Hotel Receipt Processing

Texas Wing Counterdrug Missions



Hotel Receipts

Why

* Hotel receipts are required to validate the
RON request for CD members

* Hotel receipts are also needed to balance the
pay the Wing Credit Card Account

* Just like fuel receipts are required for AF “A”
missions



Hotel R

Scan and upload hotel
receipts to WMIRS

eceipts

RAMADA

L % L / Ch

Ramada Del Rio
2101 Veterans Bivd
Del Rio, TX T8840
Tel: {830) 775 1511 Fax (B830) 7EB 0481

Ensure member name is on ——
[
| Alan O'Martin Folio Me. 125572 Room Mo. 179
. t L us AR Mumber [ E—— Arrival 09-04-15
|
recel p | Group Code Depardure 08-06-15
| Company : Texas Wing Civil Air Patrol Conf. No. 45284267
| Wyndnam Rewards - Rate Code @ LVWHNN
| Invoiga Mo, Page Mo. 1of1
No State taxes | S I -
| Date Description | Charges i Credits
L | §
08-04-15  Reoom Charge 62.00
09-04-15 City Tax 4.83
09-05-15 Room Charge 63.00
09-05-15  City Tax 4.82
09-06-15  Wisa MR XX R 3830 147 .56
Wyndham Rewards members earn walushie pobnis on qualifying stays at neariy 7,000 hotels
mround the warld, If you &re not already o member, joln tho nost time you shook-in, visit us at Total 14766 147.66
www wyndhamrewards. com or call 1-886-996-7937,
Balance 0.00

Guest Signature:

Thank wou for staying with us! If we exceeded vour expecialions el a fiend, ilnat &l s why. Your gpodwill meats evaryihing 1o us!

Pola Ded Rio - Genaral Manager - Polofframadainndslrio com

Thank you for staying with us.
It was our pleasure to sarve you.




WMIRS Upload

* Go to left side of mission page, find “Request/Close

Out RON”, click on this

[P

UM T3, https: /v capnhg.gov/WIVIRS/Missions/AddEdit aspmissionid=1( O ~ @ € | B WMIRS 2.0 - Mission Edit | Xk It
File Edit View Favorites Tools Help
9% (@) Webinar & Online Confer.. 7 LockMart FS5 & Google £]ADDS B3 e-Services ] CAPERS A, CAPHQ &3 TWWG CAP [ Yahoo! Movies — MYJEPPS ”

[l lE=1v R UL—v=1F 1P e Ve

Ground Sorties “Mission Type ~

chanrelbtn Drug Interdiction ﬂ|

Unit L

ol Mission Symbol Mission Symbol List

Comm Log A3

Status Board “Mission Start Date “Time ()
e — 01 0ct 2015 | [06 [¥Joo [¥]

Sign In/Sign Out - :

) *Mission End Date *Time {Z)

Unit Log 31 Dec 2015 | [22 Moo [¥]

Status Board -
¥ Logistics g(l]izs[i}on Budget Mission Expense Report

Unit Log - =

Mission Scenario
Status Board

Operation Javelina Thunder 5; South Texas Campaign 2015 Support
MNon_CAF Passenger, CBF Agent on board

¥ Finance & Admin

Sign In/Sign Out
Create 108
Unit Log

Mission Expense lon-CAP Crew/Personnel

Reps -

¥ Support
ReauestiClose Out smer Information
ROMN
ez Erarses *Customer Agency Customer POC Customer Email Address Customer Contact Phone
: JTENICBP | [Mai Gary Bourland | [oarv.abouriand mi@mai| |520-247-4583

Time Zone

Reporis

SEETETER LA No Update Duplicate Mission Close Mission File

[ https://www.capnhg.gov/WMIRS/LodgingRequests/LodgingRequest.aspx

Cancel Mission
v




WMIRS Upload

* Find member’s RON request, click EDIT

6_‘ ! B https://www.capnhq.gov/WMIRS/LodgingRequests/LodgingRequest.aspx L-ac|2 Lodging Request

File Edit View Favorites Tools Help

5% () Webinar 8 Online Confer.. 7 LockMartFS5 G Google £27ADDS I3 e-Services £ CAPERS /by CAPHQ &3 TWWG CAP F Yahoo! Movies = MYJEPPS £ Nextdoor Parkwood- Ema... ] VRS3 & Hurricane Celia (1) Padre Isles Property Owne...
Video Tutorials

CAP Helpdesk Name Location Start Date End Date G5A Lodging Per Diem Created By =108

» WMIRS 1.0 Links Zoeller, James(132049) Del Rio, TX 02 Oct 2015 04 Oct 2015 $89.00 $35.00 omartinae 16-1-3135-A

Postma-Kegley, Becky(499251) Del Rio, TX 02 Oct 2015 04 Oct 2015 $89.00 $35.00 omartinae 16-1-3135-A
¥ Command

Locascio, Sandra(500763) Del Rio, TX 16 Oct 2015 18 Oct 2015 $89.00 $35.00 omartinae 16-1-3135-A
Enter New Mission

Atbas, Servet{520655) Del Rio, TX 16 Oct 2015 18 Oct 2015 $89.00 $35.00 omartinae 16-1-3135-A
Saddler, Leonard(144596) Del Rio, TX 09 Oct 2015 11 Oct 2015 $89.00 $35.00 omartinae 16-1-3135-A

Current Missions

Enter Chaplain Mi

Walthall, John(301§88) Del Rio, TX 09 Oct 2015 11 Oct 2015 $89.00 $35.00 omartinae 16-1-3135-A
Channel Plan

thdl Del Rio, TX 30 Oct 2015 31 Oct 2015 $89.00 $35.00 omartinae 16-1-3135-A
Merryman, Lin: Del Rio, TX 30 Oct 2015 01 Nov 2015 $89.00 $35.00 omartinae

Mission Facilities
Unit Log

‘O"Martin, Alan{3104. Del Rio, TX 04 Dec 2015 06 Dec 2015 $89.00 $35.00 omartinae
Comm Log

Status Board

Shelley, Gary(451798) Del Rio, TX 06 Nov 2015 08 Nov 2015 $89.00 $35.00 cookh

Corbin, Roger( Del Rio, TX 06 Nov 2015 08 Nov 2015 $89.00 $35.00 cookh

¥ Operations
Air Sorties Lowging and Per Dienysafes will be added by the NOC prior to approval.
Air Sortie Quick Close
Ground Sorties
Channel Plan “CAPID:

Enter Request

Unit Log

Comm Log
e a *Lodging City (not airport) *Lodging State *Start Date *End Date
|Del Rio | |Tx 06 Nov 2015 |[]8 Nov 2015

¥ Planning

Qinm In/Sinn Ot

https:/fwww.capnhg.gov/WMIRS/LedgingRequests/LodgingRequest.aspxflodgingld=1738 ]




WMIRS Upload

* Find member’s RON request, click EDIT

6_‘ ! B https://www.capnhq.gov/WMIRS/LodgingRequests/LodgingRequest.aspx L-ac|2 Lodging Request

File Edit View Favorites Tools Help

5% () Webinar 8 Online Confer.. 7 LockMartFS5 G Google £27ADDS I3 e-Services £ CAPERS /by CAPHQ &3 TWWG CAP F Yahoo! Movies = MYJEPPS £ Nextdoor Parkwood- Ema... ] VRS3 & Hurricane Celia (1) Padre Isles Property Owne...
Video Tutorials

CAP Helpdesk Name Location Start Date End Date G5A Lodging Per Diem Created By =108

» WMIRS 1.0 Links Zoeller, James(132049) Del Rio, TX 02 Oct 2015 04 Oct 2015 $89.00 $35.00 omartinae 16-1-3135-A

Postma-Kegley, Becky(499251) Del Rio, TX 02 Oct 2015 04 Oct 2015 $89.00 $35.00 omartinae 16-1-3135-A
¥ Command

Locascio, Sandra(500763) Del Rio, TX 16 Oct 2015 18 Oct 2015 $89.00 $35.00 omartinae 16-1-3135-A
Enter New Mission

Atbas, Servet{520655) Del Rio, TX 16 Oct 2015 18 Oct 2015 $89.00 $35.00 omartinae 16-1-3135-A
Saddler, Leonard(144596) Del Rio, TX 09 Oct 2015 11 Oct 2015 $89.00 $35.00 omartinae 16-1-3135-A

Current Missions

Enter Chaplain Mi

Walthall, John(301§88) Del Rio, TX 09 Oct 2015 11 Oct 2015 $89.00 $35.00 omartinae 16-1-3135-A
Channel Plan

thdl Del Rio, TX 30 Oct 2015 31 Oct 2015 $89.00 $35.00 omartinae 16-1-3135-A
Merryman, Lin: Del Rio, TX 30 Oct 2015 01 Nov 2015 $89.00 $35.00 omartinae

Mission Facilities
Unit Log

‘O"Martin, Alan{3104. Del Rio, TX 04 Dec 2015 06 Dec 2015 $89.00 $35.00 omartinae
Comm Log

Status Board

Shelley, Gary(451798) Del Rio, TX 06 Nov 2015 08 Nov 2015 $89.00 $35.00 cookh

Corbin, Roger( Del Rio, TX 06 Nov 2015 08 Nov 2015 $89.00 $35.00 cookh

¥ Operations
Air Sorties Lowging and Per Dienysafes will be added by the NOC prior to approval.
Air Sortie Quick Close
Ground Sorties
Channel Plan “CAPID:

Enter Request

Unit Log

Comm Log
e a *Lodging City (not airport) *Lodging State *Start Date *End Date
|Del Rio | |Tx 06 Nov 2015 |[]8 Nov 2015

¥ Planning

Qinm In/Sinn Ot

https:/fwww.capnhg.gov/WMIRS/LedgingRequests/LodgingRequest.aspxflodgingld=1738 ]




WMIRS Upload

 Enter the Check-In and Check-Out Dates, Actual
Lodging cost, and then select Receipt BROWSE

6_. B https://www.capnhg.gov/WMIRS/LodgingRequests/LodgingRequest.aspx?lodgingld=1735 L-ac|2 Lodging Request

File Edit View Favorites Tools Help

5% () Webinar & Online Confer.. 2 LockMartFSS & Google £ ADDS LY e-Services £ CAPERS & CAPHQ &3 TWWG CAP [ Yahoo! Movies = MYIEPPS 27 Nextdoor Parkwood- Ema.. 2] VRS9 @ Hurricane Celia
Edit Merryman, Linda(453572) Del Rio, TX 30 Oct 2015 01 Nov 20156 $89.00 $35.00 | Approved omartinae

Unit Log

- . Edit O'Martin, Alan{310424) Del Rio, TX 04 Dec 2015 06 Dec 2015 $89.00 $35.00 | Approved omartinae
omm Log

Edit Shelley, Gary(451798) Del Rio, TX 06 Nov 2015 08 Nov 2015 $89.00 $35.00 | Approved cookh
Status Board

Edit Corbin, Roger{499495) Del Rio, TX 06 Nov 2015 08 Nov 2015 $89.00 $35.00 | Approved cookh

¥ Operations
Air Sorties Lodging and Per Diem rates will be added by the NOC prior to approval.
Air Sortie Quick Close
Ground Sorties
Channel Plan "CAPID:

Update Lodging Information

Unit Log O'Martin , Alan E (310421)
Comm Log

*Lodging City (not airpo
Del Rio 04 Dec 2015 06 Dec 2015

Status Board

¥ Planning

Sign In/Sign Out Check-In Check-Out Actual Lodging Co Receipt
Unit Log ‘ ‘ ‘ 0.00
Status Board

¥ Logistics Reimburse Wing Reimburse To
Unit Log ‘ U Pay to Member

Status Board

¥ Finance & Admin SRR

Sign In/Sign Out




WMIRS Upload

* Click, “Submit Request” to upload and update the
RON request

L-ac|B Lodging Request

Eile Edit View Faverites Tools Help
5% () Webinar & Online Confer... = LockMart FSS & Google ] ADDS Y e-Services & CAPERS iy CAPHQ &) TW WG CAP [ Yahoo! Movies = MYJEPPS ] Nextdoor Parkwood- Ema... ] VRS9 @ Hurricane Celia
Memyman, Linda{453572) Del Rio, TX 30 Oct 2015 01 Nov 2015 $89.00 $35.00 | Approved omartinae

Unit Log
Comm Log

O'Martin, Alan{310421) Del Rio, TX 04 Dec 2015 06 Dec 2015 $89.00 $35.00 | Approved omartinae

Shelley, Gary(451798) Del Rio, TX 06 Nov 2015 08 Nov 2015 $89.00 $35.00 | Approved cookh
Status Board

Corbin, Roger(499495) Del Rio, TX 06 Nov 2015 08 Nov 2015 $89.00 $35.00 | Approved cookh

¥ Operations
Air Sorties Lodging and Per Diem rates will be added by the NOC prior to approval.
Air Sortie Quick Close
Ground Sorties
Channel Plan “CAPID:
Unit Log O'Martin , Alan E (310421)
Comm Log

Update Lodging Information

*Lodging City (not airport) *Lodging State *Start Date *End Date

Status Board
‘ Del Rio ‘ ‘TX ‘ 04 Dec 2015 ‘ D6 Dec 2015

¥ Planning

Sign In/Sign Out Check-In Check-Out Actual Lodging Cost Receipt

Unit Log ‘4 Dec 2015 ‘6 — ‘ 138.00 CACAP\CD\OJT 2106\Lo{ Browse...

Status Board

¥ Logistics
Unit Log O Pay to Member

Status Board

¥ Finance & Admin ST R
Sign In/Sign Out




WMIRS Upload

 Completed RON will look like this

6_. . LA https://www.capnhq.gov/WMIRS/LodgingRequests/LodgingRequest.aspx?lodgingld=1724 L-ac|B Lodging Request
File Edit View Favorites Tools Help
5. () Webinar & Online Confer.. 2 LockMart FS§ G Google 27 ADDS I e-Services £ CAPERS /Ay CAPHQ &3 TWWG CAP [ Vahoo! Movies = MYJEPPS £ Nextdoor Parkwood- Ema... 2] VRS9 @ Hurricane Celia

Status Board Edit Y S Del Rio, TX 06 Nov 2015 U8 Nov 2015 $89.00 $35.00 | Approved cookh

Edit Corbin, Roger(499495) Del Rio, TX 06 Nov 2015 08 Nov 2015 $89.00 $35.00 | Approved cookh

¥ Operations
Alr Sorties Lodging and Per Diem rates will be added by the NOC prior to approval.
Air Sortie Quick Close
Ground Sorties
Channel Plan “CAPID:

Update Lodging Information

Unit Log Merryman , Linda § (453572)
Comm Log

S Aoand *Lodging City {(not airport) *Lodging State *§tart Date *End Date

Del Rio > 30 Oct 2015 01 Nov 2015

¥ Planning

Sign In/Sign Out Check-In Check-Out Actual Lodging Cost Receipt

Unit Log ‘ 30 Oct 2015 |n1 Nov 2015 ‘133_00 R s S Delete Receipt
Status Board

¥ Logistics Reimburse Wing Reimburse To

Unit Log - | | Pay to Member

Status Board

¥ Finance & Admin SR

Sign In/Sign Out
Create 108

Unit Log
<




QUESTIONS

27



