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Creating your Expense Report (Travel 
Reimbursement)



• When your Pre-
Approval is approved, 
you can import it into 
your expense report. If 
not, follow the steps 
below:

• Create “Report Name”
• Enter 

“Departure/Return” 
(Start/End) and “Business 
Purpose” 

• Select “Travel Type” 
and  “Affiliation”, “City”, 
“State”, and “Country” 
(Note: You will have to type in 
the city name)

• Check “Agenda 
Attached” or “Student 
Roster Attached” (when 
applicable) 

• Click “Save”



• Your report name will 
appear on the left 
and your tiles, 
receipts, and T-Card 
information will be 
on the right. 



• Note the sub-tiles 
related to Air 
Travel. The same 
being for “Ground 
Transportation”, 
“Meals”, 
“Registration Fees”, 
and “Other”. 



• Enter the date of the 
transaction and the actual 
amount spent.

• Select Air Class 
• Select allocation/fund  

(multiple allocations can be 
selected by clicking the 
“add allocation” button) 

• Note: For international 
travel, the currency can be 
changed by clicking on the 
currency type beside the 
amount 



To add your receipt, click add attachments as shown below; you can choose to upload from your 
computer or from your receipt gallery.  If loading from receipt gallery, be sure to check the 
associated box and then click attach in the lower left.



When all your information is entered click save



• You will receive a 
warning if this request 
was not placed on the T-
Card. 

• In the event you do not 
have your T-Card yet, 
indicate that in the 
provided section. 

• Once the warnings have 
been satisfied, the 
expense will receive a 
green check mark. 



• Once the warnings 
have been satisfied, the 
expense will receive a 
green check mark. 

• To add more expenses, 
click the “add” button. 



• For mileage, enter 
the date of 
transaction

• Use the “Calculate 
Mileage” button to 
enter your 
mileage.



• The map route will 
populate once you 
enter your 
destinations.

• You can add a 
destination by 
selecting “Add 
Destination” (red 
arrow)

• Click “return to 
start” to conclude 
your trip (green 
arrow)

• You can remove a 
destination by 
clicking the “red 
delete button” 
(yellow arrow)

• Click “Save Trip” 
(black arrow)



• Click save to add this mileage to your report
• The map route will be added as an attachment 



You will be asked to fully itemize – click Itemize



• If you have only room charges and no parking or other charges, then click 
“Hotel-Lodging” and enter the entire amount of your stay. 

• Add your receipt.
• Click save.

• You will receive a warning if this request was 
not placed on the T-Card. 

• In the event you do not have your T-Card yet, 
indicate that in the provided section. 

Note: there is no need to separate out the 
days or the taxes. Only detail out parking; 
internet; tips.



Per diem meals – click meals and then click 
per diem wizard



• Enter your start date and time; end date and time
• NOTE: The time is in a 24-hour format
• Type in your destination 
• Click “Add To Preview”



• Your allowable per diem rates will appear in the right.  Click on the day in which meals were provided to you 
(as they are not an allowable expense) and put a check in the box by the meal that you need to deduct – this 
auto calculates your rate.

• Once completed – click “Apply” in the bottom right.



• Once you have completed making your request, click “submit”
• Verify everything and press “submit” again. 
• NOTE: All overnight travel MUST have a Pre-Approval attached 



All reports 
submitted can be 
viewed under the 
“recently 
submitted tab” 



• You can track the 
workflow to see 
where your reports 
are in the approval 
process but clicking 
on “Tracking”

• You may also recall 
the report if there 
was an error, or 
something needs to 
be edited.
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