Revised: 04/03
Non-Travel Expenses

Expense Reimbursement

Reimbursement for “non-travel” expenses, such as overtime meals, can be requested on CalATERS.
Read these instructions prior to creating the Expense Reimbursement form. These instructions are to
be used in conjunction with Create Expense Reimbursement or Specialized Account Coding
instructions available on the CalATERS web site.
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. Non-Travel Explanation and Considerations

What is Non-Travel?

Non-travel is used to claim expenses that are necessary for the completion of State business,
that do not meet the normal definition of travel (50 miles or more from home or headquarters).
Examples of non-travel expenses include Overtime Meals, Call Back Mileage, Personal Auto
Mileage, Business Meals, Uniform Allowance and Training/Tuition.

Personal Auto Mileage Expense Considerations

Personal Auto Mileage may be claimed on Non-Travel or other claim types, such as In State
Travel, Out of State Travel or Out of Country Travel.

For business requiring personal auto usage, that is less than 50 miles from home or
headquarters (usually considered non-travel), mileage may be claimed using non-travel, but
meals such as breakfast and dinner may not unless they are considered business expenses
(e.g., Breakfast, Business). If you need to claim personal auto mileage and a “regular” meal,
use Claim Type “In State Travel” and the “Regular Travel” trip type. See Sample 2 —
Personal Auto Mileage and Meals

Selecting a Claim and Trip Type

You can document up to four “trips” on one Expense Reimbursement form. You need to
consider all of the “trips” and expenses you wish to claim on one Expense Reimbursement
form when selecting a Claim and Trip type. For detailed information on how to create an
Expense Reimbursement form refer to instructions on the CalATERS web site.

Continued on next page.
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1. Non-Travel Expenses Only Claim Type

Select the Non-Travel Expenses Only claim type when you only have non-travel to claim.
When this claim type is selected you will be limited to Non-Travel Expenses, so all other
“travel” must be claimed on a separate form.

Claim Type — Non-Travel Expenses Only Available Trip Types or Expenses
Chaim Type: | 3 Select from the following list
In State Travel —
Ot of State Travel I ::|
Ot af Courtey Travel klon-Travel Expenses

| Mon-Travel Expenses Onby

Sample 1 — Overtime Meals with no other travel related expenses

You are requesting reimbursement for Overtime Meals or Personal Auto Mileage for business
less than 50 miles from home or headquarters, and you have no other expenses to claim.

Select Claim Type Non-Travel Expenses Only.

=

Chaim Types ||
I State Travel

Ot of State Travel

Out of Courtey Travel

| Mon-Travel Expenses Onby

Click down arrow and select
_—1 Non-Travel Expenses Only.

At tab 2. Trip/Expense Categories, select Non-Travel Expenses.

m Eileen O McDonald [Expense Reimbursement Form: 1100 - 12/02 Dveitine Meals] e O =}
File  Edit “iew Help

&= o [E = &

Back  mest ‘Save, MNotes: Info T Prirt  Help

1 Genersl 2. TripExpense Categories IS.-Expenses | e et

. Selection of Trip or Expenses
Select from the following list
[ B E 2pplied Trips: Dates (=]

Mon-Travel Expens ‘s

|
|
Select Non-Travel Expenses. ;
|

Complete remaining fields and click Add. Trip is added to Applied Trips list.

Note: If you will be claiming expenses for a period of time, for instance the month of February,
select 01/01/03 as the First date of trip and 01/31/03 as the Last Date of trip.

Continued on next page.

Non-Travel 3 nontravel.doc Rev. 04/17/03



Il Non-Travel Expenses Only Claim Type (continued)

Sample 1 — Overtime Meals with no other travel related expenses (continued)

& Eileen 0 McDonald [Expense Reimbursement Form: 1100 - 01703 Dvertime Meals] . = Elf_z(_ﬂ
File' Edit View Help
Back Mext  Save Motes Info - Fiint Help

1, General | 2. TripExpense Categories ié.—-Ex_pense& | 4 Completion | |

Seilection of Trip or Expenses

Select from the following list
| = (e Applied Trips: | Dates: =]
M Mon-Tra .
|
|
Trip is added to i
Applied Trips. |
.
Update or Remove the applied trip Trip successfilly added

@ Non-Travel Expenses CO m p lete fl elds

and click Add.
First date of Trip: -01 oo :EI] Trip Mame: | Overtime Meals
Last Date of Trip: [0171703 | (5] ‘ \ State vehicle vsed? [Mo | =]
Tripy Purpose: | overtime Meals __1 Licenze Mumber:

Select the Overtime Meals expense type from the expense list.

i Eileen 0 McDonald [Expense Reimburzement Form: 1100 - 01703 Dvertime Meals] —_— = D!ﬂ
Fie Edi %iew Help

=3

e =2 @ [ 4 s [
Print Heln

Back Ne’i& Save Motes  Info

1, General I 7 Trip/Expense Categoriss. 3- Expenses |4: Completion |
Overtime Meals |

el ‘ Th ‘ Fri Set | Sun | Man | T | e | Thi | Fri | Sat | 4 mh_h
dand a2 dan 3 dggﬂ dans dan B dan ¥ dan g Jan g dantd | dandd = |

Licenses _:.1
Long Distance Telephone -
Lunch, Business

Mileage,; Bicycle

Mileage, Bicycls, Callkk

Mileage, Personal dircraft

Mileage, Personal Auto

Mileage, Personal Auto, Callbk
Mileage, Personal Auto, Remaote HQ
Mileage, Spechdod Auto

Mileage, Spechod Auto, Callbk
Mileage, Specod Auto, Remote H2
i

- Avertime Meal Ticket
Totals  lporiing, auto

Espers Park?ng, Personal_ Ajrcraft
Parking, Rertal Aircraft Erter
Phyzical Examination Fees
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Il Non-Travel Expenses Only Claim Type (continued)

Sample 1 — Overtime Meals with no other travel related expenses (continued)

Key expense information and click Add. The expense is added to the expense grid. You can
copy this expense amount, by clicking and dragging it to other dates where overtime meals
occurred. Be sure to verify the Start and End times for each incidence of the expense.
Complete form as usual.

il Eileen O McDonald [Expense Reimbursement Form: 1100 - 12/02 Dvertime Meals] - o] x|
File Edit “iew Help
& 2 & [F

Back  Mext Sawve  Motes  Info

&

Frint -~ Help

1.General | 2. TripExpense Categories. 3 Expenses J4.'Comp|eﬂon |

Owertime Meals l

Tt Fti Sat S Mon Tue s Thit Fti Sat Een b”
an 2 Jan 3 Jan 4 Jan & Jan & Jdan ¥ Jan & Jan g Jar 10 dar 11
+ 800 800
-
Totals [ 8.00 3.00
Expense:| Overime Maals 3
Date:[at /103 "l wiednesday LA
Amaurt: .00 E Detete |
Start Time: | 0700
End Time:|1500 Meswy
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M. In State Travel Claim Type

Select the In State Travel claim type when you want to be reimbursed for both non-travel and
travel related expenses. This claim type will allow you to claim Long Term Assignment, Non-
State Sponsored Conference/Convention, Non-Travel Expenses, Regular Travel and State

Sponsored Conference Convention.

In State Travel Claim Type

Claim Type: ||

Sample 2 — Personal Auto Mileage and Meals

ot of State Travel
Out of Country Travel
Mon-Travel Expenzes Only

2]

Available Trip Types or Expenses

Select from the following list

I =]

Long Term &zssignment

Mon-State Sponzored ConferencefConyvention
Mor-Travel Ex
Regular Trawvel
State Sponzored ConferencefConyvention

This sample shows how to request reimbursement for personal auto mileage for business less
than 50 miles from home or headquarters (considered non-travel) and “regular’ meals.

You cannot claim meals, other than business meals, using non-travel. If you want to claim
breakfast or dinner and personal auto mileage, you must use the Regular Travel trip type
versus Non-Travel.

Select Claim Type In State Travel.

Non-Travel

Claim Type: ||

ot of State Travel
Out of Country Travel
Mon-Travel Expenzes Only

Click down arrow and select
In State Travel.

Continued on next page.
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M. In State Travel Claim Type

Sample 2 — Personal Auto Mileage and Meals (continued)

At tab 2. Trip Expense Categories, select Regular Travel and complete remaining fields. At
the question “Was Trip > or = 50 miles from Home/Headquarters?” Answer No.

B3 Eileen 0 McDonald [Expense Reimbursement Form: 1100 - Mileage and Maafs[nm—traual]] = = iEIL)i[
File Edit “iew Help

S A L I

Back  Mext Save  Notes  Info it Print  Help

1. General 2. TripExpense Categories I & Erpenses I 4= Camnletian

Selection of Trip or Expenses
Select from the following list

Z‘ ]| Applied Trips | Dates =

Long Term Assignment
Mon-State Sponsored ConferenceiConyvention
Mon-Travel Expenses

State Sponsaored Confgrenn::e.l'ii;lznn\n'PT

Select Regular Travel.

Please provide the requesied information

g Regrlar Teaval Complete fields.

/ \ Aol

First date of Trip: IME[ Start Time: W Trip Mame: |Mileage & Meals
Last Date of Trip: ME End Time: I.'I_EE State vehicle used? [MNo 3
Trip Location: | Sacramento "Was Trip = or = 50 miles from HomeHeadguarters? (Mo z‘
Trip Purpose: | ileage 2 Mesls ’;l Licenze Number:
|
=

You will be prompted with an exception message. Select Yes if your business trip was
approved by your department. DPA prior approval is not required.

Heview ltems - Exceptions : J x}

tem: #Fla DPA required
Exception: & Document of Prior Approval must be submitted based on trip mileage (50

Response:

Ok I Eancell Palicy...

Click Ok. Then click Add to add the trip to the Applied Trips list.
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lil. In State Travel Claim Type (continued)

Sample 2 — Personal Auto Mileage and Meals (continued)

Click forward to tab 3. Expenses.

1 Eileen 0 McDonald [Expense Reimbussement Form: 1100 - Mileage and Meals [non-tr e -0 _zj
File Edit “iew Help
- 9 o [= =]

Back Mext Save  hotes  Info s Print Help

1. i3eneral i 2 TripExpense Categories 3. EXpenses I 4. Completion
Mileage & Meals |

Wi | i i i i i i i i i | i
Jan | | | U |
>
Aircraft Rental i
ALta Rertal

Breakfast, Business
\[Bricioe Tolls

Bus Fare

Busziness Expense - Other
[commercisl A Fare
Conference Fees
Conveyance Rertal
ADinner

Dinner, Business
JEimergency Purchase
Emergency Repair
____ Totals Ferry

Expens Gasoline
Hatel Bus Fare
Inciderntals
Legal Expenditure - 1

Select meal expenses, for example Breakfast and key associated information.

E Eileen 0 McDonald [Expense Reimbursement Form: 1100 - Mileage and Meals [non-ts: - _ O] x|
File Edit %iew Help
» \
e 5 B [F =
Back Mext Save Motes  Info st Frint  Help
1. General I 2. TripfExpense Categories . 3« Expenses I 4. Completion I
Mileage & Meals l |
| N N —— rous |
Breakisst E.00 E.00
+ 5.50 .50
-
Totals i 1450 14.50
Expenze:| MiEEEE _‘_!
ﬁ Date:[01/01 03 s
Amount:_ B.50 Delete |
hiiles traveled: 25.0 @ 0.34 ! mile
Expenze Rate:| 0.34 e
Origin: | Headguarters
Destination: | Off Ste Office

Select Mileage Personal Auto and key remaining information. Complete form as usual.
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lil. In State Travel Claim Type (continued)

Sample 3 — Personal Auto Mileage (with no meals) and Reqular Travel

This sample shows how to claim personal auto mileage for business less than 50 miles from
home or headquarters and another regular travel trip.

Select the In State Travel Claim Type.

Claim Type: ||

Click down arrow and select
In State Travel.

ot of State Travel
Out of Country Travel
Mon-Travel Expenzes Only

Click to tab 2. Trip/Expense Categories.

=lofxj|
Fle Edt View Help
e = B [F S
_ Back  Mext Save, Motes  Infg I Pririt - Help
1 Genersl 2. TripExpense Categories I S | |
|
' Seiection of Trip or Expenses
Select from the following list
[ Mon-Travel Expenses - 2 Spplied Trips: Detes: =]
|
Select Non-Travel |
Expenses. !
=il
Please provide the mquesﬁs(lmﬁlrmt ion
Complete remaining
B3 NowTuavel Expenses fields and click Add.
acld
First date of Trip: [o1/01m3 5] / \ Trip Mame: [Mieage
Lazt Date of Trip: IU1 3105 E State vehicle uzed? {MNo E
Trip PUrpose: |pisage Reimbursement r_] License Mumber: | ahct 24
=

You will now need to add both “trips” to your claim one at a time. To claim Personal Auto
Mileage, select Non-Travel Expenses. Complete remaining fields and click Add. Trip is
added to Applied Trips list.

Note: If you will be claiming expenses for a period of time, for instance the month of January,
select 01/01/03 as the First date of trip and 01/31/03 as the Last Date of trip.
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lil. In State Travel Claim Type (continued)

Sample 3 — Personal Auto Mileage (with no meals) and Regular Travel (continued)

After adding your Non-Travel mileage reimbursement, add your next trip, in this case you also

have a Regular Travel trip for Sacramento Training.

Select Regular Travel and complete remaining fields, then click Add.

i Eileen 0 McDonald [Expense Reimbursement Form: 1100 - 01703 Mileage i:m_ﬂfﬁéiﬁm-
File Edit %iew Help

& o5 B [E -

Back  hlext Save hotes  Info : Print Help

1. General 2. Trip.fExpenée(?ﬂtego.ries|3.Es<pens._as | 4. Completion |

Selection of Trip or Expenses
Select from the following list

;‘ = Applied Trips
M hon-Travel Exp s

Long Term Assignment
Mon-State Sponsored ConferenceiConvention
Mon-Travel Expenses

=tate Sponsored Conference. vention

Select Regular Travel.

Please provide the requested information

01/01 )03

Dates l=

i
g

Trip is added to the Applied Trips list. Click tab 3. Expenses.

Fegular Travel H
@Q_ g Complete fields
First date of Trip: [[7 7 Start and click Add. Trip bame: | —;
Last Date of Tripe | & 1 FEll  End Titne: | State vehicle used? W
Trip Location: Waz Trip = or = 50 miles from HomeMHeadguarters? -
Trip Purpose: License Mumbet:

Two trips display.

El Eileen O McDonald [Expense Reimbursement Form: 1100 - 01203 Mileage & 01715-16/03 Sac = I:Ijii
File: ‘Edit “iew Help
e = & [F =S
Back  Dlext Save Motes Info ; Frint  Help
1.General 2. TripExpense Categories l 3.Expenses | 4. Completion I
Selection of Trip or ExpensésN] Click tab 3. Expenses.
Select from the following list
| = = Applied Trips | Dates =1
|
|
|
Update or Remove the applied trip Trip successfully added
@ Regular Travel
First date ot Trip: 0101503 =] Start Time: [osog Trip Mame: [ac Training
Last Date of Trip: [o1sem3 =] End Time: [1a00 State vehicle used? [Na | =]
Trip Location: | Sacramerto Wasz Trip = or = 50 miles from HomeMeadguarters? | Yes | > |
Trip Purpose: [Trsining _! Lizense Mumber:
=

Non-Travel 10 nontravel.doc Rev. 04/17/03




In State Travel Claim Type (continued)

Sample 3 — Personal Auto Mileage (with no meals) and Regular Travel (continued)

The tab for the Non-Travel trip is highlighted (“Mileage”). Select Mileage, Personal Auto from
the expense list. Key expense information and click Add. The expense is added to the
expense grid.

1 Eileen O McDonald [Expenze Reimbursement Form: 1100 ~mmuhm&w Ts ‘a = ]Elj_Xi
File. Edit “iew Help
E o B [

Back Hext Save hotes  Info

& 0o

Prnt  Help

1; Genaral l 2, TripExpenze Categaries: 3. Expenses |4.C0rnpleiic-n i

Miteage. | Sac Training |

W ‘ This ‘ Fri ‘ Sat Sun o Tue: (=N Thi Fri Sat Total s-b ”
- Jan Jap 2 Jan3 SJapd | Jans Jan 6 Jan? SJand ~Jans Jan 1| Jan i = =l
b i i

Licenzes

Long Distance Telephone
Lunch, Business
Mileage, Bicycle

Mileage, Bicycle, Callbk

Ed!

Mileage, Personal &uto, Remote H2
I | Specivod At

, Speciviod Auto Callbk

, Speciod Auto, Remote HQ
Creertime Meals

Creertime Meal Ticket
L Tetals  perking, Suto

Expens] Park?ng, Personal. Aircraft
Parking, Rertal Aircraft
Phy=zical Examination Fees
ik sii et B .

You can copy this expense amount, by clicking and dragging it to other dates where mileage
occurred. Be sure to verify the Miles Traveled field. Complete remaining fields.

E Eileen 0 McDonald [Expense Reimbursement Form: 1100 - 01/03 Mileage & 01415 ;q;l@" ning] =[] =}
File' Edit %iew Help
& = @ [ B8 & C
Back Mext Save Motes Info  List  Frint Help

1. General | 2 TripExpense Catel 1 —
. - - 1
Wileage | sac Tranng | €— Click Sac Training to add :
. Regular Travel expenses. | e e s ml
a7 | g | dang | dendn | dengp | TOMEE
34.00||
it |
1
I|
I
|
i
I|
i i
: I
To 54.00)
il

=
Amount:i 34.00 Dialete |
Miles traveled:] 100.0 @& 054 ! mie -
Expense Rate] 0.34 e
QFiging | Home
Destination; | Sacramerto

Click the Sac Training tab to add expenses for your “Regular” travel.
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lil. In State Travel Claim Type (continued)

Sample 3 — Personal Auto Mileage (with no meals) and Regular Travel (continued)

For the Sac Training trip, key expenses related to Regular Travel and complete form as
usual.

i Eileen O McDonald [Expense Reimbursement Form: 1100 -mfﬂiﬂw%mﬂﬁw‘ﬂ_fmﬁ- K - = EI;|)_(_1

Fite Edit “iew Help

* 3 |
Back 11 Seve: Motes  Info  List Print Help

1 Genersl | 2 TripExpense Catenories: 3. Expenses |_4', Completion |

Mieage  Sac Training |

BN [ N S [ Tous
200
20,00
36.00
£.00
o700
|
Totals [ s4pa[ 15700 R
— Expensé:i Breaktast :'ZI Paymernt t\;pe:! Cash _"_]
H@T Date:i 011503 EI Wednesday Lpelate
Amount:i EE Delete |
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