
Kuali TEM Module

Part 2:  Out-of-State Travel Authorizations and Out-of-State 
Reimbursements



TEM TRAINING OVERVIEW

Part 2 – What we will learn
– How to prepare Travel Authorizations for out-of-state travel

– How to issue reimbursements from Travel Authorization documents 
using the Travel Reimbursement document

– How to make sure Travel Authorizations are closed so that 
encumbrances are relieved



TEM TRAVEL DOCUMENTS

• What we will go over in Part 2:

– Travel Authorization (TA) Documents

– Travel Reimbursement (TR) Documents



TEM TRAVEL DOCUMENTS

Travel Authorization (TA)

– Travel Authorization (TA) documents are completed prior to a trip taking 
place.  TA documents include the name of traveler, traveler destination, 
estimated travel dates and estimated costs.

– Travel Authorization documents are required for:
• In State Travel that includes Ghost Card purchases (Non-Employees visiting 

campus)
• Out-of-State Travel
• International Travel
• All Travel Advances
• All No Cost trips (note you cannot submit a $0.00 trip, you will need to recognize 

a Travel Authorization for $0.01) 

– Travel Authorization documents are NOT required for:
• General In State Travel (cannot include Ghost Card Purchases or Travel Advances)



TEM TRAVEL DOCUMENTS

Travel Reimbursement (TR)

– Travel Reimbursement (TR) documents are completed after a trip has 
taken place and receipts have been received.

– The TR document can be created by:

• Pulling a finalized Travel Authorization (TA) in Kuali and creating a “new 
reimbursement” off of that TA document

• Creating a Travel Reimbursement (TR) document in the system.  This can only be 
done for general In State Travel (cannot include Ghost Card Purchases or Travel 
Advances)



EXAMPLES

• Lets practice Travel Authorization (TA) Documents

– Complete TA Example #1 on Page 1 of handout

• Let’s practice Travel Authorization (TA) Documents

– Complete TA Example #2 on page 4 in the handout



EXAMPLES

• Let’s practice Travel Reimbursement (TR) Documents

– Complete TR Example #1 on Page 8 of the handout
– Notice that the TR actual expenses are less than the TA estimates

– We will need to close the TA to relieve the encumbrances that 
were established on the TA document

• Let’s practice Travel Reimbursement (TR) Documents

– Complete TR Example #2 on page 13 in the handout



DID YOU LOOK AT THE ROUTE LOG?

TA Document for Out-of-State travel no travel advance
– Travel Arranger prepares and submits document

– Document will route to TRAV Group for approval
• Travel Arranger needs to remember to ad hoc approve the TRAV Group for this step to 

take place

– If an advance was requested it will route to the traveler for advance approval

– It will then route to fiscal officer for approval

– If an advance was requested it will then route to the travel department for 
processing of travel advance



DID YOU LOOK AT THE ROUTE LOG?

TR Document for Out-of-State travel 
– Travel Arranger creates document

– Travel Arranger needs to remember to ad hoc approve the Org Group if a TA 
wasn’t created

– Travel Arranger needs to remember to ad hoc approve Pueblo Travel

– Document will route to traveler for approval

– After traveler has approved the document, it is routed to fiscal officer for 
approval

– After FO approval it will route to the Fort Collins travel desk who will verify 
Pueblo travel has approved



How does Traveler approve?

• Traveler will receive an 
email from 
bfs_kuali_implementat
ion@mail.colostate.ed
u with subject line: KFS 
Action List Reminder

• Traveler will log into 
https://secure.colostat
e.edu/Pueblo and will 
log in

mailto:bfs_kuali_implementation@mail.colostate.edu
https://secure.colostate.edu/Pueblo


• After logging in they will select “Colorado State University 
Pueblo”



• Log in a 2nd time



• Click on action list

• Then click on document 
number





QUESTIONS?


