METHODOLOGY ON ENTERING ELECTRONIC TRAVEL ORDERS

PURSUANT TO ACT NO 262/2006, LABOUR CODE, AS AMMENDED,
= PART SEVEN — COMPENSATION OF COSTS IN CONNECTION WITH PERFORMANCE OF WORK
AND
THE USB BURSAR’S ORDINANCE ON THE PROCEDURE WHEN PROVIDING TRAVEL
COMPENSATION NO K61 OF 31.12.2012, AS AMMENDED
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1. Access to CPs

3 @ O | ¥ verso
< G

) httpsy/misjcu.czi5443

Jihoteska univerzita

... v Ceskjch Budgjovicich

Traveling orders | Clearl hce Documents | MIS | Property | OBD | Contracts | Requisitions

X | [B Posadavky - AVAO

Integrovan IS - VERSO - verze: 2.9.01

¥ Navigace - Home

X | g% Jinotesks univerzta v Caskych & x | 4

A %

=

- o

m = & %

Logout

Uzivatel rhlavka - Be. Roman Hiavka

Informace pro uzivatele
Jihoéeska univerzita v Ceskych Budéjovic

Veskeré problémy a dotazy prosim zasi

Jihoteska univerzita v Ceskych Budgjovic

Prohla$eni o pfistupnosti

lejte skrze ServiceDesk JU.

Nastaveni nepfitomnosti

Bc. Roman Hiavka (rhlavka) je:

Nova zadanka

Electronic travel orders are entered in the VERSO application. Click on th

PRITOMEN

Zahsjit nepfitomnost

Konfigurace nasténky

e Traveling Orders link in the top left corner.

2 ® DO | vrso X | O My propossls - SimplifWorks x| I3 Poadavky - ALVAO X | #% lihotesks univerzita v €eskych B X | + — =)
G B  httpsy//mis3jcu.cz/simplifyworks/mob/registrations-my APy |7 (A
Jr— .
ity GMT+01  § & rhiavka (HLAVKA Roman)
o
Property
Q + Create proposal BB T My fiters~ @ Q
B My property
2] Property list ‘ My records ‘ | am passenger
= | ist of values Tl Program T4 Proposal number 11 state Countries of stay from stay till 1} Created 1} Last change Action
= v
residence
255 smL Command to trip CPIT/0048 Czechia 2023-10-03 2023-10-04 202310021253 2023-1003 1414 s
B Contracts "
Report from trip CPITI0048/V Czechia 2023-10-03 2023-10-04 2023-10-05 10:38 2023-10-13 13:00
s Financing sources
B Entries -
Command 1o trip CPITI0055 Czechia 2023-11-15 2023-11-16 2023-10-24 9:10 2023-10-24 18:58

& Travalamiar

B My proposal

3 records found

Click on the My Proposal link on the left and the link at the top of the screen + Create proposal.

2 @ O | ¥ verso
< G

X | O Create and link proposal - Simp

o T
f i
@) Property

B My property

B Property list

= List of values v
5 SML

B contracts

$ Financing sources

B httpsy//mis3jcu.cz/simpli

El

/reg -my/

Proposal detail

Command to business trip

X W Pofadaviy - ALVAQ

In order to select the program click on to the program table.

Report from business trip

X | €2 Jinotesks universita v Ceskjch 8. X | +

(E]

Command to foreign business trip

GMT+01 Ed

x Back
() Show also ended programs

[E]

Report from foreign business trip

Select the travel order form type — Command to business trip or Command to foreign business trip.
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& rhiavka (HLAVKA Roman)
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2. Travel orders for a domestic business trip

2.1. Domestic travel order

@ O | verso

3

-

< G @ hitpsy//mis3jeu.cz/simplifyworks/moby/regist
()

B My property

B Property list

= List of values v

a5 SML

B contracts

s Financing sources
B Entries

£ Travel order

B My proposal

1% Proposals overview
¥® Nominations overview
£ Definition settings v
= General codelisis v
= Mobility codelists v
= Travel order codelists v
[ oeo

B sitemap

B Entries

{ coliapse sigepar

First sheet Travel order — the applicant fills in the colour-coded required data and information about the trip = place, date
and time of departure and arrival and place of the business trip. The residence address is to be filled in the format of street
or part of the municipality + building identification number, and then post code and city name. The Purpose of the trip

X W Poiadavky - ALVAQ X | %% Jihotesks univerzita v Ceskjch B X \ 4
proposal Proposal detail
Program Record number Applicant
Command to business trip CP[TI007T HLAVKA Roman, Bc.

Travel order & | Tripitinerary  Budget

i

GMT+01

0

= @ ®

& miavka (HLAVKA Roman)

Accesses

Workflow history

& Personal information

Department * Head of department E-mail *
Ekonomicky odbor =X VECERKQVA Zdefika, Be. = X rhlavka@jcu.cz
Expandfield  Passengers Expand field
2 4

+ Travel information

Country *

Czechia Not selected  +

Stay(days) * Note Expand field

> Submit command

must be selected and filled in.

If the applicant, by prior approval and arrangement, is completing the CP for another employee, they will change their

name at the top of the Record Owner to the name of the person who will be traveling.

2 @ DO |¥ vrso

<« G ) httpsy//mis3jcu.cz/simplifyworks/mob/regist

%
(1]
f Travel order I

@), Property

B My property

B Property list

= List of values v

%) SML

B Contracts

s Financing sources

B Entries

£ Travel order

Simp! X | [3 Pozadavky - ALVAO X | o linotesks univerzita v Ceskych B x | +

479 /travel-statement

proposal Proposal detail

Program Record number Applicant

Command to business trip CPITI0077 HLAVKA Roman, Bc

Travelorder & | Trip itinerary | Budget

Phone number *

389032077

GMT+01

m

bs

2) @

@ B

= Thiavka (HLAVKA Roman)

Accesses

Workfiow history

ful

Travel itinerary

+Addstay || 4 Addinteruption || Update the tinerary according tofirsttab  Generate the itinerary again

For generating itinerary fil fields on first tab and save form

P e o P x

<]

The second sheet Trip Itinerary is not to be filled in. This sheet automatically pre-fills the itinerary from the data filled in

the first sheet.



© O \'\) Moje cestovni pFikazyfujkazy - © X \ &8 Jinotesks univerzita v Ceskjeh B X | () CP/T/0061 - Budget - Simplifyl- X | 4

(@) () httpsy//mis3-testjcu.cz/simplifyworks/mob/registrations-my/90977298,

e —
N Ceskyn Bud fovicin

Travel order

@ Property

25 SML

$ Financing sources

g substiutions

£ Travel order

o

My proposal

Proposals overview

Nominations overview

Definition setings

General codelists

Mobility codelists

Travel order codelists

{ coliapse sigepar

/compensation

Language changed
Language of the app was changed

GMT+01 2

AR 5 B S T

& rhlavka (HLAVKA Roman)

My proposal Proposal detail
v
" Program Record number Applicant
Command to business trip CP/T/0061 HLAVKA Roman, Be. = | %
v
v
Travel order Trip itinerary Budget Accesses Workflow history
-~
If you use your own vehicle, please insert a copy of the technical certificate.
Means of transport Type of vehicle License plate Fuel type
Company car X Private car X + Not selected
v Fuel consuption Estimate mileage Fuel price Order number z iFIS
v
v
. Financial items.
=+ Add =+ Add + Add
item Amount Info
Shipping cost Note: %
Replacement for the use of a vehicle 0.00 Note: X
Replacement for fuel 0.00 Note: x
Meal allowance 432.00 Note: x
Accommodation Note: x
Incidental expenses Note:
Total cost 432.00 Note: X
Total 432,00 Note: x

Payment method: X

(=}

+ B OB € o QX

v &

On the third sheet of the Budget, the means of transportation is filled in at the top. If the employee useé Hié/ﬁer own car
on a business trip, he/she shall fill in the type of vehicle, number plate, fuel type, and mileage in order for the
compensation for the use of his/her own vehicle to be calculated.

<
Q

@ M ‘\') Moje cestovni pFikazyfujkazy - © X ‘ &% Jinoesks univerzitav Ceskjch B X | () CP/T/0061 - Budget - Simplify: X | 4+

(@) () httpsy/mis3-test,jcu.cz/simplifyworks/mob/registrations-my/9097729825/compensation

Property

25 SML

$

Financing sources

g substiutions

£ Travel order

-]

My proposal

Proposals overview

Nominations overview

Definition settings

General codelists

Mobility codelists

Travel order codelists

¢ coliapse sigebar

At the bottom of the sheet, the pre-agreed source of funding is filled in. Only those funding items that the employee

v

Fuel consupuon

Financial items

+Add  +Add | +Add

item

Shipping cost

Replacement for the use of a vehicle
Replacement for fuel

Meal allowance

Accommodation

Incidental expenses

Total cost

Total

The requirement for backup

Cost calculation was calculated 2023-11-13 13:45.

Financial sources for whole during of stay

+ Add

Financial source

C$: 010106 Action: 01-106 provoz EKQ Action typ: 101 CI: 102010

1 record found

Language changed

Esumate mileage &1 price

Language of the app was changed

Amount Info
Note:

0.00 Note:

0.00 Note:

432.00 Note:

Note:

Note:

432.00 Note:

432.00 Note

Note.

Payment method: X

‘11 Analytical account 11 Price (CZK)

5121 - Cestovné zaméstnanci-tuzemsko

knows or can estimate are filled in and leave those that are automatically calculated.

X X X X X X X X

x

>
g
g
=)
il

wrger numeer z IS

# Open multiple-cell editing

Approvers

+ B OB € 2@ x




S © O | linoesks univerzitavCeskyech B X | 57 VERSO X | O CPAI/0055/V - Vykazzcesty-Sit X | O CP/T/0061 - Budget - Simplify: X | - = a
< G & hitp testjcu.cz/simpl ks/mob/registrati 9097729825/compensation A 1y m = B
@ Property © Language changed - Vcheck i Gof6g >
.

& s Language of the app was changed .

Order number z iFIS
s Financing sources v
o substiutions v
& Travel order - Financial items

+ Add + Add + Add Cost calculation
By proposa
I® Proposals overview item Amount Info

Shipping cost Note: X
|® Nominations overview

Replacement for the use of a vehicle 0.00 Note: x
@ Definion settings ¥ Replacement for fuel 0.00 Note: x
= General codelists v Meal allowance 432.00 Note: x

A cat Not
= Mobility codelists v ceommoaation ote: x.

Incidental expenses Note: X
= Travelorder codelists v

Total cost 432.00 Note: x

wal 432.00 Note: x

The requirement for backup Note: x

Payment method: X
# Open muttiple-cell editing

The last line in Financial Items — The requirement for backup is not used. This feature will be enabled in the course of
2024.

Finally, the employee checks that the amount in the itemised statement is the same as the amount for the source of
funding. If it is not, the amount for the funding source is changed. If there is more than one source of funding, the sum
of the sources must match 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.

After the approval process — electronic signature and approval of the business trip by the employee's supervisor,

operation originator and budget manager, the business trip request is approved, and the trip can take place.

2.2. Domestic trip report

S ®@ O |¥ vso X | (O Create and link proposal - Simp! X | 3§ Pozadavky - ALVAO X | 8 sinotesks univerzita v Ceskjeh £ x | 4 = a

& C A hp jeu.cz/simp /mob/registrations-my/new/ba A Y m = -

... ~Ceskion Bdponion
(1]

® Travel order My proposal Proposal detail

@ Propetty

B My property

GMT+01 8 & rhlavka (HLAVKA Roman)

In order to select the program click on to the program table.

B Property list x Back
[ Show also ended programs

= List of values v
(5]

5 SML

s Command to business trip Report from business trip Command to foreign business trip Report from foreign business trip
Contracts

$ Financing sources

Once the business trip has taken place, the business trip is settled by selecting the link Report from business trip.

2 @ O | veso X | O Zaloitaprovazst pikaz/vjkaz- X | I Pozadavky - AVAO X | 8 sinotesks univerzita v Ceskjeh £ x | + - a

& C A jeu.cz/simp /mob/registrations-my/new/ba A Y m = -

Link with definition: Command to business trip

Y Filter

1% Proposal number Stay from Stay till 11 State

[m} CPITI0055 2023-11-15 10:00 2023-11-16 16:00

Select to create link to another record and create an application. It si necesary to select a record from list to create an application

After clicking on the Command to business trip link, a list of the applicant's travel orders will open. If the employee is
authorised to make a trip settlement for another employee, he/she will change the applicant's name in the Record
Owner box. Then he/she ticks the required travel order and clicks on the blue link Create and link proposal.
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E ® DO |% vrso
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@ Propetty
B My property
B Property list
= List of values v

a5 SML

B contracts

$ Financing sources

B Entries

£ Travel order

B My proposal

1% Proposals overview

1= Nominations everview
£ Definition settings v

= General codelists v

#= Mobility codelists v

= Travel order codelists v
[ oeo

B sitemap

B Entries

¢ coliapse sigebar

When the working trip is settled, the first sheet of the Report from business trip is to be updated with information on

X | (O CP/1/0048/V - Report from bus|

Report from business trip

X I Pozadavky - ALVAO

https://mis3,jcu.cz/simplifyworks/mobyregistrations-my/9130332199 /base
P g) plify g Y.

CP/T/0048/V

Report from business finerystay ~ Costofstay  Other information

x | #f Jinotesks univerzita v Ceskjch B x | 4

HLAVKA Roman, Bc.

Travel order: CP/T/0048

A e %
VCheck %+ i 20f3¢

Enter into accounts

Accesses

Workfiow history

& Personal information

Department *

Ekonomicky odbor

E-mail *

thiavka@jcu.cz

+ Travel information

Start address on trip *

BraniSovska 1645/31a

Place of stay *

Ponésice

Stay(days) *

Attachments

Phone number *

389032077

Date stay from *

2023-10-03 12:40

Country *

Czechia

Allowed file extensions: _jpeg, png, -pdf, xlsx, .docx, doc, jpg

Head of department *

Place of residence *

Homi Slovénice 12
373 72 Ligov

End address trip*

BraniSovska 1645/31a

Purpose of stay *

‘Work on project X

X VECERKOVA Zdefika, Bc

Expandfield  Note

x
Expand field
VE. ubytovani a stravovéni
)
Date stay till *
2023-10-04 14:10
Passengers Expand field
RNDr. Milota, Be. Krlin, Be. Vederkova, Ing. Koutny
P

+ Drag a file or click here.

T4 Name

£ CP 4.10.2023 faktura ubytovani pdf

11 Attachment type

Document of accommodation

1l Description

Actions.

Ubytovani a stravovani 3.10.-.4.10.2023 Edit

the start and end of the working trip, if applicable, or also with information on the progress of the working 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 annexes on this sheet.

2 @ D P
e,

Iheteskh yoinsera
N Ceskyon Bud ovcien

L. Travel order
@ Propetty

B My property

B Property list
= List of values v
a5 SML

B contracts

$ Financing sources
B Entries
£ Travel order
B My proposal
I Proposals overview
#® Nominations overview
€2 Definition settings v

= General codelisis v

X | O CP/T/0048N - Itinery stay - Sim

My proposal Proposal detail

Program

Report from business trip

¥ Pofadaviy - ALVAO

) https://mis3jeu.ca/simplifyworks/moby/ragistrations-my/9130332199/travel-statement

Record number

CP/TI0048NV

Report from business irip | Itinery stay | Costofstay  Other Information

X | %% sinotesks univerzita v Cesiyeh £ X% | 4

Applicant

HLAVKA Roman, Bc

Link with

Travel order: CP/T/0048

- a

A % m ts B
GMT+01 ; thiavka (HLAVKA Roman)
Check %~ 2013¢ >

Enter into accounts

Accesses

Workflow history

Travel itinerary
+Addstay | 4 Add interruption

2023-10-03 CZE 4 Add~

1240 - 13:00 Start (00:20)

13.00 - 24:00 Stay (11:00)

2023-10-04 CZE 4+ Add~

0:00 - 1345 Stay (13:45)

1345 - 1410 End (00:25)

Update the itinerary according to first tab

Branifovska 1645/31a

Panésice

Ponésice

Branisovska 1645/31a

Generate the itinerary again

Czechia

Czechia

Czechia

Czechia

3¢ Meal allowance cz [ o

¢ Mealallowance: CZ [l o]

+ B OB € 2@ x

+ B O B e £ QX



In the Trip Itinerary sheet, the individual lines can be adjusted to show the time and whether and what type of meals

were provided. To edit the time information, move the cursor to the relevant entry and click. It is possible to add the
data in case of interruption of a working trip.

B Contracts

s Financing sources
B Eniries

& Travel order

B My proposal

Travel itinerary

+Addstay e+ Addinteruption | Update the itinerary according to firsttab || Generate the itinerary again

2023-10-03 CZE | 4 Add~

1240 - 1300 Start (00:20) Branifovskd 1645/312 Czechia

13:00 - 24:00 Stay (11:00) Poné&Sice Czechia

The modifications are confirmed in the right part.

S ® D | O Mojecestomipi -5 X | o8 Jihot i Cesigich 1 X | O CP/T/0055/V - Cost of stay -Sim X | =+
<« G n testjcu. p gistrations-my/9060011937/compensation

@ Property v

B SML v

= Order number z iFIS

$ Financing sources v 2301200002

g substiutions v

& Travel order N Financial items

B My proposal
IR Proposals overview

1= Nominations overview

42 Definition settings M
&= General codelists ~
= Mobility codelists v

= Travel order codelists o

¢ Coliapse sidebar

+Add || +Add || +Add | WEICETETETE

Item Amount
Shipping cost

Replacement for the use of a vehicle

Replacement for fuel

Meal allowance

Accommodation

Incidental expenses

Total cost

Total

For return / additional payment A

Paing of the advance

Cost calculation is not calculated.

Financial sources for whole during of stay

+ Add

Financial source 11 Analytical account

C$: 010100 Action: 01-100 provoz KR Action typ: 101 CI: 102010

5121 - Cestovné zamésinanci-tuzemsko

3¢ Meal allowance cz Lunch  Dinner ju}

il
x

Info
Note: x

0.00 Note: X
0.00 Note: %
1.685.00 Note: %
Note: X

Note: x

1,685.00 Note: X
1,685.00 Note: x
Note: X

Note: %

11 Price (CZK)

1,685

~

hAd

01

W Check # =

Approvers

= @

50f5¢€ »

v

)

# Open multiple-cell editing

3

The Cost of Stay sheet should be completed with financial items for accommodation, ancillary expenses, and other
compensation for travel expenses, if applicable. Meal allowances are calculated automatically. It is also possible to enter
multiple sources of funding in the bottom section where the source of funding is entered. The individual amounts for
each source of funding are entered manually in this case.

The allowances

paid, if any, are automatically added to the cost statement.

On this sheet, the employee also specifies the method of payment of travel allowances = cash or bank transfer.

-

S @ O | ¢ linotesks univemita v Ceskjch B X | = VERSO

x‘ O CPT/0055/V - Cost of stay - Sim X H»

GO hepmis

p gistrations-my/94690: p

Financail item

Item

For retum / additional payment

Amount

Amount dls(ﬁbu(lonw

+ New amount

1,330.00

T4 Amount T4 Settiement Tl Currency Tl Payment Tl Account Tl Settlement Tl Number of
amount method number date provided
advance

1,330.00 Czech koruna
(CZK)

1 record found.

Note

gof10€ > x

14 state T4 Name

‘Amount for distribution 0.00 CZK
Expand field

+ notchanged X Exit

N

W

m

= @

Q

a

+ P OB e L P

+ B OB e o Qlx



Click on the pre-filled line and add the payment method and account number. If the employee would like to send the
amount to multiple accounts, he/she clicks on +New amount (green arrow) to fill in the required information. The

amount must be divided up.

m DO \ Jihoteska univerzita v Ceskjch B X \ 7 VERSO X | (O CP/T/0055/V - Costof stay - Sim X | == - a

3
-
< G O htipsy/mis3jouce/simplifyworks/mob/re -my/9469026

Financail New currency

item Amount

For retu

Amount Payment method

m = @ =

currency

1,330.00 Czech koruna (CZK)

Account number

Not selected aA ]

l 123456/0800]

Amountc  settiement amount

+ New al

14 Amou Number of provided advance

1 record i

Note

After checking all the completed information, the employee clicks on the green link _at the bottom (after

moving the scroll bar or mouse wheel)

3. Foreign travel orders

Settlement date

7 changea X Exit 0.00C2K
pand field

+ notchanged X Exit

Travel orders for a foreign business trip are filled in similarly to the domestic trip orders.

S @ MO |# vmso X | (O Create and link proposal - Simp/ X | E}§ PoZadavky - AIVAQ
& G & httpsy//mis3jcu.cz/simpl /mob/registrations-my/new/ba

()

[ J

e

1.3 My proposal Proposal detail

@, Property

In order to select the program click on to the
B My property

B Property list

= List of values v

X | e Jinotesks univerzita v Ceskjch B X | 4 — a

TR = SR s B B -

GMT+01  ® & rhiavka (HLAVKA Roman)

program table.

x Back
[0 Show also ended programs

g5 SML
B Command to business trip Report from business trip ‘Command to foreign business trip Report from foreign business trip
Contracts
s Financing sources
B Enriee
3.1. Foreign business trip travel order
2 ® O | & verso X | (O CP/Z/0004 - Financial support - - X | E3§ Poadavky - ALVAO X | s Jinotesks univerzita v Cesijech B X | 4 - a
< G B httpsy//mis3 jeu.ca/simplifyworks/mobyreg; -my/9367198610/compensation NN + S ' I B
[ ) GMT+01 3 & rhlavka (HLAVKA Roman)
My proposal Proposal detail
By propery Program Record number Applicant
Command to foreign business trip CPIZ/0004 HLAVKA Roman, Bc.
B Property list
= List of values v
Travelorder & Tripitinerary | Financial support Accesses  Workflow history

G5 SML

B contacs If you use your own vehicle, please insert a copy of the technical certificate.

$ Financing sources Pel nt of pocket money Means of transport Type of vehicle SPZ

B Entries Not selected Not selected +

_"‘9‘ Travel order Fuel type Order number z iFIS

Not selected

B My proposal




Unlike domestic travel orders, foreign travel orders have an option on the Financial support tab to request the Percent of
Pocket Money. The provision of the pocket allowance and its amount is governed by the Bursar's Measure K 61 (Article
7) and the specifying measures of the individual units of USB.

& @ MO |# w0 X | O CP/Z/0004 - Financial support - - X | KM Pozadavky - ALVAO X | #f# Jinocesks univerzita v Ceskjch B X | (O CP/Z/0003/V - Cost of stay - Sim X | == - a X
<« O [ httpsy//mis3-testjcu.cz/simplifyworks/mof AN, = @
a
@ Property v I 20f5¢ > Q
5 smL v Financial items ¢
+ Add + Add + Add =+ Add
$ Financing sources v -
Item Amount Currenc) Info
& substiutions v -~ Y [
Shipping cost 2,500.00 CZK Note: X
& Travel order " c- &
Replacement for the use of a venhicle 0.00 EUR Note: %
B my proposal Replacement for fuel 000 EUR Note: X +
I Proposals overview Meal allowance EUR 50.25 EUR Note: x
Pocket money EUR > 3159 EUR Note: x
IR Nominations overview 7z
Accommodation > 150.00 EUR Note: X
% Definition seftings h Incidental expenses 2000 EUR Note: x
= General codelists v Total cost 899.52 CZK Note: X
= Mobllty codelists . Total 8,997.00 CZK Note:
For return / additional payment A 8997.00 CZK Note: %
= Travel order codelists v Payment method: X
Paing of the advance Note: X
# Open multiple-cell editing
Cost calculation was calculated 2023-10-20 10:18
Exchange rate overview from CNB @
2023-10-18 24,680 EUR 1
Financial sources for whole during of stay
=+ Add
Financial source 11 Analytical account 11 Price (CZK) Approvers
C€$:010106 Action: 01-106 provoz EKQ Action typ: 101 CI: 102010 5122 - Cestovné zaméstnanci-zahrani¢i 4,810 s
C€$:010102 Action: 131-22-STA Action typ: 601 CI: 102020 5122 - Cestovné zaméstnanci-zahrani¢i 4,187 2
{ > swmitreport > 3 m]
¢ coliapse sigebar Exchange record

It is possible to enter expenses paid in the Czech Republic in CZK 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. The individual amounts for each
funding source are entered manually in this case.

Finally, the employee checks that the amount in the itemised statement is the same as the amount for the funding
source. If it is not, the amount for the funding source is overwritten. If there is more than one funding source, the sum of
the funding sources must match 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 Submit order at the
bottom.

3.2. Foreign business trip report
The accounting for a foreign business trip is also similar to that for a domestic business trip.

The only difference is the more detailed Itinerary stay where information on crossing borders must be added.
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4. Allowances for a business trip

My proposal Proposal detail

v

v

v

Program

Report from foreign business trip

Report from business trip | Itinery stay | Costofstay  Other information

Record number

CP/Z/0003NV

X | o linocesks univerzita v Cesigjch B X | (D CP/Z/0003/V - Itinery stay - Sim: X | -

Applicant

HLAVKA Roman, Be

Link with

Travel order. CP/Z/0003

Accesses

Workfiow history

Travel itinerary

4 Addstay | 4 Addinteruption | Update the itinerary according to first tab

2023-10-18  4Add~ CZE/AUT

9:00 - 1105 Start (02:05)
11:00 - 24:00 Stay (13:00)
11:05 Crossing border

2023-10-19 | 4Add~ AUT

0:00 - 2400 Stay (24:00)

2023-10-20 4 Add- CZE/AUT

0:00 - 18:00 Stay (18:00)
18:00 Crossing border
18:00 - 20:00 End (02:00)

. Budéjovice
Linz

Pfechod hranic

Linz

Linz
Pfechod hranic

&. Budéjovice

Generate the itinerary again

Czechia
Austria

Austria

Austria

Austria
Czechia

Czechia

3¢ Meal allowance: cz[ Ereakiast ‘ Lunch ‘ Dinner ] Fore\gﬂl Breakiast ‘ Lunch o}

¢ Meal allowance: Foreign (ST EE ST IS juf

X ea alovance: 2 roreon [ o

If an employee requests an allowance for a business trip (domestic or foreign), the employee shall submit the request in
the current manner in the form of a paper request approved by the appropriate persons.

5. Documents related to a 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 billing in the Report from a domestic/foreign business trip had to scan
them into the attachments of the electronic CP, these documents are attached to the Basket of attachmentsCP -CV T

and sent to the economic department of the USB Rectorate.
Link to printing the template for attachment CP — Report from trip is located in the top right corner of the CP.
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6. Payment of business trip compensation

Once the travel order has been "submitted" and subsequently approved by the employee's supervisor, the operation's
authorizing officer and the budget manager, and the travel order has been processed and closed by the employee
processing the travel order, an instruction to the cashier and an informational email to the employee about the status of
the travel order is automatically generated.

7. Other

Any employee who issues a travel order form or a report from a business trip is able to track the travel order form's
current location. This is made possible through the Accesses tab.
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