
Navigation to 
Create Travel Expense Report

 Financials Supply Chain
 Employee Self-Service
 Travel & Expense Center
 Expense Report
 Create
 Click Search to populate your travel 

authorizations.
 Click the Select button of the authorization 

that you want to copy into a Travel Expense 
Report.

If you do not have a travel authorization, click 
Return to Expense Report Entry hyperlink



No Travel Authorization Copied

 Complete an Expense Report 
Entry.

 Follow the steps of the Create a 
Travel Authorization.

 Include the completed paper 
Travel Authorization form with 
your supporting documents for 
uploading in your Expense 
Report Entry.

 Click Attachment button.
 Upload supporting documents 

that you saved on your desktop.
 Click Submit or the Save for Later 

button.



Travel Authorization Copied

 Fields will automatically populate 
from the Travel Authorization 
chosen.

 Make changes as needed to reflect 
the actual amount paid, dates, etc.

 Click the Check for Errors button.
 Click Add Attachment button.
 Upload supporting documents that 

you saved on your desktop.
 Click Submit or the Save for Later 

button.



Non Travel Expense Report

 Complete an Expense Report 
Entry for expenses.

 Complete the General 
Information section

 Enter Expense Type, date of 
transaction, amount and 
payment type.

 Click the Detail hyperlink
 Enter the location and 

description



Non Travel Expense Report

 Click the Check for Errors 
button

 Click the Attachments button
 Upload supporting 

documents
 Click Submit or the Save for 

Later button
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