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OVERVIEW
How to process Travel Advance in SAP Travel Management?
We have configured a wage type-8077 for travel advance payment. This wage type-8077 is mapped to GL Account-21400104 using symbolic account in SAP.
Steps for travel advance process: -
TRIP –Create Travel request
PR05-Approve Travel Request
PR03-Approve Travel Advance
PRFI-Create Posting Run
PRRW-Posting Run Management



Create Travel Request
Enter  TCODE-TRIP in the command bar
[image: ]
Press ‘Enter’ from the keyboard 
Manually specify employee’s personnel number as shown in the below snapshot.
[image: ]
Click on tick mark icon as shown in the above snapshot

[image: ]
Click on ‘Create Travel Request’ option as shown in the above snapshot.
The below snapshot appears
[image: ]
Here fill the details for ‘Start of Trip’ (Date on which trip starts), ’End of Trip’ (Date on which the trip ends), Start time of the trip, end time of the trip,1st Destination, country, Activity Type, and Reason for the trip. -
Addnl Destinations:
Click on Additional Destination if you are traveling to any other location from 1st Destination, Country code, Start Date of the trip and Start Time of the trip, Select reason for the trip and activity type.




Advance:
For requesting an advance, please click on ‘Advance’
Don’t select ’cash’ option as you will not be paid advance in cash

Alternative Cost Assignment for Entire Trip, If Different to Master CA
If you would like to charge your expenses to different cost centre other than cost centre available in employee’s organizational assignment infotype then you can fill the cost centre.
Comments:
If you would like to add any message to your manager for travel request approval, you can use this. 
NOTE:TRAVEL BOOKING SERVICES IS OUTSIDE OF SAP
[image: ]



[image: ]

Upon successful creation of travel request, Click on the Save option then travel request number will be generated for the trip.
[image: ]
Here is the overview of the filled details for the travel request

Please completely come out of the TRIP screen

Then again enter TRIP in command bar and then select employee’s personnel number
Place cursor on the travel request as shown below and click on ‘Display’ option
[image: ]
[image: ]
Click on ‘Allow’ option
Click on ‘Print’ option for printing the travel request for future reference
Click on ‘Save’ option for saving travel request form into your desktop










Approve Travel Request
TCODE-PR05
Enter TCODE-PR05 in the command bar
[image: ]
Press ‘Enter’ key from your keyboard


Manually input Employee’s Personnel number and then press ‘Enter’ from your keyboard
The below screen appears

[image: ]
Select travel request line item and then click on ‘Approve’ for approving the travel request

Upon approval, Approval status is changed from ‘Request Recorded’ to ‘Request approved’ as shown in the below snapshot.
[image: ]











Approve Travel Advance: -
TCODE-PR03
Enter TCODE-PR03 in the command bar and then press ‘Enter’ from the keyboard
[image: ]
The below screen appears
[image: ]
Click on change(pencil) icon for approving the travel advance

Then below screen will appears
[image: ]
Click on ‘Save’ icon	
The below screen appears
[image: ]
In the above screenshot, Accounting Status is changed from ‘To Be Settled’ to ‘Settled’

Create Posting Run:
TCODE-PRFI
Enter TCODE-PRFI in the command bar and then press enter
[image: ]

Below screen appears

Please fill the data for Payroll area, Personnel number and Trip Number
Please select ‘Trips’
Please deselect ‘Separation Allowances’
Please choose ‘Posting Run as simulation’
Please ‘choose incorrect CO objects’
[image: ]
Please click on ‘Execute’ icon
[image: ]
Please click on ‘+ Trips with postable amounts’ for expanding posting run
[image: ]
Now unselect ‘Posting Run as simulation’ and then execute
[image: ]
Below screen appears
[image: ]

Posting Run Management:
TCODE-PRRW
Enter TCODE-PRRW in the command bar and then press enter
[image: ]
Below screen will appear
[image: ]
Execute
[bookmark: _Hlk73928917]In SI row it is blank [image: ] it means Actual Posting
In SI row it is arrow [image: ] it means simulation Posting
[image: ]
Select the Trip by clicking from SI row blank option then Click on ‘Check’ option to view the posting run document
The below screen appears
[bookmark: _Hlk73929068][image: ]
Click on the [image: ] back green button.
Below Screen appears
[image: ]
The posting run status changed from Docs created to All documents checked.
Select the row and click on “Post”
Below pop up will show “Run TR 0000000225 Post”
[image: ]
Click on the “Post Immed”
Then below screen appears
[image: ]





Travel Expenses Report:
TCODE- TRIP
Enter TCODE- TRIP in the command bar and then press enter
[image: ]
Manually specify employee’s personnel number as shown in the below snapshot.

[image: ]
Click on tick mark icon as shown in the above snapshot
Below screen will appear


[image: ]
Select the Travel expenses option and Click on “Change” Button
Below pop up will display:
[image: ]
Click on “Yes” option
Then below Travel Expenses screen will appear

[image: ]
Fill up the “Expenses Receipts 001” by clicking on [image: ] down arrow
Then fill up the Amount and click on transfer Button
[image: ]  
Then “Expenses Receipt 001” will get added and can add more expenses.





Click on [image: ]attachment logo also can attach the receipts in Create attachment below screen
[image: ]
Click on Save Button [image: ].


[image: ]
Then Trip will get saved and display message at bottom of the Screen Shot.

Completely come out of the TRIP screen.

Then again enter TRIP in command bar and then select employee’s personnel number
Place cursor on the travel expenses as shown below and click on ‘Display’ option






[image: ]
[image: ]
Click on ‘Allow’ option
Click on ‘Print’ option for printing the travel request for future reference
Click on ‘Save’ option for saving travel request form into your desktop










Approve Travel Expenses:
Again go to TCode- PR05 to approve Travel Expenses
[image: ]
Click Enter
Below Screen will appear:
[image: ]
In Approval column it is showing Trip completed and to be settled
Then select the row and click on [image: ] option
[image: ]
Status will change from [image: ] to [image: ]. In Approval column it will show “Trip Approved”.
Then again select row and click on [image: ].

Below pop up will show:
[image: ]
Click on [image: ] Green button.
[image: ]
Settlement will change from [image: ] to [image: ].
Completely come out of PR05 screen and go back to Tcode- PRFI to Create posting run for Travel expenses

Create Posting Run:
TCODE-PRFI
Enter TCODE-PRFI in the command bar and then press enter
[image: ]
Below screen will appear

Please fill the data for Payroll area, Personnel number and Trip Number
Please select ‘Trips’
Please deselect ‘Separation Allowances’
Please choose ‘Posting Run as simulation’
Please ‘choose incorrect CO objects’
[image: ]
Please click on ‘Execute’ icon
Below Screen will appear:
[image: ]
Now unselect ‘Posting Run as simulation’ and then execute

[image: ]
Below Screen appear:
[image: ]
Completely come out of PRFI screen and go back to Tcode- PRRW to Posting run management for Travel expenses

Posting Run Management:
TCODE-PRRW
Enter TCODE-PRRW in the command bar and then press enter
[image: ]
Below screen will appear
[image: ]
Execute
In SI row it is blank [image: ] it means Actual Posting
In SI row it is arrow [image: ] it means simulation Posting

[image: ]
Select the Trip by clicking from SI row blank option then Click on ‘Check’ option to view the posting run document
The below screen appears
[image: ]
Click on the [image: ] back green button.
Below Screen appears
[image: ]
The posting run status changed from Docs created to All documents checked.
Select the row and click on “Post”
Below pop up will show “Run TR 0000000227 Post”
[image: ]
Click on the “Post Immed” button

Then below screen appears





[image: ]
Now it is Successfully posted.
Follow the Same process for Executive
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Employee's Travel  Request from in EM.pdf


Employee's Travel Request from in EM.pdf
SANJAY. . Western Coalfields Limited

Coal Estate, Civil Lines
Personnel No. 17910712 ’
PENCH

Personnel AHQ PENCH

Coal India Limited
A Mahaiuing Companm

Last Changed By: BC721624
Changed On: 7 June 2021 Page 1 of 2

Created By: BC721624

Travel Request

of SANJAY. . for trip number 500000010 from 10 June 2021 to 15 June 2021

General Data

From Location: Pench Destination 1: Nagpur
Start: Thursday 10 June 2021 11:00
End: Tuesday 15 June 2021 23:00

Departure from Work
Return to Work

Commencement of Work: 00:00
End of Work: 00:00
Reason: Official Duty/Tour

Activity: Official Duty/Tour

Trip Activity Type: All Trip Activity Types

Trip Type, Statutory: All Employees

Trip Type, Enterprise-Specific: All Trips

|:|I am requesting full mileage reimbursement

|:| | am a car pool passenger

|:| | am a car pool driver |I| Number of Passengers
|:| Significant official interest

Cost, Advances and Cost Distribution
Estimated Costs: Total 0 INR





IDES SANJAY. . Trip No. 500000010

Cost Assignment: 100 % to Cost Center:
Commitment Item:
Controlling Area:
Funds Center:

Company Code:
Advances: 50,000 INR Monday 7 June 2021
Transport and Accommodations to be Approved
Means of Transport: Type of Accommodations:
I:l By Road-Own Car
|:| By Rd- Own Motor Cyc/Sctr/Mpd
I:l By Rd-A Taxi (Where Approved)
I:I By Rd-Taxi(Whr not Approved)
I:l By Road-Bus
I:l By Road-Company Vehicle
|:| By Rail-1st/2nd AC/2 Tier Slpr
D By Rail- AC 1st Class
I:l ByRail- Sleeper Class AC 3 Tie
|:| By Road-Company Vehicle
I:l By Steamer
I:l By Air-Ordinary Class
|:| By Air- Executive Class
I:l By Road-Auto/Taxi
I:l ByRL-2ndclas2ndclasAC/2tierslp
|:| By Road-Shared Taxi
Information for Travel Center
Flight
Departure On  From To Dep./Arr. Time
10/06/21 Pench Nagpur Departure 11:00
15/06/21 Nagpur Pench Departure 23:00

Personal Preferences

Page 2of 2
WCL9811600
DUMMY
CIL
WCL9811600
WCL
Comment
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Employee's Travel  Expenses from in EM.pdf


Employee's Travel Expenses from in EM.pdf
IDE SANJAY. . Western Coalfields Limited
17910712 Coal Estate, Civil Lines
™

17910712 440001 Nagpur
PENCH
NN ARQPENCH page 12

*0500000010*

Expense Report/Travel Expense Statement (Trial Printout)
For SANJAY. . for trip 500000010 from 10-Jun-21to 15-Jun-21

General Data

Reason:

Activity:

Trip Activity Type:
Trip Type - Statutory:

Trip Type - Enterprise-specific:

Itinerary
Date Event

10/06/21 Start of Trip
10/06/21 Trip Destination

15/06/21 End of Trip

Official Duty/Tour

B
Official Duty/Tour
All Employees
All Trips
Country City Reason
IN
IN Nagpur Official Duty/Tour
IN

Settlement Results and Cost Assignment

Amount Type

Sum of Receipts to be Reimbursed

Reimbursement Amount
Advance

Payment Amount

45,000.00 INR Of 45,000.00

Company Code: WCL

Cost Center: WCL9811600

Amount (INR)
45,000.00

45,000.00
-50,000.00

-5,000.00

INR assigned to:

Western Coalfields Ltd
Personnel AHQ PENCH

16, Sample Street - Sample City XY9 0YY, PO box 9999 GB Sample City XY9 0YY, Phone +1/2 12/99 10 99 Fax +1/2 12/99 12 99 Telex 4 99 009 sam gb
Payment by RFT1 Credit Transfer: To Paymaster for the credit of IDES Holding A/c 33456 quoting our invoice number
Payment by BACS: Account name: IDES Holding Account number: 033456000Sort code: 01-01-01 Bank: Bank of England Branch: Head Office London ABC 23D Swift code:

BKENGB2LA

Payment by check: Checks should be made payable to IDES Holding and sent to IDES Holding Finance Branch at the address stated above.

UK VAT Registration No: YX099 European VAT registration no: 888 8D18

Executive Board: Thomas Schmidt - Sharon Bishop - Chantal Willemin - Sigeruh Takahashi Sigeruh Takahashi





IDES SANJAY. . Page: 2/ 2
= Report/Trip: 500000010

Personnel Number: 17910712

Funds Center: WCL9811600 Personnel AHQ PENCH
Commitment Item: DUMMY
Commitment Item: DUMMY

Documents
Date No. Expense Type Amount
(INR)
10/06/21 001 AirTrvPaidBySelf+TrvAllMedical 15,000.00
15/06/21 002 Hotel Paid By Self 30,000.00
Sum of Receipts 45,000.00
Reimbursement Amount: 45,000.00 INR
Additional Receipt Information
No. Receipt Type Contents
001  AirTrvPaidBySelf+TrvAllMedical From 10.06.2021
To 15.06.2021
Number 1
002  Hotel Paid By Self From 10.06.2021
To 15.06.2021
Number 1
Advance
Date Outgoing payment Amount
(INR)
07/06/21 Bank Transfer 50,000.00
Sum of Advances INR 50,000.00
Advance Paid: 50,000.00 INR

16, Sample Street - Sample City XY9 0YY, PO box 9999 GB Sample City XY9 0YY, Phone +1/2 12/99 10 99 Fax +1/2 12/99 12 99 Telex 4 99 009 sam gb
Payment by RFT1 Credit Transfer: To Paymaster for the credit of IDES Holding A/c 33456 quoting our invoice number
Payment by BACS: Account name: IDES Holding Account number: 033456000Sort code: 01-01-01 Bank: Bank of England Branch: Head Office London ABC 23D Swift code:
BKENGB2LA
Payment by check: Checks should be made payable to IDES Holding and sent to IDES Holding Finance Branch at the address stated above.
UK VAT Registration No: YX099 European VAT registration no: 888 8D18
Executive Board: Thomas Schmidt - Sharon Bishop - Chantal Willemin - Sigeruh Takahashi Sigeruh Takahashi
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