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Note: 
 

• Before you are able to login and utilize eTravel, you must create a general profile in the 
profiler system (see page 2). 

 
• To create a general profile in Profiler, travelers must have an employee record on the UH 

Office of Human Resources Peoplesoft System.  Etravel cannot currently accommodate 
SCOPIS and RCUH employees.

http://www.hawaii.edu/etravel/

Click here to login to 
eTravel.   

Click here to 
create a 
general profile 

Click here to check for 
eTravel system downtimes 

Click here to view the eTravel EZ 
Reference/ Getting Started User Guide 
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http://www.hawaii.edu/profiler/

Click icon below to 
log into Profiler.   

Travelers must use their assigned UH 
username and password to log in. 
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Note: 
 

• After a traveler’s profile is set up, the traveler can return here to edit his/her profile at any 
time.

After travelers log into Profiler, travelers will be required to create a 
general profile and a travel profile. 

Click here to create a general profile.  
(See page 4 for detailed instructions.)

Traveler’s name will appear here. 

Click here to create a travel profile.  
(See page 5 for detailed instructions.) 

Click here for 
additional help. 
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Taken from eTravel EZ Reference: 
 

 

The travelers UH username and UH number is 
automatically inputted into the general profile. 

Traveler must input all pertinent information in 
the General Profiler.  All fields marked with a “*” 
are required. 

After all information is inputted, click 
here to save the information. 

Creating a General Profile 

General Profile 
Tab 
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Disbursing office will create a vendor code for all 
travelers (unless one already exists).  Traveler does 
not have to input the vendor code. 

Travelers must select a default business 
office group.  Please confirm your default 
group number with your fiscal officer. 

Travelers may indicate all travel preparers authorized to prepare 
travel documents on his/her behalf (optional). 
 
Preparers assigned UH usernames must be used.  Preparers can 
be any individual with a UH username. 

Travelers may indicate their travel preferences (optional). 

Travelers may indicate their frequent flier 
accounts (optional). 

After all information is inputted, click 
here to save the information. 

Creating a Travel Profile

Travel Profile Tab
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The lead FO can identify all members 
in his/her Group by FO code. 

After all information is inputted, click 
here to save the information. 

This is for Fiscal Officer Use Only 

Members are all people in the Business 
Office that can approve travel aside from 
the lead FO or any other FO listed above .
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You must use your assigned 
UH username and password 
to log in. 

After your profile is set up, you may now create travel documents on eTravel. 
Click on the eTravel login on the eTravel homepage.  (See page 1). 
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After a traveler is logged into eTravel, the main menu screen below will appear. 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
Note:  
 

• Travelers can only view their own travel documents. 
 

• Preparers can view their own travel documents and travel documents for travelers that 
have identified them as preparers. 

 
• Fiscal Officers can view all travel documents within their FO Groups.   

 
 

Traveler’s Name will 
appear here. 

Click here to create a 
new travel request. 

Click here to 
create a new 
travel completion. If you are unsure of a document number, you may look 

up the document by clicking any of the numbers in 
this table depending on the document type.   
 
For example to see all “Completions”, “In Process”, 
click “11”.  A listing of all of the 11 documents will be 
provided. 

If you know your document 
number, you may enter it here 
and click “find”.  

Click here to show all 
existing documents.  

Click here for 
additional help.  


