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Completing Travel Reimbursement Forms Using Electronic Signature

University of Central Florida (UCF) travelers and their supervisors are encouraged to sign travel
reimbursement forms using digital signatures. This eliminates the need to submit paper copies of
travel reimbursement documents. Instead, all supporting material such a receipts can be scanned,
attached to the form as PDFs, and emailed to the Finance and Accounting (F&A) Travel
Department. Documents containing a digital signature field can be signed in either the full
version of Adobe Acrobat or in Adobe Acrobat Reader, which can be downloaded for free at
https://get.adobe.com/reader/.

An exception is for travel funded by state contracts, designated by Fund Code 21029 STATE
CONTRACTS AND GRANTS. The forms submission process for any travel funded by a project
or department using this fund code still requires printed forms to be signed in ink.

Remember that you must have a purchase order (PO) number to complete a travel reimbursement
form. You should acquire the PO before the travel occurs by submitting a requisition for the
planned trip to the F&A Travel Department. For further details review the Addy Note Creating a
Travel Requisition on the forms portion of the F&A website.
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How to Fill Out a Travel Reimbursement Form

Before a travel reimbursement form is signed, all travel lines should be completed:

Step | Action

1. | Navigate to the Travel Payables section on the Forms page of the F&A website at
https://fa.ucf.edu/forms/

Travel Payables

DESCRIPTION FORM# FORMAT INSTRUCT'N
ACH Opt-Out Form (Electronic Payment Authorization Form for Employee PDF
and Travel Reimbursement)

Application For Advance On Travel Expense 41-552 PDF
Complimentary TAR 41-902 PDF
Enterprise Electronic Billing Agreement PDF
Foreign Per Diem Worksheet (03/2005) PDF
Group Travel Summary Report 41-554 PDF
Group Travel - Roster of Travelers 41-554A PDF
Invoice/Payment Transmittal 41-909 PDF
Meeting Information 41-907 PDF
PCard's Voucher For Reimbursement Of Traveling Expenses 41-901pc PDF
Travel Checklist (Before/During/After) 41-959 PDF
Voucher For Reimbursement Of Traveling Expenses 41-901 PDF
Voucher For Reimbursement Of Traveling Expenses (2 pages) 41-901-2pg PDF

2. | Download and save the appropriate travel reimbursement form: form 41-901; form 41-
902-2pg, which contains an additional page of travel lines; or form 41-901pc for
PCard reimbursements.
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Step | Action
3. | Complete the information at the top of the page, inputting the traveler’s name on the Vendor
line and traveler’s Employee ID in the Vendor ID# line.
Please use lower case when completing this form. Using upper case increases the possibility of losing part of the entries. Clear Em._riasl v
UNIVERSITY OF CENTRAL FL l VENDOR 5 |mPARIDEY B (3 digits)
VOUCHER FOR VENDOR ID & PHONE . PONUMBER
REIMBURSEMENT HEADQUARTERS BLDG. & RM. ’  DEPT.PROJECTNO.
OF TRAVELING EXPENSES CAMPUS & +izip " EESIDENCE (Ciy, Stare)
ISTRAVELERA UcFsTUDENT? | Yo [ Mo IS TRAVELER A U.S. CITIZEN? [ves [ ho cHECKONE | Empioyee [ Non-Employee/Ind. Contractor
4. | Enter inforamtion regarding the trip and related expenditures in the travel reimbursement lines.
Note that after you input mileage or a dollar amount and click enter, the form totals all lines
automatically.
Meais for PerDiem 5 -
Clamz or Actaal - Map vidinity Other Expenses
ALB Lodoging Mieage Ml=age
Tirawe Espenses Clalmed Cialmed Amoant Tpes
n 110 10
1 110 10
A AT S o o o & &Y &
Column Column 2000 g Column Summary
Tatal Tatal & S 0.445 w1 Total Totl
£64.00 £220.00 5800 5000 £20200
LESS ADVANCE RECEVED ¥ Use a minus sipn when kevirs this amount
LESS ADJUSTMENTS ¥ Usa a minuas sign when keying this amount =
MET AMOUNT DUE TRAVELER £202.00
NET AMOUNT DUE UNIVERSITY
5. | Scan all supporting material such as parking receipts, and save them as PDFs.
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Step | Action

6. | Attach all supporting material to the form, and Save it. The form must have been
downloaded from the F&A website and saved before you can attach a document.

Note: The attachment process may vary depending upon the version of Adobe Acrobat
or Adobe Acrobat Reader that you use.
e In Adobe Acrobat Pro DC click Tools > Edit PDF > Open. Click the More
button on the top right hand side, and select Attach File.
¢ In Adobe Acrobat X1 select Tools > Content Editing > Attach a File to open
the Add Files dialog box.

Then, for both versions navigate to the file you would like to attach, select it, and click
Open to attach the file. It will appear in the Attachments panel of the form.

7. | The traveler and supervisor who approved the travel sign the form digitally (see below
for details).

How to Digitally Sign a Travel Reimbursement Form

The traveler should follow the steps below to digitally sign the travel reimbursement form. Then,
the supervisor should sign the form following the same process.

Step Action

1. Click on the form field beside Traveler Signature or Supervisor Signature, as
appropriate.

| hereby cestify o aMm that this ciaim for reimoursement Is e and comeet In every matzral matter; that the tavel apenses wers achualy Incurred by me 3s necessary n the
permance O omcial tubes; Mat par dism cialmed Nas hean apomonaely reouced Dy any Mesis of IDEgNg NELded in TIE COMVENDoN of conarance rRisETon Tees dalmed by me; and
1hat Tis voucher confonTe In every respect wil the requirements of Section 112.051, Florida Staltes.

|mEﬂwﬂfm1m|r\l’E'I:I'll:eEi'Clell"ﬂﬂEl'H"l'ﬂ.l’EEﬂ'Uf&l' of hese 15e5 from ancther source and hat hesa &) giures have not been nalkd via the UCE
Purchasing Card. r%
TRAVELER SIGNATURE ?

DATE PREPARED TITLE
Pursuant o Section 112.061(2)(a), Florida Statuies, | heseby cariffy or afm hat {o the best of my knowledge the above travel was on officlal business for the
University of Central Florda and was EERLLL SRS LA
SUPERVISOR SIGHNATURE l ?
SUPERVISOR PRINTED NAME
SUPERVISOR TITLE: DATE APPROVED:
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Action

NID

The Sign Document dialog box will appear. Click Sign.

F ™
oo
Issued by: MET Subordinate Certification Authority 02

Sign As: [ jaddy (NET Subordinate Certification A

Appearance: l Standard Text - I

Digitally signed
. by jaddy
ad dy Date: 2016.04.21

16:26:19 -04'00'

Click Review to see if document content
may affect sigeing

o] [_conea_|

Note: When the traveler or supervisor has logged into the UCF computer system
with their NID, that person’s NID signature will appear automatically in the Sign
Document dialog box unless the person has previously selected a different
default signature. The NID signature is supported by a security certificate.

If your digital signature does not display properly, contact either your information
technology (IT) department or the Financials Service Desk at (407) 823-5117,
option 6, or email fntrain@ucf.edu.
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Step Action
3. - - - - - -
The Save as PDF window will display. Adjust the File name and folder location
as desired, and click Save.
"L Save As PDF
Organize « Mew folder
- Favorites =SS T Libraries
2| Recent Places L _d System Folder
&4 Downloads
Bl Desktop JAddy
Systemn Folder
o Libraries )
| Computer
@ Documient= k.' Systern Folder
J? Music )
[E=] Pictures pe Y . Network
B videos L: Systern Folder
"8 Computer T L MNewfolder
File name:
Save as type: [Adobe PDF Files (*.pdf)
“ Hide Folders
newly saved version of the form, a digital signature should appear in the form
field.
| ey iy or @i thia ihis claim for reimbursement is iros and comeet in every maiedal maer; hat he Tavel expenses wene aciually incumed by me s recessary in he
periomance of ofisial dulies; St per dhem caimed has besn appropriabely reduced by any meals of lodging included in e comvention or conference regisiradon fees claimed by me, and
i this veudher condoms in every resped with e requirements: of Beciion 112,081, Florda Siaiutes
ﬁmzﬂé‘.’gmmml | Pudrees vk ety o il o Do e mibursed for any of these Mmmun'nmrn‘r«mulmammlrﬂanmrnhl:m e Pl been paid via the LICF
reavELEr sonaTure: JAdY Do 202 B4 2 155412 2400
DATE PREPARED: TITLE:
4. Complete the Date Prepared and Title fields, and Save the form.
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Step Action
5. The traveler emails the signed version of the form to the supervisor who
approved the travel.
6. The supervisor digitally signs the form. See Steps 1-4 for details on this process.
7. Submit the signed form and attachments to the Travel Department at
travelfa@ucf.edu.
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