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1. Access to TRF 
 

 
 
Electronic travel request forms are submitted in the VERSO application. Click on the link Travel Request Forms in the top 
left. 
 

 
 
 
Click on the My Travel Request Forms link on the left and the link + New request/report at the top of the screen. 
 

 
 
 
Select the type of travel request form: 

1. Before the business trip 
- Domestic travel request form 
- Foreign travel request form. 

 
2. After the business trip 
- Domestic travel report 
- Foreign travel report 

 
 

2. Travel request forms for business trips 
 
Both types of electronic travel request forms – domestic and foreign – are filled in similarly. The foreign eTRF features 
expanded options in financial reimbursements, namely the option of foreign allowance. The colour-coded fields are to 
be filled in. 
 
Each employee sent on a business trip completes his/her own travel request form. If someone else is completing the 
electronic travel request form on behalf of the employee, it can be done by a pre-approved proxy. In this case, the 
employee holding such authorisation will log on to the required type of the travel request form and changes the record 
owner in the header at the top left of the eTRF to the person for whom he/she is completing the eTRF. 
 
 



 
By clicking on the menu, the dialpad opens, where the represented person is selected. 
 

 
 
For example, enter the surname, confirm Enter or click Filter. After selecting the person, click on the Select box 
 
The initial screen is divided into 4 parts: 

- Passenger data = the unit and the supervisor are generated automatically. Only the place of residence is to be 
filled in. 

- Travel information = the start and the end of the business trip, the purpose of the trip 
- Place of stay = the start and the end of the business trip, the place or places of stay or stopover. The basic data is 

generated from the travel information. 
- Other = travel companions and notes. 

 
 



2.1. Business trip travel request form 
 
Domestic travel request form 

 
 

 
Foreign travel request form 

 
 

 
Passenger details – the place of residence is to be filled in. Units and supervisors are automatically generated. 
 
Information about the trip 

- the departure and arrival address are to be filled in = must be written out, there is no menu of options 
- the departure and arrival date and time = click on the appropriate field to open the calendar and time menu 
- first select and click on the correct date, then set the estimated time = hours and minutes 

 



 
                    
 

- purpose of the trip = select the relevant purpose of the stay by ticking the checkbox and click on Confirm. 
 

 
                     
 
Place of stay (itinerary) – discussed in detail below 

- Domestic TRF = the place of stay is to be filled in, the time information is copied from the travel information 
section 

 
- Foreign TRF= the place of stay is to be filled in, time information is to be entered for the entire stay abroad 

 

 
 
 
Other information –information about travel companions is to be filled in, or other information not included in the 
purpose of the trip, for example, or the APW and ACJ contracts are to be included in the note. 
 



Once all the basic information has been filled in, click on the blue arrow in the bottom-right corner to create the 
business trip request: 

 
 
 
 

Place of stay – itinerary 
 
Domestic travel request form 
 

 
 
 
To complete the itinerary in greater detail, click on expand all in the top-right corner of the itinerary. The link will 
automatically change to collapse all. 
In this section, we specify by clicking the type of food provided to us during the business trip. 
 
If the business trip is made to multiple locations, click on add location and time of stay in the top-left corner. 
At the bottom, a field to enter additional information about the stay will appear. 
 

 
 
 
 
Save changes by clicking on the blue save changes box in the bottom-right corner 

 
 
 
 
 
 
 
 
 
 
 
 



To update your itinerary, click on Collapse All in the top-right corner of the Place of stay section and then on Expand All. 
This will update the itinerary and adjust the time sequence. 
 

 
 
Interruption 
You can enter one or more interruptions of the business trip in the itinerary. 
 
Click on the Interruption checkbox on the right 
 

 
 
 
The reason for the interruption and the date and time of the start and end of the interruption are to be filled in the 
marked field. 
Then click on the Save Changes box in the bottom-right corner. The changes will be reflected in the itinerary. 
 
 
Foreign travel request form 
 
Entering the itinerary of a foreign travel request form is similar to that of a domestic travel request form. The additional 
information to be entered is the country where the business trip will take place. 
 

 
 
 
After entering the basic information, the request for a business trip must be entered by clicking on the blue arrow in the 
bottom-right corner. 

 
 
 
 
 
 
 



After expanding the itinerary, the necessary information is added: 
 

 
Adding the food provided 
 
 

 
Adding other countries of stay 
 
 

 
Adding an interruption 
 
 
 
 

 
 
At the bottom of the travel request form is a field for adding attachments. 
Click on the Drag and Drop link, or select by clicking here. This will open the file manager where you select the file you 
need and save it here. 
Save the changes again 
 
 



Breakdown of requested funds 
 
Domestic travel request form 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Foreign travel request form 
 

 
 

 
 
The breakdown of requested funds tab is the same as in the previous version of electronic travel request forms. 
The foreign eTRF has an additional item for Percentage of Allowance, and the currency must be selected for some items. 
 
On the Schedule of Requested Funds sheet, the means of transportation is to be filled in at the top. 
 

 



Clicking on the + sign next to the Means of transport field will open the means of transport menu, which offers 23 
modes of transport. To select a means of transport, click the checkbox on the left side of the menu and then click 
Confirm in the bottom-right corner. 
 
If the employee uses his/her own car on a business trip, he/she must fill in the details of the type of vehicle (car or lorry), 
the number plate, the fuel type (diesel, petrol, gas or electricity) and the kilometres driven in order to calculate the 
reimbursement for using his/her own vehicle. The average consumption of the vehicle as indicated in the vehicle 
registration certificate shall be entered in the Vehicle consumption as indicated in the vehicle registration certificate. The 
consumption figure for combined operation shall be entered. If the average consumption is given without indicating 
which consumption is for combined operation, the arithmetic average of the indicated consumption shall be calculated. 
The price of fuel shall be indicated according to the attached receipt if the fuel was purchased before or during the 
business trip. 
 

 
If the applicant does not have receipts for the fuel purchased, the price of the fuel is given in the attachment by clicking 
on the question mark next to the Fuel price field. These prices are indicative as they are updated regularly. 
The price for the use of one's own means of transport is automatically added to the itemised summary of expenditures. 
 

 
 
When the employee's own vehicle is used for a foreign business trip, where the vehicle is used both domestically and 
abroad, the domestic and foreign fuel reimbursements are calculated separately. In this case, the calculation is done 
manually and scanned into the eTRF attachments. In this case, the reimbursements for fuel are entered on the line 
Transport costs, where this item is expanded and filled in separately for domestic and foreign. 
 
When using your own vehicle at the public transport price, the means of transport for determining the fare, the type of 
vehicle, the licence plate number of the vehicle and the type of fuel are to be filled in. The cost of using your own vehicle 
is not automatically calculated in this case, but the amount for the designated public transport that is approved as a 
substitute for using your own vehicle is entered in the itemised expenditure report in the Transport Costs field. 
 
 



 
Only those financial items that the employee knows or can estimate are to be filled in and those that are calculated 
automatically are to be left out. 
 

 
 
If you are adding data that is not automatically calculated but must be added, click on the name of the required item. 
When the pop-up window opens, the required data is to be filled in and confirmed by clicking on the Confirm box in the 
bottom-right corner. 
 
 
 
 
 
 



 
 

 
 
The last line in Financial Items – Advance Required. After clicking on the Requested Advance item, a window will open 
where the requested amount is to be filled in, the method of payment is to be selected and in case of payment to an 
account, the approved account where the amount will be sent is to be entered. After filling in the details, click on the 
Confirm box in the bottom-right corner. 
 
After selecting the advance payment, the advance payment information is sent to the cash desk which will send you a 
confirmation email on when the advance will be paid or sent to your account. 
 
The pre-agreed funding source is to be filled in at the bottom of the sheet. 

 
 



 
 

 
 

 
By clicking on the +Add box, a window for entering the sources of funding appears, where a menu opens for each field 
and the desired source of funding is selected.  
The required data is selected in the Dimension Combination window, where the individual parts of the funding source 
are selected from the menu. Only the data in the Action (contract) field can be selected. This selection automatically 
refines the other data (cost centre and action type) and offers the selection of a complex item. The selection is 
confirmed using the Filter field.  
The amount is then to be filled in and everything is to be confirmed by the Confirm box. 
 
By clicking again on the +Add box, you can add another funding source. 
 
Unlike domestic travel request forms, foreign travel request forms include an option on the Required Funds Breakdown 
tab to request the Percentage of Allowance. The provision of the allowance and its amount is governed by the Bursar's 
Ordinance K 61 (Article 7) and the specifying measures of the individual constituent parts of USB. 



 
It is also possible to enter expenses paid in the territory of the Czech Republic in foreign currency. At the same time, in 
the lower part, where the source of financing is entered, it is possible to enter multiple sources of financing. In this case, 
the individual amounts for each source of funding are entered manually. 
 
Business trip advance: 
 

 
 
If the employee requests an advance for a business trip, he/she clicks on the Advance Requested link at the bottom of 
the item list. 
 

 
 
The employee can have the advance paid in foreign currency as well as in CZK at the employee's request. 
If the employee chooses the method of payment to an account, an account number field will appear where he/she will 
enter the account he/she has entered for the purposes of USB. 
Foreign travel request forms allow multiple advances to be paid in different currencies. 



Foreign travel request forms allow multiple advances to be paid in different currencies. 

 
 
In the financial item options, click on +Add Item – the required advance. The procedure for requesting an additional 
advance is the same as the previous advance request step. 
 

 
 
 
The individual advances are itemised on the travel request form. 
 
When adjustments are made to the amounts in the itemised statement of expenditure and the total cost is changed, an 
update to the amount in the financial source must be made.  
This update is to be made: 

- Automatically = in the case of a single funding source, by clicking on the Update Amount box that is above the 
funding source. 

- Manually = click on the Funding Source to open the Funding Source window for the entire stay and update the 
amount. Manually updating amounts is done when there are multiple sources of funding.  

 
Finally, the employee checks to see if the amount in the line-item summary is the same as the amount for the source of 
funding. If it is not, the amount for the source of funding is re-entered. If there is more than one source of funding, the 
sum of the sources must be the total amount of the itemised statement. 
After checking that all the necessary information is filled in and is correct, click on the green link at the bottom 
Submit order. 
(Note: If the Submit Report field does not appear, you must update the report or exit and reload the report.) 
 
 
Once the approval process has been completed - electronic signature and approval of the business trip by the 
employee's supervisor, the operation's principal, and the budget administrator, the business trip request is approved, 
and the business trip can be executed. 
 
The employee is notified of the approval of the business trip via email. A confirmation email is automatically sent to the 
employee upon approval by the supervisor, and upon approval of the source of funding. 
 

2.2. Business trip report 
 
To access the business trip report, follow the procedure outlined in the introduction to the manual. 
The settlement of domestic and foreign electronic travel request forms is similar. 
The business trip report form is the same as the business trip request form. 
 

 
 



When you click on the Domestic or Foreign Business Trip Report link, a list of the applicant's travel request forms will 
open. If the employee is authorized to settle business trips for another employee, the applicant's name in the Record 
Owner window is to be changed. The desired travel request form is then to be checked and the blue Create and link 
travel request/report link is to be clicked on. 
 
When a business trip is settled, the first sheet of the Trip Report will be updated with the start and end of the business 
trip, if applicable, or even the progress of the business trip if a sudden change has occurred. All documents relating to 
the business trip (e.g. progress report, accommodation invoice, tickets, etc.) are also to be added individually to the 
attachments on this sheet. 
 
In the Trip Itinerary section of the trip, time details may be adjusted on individual lines and whether and what type of 
meals were provided is ticked. To edit the time information, move the cursor to the relevant entry and click. It is not 
possible to add the details of an interruption of a business trip as this must be approved before the business trip can 
take place. 
 
In the Trip Expenses worksheet, financial entries are to be added for accommodation, incidental expenses, and other 
travel reimbursements, if applicable. Meals are calculated automatically. At the same time, multiple sources of funding 
are possible at the bottom where the source of funding is entered. The individual amounts for each source of funding 
are entered manually in this case. 
The advance payment, if any, is automatically added to the cost statement. 
 
The employee also specifies the method of payment of travel allowances on this sheet = cash or bank transfer. 
 

 
Click on the pre-populated line and the method of payment and account number are added. The clicked location is 
marked with an ochre arrow. The account number must be the same as the account number to which the employee has 
instructed USB to send money. 
 
Once all the completed data has been checked, the employee clicks on the green Submit Report link at the bottom (after 
scrolling or scrolling using the mouse wheel), which is always displayed in the bottom left corner and on all eTRF tabs. 
 
 

3. Documents related to the business trip 

If the employee has documents from the business trip that are in paper form (e.g. bus tickets, invoice for 
accommodation, etc.), and after completing the settlement in the Domestic / Foreign Business Trip Report he/she had to 
scan them into the attachments of the electronic TRF, these documents are attached to the Attachment Cover Sheet TRF 
– CV T and sent to the Economic Division of the USB Rectorate.  
The link to print the Attachment Cover Sheets is in the top right-hand side of the electronic travel request form. 
 
 



 
 
 
 

 
 
 

4. Business trip reimbursement 

Once the business trip statement has been 'submitted' and subsequently approved by the employee's supervisor, the 
operation's principal and the budget administrator, and the travel request has been processed and closed by the 
employee who processes the travel requests, an instruction to the cash desk and an informational email to the 
employee about the status of the travel request is automatically generated. 
 
 

5. Other 
 
Any employee who issues a travel request form or a business trip statement has the option of tracking the status of the 
travel request. This is made possible by the Access tab. 
 

 
 
 
The employee can check the approval of the operation's principal and budget administrator in the financial source by 
clicking on the box on the right. 
 

 

 



 

 

 

 

An employee can only cancel (delete) an electronic travel request form at the stage when the travel request form has not 
been approved. 

 

 

In this section, the employee can copy a travel request form for a recurring business trip and then edit the information 
regarding the duration of the business trip. 

 

In other cases, the employee must request cancellation via HD at servicedesk@jcu.cz. 

mailto:servicedesk@jcu.cz

