
Navigation to create Travel 
Authorization

 Financials Supply Chain
 Employee Self-Service
 Travel & Expense Center
 Travel Authorization
 Create



Travel Authorization

 Complete the General 
Information section.

 To locate default location, 
enter the two letter code and 
then click on the magnifying 
glass.
 Ex. Maryland is MD

 International Codes: view the 
International Code attachment 
on the  Accounts Payable site.



Travel Authorization

 Separate expense lines are 
needed when travel expenses 
are split among departments.

 PSC members must select PSC 
Expense Types

 NON PSC members must 
select NON PSC Expense 
Types

 Lunch is not reimbursable.



Travel Authorization

 Select the most appropriate 
Expense Type from the drop down 
menu.
 Enter date of transaction, amount 

and payment type.
 Click the Detail hyperlink
 Enter a brief description in the 

Description: field.
 Description should match 

the Expense Type chosen.
 Hotel: enter the number of nights 

and the nightly rate then click 
Check Expense for Errors and 
CUNYfirst will automatically 
calculate the total amount.



Travel Authorization

 Mileage: enter number of miles 
driven and click Calc Mileage and 
CUNYfirst will automatically 
calculate the total. Enter the 
originating and destination 
locations and a brief description 
then click Check Expense for 
Errors.

 Air Travel: airline ticket number 
must be entered

 ONLY If the expense is to be 
charged to a department other 
than your default department, 
click Accounting Detail hyperlink



Travel Authorization

 CUNYfirst populates your default 
chartfield information. 
 Make sure to contact the 

charging department to get the 
complete chartfield numbers 
(each department’s chartfield 
number is unique).

 Chartfields with an incorrect 
number string, will not pass 
CUNYfirst budget.

 Make changes as necessary and click 
OK.

 Click Return to Travel Authorization 
Entry

 Click the Check for Errors button.
 Click Submit or the Save for Later 

button
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