Travel Expense System

Things you will need:

. Userid and password hi s i s t he same
enter roster information and flight preferences.

File travel exceptions before departure date

Departure and returtate

Dates of competition

Site location

Names and events of travelers (individual/team sports only)
Departure and return airports (if applicable)
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TRAVEL EXPENSE SYTEM

Go tohttps://webl.ncaarg/TES/exec/login

All Championship reimbursement and exceptions must be submitted through the NCAA Travel Expense

System in order to receive reimbursement for competing in NCAA championatrig.

MILEAGE CALCULATOR

1. The NCAAOGs miodwdl begused toaldtecminie eileage for all reimbursement purposes.

To access the calculator, click on Mileage Calculator, either from the login screen, or

from any

screen in the system where the link appe&tiease note, this calculator is providedaareference
tool for institutions. By using the calculator, you are not logging into the system, nor are you

submitting anything.

Logout

NCAA Travel Expense System Contact Us
v Help

User Id |
Password |
Mileage Calculator i@ 2006 NCAA Terms and Conditions | Privacy

2. Choose your parameters (i.e. From: Institution; To Airport) and click submit. The

TES - Mileage Calculation

Tom o Institution ® Ajrport ® Address

Select the Institution ; [#BILENE CHRaS TIAN UMM, [F]
& By Airport Code @ By Airport IMame
Select Airport: I 243 Larsen Beay
,\/ Address [ ]

=

Contact TTs Close

i
Enter A ddress e I !
State EETETTS—
Zip [ I
To < Institution & Ajrport & Address
Select the Institution IAEIILENE CHRESTLAMN LI, i
@ By Airport Code @ By Airport Iame
Select Airport [z2= Larsen Bay
Address | ]
i
Enter A ddress i I |
Stare EEEEE
Zip [ |



https://web1.ncaa.org/TES/exec/login

3. Themileage calculation wilappear at the top of the screen.

Results

From: DEPATTW UNIVERSITY
To: Indianap-olis International
Niles: 43.0

<=

TES - Mileage Calculation

Ceontact e Close

o Institution

Select the Institution :

Select Airport:

Enter Address

[ABILEMNE CHRISTIAN UM, -1
& By Airport Code @ By Airport Wame

|2A3 Larsen Bayw

Address | |
City I |
State [Alebarma [H

Zip [ ]




REQUEST TRAVEL EXCEP TION

1. Enter your school user name and passwortis is the same user name and password you use to
access t he Sh olfrybuthave mispkaced your psermama br.password please contact
the NCAA Travel Department at 317/96757.

@ NCAA Travel Expense System P

Help

User Id
Password

2. If you wish torequestan exceptiortherequestMUST BE COMPLETED PRIOR to departure for
competition. Oncéogged in clickon, Requestravel Exception and click Continue.

@ NCAA Travel Expense System o

@

Championship Expense Report
(@ Create Hew Expense Report Charpionship 2006 Divizion | Men's Cross Cauntry v

Round ‘ Finals V‘

( review Subitted Expense Report

( request Travel Exception
Note: Travel Exceptions should be requested prior to traveling,

Continue Cancel
eSS RS

3. Once on the Tavel Exception Details screen

a. Select the Championshipedrfrom the dropdown list.

b. Selectthe Championship/ou are requesting an exception for (make sure the correct division and
sport is selected).

c. Select the Rounglou are requesting the exceptikn.

d. Choosethe Reason for ¥tception request from the dropdowist. If nore of the selections apply
select other.

e. Select your BpartureDate from the calendar, which is located to the right of the text box.
Departure date refers to the date the team or individagrted from campus.

f. Select theDeparture Time from the dropdm list. Departure time referto the time the team or
individual departs from campu$ext specify AM or PM by clicking on the related circle.

g. Select tte First Day of the Competitidnom the calendar, which is located to the right of the text
box. This is the first day the team or individual competes in the championship.

h. In theAdditional Per Diem Requestiand Explanation of Requefgtld, write a brief description
of what additional pediem is being requested atite reason the institution is requesting the
exception.



Lastly fill in your name next to the Submitter Name, and corresponding email address next to the
Submitter Email field

Click Submit.
NCAA Travel Expense System b
Help

L Travel Exception Details
a  Champianship Year 20 v

D championsfip ‘ v‘
C  FRound ‘ V‘
d  Reason for Exception ‘ Cogstto coasthavel V‘
e Oeparture Date

f Departure Time E Oam O
A Fist Day of the Competitin I:I
b additional Per Diem Requested and
Explanztion of Request
. Subitter Name
! Subrmitter Enai




CREATE A NEW EXPENSE REPORT

1. Enter your school user name and password. If you have misplaced your user name or password
please contact the NCAA Travel Department at 31 #®157.

2. Click the circle next to Create New Expense Report
a. Select the desired Championshiprh the dropdown menu
b. Select the appropriate Rourrdrh the dropdown menu
c. Click Continue.

‘ <4

3. Verify that thepre-populatednformationis correct You want to verify that you are filling out the
correct expense report for the correct round. Once hane verified that thegrepopulated
information is correctlick Site Information.



