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Travel Authorization Example 1: 

A person in your department is traveling to the National Association of College Auxiliary Services (NACAS) Annual 

conference in San Antonio Texas leaving March 15th and returning March 17th. Lodging is estimated at $500 ($250/night for 

2 nights). The round trip mileage to Denver International Airport is 258 miles. Non-reimbursable Airfare was $125.00.  No 

meals are provided.  No travel advance was requested. 

This is an out of state travel thus a Travel Authorization (TA) document needs to be completed prior to the trip taking place.  

Document overview: enter an explanation for the travel. Also, make a note of your Doc Nbr as this will be needed for the TR 

example.  

 

Trip Overview – Traveler Section: Next to traveler Lookup click on the magnifying glass. This will allow you to search for the 

traveler. When you find the traveler click “return value” and the employee information will auto populate.  

 

Trip Overview – Trip Information Section: Select trip type as out of state, select the trip dates of 3/15-3/17. Next to primary 

destination click on the magnifying glass to search for your city. You must select region, and then enter the name of the city 

you need. If your city does not appear, select the county the city is located in.  
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Travel Advance: No travel advance was requested so we will skip over this section. 

 

 

Estimated Per Diem Expenses: Click on the “Create Per Diem” button to populate the per diem amounts.  

 

Per Diem amounts can be deleted, or reduced but not increased (changing the amount to something else). In this example, 

delete the Lodging amounts, as they will be entered in a different section, and click “update per diem table.”  
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Expenses: In this section you will add the lodging estimate at $500 total ($250/night) and mileage of 258 miles. Once you 

click add more items to complete populate.  This is where you will be able to enter in the 258 miles.   You will also add non-

reimbursable airfare.  Airfare is similar to mileage in the fact that more items populate once you click “add”.   

 

By entering the lodging in the expenses section and not the per diem section, you will need to justify meals without lodging 

in the Special Circumstances tab. 
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Accounting Lines: This expense will be charged to Pueblo account 2620001. So if the account number isn’t reflecting this 

already, enter it in this section and click “add”.  

 

This also needs to be approved by the TRAV Group the employee reports to. So in the Ad Hoc Groups ad hoc the TRAV group 

the employee reports to.  Make sure to click the “add” button.   

 

 

At the bottom of the document click “Calculate” and submit the document.  Make sure to note your document number so 

you can use it in the TR example.  
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Travel Authorization Example 2: 

A person in your department is traveling to Raton, New Mexico to attend an athletics meeting leaving April 20th and 

returning April 23rd. Lodging is estimated at $170/night. The round trip mileage is 210 miles.  Dinner was provided on the 

first night.  A travel advance of $125.00 was requested for the hotel pre-payment that is required. 

Document overview: enter an explanation for the travel. Also, make a note of your Doc Nbr as this will be needed for the TR 

example.  

 

Trip Overview – Traveler Section: Next to traveler Lookup click on the magnifying glass. This will allow you to search for the 

traveler. When you find the traveler click “return value” and the employee information will auto populate.  

 

Trip Overview – Trip Information Section: Select trip type as out of state, select the trip dates of 4/20-4/23. Next to primary 

destination click on the magnifying glass to search for your city. You must select region, and then enter the name of the city 

you need. If your city does not appear, select the county the city is located in.  

 

Travel Advance:  Click “show” on the travel advance tab. 

 

 



6 
 

Enter $125.00 for the travel advance, the reason and additional justification. The due date should be 10 business days prior 

to the trip begin date.  

 

Travel Advance Policy Checkbox:  Only check this box if you are the traveler or you are completing travel for a non-employee.  

By not clicking this box the travel will route to the traveler and they will agree to the Travel Advance Policy. 

Travel Advance Accounting Lines:  You do not need to enter anything.  This will default to the travel advance account 

number and travel advance object code.  Make sure under payment method (section below Travel Advance Accounting 

Lines) to click a Payment Method of P-Check/ACH: 

 

Estimated Per Diem Expenses: Click on the “Create Per Diem” button to populate the per diem amounts.  

 

Per Diem amounts can be deleted, or reduced but not increased. In this example, delete the dinner for the first night and 

click “update per diem table.”  Also add in the lodging of $170.00 per night (this will be recognized on 4/20, 4/21, and 4/22).  

The “copy down” feature is quick way to change the lodging per night.   
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Expenses: In this section you will add mileage of 210. Once you click “add” more items to complete populate. This is where 

you will then be able to add the 210 miles.  Make sure to click “add” on both lines.   

 

Accounting Lines: This expense will be charged to account 2620001. Make sure the account number is reflecting this and 

click “add”. The account number populates based on the account number in the TEM profile. If one was not entered this will 

be blank and you will need to add it.  You can also change this account number if needed.  NOTE: There is not an assign 

accounts section because all encumbrances go to one object code, 6050.  
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This needs to be approved by the TRAV the employee reports to. So in the Ad Hoc Group, ad hoc the TRAV the employee 

reports to.  Make sure to also click “add”.    

 

Review the document and click “submit”.  Make sure to note your document number so you can use it in the TR example.  
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Travel Reimbursement Example 1: 

The person in your department returned from the NACAS Annual Conference in San Antonio Texas from March 15th to 

March 17th. Lodging ended up being $440.00 Total ($220/night). The round trip mileage was 258 miles. No meals were 

provided. Non reimbursable airfare was $125.00.  Find your TA document you did in TA example 1 and select “new 

reimbursement” to complete the TR.  

Click on the doc search button and in the Document Id section enter your document number from TA Example 1, and click on 

the document number.  You also can type in your initiator ID in and searching for your documents that way. 

 

When you open the document, scroll to the bottom and click on the “new reimbursement” button at the bottom. After you 

click on that, it will create the Travel Reimbursement (TR) document.  
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Since this is the Final Reimbursement (no more costs anticipated to come through), check the Final Reimbursement box. See 

end of this example on how to close out a TA if Final Reimbursement was not checked, how to close out the TA to reverse 

the remaining encumbrances. 

 

Per diem expenses stayed as is so we can do a quick review just to make sure everything is looking correct and not make any 

changes to this section. 

In the Actual Expense section we need to update the lodging to $440. 
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Travel Expense Total: Click “recalculate” as the number has been updated.  

 

Assign Accounts: The account number is correct, so click “add” next to the accounting line. Then click “Assign Accounts.”  If 

the add button is not clicked the Assign Accounts Button will not be active (appear in red font). 

 

Accounting Lines: Auto-populates after accounting lines are assigned. 
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Payment Information: Since this is an employee select “P – Check/ACH”. 

 

Hit “calculate” at the bottom and then “submit.”  

NOTE: If final reimbursement was not checked you will need to go to the original TA document and at the bottom of the 

document click “close TA”. That will remove the remaining encumbrance from your account. 
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Travel Reimbursement Example 2: 

The person in your department returned from their trip to Raton, New Mexico.  The lodging ended up being $160/night.  

The round trip mileage was 210 miles.  The only meal provided was dinner on the first day.   Complete a document search 

to locate your TA document you created in TA example 1 and select “new reimbursement” from the bottom of the 

document to populate the TR.  

Click on the doc search button and in the Document Id section enter your document number from TA Example 1, and click on 

the document number.  You also can type in your initiator ID in and searching for your documents that way. 

 

When you open the document, scroll to the bottom and click on the “new reimbursement” button at the bottom. This will 

create the Travel Reimbursement (TR) document.  

Since this is the Final Reimbursement (no more costs anticipated to come through), check the Final Reimbursement box. 

Note: See end of this example on how to close out a TA if Final Reimbursement was not checked, how to close out the TA to 

reverse the remaining encumbrances. 
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In the per diem table we need to update the lodging to $160/night.  Make sure to click on “update per diem 

table” after making needed changes.   

 

Actual Expenses Section:  Mileage stayed the same so you do not need to update that section.    
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Travel Expense Total: Click “recalculate” to refresh any calculations.    

 

Assign Accounts: The account number is correct, so click “add” next to the accounting line. Then click “Assign Accounts.”  If 

the add button is not clicked the Assign Accounts Button will not be active (appear in red font). 

 

Accounting Lines: Auto-populates after accounting lines are assigned.  
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Payment Information: Since this is an employee select “P – Check/ACH”. 

 

Hit “calculate” at the bottom and then “submit.”  

Note: If final reimbursement was not checked you will need to go to the original TA document and at the bottom of the 

document click “close TA”. That will remove the remaining encumbrance from your account. 

 

 


