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HOW TO INTRODUCE A MISSION ORDER

HOW TO INTRODUCE A PERSONAL MISSION ORDER

For a new mission, two possibilities:

1. via the menu

2. via the icon on the dashboard

1. GENERAL

My Missions My Tools

© New mission
® Overview

@ Open items

© Declare costs
8 © Withdraw a mission

@ puplicate a mission

MNew Mission

Cpen ltems Declare Costs

Your Mission order opens on the first tab that has to be filled in: "Key data"

GENERAL

1.1 TYPE OF MISSION

MIPS selects "Normal mission" by
default.

There is also the possibility to
select the types "Expenses covered
by the organizers", "training",
"team building",

SUMMARY

¥ Mission information

Mission type

Comments

I_Nmmalmission [=]

& |MS Information Programme

Long term mission

Normmal mission

|Mission Back to school

|Fellowship mission

[Expenses covered by organisers

| Training

i Team building / Training without costs
{Project

|Framework programme

According to the specificity of your DG, it is possible that other types of missions exist and

are visible only for this DG.

Warning: for "long term" missions, as soon as the schedule includes more than 27 days,
MIPS automatically replaces "normal mission" by "long term mission". If the mission lasts
less than 27 days and that the mission performer encoded "long term mission”, MIPS
automatically replaces the type in "normal mission".

PMO MIPS JANUARY 2014
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HOW TO INTRODUCE A MISSION ORDER

First, you should save the data introduced in the "key data" screen

Actions

TO GO TO THE NEXT SCREEN:

o At the bottom of the screen :
W NEXT B

+ \ia the tab menu :

| n

WARNINGS

2. SCHEDULE

2.1 SCHEDULE DETAILS AND CALENDAR

i Quick Summary
The schedule details and calendar are fixed data.

They will display the summary of the informations of the routes 2 mission performer
inserted.

= moDACT
; DRAFT

Expenses covered by

organ:sers
¥ Overview
& 0.00 EUR
dll $12.667027.1
January 2014 February 2014
o s e 0 % MARKT.DDG1.B
Mo Tu We Th Fr sa Su Me Tu We Th Fr sa Su

22/01/14 00:00
0d oh Om

5 18 17 18 s 2 13 11 22/01/14 00:00

mission [l hotiday [

Do you want to gain time?
Prepare a plan of your mission before encoding it.

Departure place = assignment place (by default):

Gute schedule with DEPARTURE andd RETURN places set [0 your place of assigrument

wrwy PIACes Nt the schedule

ey ¥V rom y 2 o
BRUSSELS [BEL] Q 22/01/20148 a0 00

Next, select the place type:

PMO MIPS JANUARY 2014 -4 -
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HOW TO INTRODUCE A MISSION ORDER

- Working place: place of the meeting

- Holiday: place of the holiday if combined with the
mission (daily allowances stopped)

- Transit: necessary stop imposed by flight ticket
before or/and after the mission (via ...)

Choose a place type to Insert:

B workinG PLAcE
B Houoay (oTHER LOCATION)

B wranst

close E]

Return place = assignment place (by default): your last route, ends the mission.
B

Piace location

BRUSSELS [BEL] Q To 22/01/2014 ™ 00 00

If departure and/or return happen from/to another place than the assignment
| it will § = iustificati | al | =
schedule and price (e-mail exchange with travel agency)

ONLINE TUTORIAL
An online help video can be accessed

2.2 INTRODUCING THE DEPARTURE DATE/TIME OF THE MISSION

b 3

Place location

BRUSSELS [BEL] Q From 22/01/2014 ™™ 08 Ecin

Here you will enter departure date and time, country and city of departure.
MIPS will display your place of assignment by default.

‘f\
2% Confirm your data

&

From 22/01/2014 ™ 08 |00

2. INTRODUCING EVENT TYPE

At this stage MIPS supposes that you are travelling towards your first working place,
towards a transit or at your place of leave (holiday)

PMO MIPS JANUARY 2014 = 5=



HOW TO INTRODUCE A MISSION ORDER

Once one of the 3 options is specified, MIPS will ask you to introduce details about the
destination (type of transport and geographical place).

 Introduce the time (date) of arrival at the EVENT place. From 22101/2014 ™ 00 00
(MIPS displays time schedule already encoded).
« Introduce date and time of departure from the EVENT place Economic  [v] A
-MIPS displays the schedule stages to check: ¥
From 22/01/2014 ™ 00 00 |*.
b
To 22/01/2014 ' 00 00 | &
Economic v' o
v

Te 22/01/2014 '™ 00 0O

The "check" arrows turn from red to green when the schedules are correctly encoded

Place locatl
=1- From
8Y  Airplane (x|  Economic ': : 0d2h30

v | W ﬁ: i
Place location From 29/01/2014 | 11 30
VILNIUS [LTU] Q

To 27/01/2014 * |70 | 00

By i . 0

v

! Place location

o Select the EVENT place (in this example WORKING PLACE) :
- by typing the first 3 letters, a list will be displayed

- by selecting the = . button, a dialog page will be opened

- i et S 6 G AT L R SR e A eI R
City extanded saarch dialog
Lk Tt pele et e whany i with DEPRL

£ |
R T F e ) I"‘ﬂ Country | ithuania =l

2

d

Ciry  VILNIUS

PMO MIPS JANUARY 2014 =6 =



HOW TO INTRODUCE A MISSION ORDER

The 27 European countries appear at the beginning of the list, and then come the other countries.
If a city is missing in the list, thank you to contact your local mission manager.

e Select your means of transport

AR e -

g UYlAirpfane

Econojnic - 2.

‘....

X g Train
g PIAce Taxi om 22/01/2014 “* 00 00 |~
{Private vehicle for personal reasons P
® Private car for professional reasons 1 = s
|Personal car {Passenger) ° 22i01/2014 " 00 OCO|M
{Rented car (Driver)
n By Rented car (Passenger)
o ‘ H
by m.iﬁns
x }()ﬂicial car without driver

Boat Econgfnic (=] A
Air taxi

BRU Official car with drives - To 22/01/2014 "™ 00 00

i B2 YMic 7 : 0d2n3o
& confirm your data v T Il 3¢
From 22/01/2014 ™ 11 30
The data of the routes/transport can be modified: To 27/01/2014 =] 09 [T

mic  [v] gm0

The routes can be deleted

<+
4
b4

From  22/01/2014 ™ 11 30

To 27/01/2014 ™ o9 |1 |

2.4 MISSIONS IN A COUNTRY "AT RISK"

If the place where the mission
takes place is in a country "at
risk", MIPS sends a warning
message:

q;w; Mali htip:iitest.com

PMO MIPS JANUARY 2014 -



HOW TO INTRODUCE A MISSION ORDER

2.5 INTRODUCING MEETING(S)

| MEETING WARNINGS INFO

/i No meeling required for this missio

/B, No meeting in
£ Ameeting is 3
/B Place schedule is correctly fili CATIONDETALS ACTIONS

A 20120141130 270120140900 VILMIUS [LTU] g;;, New"?;é'ééﬂ‘ﬁg‘é

Meeting Edition Dialog

For each working place, details must
be encoded.

A dialog box opens in order to
introduce the informations according
to the place information from 220120141130 To 2701/201403.00

¢ Place information

location  VILNIUS (ILTU]

The mandatory fields are in red
(purpose, dates and times) + Iecting data

Fom 22002074 = 1 30 °

To 27012014 = 09 ot ©

Visit Information  inside £C building

Meeting Location

B v uroaTE

To save time: a meeting taking place over several days will have to be introduced only
once.

List of meetings for this place

MEETING PERIOD TITLE ADDRESS
For example:

22/01/2014 14:00 - 24/01/2014 18:00 YOD000L

PMO MIPS JANUARY 2014 -8 -



HOW TO INTRODUCE A MISSION ORDER

However, if you want to give the detailed schedule for each day, you will have to click on to
be able to introduce another meeting on the same working place.

List of meelings for this place

MEETING PERIOD ADDRESS VISITED PERSON

22/0172014 14.00 => 24012014 16 00 X0

The meeting information can be modified or updated.

2.6 ADDING ALL THE WORKPLACES OR TRANSIT KNOWN, IN CHRONOLOGICAL
ORDER.

+ Avoid gaps between 2 places

+ Avoid overlaps between two periods

2.7 INTRODUCING THE RETURN

This place figures as the last information concerning the routes: return to place of
assignment

Your place of assignment appears by default and the last date introduced in your "Routes”
will also appear by default as return date.

e Introduce the date and time of arrival back at the airport or railway station of your place
of assignment.

BY  Ailrplans [ -l Economic [=] DAZn3I0

Place location

BRUSSELS [BEL] Q Te 27/01/2014

e Select your means of transport

a4 Confirm your data using the button.

2.8 INTRODUCE A LEAVE / NON WORKING WEEKEND

If you combine the mission with days of leave you will introduce the information concerning
your holidays:

PMO MIPS JANUARY 2014 =i




HOW TO INTRODUCE A MISSION ORDER

Insert the new period for Leave/non-working weekend using:

Leave/non-working weekend dialog

A dialog box will be opened:

rom  25/01/2014 = | P
The information for the leave/non- =
working weekend have to be introduced. To 27102014 % PM
(See section WARNINGS, 1.Mission
combined with leave or non working

weekend)

cancel v UPDATE

A warning will automatically be created.
In the "warning" tab, the informations concerning the fictitious departure, return and price
of the mission if not combined with a leave/non working weekend.

EXEENSE DOTUMENTS SLIVIMIARY | | WARNINGS n

Fl'here is no link between the leaves introduced in MIPS and the "flexitime" in SYSPER2 l

2.9 THE LEAVE TAKEN IN A PLACE OTHER THAN THE WORKPLACE

In this case, refer to the part "2. Introduce event type" of this section “routes”.

The following type will have to be selected: Choose a place type to Insert:

B woRKING PLACE
B HoLDAY (OTHER LOCATION)

B rans
close %]

% When selecting "holiday", do not enter the data in

This would take
into account the
data twice and
would distort the
daily allowances.

PMO MIPS JANUARY 2014 - 10 -



HOW TO INTRODUCE A MISSION ORDER

2.10 SCHEDULE OVERVIEW

An overview of the schedule is displayed. (Leave/non working weekend introduced in red).

¥ Overview v Leave / non-working weekend @ insert new period
o January 2014 February 2014 0 FROM 10 ACTIONS
Mo Tu We Th Fr sa Su Mo Tu We Th Fr sa Su
25012014 AM 270172014 AM P =
I
12 4\ The signing of the travel order by the authorising officer entitles the
2 staff member to reimbursement of the Costs subject to the rules in
force

mission [l  hoiday I

Quick Summary

2.11 SUMMARY

::, MISSION PERFORMER

On the right side of the screen, a quick summary of data | =

introduced relating to the mission is always displayed. [E] DRAFT _
Normal mission

4+ 204.00 EUR

g 512.667027.1

% MARKT.DDG1.B

22/01/14 09:00
Exi 5d 2h 30m

{+4h Om) o

27701714 11:30

& VILNIUS(LTU)

WA K

2.12 ACTIONS
The actions available are displayed on the bottom, right side of the screen.

a MIPS 3.0 DOES NOT SAVE THE DRAFT OF THE MISSION

AUTOMATICALLY. Actions
At this stage of the draft, we would suggest you to save the
mission.

TO GO TO THE NEXT SCREEN:

e At the bottom of the screen : W NEXT

e Via the tab menu :

EXPENSES

PMO MIPS JANUARY 2014 - 11 -



HOW TO INTRODUCE A MISSION ORDER

3. EXPENSES

3.1 ENTERING THE GLOBAL AGENCY FEES INDICATED BY THE TRAVEL AGENCY OF
THE COMMISSION.

Enter here the travel costs NOT PAID by YOU, only total
amount recewved from the travel agency when you

I
Travel Invoices forecast amount ‘ 0 00!
asked for a price quolalion

Ticket delivery  Yis § ,

GSM boarding pass  YEs [ o8l

Comments

You are not allowed to encode a provisional amount for flights with a taxi-airplane in the
mission order. However, when you are in the statement of expenses draft, if you chose "air
taxi" in the routes & meetings tab, you will be able to encode an amount in the "budget &
expenses" tab, in air taxi:

r Expenses should be entered for each meeting place |
=] Own expenses by mission place 204.00 EUR
77101 - BEL - BRUSSELS - DEPARTURE - 22/01/2014 08.00 .00 EUR -
# {17 - LTU - VILNIUS - WORKING PLACE - 22/01/2014 11:30 => 27/01/2014 03:00 204.00 EUR
[2] - BEL - BRUSSELS - RETURN - 27/01/20714 11:30 0.00 EUR
IMission total expenses 204.00 EUR

Select the " to expand to all types of costs

3.2 ENTERING THE ACCOMMODATION FOR THE RELEVANT MEETING PLACES

(=] [11-LTU - VILNIUS - WORKING PLACE - 22/0172014 11:30 = 271012014 93:00 20400 EUR

0 EUR

PMO MIPS JANUARY 2014 ~42~



HOW TO INTRODUCE A MISSION ORDER

NOVOTEL VILNIUS CENTRE

Location Gedimino av. 16 - CEN

breakfast included

£ Loty S DT

[ #] ’) @ D
Mb. nights - amount 3 X |7 i imit 115.00 EUR )

Total 1350.00

i A derogation is required on exceeding the maximum hotel price allowed!

.
Derogation needed %" i

Justification [ Select a message...

Accompanying the President/Commissionner

City tax added to the initial room rate

Last minute reservation/no other availability

Meetings venue

No other vacancies due to special events (fairs, exhibitions, etc.}
Nights at this locatlon |all participants were required 1o stay in the same hotel

close to the meeting venue

| security reasons

{Other specify :

dialog sheet opens for the required informations (the mandatory fields are in red).

Name of the hotel
Address
Number of nights spent at the hotel

Cost per night and currency in which the invoice is paid (By default: EUR)

® © @ o

Check the correct option for the "breakfast included" in
price: Yes/No": compulsory area

breakfast included  ves B8

— The hotel ceiling for the country is always indicated
( limit: 115.00 EUR }

|

If the ceiling is exceeded, check "Derogation" and a box will appear. It is here that the
justification must be detailed. This information will be read by the authorising officer before
his (her) signature in the "Warnings".

Deragation needed %

MIPS do not check if the justification is relevant.

| v UPDATE

The subtotal for accommodation is updated

Click on and an overview of the hotels will appear.

=} Accommodations 6 insert new accommodation for This place 35099 EUR &
LUist of acoommadations for Shus place

£ HOTEL NAME - LOCATION NEB. NIGHT {CUR) NIGHT [EUR) TOTAL BKF? DER. ACTIONS

1 HNOVOTEL VILNIUS CENTRE - Cediming av. 16 - CEN $50.00 LTi 130,33 CUR 320.9% LUR da - =

PMO MIPS JANUARY 2014 = 13-




HOW TO INTRODUCE A MISSION ORDER

ACCESS TO THE LIST OF THE HOTELS, NEGOTIATED BY THE COMMISSION, WHEN INTRODUCTION OF
HOTEL IN THE MISSTION

- Possibility of selecting the list
- Search criteria for city, chain of hotel, name and address of hotel

HOTEL SEARCH DIALOG

A

g
» Searcn critenias |
Ciry j

Ik -

Hotel name Chaln | 1

Chain L

e

~ bearch

¥ Results found
ACL OF § X0 rAME I FRECI R

HOTEL NAME (=58 4 ADDITIONAL INFORMATION

ChanACTCR  categery 'S

currency. EUHR fare ameount: T 1
Breakfastinziuded: Y£5  amount : 0.00

VOTEE VENIUS CENTRE VILRIIS adiess. Gedls &v 16 focation CEN
iy K ! o booking code 132905
= a=8109
Chan:BELT WESTERN  CARQONY: o pima s
cunrzngcy. £ fafe ameurt, (193.00¢
Breakfastinziuded: YE5  amount | 1300
Vilmus VILNIUS adress: Ko ave., ! 8 location CENTER
phone: 371 viiniusho beooking code: Maendatary
transpart: [bus
ull nk: hrin/feanve
Chan. nes 1l Hotels Group  edlogory: Log ryr gy
Crowne Plaza Hotel Vilnus VIENEJS

4 location <

Rankinm mada: Fausnsses 0 BEFIAMNTIA

3.3 ENCODING MISCELLEANOUS COSTS KNOWN IN ADVANCE

¢ Expenses details

it Trave! agancy costs / others third party exp .00 EUR
5 Own expenses by mission place 601.23 EUR
= [0}~ EEL - BRUSSELS - DEPARTURE - 72/01/2012 99 00 } 00 FLIR
o ow &2 1sert new miscellane sat 1o ace l

=} [11-LTU - VILNIUS - WORKING PLACE - 22/01/2014 1133 ~» 27/01/2014 05.00 60183 EUR

> 3 place 390.99 EUR

':,-L‘ zert now miscellaneous YR 10r this place l 000 FLR

nangs awe 6.84 EUR

20400 FUR

FTANOFUR

Number of delly sllowances 550 x €000 fuR
Meels decuction €
Breasfast provided 0 - O breaxfas: mnduded

A ELR
Leeve

PMO MIPS JANUARY 2014 - 14 -



= HOW TO INTRODUCE A MISSION ORDER

Select the type of expense from in the drop-down list

> Departure/return place

Miscellaneous costs edition dialog

Type l Airport parking [:-|

amount |[Airport transfer EuR
Parking railway station [
Taxi airport
Taxi railway station 1

Comments

Telecommunication fees
VIP Lounge

> Workplace

S TR TSP RS R oW S e e e S e T e S T S e T ey R Lo NIR T Ga Y

Misce!laneous costs edition dlalog

Type |_25“r'n hotel deduction - J .
amaunt  |Air plane deduction R
Airplane

Airport parking

Airport tax

Airport transfer

Airport transter by public transport
i Apartment rent

Iy ‘ -~ —|Autocar

gi;:‘ to school fee ancel)
g Breakfast deduction '
1 Complément hdtel
|Caonference mglstmlmn fees (with |)rug|mn)
Country risk provision
Ditférence de taux de change
Excess luggage
7 S soLE S, Extra transpont |
PEFURN - 27/07/2014 1130 Fees lecaiv‘ml {debit) | 2
e Fuel ;
Gaz and electricity
Hotel "no show™ Foeal exoenees 601.83 EUR
Local transport / sundry costs
Meals deduction
Motorway tolls
Organizer deduction
e ; Parking garage
e ayee Vou Nave 3 Chrmmitsar v Parking railv.my station

TERAE Passanger rights
Private car for personal convenience

Comments

Miscellaneous costs will then appear as shown hereunder:

E'] Miscelaneous Cosls &F Inser new miscelianeous costfor this place 15.00 EUR
List of miscellaneous costs for this place

] TYPE AMOUNT (CUR) AMOUNT (EUR) COMMENTS DER. ACTIONS

1 Airport transfer 15.00 EUR 15.00 EUR airport outside the city

PMO MIPS JANUARY 2014 =15~



HOW TO INTRODUCE A MISSION ORDER

Enter the breakfasts & meals offered by organisers (other than the meals included in the
hotel invoice).

Breakfast provided 0 + 0 breakfastincluded

MIPS will remind you of the number of breakfasts included in the cost of the hotel rooms
already encoded in the Accommodation frame.

& Daity Allowances 204.00 EUR
Number of daily allowances 550 x 6800 £uR 37400 EUR
Meals deduction 0
Breakfast provided 0 « 0 breakfast included
L -170.00 EUR

3.4 IF THE COSTS OF THE MISSION ARE COVERED BY ANOTHER ENTITY

Tick the box if the costs of the mission are to be charged to the budget of an another entity
(inside or outside your DG)

¢+ Budget information

Charged to other entity?| 8

Contact person -

The "contact person" is the person at the other entity that will follow-up your file

Click [3 on to open the "Contact person” search window

The following search screen will open up:

v Search criterias

Selected entity ~ Select a DG [v]

Pl R syspg-r No
First name peria
Login el

Job Id

Show future Job assignments _

« Search . Cance

Enter one or several search criteria click or cancel

PMO MIPS JANUARY 2014 -16 -
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HOW TO INTRODUCE A MISSION ORDER

To speed up the search, choose DG combined with the surname.
The results display:

¢+ Persons found

A cCiickona pearson id {first column| to select it

PERID & NAME v ENTITY % STLUNK J X8 1D 2 FROM TO - LOGIN ~ ‘rwcf;l- -+ ;:’JQﬂfﬂ N NUF
163699 contact person PW0O.2002 o212 3112789 COoM 0316369900

Click on the link PER ID or the Surname to select the Contact person

The contact person is displayed in "Key data".
The budget line is selected according to the contact person.

» Budget information

Charged to other entity? E NO

Contact person .

........ contactperson Q Entuty PMO 2002

this mission of MARKT.DDG1.B.4 will be charged on PM0.2.002

Commitment BGUE-B2014-26.012100.010211-C1-PMO - S12.674128.1 [—:] N
MISSIONS PMO 2014

7]

Allocation  PMO.2[w|

PREC Type Normal

3.5 REQUEST FOR ADVANCE

Request an advance by selecting
"Insert new advance request” v Advance requests

Be aware:

+ If the mission performer is owner of a credit card from the Commission, MIPS will
inform you that no advance can be granted.

v Advance requests

4+ To obtain an & 2n advance can not be granted because you have a Commission credit card
advance, it
is necessary
that the

duration of the mission exceeds 3 days and that the amount of the expenses

(excepting the invoice from travel agency) exceeds 1000 Euros (MIPS gives you a
message of refusal if the conditions does not correspond)

PMO MIPS JANUARY 2014 -~ 17~
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v Advance requests

A\ Amissionfor a period which is less or equal to 3 cays ard for which the amount (withoul the travel agency invoice) is less than 1000 euros should not e justiied by an

advance. All gerogalion musl be subjectto a nole ko the compelent suthorising vlice: lo he Head of Unit of the Mission seivice.

MIPS proposes an amount based on the daily allowance and expenses of
accommodation, but the advance should not exceed 80% of the amount to be paid
to mission performer (Guide to Missions).

The request of advance will be treated by the PMO after signature by the
authorising officer.

Advance request edition dialog

Computed amount  3206.00 EUR

based on computed daily allowances 6.0 and accommadation amount 0.00 EUR
OR request anothar amour
Requested amount | i (0 | ( imit: 3846.00 )
Justification

cancei

3.6 BUDGETARY INFORMATIONS

Budgetary information is always displayed and may be modified by the mission performer,
person in charge of budget or any other actor who has a delegation to do so if another
commitment/budget line is available for the mission.

Commitment BGUE-B2014-26.012100.010211-C1-PMO - 512.674128.1 Lv] ’

MISSIONS PMO 2014

”

Aliocation  PMO.2[v]

=

TO GO TO THE NEXT SCREEN:

e At the bottom of the screen : 8 NEXT

« Via the tab menu :

GENERAL SCHEDULE EXPENSES tIDOCUMENT_I | SUMMARY

£3
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4. DOCUMENTS

4.1 UPLOADING LINKED DOCUMENTS
The mission performer is allowed to add scanned documents to the MIPS file when

» Linked documents list

» No recorc found

Select:

The search screen appears to allow you to select the document type

UPDATE iinked decument @

A\ Uploaded fils must not exceed 5 Mb, allowed file contents are - POF, JPG ard TF. For performance reasons, the Inked file will be automatcally saved and phyzically
linked 10 the curent mission

&\ Type for the uploadad decument must be selected, pay atenton 1o sglit LIQUIDATION documents (7)) frem other additional documents (mission repert /notes / .

Upload document information

Document typs = For intemal use only?  v£5 [, o8

File selection

o fiz selectes Q

Description

Select the type of document you want to
add to the file: Document type

OM supporting documents
Note
Mission report

Description | Travel agency mail exchanges
PMO mail exchanges

Other type

PMO MIPS JANUARY 2014 -19 -
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Upload document information

Document type  OM supporting documents ] For Internal use only 7 YES m

{e setectian e o
Fiie selectiar £Ps POF Q

Description |e-mail travel agency

Select the file in your documents (PDF, JPG, TIFF only are authorised) and double-click on
it, it will be uploaded automatically

) 3 XISX W { Kb
.doc 14710 52 A B g puysicasy

=L Malta note.pdf 16/10/2013 14:20 t

enu deroulant ation hotel.doc 2370872013 11:1) L oft Werd 9 /notes/..)
) MENUS DEROULANTS F IVERS.doc 1/2013 09:28 ! 9, u
#] MESSAGE ABAC ERROR.doc 150172013 10:24 / 1 Werd 9 K g
#] MIPS COMPLETE NOTIFICATIONS.doc 18/06/2013 11:59 Microsoft Word 9
=] MIPS NEWS templatedoc LUPRR2013 1417 1A ft Word 9 129 KE
) MIPS NOTIFICATIONS.xis 1B/09/20TNE] Mg toscbt Excel 97 108 KB
58] mips_resultxls 21711720 : Mecrosoft Excel 97 45 KE
T Mission Bourlingster Annika.doc.pdf 1271272013 0955 Ad™ag Acrobat D 25kB
@_} MISSION COMBINED WITH A LEAVE PERL..  16/04/2012 12:45 Micresofrgd [ 428 ¥B
) mission officers PMO2 29-07-2013.x15 ] 2012 11:14 Micrasoft Excel 9 40 K8 .

L T S S § praaes el '

MIPS confirms the document has been . Document successfully edited
correctly uploaded

v Linked documents st
FILE NAME % DOCUMENT TYPE £ DESCRIPTION & 2 INSERTED BY ¢ DAT ACTION

BPs.PDF OM supporting decuments © mail travel agency HMISSION PERFORMER 2431711 1145 Fi R

TO GO TO THE NEXT SCREEN:

e At the bottom of the screen :

¢ Via the tab menu :

sUmmaRrY

PMO MIPS JANUARY 2014 -20 -
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5. SUMMARY

MIPS display:

¢ a complete summary of expenses
e budgetary informations

e the mission history workflow

» Expenses summary

Expenses due Totai third:
5.50 Daily allowances 374.00 EUR Travel invoices and fees © 00 FUR
Accommodations 390 99 EUR Anr Taxi fees 0.00 EUR
Misc costs 0.00 EUR Visas fees 0.00 EUR
Meals deductions 0 00 EUF Thud invoices 0.00 EUR
250 hobday deductions 170,00 81 Total thirg 0.00 EUR
Exchange rate 6 84 EUR
Mission Perfommer 601.83 EUR E
Total mission Costs: b{] 1 83 EUR
Advances 0.00 EUR 2
Balance due 601 83 EUR

» Budget information
Budget ine BGUE-B2014-26.012100.010211-C1-PMO
Commitment SI12674128.1 MISSIONS PMO 2014
Allocation PMO .2
Charged to other entity? YES  Contact persen  contact person Entity PMO 2002
this mission of MARKT.DDG1.8.4 wili be charged on PMO 2 002

PREC Type Normal

¥ Mission workflow history

DATE ACTIONS ACTOR DOC STATUS COMMENTS

TO GO TO THE NEXT SCREEN:

]

e At the bottom of the screen :

* Via the tab menu :

GENERAL SCHEDULE EXPENSES DOCUMENT SUMMARY WARNINGS n
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6. WARNINGS

In the "Warnings" tab, following informations are listed:
e List of justifications

e List of derogations

g z =
ot f itictificaticon:
st of justification

Mo justification founc

List of gerogations

LOCATION IYPE A CEILING :
MOUNT i JUSTIFICATION

Gedimino av. 16 - CEN

INOVOTEL VILNIUS Accomodation 13033 EUR 115.0 EUR Meetings venue

CENTRE]

6.1 INFORMATION TO BE ACKNOWLEDGED BY THE AUTHORISING OFFICER

6.1.1 LATE APPROVAL OF THE MISSION ORDER

v Acknowledgments to be validated

1YPE CONTENT

&% Tnis mission has alréady d. Tne
of exception signed by the authorisin

t validaton of & mission 5 1ot in conformity with the financial rules. A note
ficer by delegation must be sentto the PMO.2 Missions service.

LATE APPROVAL '
Comments

6.1.2 MISSION COMBINED WITH A LEAVE OR NON WORKING WEEKEND

BOXES to fill in
« Boxes below will be filled in by the mission performer when creating the mission order

(MIPS takes into account the encoded leave before the beginning or after the end of the
mission).

e The price given by the travel agency will have to be filled (compulsory) when a leave is
combined with the mission: a message warns the mission performer if he/she did not
introduce a price.

A drop-down menu allows the mission performer to display the list of the meetings:
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48  Youcombine a missionwith a vac: or a non-working week
compare your proposal with the 18 MiIssion without vacado
deparure and/or return as well e price quoted by the trav

ble your authorising Oicer to
dates and times of your
1o The MOsT appropriste means of

transgor
-
Departure from the assignment place u.-
.
Retun i al U dssigimmnent place s
Real transport price of the mission .00 EUR
Transport price quoted by the travel agency .00 EUR
SOMRINFN PFRIONS Difference: ) EUR l:l b
justification -

If it is 7ot possitite for the mission performer 1o pay for the private
agency, the difference must then be declared as a negative amou

airplaneftrain). This amount will then be daeducted from the tozal 10 be pa

lission performer

[ Meetings list

€9 MORE INFOS

6.1.3 MISSION AT CHARGE OF THE ORGANIZERS - DAILY ALLOWANCES NOT
WANTED

When a mission is at charge of the organizers and the daily allowances not wanted as they
are already paid by the organizers, select the box in the "acknowledgment".

The daily allowances will be removed after the approval of the authorizing officer.

+ Crganizer mission warning

| 8y signing this mission the authorising officer declaras to hava baen made awara of the fact that this mission with adpenses pad by the arganiser does not
represent a potential conflict of interest, or in the event that this is the case that this does not cause prejudice to th: independence of the Commission

OFFERED FEES

Offzred transpod

Residual daily alowances nol wanted

Z. ACTIONS

i=

SAVE
2 MIPS V2 DOESN'T SAVE THE DRAFT OF THE MISSION AUTOMATICALLY.

It is suggested to save your draft mission order regularly.

When the draft mission is saved, it is still changeable within your open items.
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o SN

After signature, the mission will be displayed in your open items. At this stage no
modification is possible by the mission performer.

e in VISA SUMMARY if no justification, derogation and extra information to be
acknowledged are introduced

¢ in WARNINGS if justification, derogation and extra information to be acknowledged are
introduced

3 CLOSE

The mission will be closed.

Please note that MIPS don't save the mission automatically.

If the mission is closed without saving: [ ——

8. HOW TO INTRODUCE A MISSION ORDER FOR SOMEONE ELSE

Navigate in the Menu, go to Entity Missions, choose

i | EntityMissions  Budget PMO  Con
New mission = For another person - ¥

® New mission
~ ® Search
© Qverview

— : 5 Jon;
Or | My Dashboard b
© Declare costs

, {.. - - © Withdraw a mission
D ﬁ == @ puplicate a mission
| ' '

New Mission Open ltams Declare (8
| |

| i
L ———

Create a blank mission for YOU or for other parcon in
your visible scope

I | e _SSSEE. T

Your Mission order opens and you arrive at the first tab: "GENERAL"

| GENlERAL | SCHEDULI EXPENSES DOCUMENTS SUMMARY
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Select the

Mission Performer

Click to search

mission
performer

A dialog box opens which allow the search of the mission performer

Enter one or several search criteria

Search person

-
w

earch criterias

Selected entity |ETS0S% 10,00 EI

Show future job assignments __

~ Search | Cancel

= '
Name | | Syspe‘r Nf)
First name Per id
Login NUP
Also persons not assigned 1o a job — Job id

Click on to launch or

To speed up the research, choose DG combined

Selected entity
with the Name.

Name

The results display:

PMO (=]

mission performer|

» Fersons found

A\ Click on 3 personid (first column) to select it
Numoar of persor found 1

PERID £ MNAME v ENTITY & STLINK & JOBID £ FROM

o Locm ¢ MST. . SYSPER

o CODE ¢ no. & Nup +]
103699 mission performer PMU.2 0L uanz 311293

oM 0315369900

Click on the link PER ID to select the mission performer

Misston Performer o o
A mission performer Q

Lhcx 1o s&

-4, entity: PM0O.2.002 - COM

2 iobid: 1 . cEARTarE ik VA
an jOD id ] - statutory link - login

e - [“Imission perforiweruropa cu
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The rest of the mission will be introduced as a normal Mission Order.

The next actors in the workflow appear in "mission workflow history".

v Mission workflow history

DATE ACTIONS ACTOR poc STATUS COMMENT
23101114 10:31  Created mission performer oM
=] 23011416117 Signed mission performer oM
Non terminated visa chain workflow
USER ACTION
mission performer

Signed
I authorising officer

Awaiting decision I

PMO MIPS JANUARY 2014
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