisa.cdu.du Position Fro

School/Unit

Division Assources

DISCARD R‘(JII! 5T m

Isa Un'sl cost centre being used to pay any portion of this trip? @ *

Do iou want the el Team to arrange travel? @*

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.

Business Travel Request

Traveller Desails

Travel Arranger Mr
Ferson Travelling

0 Note: Groug gyl car

“Primary Traveller

* Travel appraved in
cincipic by &

|...u. being used to pay any portion of this trip? &+

Disc m'lu REQUEST

Is a UhiSA cost cgmdice being used to pay any portion of this trip? @*

3b

Do 'I I I nt the Travel Team to arrange travel? @ *

Need further help? Please contact the UniSA Travel Team on Ph: (08) 8302 6430

Email: travelteam@unisa.edu.au
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Pen:son Travelling: Other - UniSA Non- Completing a BTR on behalf of non-UniSA personnel
UniSA personnel

1. Select ‘Other - UniSA Non-UniSA
personnel’ radial button. Business Travel Request
2. Select if you require the travellers T Tewtroes
to provide details in order to Sy
complete the form.
a. Ifyes, select the ‘Yes’ radial
button.
b. If no, select the ‘No’ radial
button.

D pou require the
wavedler 13 provide
detsilain arilert @ 1es, | wffnewd e traveder o provde
gmplete this farm®

3. Enter the requested details of the

traveller
| . . ! o
Is alniSA cost ci being used to pay any portion of this trip? @*
4. If you have all the details of the
traveller Select |f a UnISA COSt eTraveITeamtoarrangetravel?at
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.

Need further help? Please contact the UniSA Travel Team on Ph: (08) 8302 6430
Email: travelteam@unisa.edu.au

Website: http.//i.unisa.edu.au/staff/finance/about-us/travel/

Page 3 of 16
Last Modified: 21/06/2018



mailto:travelteam@unisa.edu.au
http://i.unisa.edu.au/staff/finance/about-us/travel/

Quick Reference Guide
Business Travel Request (BTR) Form University of

South Australia

Reason for Travel

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

Reason - General Travel

1. Select the ‘General Travel’ Rasontaj Tor Travel
tick box.

Transnational Teaching

2. Enter purpose, place and Research Projects
(o] rga n |Sat| on Vi S|t| ng. General International and Domestle Travel
Purpose of Visit Person Visiting Organisation Visiting Date From Date To Edit

3. Enter dates of visit.

No reasons entered - please complete the fields below and update to add to the list

4. Enter any additional
information relevant to the
trip.

Furpasze of Visit
Person Visiting

ag Visiting

5. Attach supporting
documentation.

6. Once details are entered | cswirers | (_\/e

the ‘Update General Travel’ Additional Information
button will become active. How will additional workload be covered during traveller's absence and how will it be funded?
Click the button to save the
request.
7. Click the ‘Next’ button. Supporting Documentation

Request Progress

Reason for Travel Travel Arrangements Insurance, Risk & Finance Travel Diary Confirmation

DISCARD REQUEST

Select the category of the travel taking place (multiple reasons can be included by

Reason - Conference/Seminar . .
/ selecting the relevant tick boxes).

1. Select the Reason(s) for Travel
‘Conference/Seminar’ tick
box.

* Reason(s) for

Tl Teaching

Research Projects
2. Enter name, organiser and Conference or Seminar Attendance
location of the event.

Name of Event Event Organiser Location Date From Date To Edit

Mo reasons entered - please complete the fields below and update to add to the list

3. Enter dates of visit.

Name of Event

Event Organiser

Location

Need further help? Please contact the UniSA Travel Team on Ph: (08) 8302 6430
Email: travelteam@unisa.edu.au Page 4 of 16
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Select your role at the event
and expected outcomes of
attending.

a. If you select the

Haow will k ledge gainkd be d to other staff? |
IPreSenter’ or IPOSter research pmj:ﬂcullahw‘tiun etc.)
Presentation’ radial \
buttons, enter \
additional requested |
details What will be the benefits lo‘h: traveller in their current role or for the local
area? \
|
\
|
\
|
Title per
resented

5. Enter any additional There will be 8 HERDC recognised publication?
N
information relevant to the %‘mm
Journal
trlp paper [shed
Additional Information

6. Attach Supportlng How will additional workload be cor ind how will it be funded?

documentation.
7. Once details are entered \

the ’Update Events List’ Supporting Documentation

button will become active. e

Click the button to save the e

req ueSt' Reason I"Dr Travel Travel Arrangements Insurance, Risk & Finance Travel Diary Confirmation e
8. Click the ‘Next’ button. Eoesien ey @

Your Role at Event

air or Panelist

Foster Presentation

Paper published In conference proceedings/joumnal?

All papers reviewed by 2 or more referee:

Presentation
Checklist

Reason - Transnational

Select the category of the travel taking place (multiple reasons can be included by

Teaching selecting the relevant tick boxes).
1. Select the ‘Transnational Rads BT
Teaching’ tick box. * Reasonis}for | General Travel
Travel
. B transnational Teaching
2. Enter intake number,
programme and course of Teansnational Teaching
the teaching. r
Intake Number Programme Course Date From Date To Edit
3. Enter dates of visit. i
Intake Number
Fmgrammc
Course
Date From x ¥
Date To g e
CLEAR INPUTS ©
4. Enter any additional Additional Information
information releva nt to the How will additional workload be covered during traveller's absence and how will |t be funded?
-~ e
Need further help? Please contact the UniSA Travel Team on Ph: (08) 8302 6430
Email: travelteam@unisa.edu.au Page 5 0f 16
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5. Attach supporting
documentation.

Supporting Documentation

Request Progress

6. Once details are entered
the ‘Update Teaching List’
button will become active.

v
Reason for Travel

DISCARD REQUEST

Travel Arrangements

Insurance. Risk & Finance

Travel Diary

Confirmation 0

Click the button to save the
request.

7. Click the ‘Next’ button.

Reason - Research Projects . .
) selecting the relevant tick box).

Select the category of the travel taking place (multiple reasons can be included by

1. Select the ‘Research
Projects’ tick box.

Reasanis) for Travel

* Reason|s) for General Travel

Travel | conferencesseminar

- emeSaaching
I

Part of PIF Budget

2. Enter the project name.
Research Projects
3. Select if the expense is part
of the PIF budget:
a. If no, select the ‘No’
radial button and enter

Name of Project

Rationale for Expense

the rationale for the
expense outside of the
approved budget.

Mame of Project
Is expense part of

the approved PIF
budget? @

4. Enter dates of visit.

e

CLEAR INPUTS

5. Enter any additional

Mo reasons entered - please complete the flelds below and update to add to the list

Date From

Date Ta Edit

information relevant to the
trip.

6. Attach supporting

. Additional Information
documentation.

Howe will workload b Aot

by ud howy will it be funded?

7. Once details are entered
the ‘Update Projects List’

button will become active.
Click the button to save the
request.

Supporting Documentation

Request Progress

Reason for Travel

8. Click the ‘Next’ button.

DISCARD REQUEST

Travel Arrangements

Insurance, Risk & Finance

Travel Diary

Confirmation e

Need further help? Please contact the UniSA Travel Team on Ph: (08) 8302 6430
Email: travelteam@unisa.edu.au
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Travel Arrangements - Select the travel arrangements required (multiple options can be included by selecting
Airfare the relevant tick boxes of the ‘Required Travel Arrangements’ section).
1. Select the ‘Airfares’ tick
»Reason for Travel Summary
box ,
’ ~Trip Information 1
* Required Tra w Trip Preferences @ Jireck FHght (lowest logical fare)
2_ Tr| p prefe rences W| ” defa u |t Arrangements —EEEEREation heapest Flight (may be indirect)
tot tICk ’Dll"ect Fllght (IOWeSt :::r:re:t:ar-'.r:-.'al‘.dllr:n cl_i':i:el:lﬁli Flights (extra charges will apply - refer to
logical fare)’. Select other eess Luggage
. . . light Flexibility - up to 2 days before or after
options if required.
3. Select applicable ‘Domestic’ O Stsecieit
. . Alrfare Arrangements.
or ‘International’ radial 2
button_ From To Departure Date Preferred Departure Time Alrline Preference Class Flexible Ticket Edit
a. |f ’DomeStiC’ iS SeleCted, No alrfares entered - please complete the fields below and update to add to the list
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 @m,
relevant radial button and dass @ Economy
travel class. gt Bl
5. Enter the departure and
arrival locations.
Time ©
l O
Preferred
6. Enter the departure date. i |
How and when do
7. If applicable, enter the you anticipate @ |
preferred departure time - \‘
and alrllne Flexible Ticket
Will you have ‘
luj e in addition
8. Return journey Emummne ‘ @
| [ | D
CLEAR INPUTS
a. If you have selected a L ‘ 1 —
‘One Way' ﬂlght then /@0 FRABINE \
dEta”S Of hOW you Preferred Departure
intend to return from Time of Return Leg
. Preferred
your trlp' AirlinefFlight
b. If you have a ‘Return’ e forretarn /
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.
Need further help? Please contact the UniSA Travel Team on Ph: (08) 8302 6430
Email: travelteam@unisa.edu.au Page 7 of 16
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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.

Accommaodation Arrangements

Check In Check Out Additional Requests Edit

Iy You hawe indicated that eccommodation is not required to be arranged by the trovel team, con you please odd an arrangement to provide information regarding your
accommodation

N OF YOUR ACCOMMODATION

City Accommodation Name or Location

No arrangements entered - please complete the fields below and update to add to the list

Payment Information

Ne payment informatien is required

Additional Informads
MNotes for the Travel
Administrator &

Request Progress

Travel Arrangements Insurance, Risk & Finance Travel Diary Confirmation

DISCARD REQUEST PREVIOQS |

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).

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.

1. Select the ‘Accommodation’

»Reason for Travel Summary

»Trip Information

* Required Travel Alrfares
(rm nd Transportation

Arrﬂn;:mem

Car Rental

Accommodation Arrangements

City Accommodation Mame or Location Check In Check Out Additional Requests Edit

Mo arrangements entered - please complete the fields below and update to add to the list

K e
Accommodatio

Name or Location
Check-ig

Check-ou

Additional e
Infermation &

CLEAR INPUTS

Payment Inforpay
y personally and seek reimbursement upon return
ange a chargeback for the accommodation (additional fees apply)

iplying for a UniSA credit card prior to travel

How 1o apply for 3 UniSa Credit Care

Need further help? Please contact the UniSA Travel Team on Ph: (08) 8302 6430

Email: travelteam@unisa.edu.au

Website: http.//i.unisa.edu.au/staff/finance/about-us/travel/
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9. Enter any additional Additional Informagion

information relevant to the @6

. Administrator @

trip.

10. Click the ‘Next’ button. amiiiitichiad .
Traveller Det Travel Arrangements Insurance. Risk & Finance Travel Diary Confirmation
DISCARD REQUEST

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

1. Select the ‘Ground

. »Reason for Travel Summary
Transportation’ tick box.

~Trip Information

* Required Travel Alrfares
2. Select applicable ‘Domestic’ ArTangsmEnts | | accommodation
. . [ Ground Transportation
or ‘International’ radial

Car Rental

button.

a. If ‘Domestic’ is selected,

. . . Approval ived formal approval 1o proceed with this travel request
click in the tick box to — O@ _

confirm prior approval

has been received to
a rra nge th IS tra Vel CllY Accommodation Name or Location Check In Check Out Additional Requesls Edit

Internation.

No arrangements entered - please complete the fields below and update to add to the list
3. If you have not selected
accommodation to be

arranged in the Travel e_
Arrangements section, then Trwe Indiicated that accommodation s not required to be arranged by the travel team, can you please add an nt to provide inf regardnEY

you will need to provide
details of your

WOTIFY US OF YOUR ACCOMMODATION

arra I’Ige m entS. Ground Transport Arrangements (To Be Arranged By The Travel Team)

Type of Transport Pick Up Location Date for Pick Up Preferred Time Specific Driver Drop Off Location Edit

4. Select the type of ground
transport required by
selecting the relevant radial

Ne arrangements entered - please complete the fields below and update o add Lo the list

b utton an d tr‘avel cl ass. Type of Transpo@_ @ Home/Campus/airport Transfer | Other Transfer °
Mode of Transf, @ 5
5. Select the mode of Pick Up Lacation 4 .

transport required by Pick Up Da
selecting the relevant radial e
button .
Drop Off Location -
. . Return D @
6. Enter the pick-up/station,

Preferred Time

date and preferred time.
Specific Driver (if

a. If a return mode of required)
. . : : 7
transport is required [ccommmeurs

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.

Need further help? Please contact the UniSA Travel Team on Ph: (08) 8302 6430
Email: travelteam@unisa.edu.au Page 9 of 16
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9. Enter any additional Payment Information
information releva nt to the Ne payment informatien is required
trip. Additional Information

( Notes for the Travel
Administrator &

10. Click the ‘Next’ button.

Request Progress

Travel Arr:ngcmcnla Insurance, Risk & Finance Travel Diary Confirmation
. DISCARD REQUEST | [ PREVION
Travel Arrangements - Select the travel arrangements required (multiple options can be included by selecting
Travel Diary the relevant tick boxes of the ‘Required Travel Arrangements’ section).
1. Select the ‘Car Rental’ tick
box »Reason for Travel Summary
' +Trip Information
. . ., * Required Travel | Airfares
2. Select applicable ‘Domestic Ar Accor
or ‘International’ radial ot Trapectd
button.
a. If ‘Domestic’ is selected, " Type of Trave
click in the tick box to Approval @

€D click here for help completN

confirm prior approval
has been received to

arrange th is trave I . City Accommaodation Name or Location Check In Check Out Additional Requests Edit

Accommodation Arrangements

Mo arrangements entered - please complete the fields below and update to add to the list

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

T hewve indicated that accammadation is not requiréd fo be arranged by the trovel team, can you please add an arrangément to provide information régarding yot
aeCommodotion

Y US OF YOUR ACCOMMODATION

4. The vehicle type with

default the selectlon to 2 e
Car Rental Arrangements

Standard Sedan. Enter
other options if required.

Type of Vehicle Pick Up Location Pick Up Date Return Location Return Date Additienal Requests Edit

Mo arrangements entered - please complete the fields below and update to add to the list
5. Enter the pick-up location
and date.

Type of Vehicle  Standard Sedan

Pick Up Location  Adrport

6. Enter the return location
and date.

*Pick Up Date  21/06/2018

Return Location  Same as Pickup

7. |If applicable, enter any - Return Date
additional requests.
7

8. Once details are entered

the ‘Update Car Rental List’ : ; e
button will become active adtialdd

Click the button to save the Payment Info
request. * As the travells)

does not have b
Unisa credit carfl
how will payment b
arranged?

2BM06/201

Aay personally and seek reimbursement upon returm
afrange a chargeback for the accommodation (additional fees apply)

phing for a UniSA credit card prior 1o travel

9. Select the applicable radial
button for the How to apply for a Unisa CreWBRTd
accommodation payment
method.

Need further help? Please contact the UniSA Travel Team on Ph: (08) 8302 6430
Email: travelteam@unisa.edu.au Page 10 of 16
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10. If you require multiple Additional Information

journeys. Repeat steps 4-8. (@@
Administrater &

11. Enter any additional
information relevant to the -

tri p Trave e1 F for Trav Travel Arrangements nsurance. Risk & Finance Travel Diary

Request Progress

Confirmation

DISCARD REQUEST

12. Click the ‘Next’ button.

Need further help? Please contact the UniSA Travel Team on Ph: (08) 8302 6430
Email: travelteam@unisa.edu.au Page 11 of 16
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Y

University of
South Australia

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.

Business Travel Request - Insurance, Risk & Finance

Insurance, Risk & Finance Travel Diary Confirmaticn

Insurance Conditions

Please indicate if any of the following apply to the traveller:

‘ou have a pre-existing medical condition that could impact on your fitness for travel

vhour trip could include mare than 40% Personal Trave!

N0[+

= ?.'eqf:‘ not i ‘you fail to disclose o pre-existing medical condition ¢
ereked sonably pre om taking [fourney. AS 8 consequence, you o

could impact your fitness for tron
rome persanatly Nable for anj

o

uversily were to pay for it therefo iff wall b
nber does nol contribute or otherwise copel|

PREVIO!

| D ISCtR D REQUEST

nppw:i%a:e Number of Personal Days
- : Q

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

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

related to managing risks.

Risk Management

H. S5me| iness travel risks been completed?
yes | no

Ha munlwi been identified? *
Have measures bgen tdken to minimise the risk to the traveller? * Click to acces Offshore trav for further ir

will the traveller be visiting any locationds) that have a threat level 3 or 4 (in

; ler \'o
T :

Request Progress

Irsurance, Risk & Finance Travel Dlary

DISCARD REQUEST

Need further help? Please contact the UniSA Travel Team on Ph: (08) 8302 6430

Email: travelteam@unisa.edu.au

Website: http.//i.unisa.edu.au/staff/finance/about-us/travel/
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Quick Reference Guide
Business Travel Request (BTR) Form

University of
South Australia

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.

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

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.

Business Travel Request - Accompanied Travel
1vells 1 Insurance, Risk & Finance Travel Diary confirmation
oup Composition
Plegse indicate the compesition of your travelling party (tick all choices that apply)
iS4 Employee(s)
HSA Students
n-UniSa Personnel 3
{9 Note: Improved conditions and negotiated pricing may be available for groups of 10 or more travellers with a like-forlike itinerary
Group Details
unisA Emplayees
Is travel required to be arranged by the Travel
Employee @ a Team? @ Remove
O Add yee
Unisa Students
Shidert® 15 travel required to be arranged by the Travel Nt
Team? @
© Add Student
Mon-UniSA Personnel Summary
Name Passport Number Passport Expiry Date Date of Birth Travel Arranged by Travel Team Edit
No companions entered - complete details below and add to list
Name @
Travel teamta @ yes o
arrange travel for
accompanying
eraveller?
Date of Birth
PREVIOH

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.

. Click on the ‘Check Cost

Centre’ button to ensure
it is active.

. Click on the ‘Add to Cost

Centres’ button to add
to the travel request.

Business Travel Request - Financial

Insurance, Risk & Finance Travel Diary

Cost Centre Summary

Cost Centre Cost Centre Description % Split

Confirmation

£ Cost Split Q

OFFICE OF CFO

>

| DISCARD REQUEST | 7~

ADD A COST CENTRE

Add a Cost Centre e

sub Ledger

Code
7~

Q

Need further help? Please contact the UniSA Travel Team on Ph: (08) 8302 6430
Email: travelteam@unisa.edu.au

Website: http.//i.unisa.edu.au/staff/finance/about-us/travel/
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Quick Reference Guide
Business Travel Request (BTR) Form University of

South Australia

d. Enter how the costs will
be split between the
cost centres.

3. Click the ‘Next’ button.

Need further help? Please contact the UniSA Travel Team on Ph: (08) 8302 6430
Email: travelteam@unisa.edu.au Page 14 of 16
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Quick Reference Guide
Business Travel Request (BTR) Form University of

South Australia

Travel Diary

Daily Activity Record Enter details of the traveller’s activities during the trip where the traveller is away from
(if applicable) home for 6 nights or more.
1. Click here for further Travel Diary
information. S
Traved Diary Confrmation
2. Enter place of activity for
each day.
3. Enter start and finish times | i
for activity for each day. |2 Tl
- 0 ©0
.. . . 21)un 2018 Thursday Sydney 2 Personal Personal =
4. Enter activity description
for each dayy p 22 Jun 2018 Friday Sydney General Travel: screen shot Business =
’ 23)un 208 Saturday sydney General Travel: screen shot Business *
P . 24 Jun 2008 Sunday Sydney Ger ravel: screen shot Business -
5. State whether activity id for e i (O i = - —
‘ ’ ‘ . ’ 25Jun 2018 Monday Sydney General Travel: screen shot Business =
Personal’ or ‘Business
reasons Z6Jun 2018 Tuesday Sydney General Travel: screen shot Busingss =
27)un 2018  Wednesday  Sydney Personal Personal
6 Once complete CliCk the 2BJun 208 Thursday sydney Persanal § l:'.ﬁ'qc-n.;l '
‘Save Travel Diary button. o oy o Ao
7. Cllck the ’NeXt’ button . Total Days: 8 days travel consisting of 5 business days and 3 personal days. This equates to 37.5% personal travel
Export to Excel: @ Export to Excel is unavailable. Please click the 'Save Travel Diany' button to enable export
PREVIOU
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Quick Reference Guide ]
Business Travel Request (BTR) Form University of

South Australia

Confirmation ‘

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

1. If the BTR cannot be Business Travel Request: RESKChiv02012035 - Confirmation
approved based on the
information provided in the

insurance section. You will : ; '
. You are about to submit request RESKChiv02012035 for approval
be Informed by a message Thank you for your enquiry with the UniSA Travel Team

on the screen. + Bazed on your answers to the Insurance, Risk & Finance questions, please note that yoLr i ey Lntil you estahlish contact with the UinkSa
a. Make a note Of your . ‘ L . kg i u 5 _pleace quate this number .’.

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

Confirmation

| PREVIOUS

2. Ifthe BTR can be approved
based on the information
provided in the insurance

section. You will be . r0Ea01 fe "
. You are about to submit request RESKChiv22062018 for approval
informed by a message on Thank you for your enguiry with the Unisa Travel Team

Zonfirm that yo

Business Travel Request: RESKChiv22062018 - Confirmation

Confirmation

* Based on the information you have provided, e covered by the University's travel insurance for the full duration of yo

the screen detailing what
will be required if
circumstances of the C _-
traveller changes. ey of e sty el nurance poty con b found o he et 6067l s
a. Make a note of your oG s s
reference number.
b. Click the ‘Finish’ button.

¥ou will need to contact the UNISA insurance Office to make additional arrangements if your intended trip s altered and:

ceeds 180 days:
moee than 50% in personal ravel, andfor:
which could possibly require treatment or medication while travelling

fiyer which we recommend you print and take a copy with you, FAQS on travel are

e University's travel Insurance Is a corporate policy and therefore generally offers broader coverage. however the excess Is also higher. It ks a $250 excess for general claims
ment which you would be responsitl for in the event of you making a claim. Electranic equipment (2g. mobile phenes. laptops. IPads. cameras ete) must be

ur hand luggage in order to be covered under the policy, unless the airking requires devices 1o be checked in. in which case it will need to be adequately packed
lamage.

ber when referring to this partioular request.

UnisA Travel Team an (08) 8202 6430

rreviog®
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