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What is a Proxy? SIRIS

A Proxy is an individual that has been assigned the
responsibility of creating travel requests and travel
expense reports on behalf of a traveler or a group of
travelers in Trip.

If you need assistance determining whom should be on
your listing, get with your supervisor or budget officer.
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LOg In to myUK [pomnes

Trip is an SAP solution for processing travel requests and
expense reports electronically. Trip can be accessed
through HR Employee Self Service through myUK.

'| & httpifunuky.edufUkHome/ . D~ ¢ | B Uriversity of Kentucky 3 | |
nvert v @Select CIICk mMJK
| ~&=A r..-.1 ~ Page~= Safety~ Tools = QV@@@ from the UK

University of Ken H ome Pag e

S Research UK HealthCare

my Login to mAJK
using your SAP

Use your link blue ID and password below U Ser I D an d

/I password

Password

Can't Access Your Account?
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Employee Self Service — ESS }‘,flRlS
Click on
Employee Self
Service (ESS)

Launc h Pad Employee Self Service Administration Financial Al \View of Student Enterprise Services my UK

Employee Services

- Map | Directory | Index

Employee Search = Performance Management

Qll=N
Search for University colleagues and find basic information about their positions. Once you have searched ﬂ' Manageiiew your performanc & evaluations..
using the employee name, you may click on the presented last name o see more detail (such as the
Crganizational Unit and Supervisor of the employee). .
Working Time CI |Ck on
Quick Links
Who's Who Review your leave balance statems Trave I a n d e

Expenses

i @'. _. Benefits and Payment Personal Information

& &)
Display the plans in w hich you are currently enrclled, enrcll in new benefit plans and dow nload an enrcliment
form
Dizplay your salary statement.

Manage your addresses, bank infg information about family members and dependentz.

@ Travel and Expenzes
Br==
®

. Create and manage requests for fravel and expense reporiz
Training

Search for UK offered courses, register for courses, review your training history.

@@ = UK Accounts and Services

ﬁ J
Access to accounts and services offered by the University of Kentucky.
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On Behalf Of

Integrated Resource
Information System

As a Proxy, the listing of travelers for whom you manage
travel documents is located under On Behalf Of.

Employee Services Area

Back

* Service Map

-7, Activities

11
lré‘-“_“ £ Traveler Work Center
=[50}
he_ Create, display, and edit your travel doc uments.
Cn Behalf OF

Click the
On Behalf

Of link.

Manage the list of pecple for w homyou prepare travel doc uments.

Create/manage travel doc uments on their behalf.

< Create New
m Create Travel Doc ument

“fou can create new travel documents.

University Information
E-5-1 Reimbursement of Travel Expenses Policy and Proc edure
E-5-2 Travel Advance and Repayments Policy and Procedure
UK Travel Management Services

i
TR

—— | General Information

: Chex k the Weather at ¥ our Destination

Find Currency Bxchange Rates - CANDA
Find Subsistence Rates for ¥ our Destination

—
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On Behalf Of Employee List &,,“RIS

The Employee List screen will open containing all of the
employees that have been added to your employee list
previously. If you have not added employees before, the list

will be blank. Click Add
Employee(s) to add

Employee List M dan employee to
View: [Sancaro View][¥] - | Send Acd Epoyesfs - your Employee List.

Bl Last Name (Sumame) First Name Perzonnel No- ormT TeEpTOTET. Cost Center Name
Dynamic4 Brent 12826 CONTROLLER-OPERS
Fister-Tuc ker Mary 22000023 CONTROLLER-OPERS
Tony Day 22000024 CONTROLLER-A-P
Nelson Cara 22000025 CONTROLLER-A-P
Hal Katrina 22000027 CONTROL-SPONS. PROJ.
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On Behalf Of - Add Employee HIRIS

The Employee search for TRIP is driven from the
employee’s Personnel Number.

Click the search key if
you do not know the
employee’s Personnel [[x]

Number.

Add Employee(s)

Personnel Mo @ _ [ ]
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On Behalf Of - Add Employee

Integrated Resource
V Information System

All Values: Last Name (Field for Search Help) =] E3

Search Criteria

Last name:

First name:
Perzonnel number:
Personnel area:
Personnel subarea:
Employee group:
Employee subgroup:
Company Code:
Cost Center:
Organizational unit:

Organizational key:

Personal Value List Settings Hide Search Criteria

& [Newcomb = Enter search criteria.
o [5* x] & Remember to use the
o 4 asterisks if you are
oL ! entering a portion of the
o ] S
o[ -~ name.
o[ | S
o =
o ] =
o =
o | | S

]

[ start Search R

al

Click Start

UK vrivERSITY OF KENTUCKY

Search. Cancel|

Becoming a Proxy - TRIP



$
(On Behalf Of - Add Employee) HIRIS

Search Criteria Perzsonal Value List Seftings  Hide Search Criteria
Lastname: =| | NEWCOMB | 5
First name: [#] |5 | &
Personnel number: |:| 5
Personnel area: 7 :l =
Personnel subarea: :l =
Employee group: <> |:| 5
Erpioyee subgroup: > [ o If more than 1 result is
Company Cose: ol found, click on the grey
Cost Center: |:| =
organizationatunt. O o, box to the left qf th_e
I | & correct name to highlight
the employee.
Start Search || Reset |

Results List: 2 results foun el No.

Empl/Aappld Personne... Pers.sub.. EE.. EEsubg. Company.. CostCe.. ©Org. .. ©Orgkey Personn...
swcomb 1000 0004 A 03 UK00 30000... 0001 00013033
. Samuel Newcomb 1000 0004 A 03 UK00 1012062... 30000... 000 22000034

Click OK.
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On Behalf Of - Add Employee

UK vrivERSITY OF KENTUCKY

Verify the
Personnel
No. is
/ correct.
Add Employee(s) E1x]
Personnel No.. & o
Click OK.
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On Behalf Of - Add Employee %IRIS

The employee is now added
to your listing and you may
start processing travel
requests and expense
reports immediately.
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On Behalf Of - Remove Employee by s

At times, it may be necessary to remove an employee from
your On Behalf Of Employee List.

Click on the grey
selection box to
the left of the
employee.

Click on A
Remove o
Employee(s). mesoms
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On Behalf Of - Remove Employee E

The employee will be removed from your Employee List
immediately.

NOTE: Removing an employee from your Employee List
does not effect trips is progress or the trip history of the
employee in SAP.
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