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Entering Job Code and Position for Salary Travel Data 
 

 
 

Step Action 
1. Navigate to the Salary Travel page. 

 
Note: This simulation is an example of a transaction. When entering a transaction in the 
live TeamWorks Financials system please select all values and options based on agency 
policy, the paperwork on hand and the current situation. 
 
Click the NavBar icon. 
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Step Action 
2. Click the Navigator icon. 
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Step Action 
3. Click the Vertical scrollbar. 
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Step Action 
4. Click the Salary Travel Per Diem link. 

 

 
 

Step Action 
5. Click the Maintain/Approve link. 
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Step Action 
6. Click the Salary Travel link. 
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Step Action 
7. Verify the Business Unit. If the correct business unit does not default enter or use the 

search functionality to select a new value. 

 
 

Step Action 
8. The current fiscal year defaults in the Fiscal Year field.  Users can review information 

from a prior year by changing the year. 
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Step Action 
9. Users can select the desired employee by Empl ID or Name. In this example, the user 

searches by Empl ID. 
 
Note: The Empl ID field can also be used to search by the Vendor EFI number.  
 
Click in the Empl ID field. 
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Step Action 
10. Enter the appropriate information into the Empl ID field.  

 
For this example, type 86058605. 

 



 
Job Aid 

 

Date Created: 4/19/2019 10:48:00 AM Page 9 
 

 
Step Action 
11. Click the Search button. 

 

 
 

Step Action 
12. Use the Salary Travel page to review and update an employee's travel expenses. 
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Step Action 
13. When there is a travel expense on an employee record without a salary, Job Code, and 

Position Title fields are open for entry.  
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Step Action 
14. Users must enter or use the look up functionality to select the correct Job Code.  

 
Note: The system will not accept 99999 or 00000 values. 
 
Click the Job Code button. 

 

 
 

Step Action 
15. Click the 08003 - Data Analyst link. 
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Step Action 
16. Notice that the system defaults the associated Position Title. 
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Step Action 
17. Click the Travel Verified option. 

 

 
 

Step Action 
18. Click the Save button. 
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Step Action 
19. Click here (https://www.surveymonkey.com/r/25KG2HH) to take a quick survey.  

 
 

https://www.surveymonkey.com/r/25KG2HH
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Step Action 
20. Congratulations! You have completed entering and verifying Job Code information for 

Salary and Travel. 
End of Procedure. 
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