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CCRC-M EMPLOYEE 

TRAVEL REQUEST FORM

An employee initiates a travel request by 

completing the employee travel request 

form.  

It is sent to a Travel e-mail group.  

The travel is approved by the agency 

head and scheduled by the designated 

travel person.



BOMSWEB

ACCOUNTING MODULE
TRAVEL AUTHORIZATION REQUEST (TAR)

Log into BOMSWeb.

Select the Accounting Module.

 



BOMSWEB

ACCOUNTING MODULE
TRAVEL AUTHORIZATION REQUEST (TAR)

Under Activities, select Travel.

 



BOMSWEB

ACCOUNTING MODULE
TRAVEL AUTHORIZATION REQUEST (TAR)

Click on Add to create a new 

travel authorization request.

http://164.51.31.219/bomsweb/pages/travel_accounting.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef
http://164.51.31.219/bomsweb/pages/travel_accounting.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef


BOMSWEB

ACCOUNTING MODULE
TRAVEL AUTHORIZATION REQUEST (TAR)

Enter travel information.

Traveler Name

Type of Travel

State Vehicle 

Reimbursement 

Advance Required

One Way Only

Click ok.

http://164.51.31.219/bomsweb/pages/travel_accounting_add.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef
http://164.51.31.219/bomsweb/pages/travel_accounting_add.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef


BOMSWEB

ACCOUNTING MODULE
TRAVEL AUTHORIZATION REQUEST (TAR)

General Information Tab.

Purpose of Travel

From / To

Description

Justification

Footnote

Departure Date / Time

Return Date / Time

Click on the next tab.

http://164.51.31.219/bomsweb/pages/travel_accounting_add.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef
http://164.51.31.219/bomsweb/pages/travel_accounting_add.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef


BOMSWEB

ACCOUNTING MODULE
TRAVEL AUTHORIZATION REQUEST (TAR)

Carrier Tab

Type - Air Fare or Car Rental 

NOTE: You can only enter car rentals 
under this tab if paid by direct bill.

Paid By

Net Cost

Taxes

Vendor

Vendor / Description

Click on the next tab.

http://164.51.31.219/bomsweb/pages/travel_accounting_add.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef
http://164.51.31.219/bomsweb/pages/travel_accounting_add.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef


BOMSWEB

ACCOUNTING MODULE
TRAVEL AUTHORIZATION REQUEST (TAR)

Case Tab

Enter case information.

Click on the next tab.

http://164.51.31.219/bomsweb/pages/travel_accounting_add.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef
http://164.51.31.219/bomsweb/pages/travel_accounting_add.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef


BOMSWEB

ACCOUNTING MODULE
TRAVEL AUTHORIZATION REQUEST (TAR)

Course Tab

http://164.51.31.219/bomsweb/pages/travel_accounting_add.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef
http://164.51.31.219/bomsweb/pages/travel_accounting_add.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef


BOMSWEB

ACCOUNTING MODULE
TRAVEL AUTHORIZATION REQUEST (TAR)

Lodging Tab

Paid By

Net Cost

Taxes

Vendor

Vendor/Description

Click on the next tab.

http://164.51.31.219/bomsweb/pages/travel_accounting_add.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef
http://164.51.31.219/bomsweb/pages/travel_accounting_add.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef


BOMSWEB

ACCOUNTING MODULE
TRAVEL AUTHORIZATION REQUEST (TAR)

Mileage / Meals Tab

Map Mileage

Meal Class

Included Meals

Click on the next tab.

http://164.51.31.219/bomsweb/pages/travel_accounting_add.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef
http://164.51.31.219/bomsweb/pages/travel_accounting_add.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef


BOMSWEB

ACCOUNTING MODULE
TRAVEL AUTHORIZATION REQUEST (TAR)

Other Tab

Type – Cab, Car Rental, Gas, Other, Parking, 
Phone Calls, Tolls

Paid By

Net Cost

Taxes

Vendor

Vendor / Description

Click on the Add + button to add more than one item 
under this tab.

Click Save button when finished.

http://164.51.31.219/bomsweb/pages/travel_accounting_add.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef
http://164.51.31.219/bomsweb/pages/travel_accounting_add.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef


BOMSWEB

ACCOUNTING MODULE
TRAVEL AUTHORIZATION REQUEST (TAR)

Under Activities, click on post 

authorization.

 



BOMSWEB

ACCOUNTING MODULE
TRAVEL AUTHORIZATION REQUEST (TAR)

Select the travel you just entered.

Click Post.

http://164.51.31.219/bomsweb/pages/accounting_travel_report_authorization.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef
http://164.51.31.219/bomsweb/pages/accounting_travel_report_authorization.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef


BOMSWEB

ACCOUNTING MODULE
TRAVEL AUTHORIZATION REQUEST (TAR)

Select person who will authorize 

travel.

Select agency head.

Click ok.

http://164.51.31.219/bomsweb/pages/accounting_travel_report_authorization.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef
http://164.51.31.219/bomsweb/pages/accounting_travel_report_authorization.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef


BOMSWEB

ACCOUNTING MODULE
TRAVEL AUTHORIZATION REQUEST (TAR)

Review the TAR and, if okay, Print.

Click Post after printing the TAR.

http://164.51.31.219/bomsweb/pages/accounting_travel_report_authorization_commit.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef
http://164.51.31.219/bomsweb/pages/accounting_travel_report_authorization_commit.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef


TRAVEL AUTHORIZATION 

REQUEST (TAR)

The TAR form is signed by the traveler, 

supervisor and agency head or 

designee.

If a circuit wants to approve travel 

electronically, CIP can set up a 

workflow in BOMS.



BOMSWEB

ACCOUNTING MODULE
TRAVEL REIMBURSEMENT

Log into BOMSWeb.

Select the Accounting Module.

 



BOMSWEB

ACCOUNTING MODULE
TRAVEL REIMBURSEMENT

Under Activities, click on Travel.

 



BOMSWEB

ACCOUNTING MODULE
TRAVEL REIMBURSEMENT

Click Find.

Enter Traveler’s Name.

Click ok.

http://164.51.31.219/bomsweb/pages/travel_accounting.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef
http://164.51.31.219/bomsweb/pages/travel_accounting.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef


BOMSWEB

ACCOUNTING MODULE
TRAVEL REIMBURSEMENT

Select the travel you need to 

process for reimbursement.

Click Edit.

http://164.51.31.219/bomsweb/pages/travel_accounting.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef
http://164.51.31.219/bomsweb/pages/travel_accounting.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef


BOMSWEB

ACCOUNTING MODULE
TRAVEL REIMBURSEMENT

Edit any information that changed 

since creating the TAR under each 

separate tab.

http://164.51.31.219/bomsweb/pages/travel_accounting_edit.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef
http://164.51.31.219/bomsweb/pages/travel_accounting_edit.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef


BOMSWEB

ACCOUNTING MODULE
TRAVEL REIMBURSEMENT

Under the Other Tab, you would 

add expenses not known when 

creating the TAR.

Click on Save when finished.

http://164.51.31.219/bomsweb/pages/travel_accounting_edit.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef
http://164.51.31.219/bomsweb/pages/travel_accounting_edit.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef


BOMSWEB

ACCOUNTING MODULE
TRAVEL REIMBURSEMENT

Under Activities, click post 

reimbursement.

 



BOMSWEB

ACCOUNTING MODULE
TRAVEL REIMBURSEMENT

Select the travel reimbursement 

you just entered.

Click Post.

http://164.51.31.219/bomsweb/pages/accounting_travel_report_reimbursement.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef
http://164.51.31.219/bomsweb/pages/accounting_travel_report_reimbursement.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef


BOMSWEB

ACCOUNTING MODULE
TRAVEL REIMBURSEMENT

Select person who will approve 

travel reimbursement.

Click ok.

http://164.51.31.219/bomsweb/pages/accounting_travel_report_reimbursement.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef
http://164.51.31.219/bomsweb/pages/accounting_travel_report_reimbursement.aspx?__sid=ac3a25f6-534f-4fb3-9061-0dada9ff00ef


BOMSWEB

ACCOUNTING MODULE
TRAVEL REIMBURSEMENT

Review the travel reimbursement and, if 

okay, Print.

Click Post after printing the travel 

reimbursement voucher.



TRAVEL REIMBURSEMENT 

VOUCHER

The travel reimbursement form is signed by the 

traveler and agency head or designee.

If a circuit wants to approve travel electronically, 

CIP can set up a workflow in BOMS.



BOMSWEB

ACCOUNTING MODULE
CREATING AN INVOICE FROM TRAVEL 

EXPENSES

Log into BOMSWeb.

Select the Accounting Module.

 



BOMSWEB

ACCOUNTING 

MODULE
CREATING AN INVOICE 

FROM TRAVEL EXPENSES

Under Activities, select Invoices.

 



BOMSWEB

ACCOUNTING 

MODULE
CREATING AN INVOICE 

FROM TRAVEL EXPENSES

Under Options, select Add from 

Travel Expenses.

 



BOMSWEB

ACCOUNTING 

MODULE
CREATING AN INVOICE 

FROM TRAVEL EXPENSES

Select the travel you want to 

create the invoice for.

Click Save.

 



BOMSWEB

ACCOUNTING 

MODULE
CREATING AN INVOICE 

FROM TRAVEL EXPENSES

Edit object codes for each line 

item.

Click Save.

 



BOMSWEB

ACCOUNTING 

MODULE
CREATING AN INVOICE 

FROM TRAVEL EXPENSES

The invoice has now been created 

and awaits processing by our 

accountant.

 




