

1. Obtain the permission from your project budget holder or Supervisor to use project funds to travel and confirm the project details to which the travel expenses will be charged. – ie Fund Code, Dept ID and Project No.  
2. To access the new  MyTravel@UNSW system tool– go to My.UNSW and ‘Sign On’ with your ZNo and ZPass by clicking the button in the top right-hand corner.  
3. On the My.UNSW Home page click the blue MyTravel@UNSW button on the left-hand side of the page and sign on to the MyTravel@UNSW page using your ZID@ad.unsw.edu.au login and ZPass.

4. On the MyTravel@UNSW page scroll down and click the ‘START HERE’ link beneath ‘Start the Journey’ section the at the bottom of the page.

5. On the ‘Prepare to Book’ page, scroll down and click the blue MyPortal button at the bottom of this page

6. Log in using your ZID@ad.unsw.edu.au email address and ZID and click the ‘Sign in’ button to take you to the MyPortal-Main Page-TravelEdge page where you click the ‘Manage My Booking’ tile to setup or edit your travel profile.  You cannot make a travel booking unless you have an active travel profile.  If you had a travel profile in the previous SERKO system, you should have a travel profile in the new MyTravel@UNSW system.
1. First time traveller – You cannot book travel until you have set up a User Profile on the system.  You can set up a User Profile by going to the ‘MyPortal-Main Page-TravelEdge’ page and clicking on the ‘Manage My Booking’ tile and then ‘Profiles’ and ‘Create Profile’.
2. If this is the first time you have used the new MyTravel@UNSW system, you should check the details in your profile by going to the ‘MyPortal-Main Page-TravelEdge’ page and clicking on the ‘Manage My Booking’ tile and ‘Create New Booking then, ‘My Profile’ to review your profile and update the details.
3. When your profile is updated, the next step is to get official approval to travel by clicking the ‘Pre-Trip Approval’ tile and clicking the ‘Travel Request’ link.
4. When you have received your approval to travel, you can go ahead and book your flights, accommodation and car hire through the ‘Manage My Booking’ tile and ‘Create new booking’
5. Flights, accommodation and car hire booked through MyTravel@UNSW are paid via the project details you enter in your ‘Pre Trip Approval’ submission and charged directly to the project, therefore do not enter the CPHCE credit card details in your travel profile.
6. MyTravel@UNSW will automatically send your Booking to your Supervisor, as listed in the UnHire HR system, for approval.
7. Please note -  For all travel of more than a radius of 100km from your usual place of work you need approval to Travel – please click the ‘Pre Trip Approval’ tile and complete a ‘Travel Request’ to obtain this approval to travel. 
NOTE: It is CPHCE policy that you should try to book the cheapest, appropriate fare and accommodation for your individual needs.  
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