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 Ieft-hand 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 ol . 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. 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.

Business Travel Request

o

e
Tany part oT I rj funded from a UniSA cost centre?

Is @ UniSA cost centre being used to pay any portion of this trip? @*

Do you 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.

Business Travel Request

Traveller Details Reason for Travel Confirmation

Travel Arranger Mrs

Person Travelling
€ ote: Group trayel can be

“Primary Traveller

* Travel approved in
principle by @

|re being used to pay any portion of this trip? © *

DISCAI REQUEST m
a. If yes, select the ‘Yes’ radial 2
button. Is 8 UniSA costaantre being used to pay any portion of this trip? @ *
b' If no, SeleCt the NO radlal Do you want the Travel Team to arrange travel? @ *
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.
Need further help? Please contact the UniSA Travel Team on Ph: (08) 8302 6430
Email: travelteam@unisa.edu.au Page 2 of 16
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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.

P REASSIGN

Business Travel Request

Traveller Details Reason for Travel Travel Arrangement

Travel Arranger

Middle Name(s)

* Surname

oabeing used to pay any portion of this tripz @*
Do 'I 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
Website: http://i.unisa.edu.au/staff/finance/about-us/travel/
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Reason for Travel

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

Reason - General Travel . .
selecting the relevant tick boxes).

1. Select the ‘General Travel’ T
tick box.

Transnational Teaching

2. Enter purpose, place and Research Projects
Orga n |sat|0n ViSitI ng. General International and Domestic 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.

Purpose of Visit

Person Visiting

5. Attach supporting
documentation.

Date To armmidyyy
6. Once details are entered i o >e
the ‘Update General Travel’ Additional Information
button WI” 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

UPLOAD | [} Drop files here

Request Progress

v
Traveller Details 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. Se|ect the Reason(s) for Travel
‘Conference/Seminar’ tick
box.

* Reason(s) for

Trave| Conference/Seminar

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

No 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

ate From

Date To

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

Enter any additional
information relevant to the
trip.

Attach supporting
documentation.

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

8. Click the ‘Next’ button.

Your Role at Event,

air or Panelist

Poster Presentation

How will gainkd be c icated to other staff? (Publication,

research project :allahnr‘tiun etc.)

\
|
\

What will be the benefits tnkhe traveller in their current role or for the local

(

area? \
|
|
|
\
|
Title per
Tesented

Presentation Paper published in conference proceedings/journal?

Checklist [ ) papers reviewed by 2 or more referees?

There will be a HERDC recognised publication?

tails of last ERA
ked journal
paper Pehljshed

q

Additional Information

e and how will it be funded?

How will additional workload be cove

\

Supporting Documentation

Request Progress

Insurance, Risk & Finance

v
Reason for Travel Travel Arrangements Travel Diary

Traveller Details Confirmation e

DISCARD REQUEST @

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
Teaching, tiCk bOX. * Reason(s) for General Travel
Travel
. 4 Transnational Teaching
2. Enter intake number, . joct
programme and course Of Transnational Teaching
the teaching. )
Intake Number Programme Course Date From Date To Edit
3. Enter dates of visit. o tems avaieble
Intake Number
Programme
Course
Date From
Date To e °
EE=EE
4. Enter any additional Additional Information
information relevant to the How will additional workioad be coversd during traveller's absence and how will it be funded?
trip. °
Need further help? Please contact the UniSA Travel Team on Ph: (08) 8302 6430
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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
Traveller Details Reason for Travel

DISCARD REQUEST

UPLOAD

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.

* Reason(s) for General Travel

Travel Conference/Seminar

areretenekiaaching
Research Projects 1

Research Projects
Part of PIF Budget

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

Name of Project

Reason(s) for Travel

Rationale for Expense

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

the rationale for the
expense outside of the
approved budget.

Name of Project

Is expense part of
the approved PIF
budget? @

Date From

4. Enter dates of visit.

Date To

CLEAR INPUTS

5. Enter any additional

Date From Date To Edit

information relevant to the
trip.

6. Attach supporting

. Additional Information
documentation.

How will additional workload b

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

w will it be funded?

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

Supporting Documentation

UPLOAD

Oy Drop files here

Request Progress

v
Traveller Details Reason for Travel

DISCARD REQUEST

8. Click the ‘Next’ button.

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

10.

11.

Select applicable ‘Australia’
or ‘International’ radial
button.

a. If ‘Australia’ is selected,
click in the tick box to
confirm you have prior
VCA approval has been
received to arrange this
travel.

Select the ‘Airfares’ tick
box.

Trip preferences will default

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

Select ‘Add a New Airfare
Arrangement’

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

Enter the departure and
arrival locations.

Enter the departure date.

If applicable, enter the
preferred departure time
and airline.

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.

Confirm whether you
require a flexible ticket or
additional luggage.

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

Traveller Details - Ms Nicole Carneiro >

» Reason for Travel Summary

~Trip Information

Trip Preferences

* Required Travel [ A
Arrangements

pe of Trip @ OnewWay | Return  Multi-C7

lass @ Economy

usiness

*From  Adelaide

Time @

Preferred
Airline/Flight
e

* How and when do
you anticipate
eturning from your

trip? @ \
Flexible Tickety” ' Yes @ No |
will you have' Yes No ‘
luggage in addition ‘
toyourcarryon@ @
CLEAR INPUTS ‘ C)
1

ZReturn Date @

Preferred Departure
Time of Return Leg @

Preferred

—
28/06/2018 \

Airline/Flight
mber for return
leg

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

Accommedation Arrangements

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

12 |f you have Selected a No arrangements entered - please complete the fields below and update to add to the list

‘ N T
Multi-City’ flight. Repeat
A="Vou have indicated that accommodation is not required to be arranged by the travel team. can you please add an arrangement to provide information regarding yt
StepS 5'11 accommodation

\‘&)T\FVUSOFVOURACCOMMODAT\ON ‘
13. If you have not selected oo
Payment Informa

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

Tr r Details
14. Enter any additional

information relevant to the
trip.

No payment information is required

Additional Informgtion
Notes for the Travel
Administrator @

Request Progress

Travel Arrangements Insurance, Risk & Finance Travel Diary Confirmation

Reason fc

15. Click the ‘Next’ button.

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

1. Select applicable ‘Australia’  ;geason for Travel summary

or ‘International’ radial ~Trip Information a
*NaEatTravel © Ausirala tern A
button. rpproval @ JramemTIc ovel VCA hider o proceed withthisrp

*Required Travel

a. If ‘Australia’ is selected, st
click in the tick box to
confirm prior VCA

Car Rental

approVa| haS been Accommodation Arrangements ;

received to arrange this -
Accommodation

travel. Name or Locatio

Check-in  28/04/2020

heck-out

Additional
Information @

2. Select the ‘Accommodation’
tick box.

‘ CLEAR INPUTS
3. Enter the city and location
for the required
accommodation.

or Car Rental (additional fees apply)

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

Need further help? Please contact the UniSA Travel Team on Ph: (08) 8302 6430
Email: travelteam@unisa.edu.au Page 8 of 16
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method. (This will only

appear if you do not have a PETTI— .
UniSA credit card.) tionalin Drmé"

Notes for the Travel
Administrator @
8. If you require multiple

accommodations. Repeat Request Progress

Steps 3_6' Traveller Details Reason for Travel Travel Arrangements Insurance, Risk & Finance Travel Diary

9. Enter any additional

Confirmation

information relevant to the
trip.

10. Click the ‘Next’ button.

Ground Transportation the relevant tick boxes of the ‘Required Travel Arrangements’ section).

Travel Arrangements - Select the travel arrangements required (multiple options can be included by selecting

~Trip Information

or ‘International’ radial Type ofGaazel © s

button. '

a. If ‘Australia’ is selected,
click in the tick box to
confirm prior VCA

1. Select applicable ‘Australia’ >Reason for Travel Summary g

from my travel VCA holder to proceed with this trip

+Required Travel
Arrangements

Accommodatin 2., argements

2. Select the ‘Ground
Transportation’ tick box. e e et (S B g 5 T Ve o]

Pe of Transport @ Home/Campus/Airport Transfer ) Other Transfer  Train (| Ferry

Mode of Transfer @ Return O

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

. specific Driver (if
details of your reired)
CLEAR INPUTS
arrangements.

Pick Up Date
Preferred Time
Drop Off Lacation
Return Date  30/04/2020

Preferre
‘ UPDATE GROUND TRANSPORT LIST ‘

Payment Information

4. Select the type of ground S
tra nSport I'eqUiFEd by Additional Information
selecting the relevant radial = weussorcne e
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 areturn mode of
transport is required
enter the return journey
details.

7. Once details are entered
the ‘Update Ground
Transportation List” button

approval has been A Youave incaed that ccom . canyos please ac an arrangement t povideformation regardingyour ccommoction
received to arrange th|s NOTIFY US OF YOUR ACCOMMODATION
travel.

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

button to save the request.

confirm prior VCA a

approval has been
received to arrange this .

accommodation s not required to be arranged by the travel team. can you please add an arrangement to provide information

travel. ‘ NOTIFY US OF YOUR ACCOMMODATION |

2. Select the ‘Car Rental’ tick
box.

3. If you have not selected
accommodation to be
arranged in the Travel
Arrangements section, then
you will need to provide ey Cocation Aot
details of your B g Dot | z8v0ar2020
arrangements

Car Rental Arrangements

———

Type of Vehicle  Standard Sedan

Same a5 Pickup

Return Location

4. The vehicle type with

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

Payment Inf¢rmytion

5. Enter the pick-up location * Asthe sravel

does not havi

and date. ponshcrecie of a .
arrange

6. Enter the return location
and date.

7. Ifapplicable, 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.

Payment Information
8 |f . |t | No payment information is required
T yourequire muftiple Additional Information
journeys. Repeat steps 4-7.
( Notes for the Travel
Administrator @
9. Enter any additional
information relevant to the Request Progress
tr’| p. Traveller Details Reason fc Travel Arr;ngements Insurance, Risk & Finance Travel Diary Confirmation
10. Click the ‘Next’ button.
Travel Arrangements - Select the travel arrangements required (multiple options can be included by selecting
Car Rental the relevant tick boxes of the ‘Required Travel Arrangements’ section).
1. Select applicable ‘Australia’
or ‘International’ radial > Reason for Travel Summary
~Trip Information
button. rtermatons S
a. If lAustra“a/ iS Selected, Ap:ov&lO\:_v:lw.uwcul:H'a approval ITEm my travel VCA holder to proceed with this trip
* Required Travel | Airfares
click in the tick box to

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

button for the payment
Additional Information
method.

Notes for the Travel
( Administrator @

. If you require multiple
journeys. Repeat steps 4-8. Request Progress

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

11. Enter any additional
information relevant to the

trip.

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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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.

Business Travel Request - Insurance, Risk & Finance

Insurance, Risk & Finance Travel Diary Confirmatian

Insurance Conditions.

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

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

d include more than 40 al T

2. If you have indicated the Wih o or mare companions or a5 art of  roupl
trip includes more than 40%
Personnel Travel, then
enter the approximate

number of days.

3. Ensure you read all the
notifications relevant to
trip.

4. Click the ‘Next’ button.

lmtn!n REQUEST

Applkximate Number of Personal Days

: : Q
* Please note that your [ bsed Travel Diary is required to be finalised before your trip can be approved

‘Risk Management Review and identify any risk factors that need to be highlighted to the insurance team

(International Travel)

1. Confirm whether an
offshore risk assessment

Ha. ssmel iness travel risks been completed?
has been completed. Cyes :D 0

Risk Management

in relation to International Travel.

a. If no, complete a risk
Have nmanaged risks been identified? *
assessment. o— é
b. If yes, Select the 'YeS' Have measures b en to minimise the risk to the traveller? *

radial button and ves Qe

Click to access the Offshore travel site for further information

complete questions
related to managing risks.

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

0 You will need to eMstre a permit is in place prior to travel. Contact Research and Innovation Services for assistance - 23508

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

confirm whether a Will the traveller be visiting any location(s) that have a threat assessment level 3 or 4 (in accordance  Click to access Smartraveller website
P . i er, 70"
permit is required. P
3. Select whether the traveller
will be visiting (including F——— meGos

passing through) any
locations with a threat
assessment level of 3 or 4.
Please Note. This will only
appear if the arrival or
departing city is not a level 3
or 4 country and only
applicable if additional travel

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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will be conducted to these
areas.

4. Click the ‘Next’ button

Financial

Select the appropriate areas of funding the travel.

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

1.
Business Travel Request - Financial

Travel Arranger - Mrs Karen Chiverton

Traveller Details Reason for Travel

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

. Click on the ‘Check Cost

Cost Centre

-

OFFICE OF CFO

DISCARD REQUEST

Travel Arrangements

Cost Centre Description

Insurance, Risk & Finance Travel Diary Confirmation

9% Split

$ Cost Split @

ADD A COST CENTRE_))
o~

Centre’ button to ensure
it is active.

. Click on the ‘Add to Cost
Centres’ button to add

Add a Cost Centre

Sub Ledger

AD

ADD TO COST CENTRES

CHECK COST CENTRE

o

to the travel request.

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

If you need to remove a
cost centre, click on the
‘remove selected cost
centres’ button.

Click the ‘Next’ button.

Group Travel Elements

(if Applicable) conditions section.

Identify any persons accompanying the traveller as indicated in the insurance

1. Select the tick boxes
related to those
accompanying the

Business Travel Request - Accompanied Travel

traveller.

Group Composition

PIdyse indicate the co of your travelling party (tick all choices that apply)

Additional traveller details:
a. If a UniSA Staff
member, enter the
names and select from
the generated
list.Select the radial
button to advise if the
Travel Team is
required to organise
their travel.

If a UniSA Student,
select the radial
button and identify if

) Note: A travel request will be created for each Staff and Student accompanied traveller

Group Details
unisa Employees

Employee @

Coon &

Insurance, Risk & Finance Travel Diary Confirmation

€ Note: All accompanying non-UnisA personnel require a profile to complete this travel request

€ Note: Improved conditions and negotiated pricing may be available for groups of 10 or more travellers with a like-for-like itinerary

Is travel required to be arranged by the Travel Team? @ Remove

o items available

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

this will a group (10 or

more travellers),

i. if No, enter the
names from the

generated list. Use
the radial button to
Do you have a complete list of travellers?
ves @No

advise if the Travel
Team is required to
PSprr——a—  2b.iii

organise their
be quated &

travel.
Group Detalls

Is this a group tour (10 or more travellers)?
Yes @No

UnisA Students

Student @

ii. if Yes, select the
radial button to
either complete
the names of the
travellers or select
the number of
seats required
when no names
are available.

iii. Enter the name of
the Group Tour,

iv. Advise the type of

Non-UnisA Personnel

First Name

Middle Names)

visitor profile

Is travel required to be arranged by the Travel Team? @ Remove

Surname Date of Birth Remave

Mo companions entered - complete details below and add to list

Quote required.
c. If Non-UniSA
personnel, enter the

PENNY CHAPMAN X

travellers name, if a
Visitor profile exists
the profile will appear,
select and update
companion list

d. If no profile exists,
select the radial Frst Name
button to complete a peNNY
profile for the visitor
(refer to completing a
traveller profile
reference guide) once
completed you will be
redirected back to
select and update
companion list.

Group Detalls

Non-UnisA Personnel

visitor profile

DISCARD REQUEST

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.

Profile Found:
REATE PROFILE Traveller id Full Name Date of Birth
V100864 PENNY CHAPMAN 06/10/1949
——
PP ( uroats companions st )
e

Middle Name(s) Surname Date of Birth Remove

CHAPMAN 0671011949 x

CREATE PROFILE

Eg )

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

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.

Y

University of
South Australia

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.

Travel Diary

Date (in
location)

21Jun 2018

22 Jun 2018

24 Jun 2018

26Jun 2018

28 Jun 2018

23Jun 2018

25)un 2018

27)un 2018

Travel Diary

Confirmation

Day of
Week

Thursday
Friday
Saturday
Sunday
Monday
Tuesday
Wednesday

Thursday

Place of Activity

Sydney 2
Sydney
Sydney
Sydney
Sydney
Sydney
Sydney

Sydney

© Add additional day for timezone variation

me
tarted

Time
Finished

Diary Details

Description of Activity
4

Personal

General Travel: screen shot
General Travel: screen shot
General Travel: screen shot
General Travel: screen shot
General Travel: screen shot
Personal

Personal

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 Diary' button to enable export

Personal
e Personal v
Business ~
Business ~
Business ~

Business

Business ~

Personal =

Persanal ~

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

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

Business Travel Request: FINNCarn20200428 - Confirmation
1. If the BTR cannot be a

approved based on the
information provided in the ) Contimatin
You are about to submit request FINNCarn20200428 for approval

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.

u for your enquiry with the UniSA Travel Team

to the Insurance, Risk & Fin

m on (08) 8302 6430

If you have any

2. If the BTR can be approved Business Travel Request: FINNCarn20200428 - Confirmation
based on the information
provided in the insurance

section. You will be You are about to submit request FINNCarn20200428 for approval

Confirmation

Thank you for your enquiry with the Unisa

informed by a message on o
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.

the information you hee.

1f you have any further questions, please do not hesitate contacting the UniSA Travel Team on (08) 8302 6430

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