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Creating an out-of-state travel authorization user guide.

Overview

This guide will show how to create an out-of-state travel authorization from within PeopleSoft.

Procedure

Step 1: Log into PeopleSoft. From the Employee Service homepage, select the Travel Authorizations tile
(Figure 1Figure 1).

Employee Self Service ¥

Expenses Travel Authorizations

20 -7

Figure 1
Step 2: Select Add Travel Authorization from any of the tabs (Figure 2).
Enterprise Programs
Retumed 0

View All Authorizations

There are no Travel Authorizations to display.

Deniad
_ Add Travel Authorization
Pending 0
Submitted 0
Approved 0
View All 0

Figure 2
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Step 3: In the Description field, enter a brief description of the purpose of the travel. This acts as a name of the

travel authorization (Figure 3).

Travel Authorization

< Travel Authorization Search

Report NEXT Pending
Shannon Newman &
“Description| | Travel to New York] ~Travel From \
“Business Purpose v‘ *Travel To ‘
Comments “Date From ‘
A
— “Date To |
Billing Type
Attachments
View Printable Version
Details
| Accounting Defaut ‘ ‘ Populate from Travel Authorization ‘
Expense Type & Description & Amount & “Currency &
| Out-of-State Transportation v | usD Q

[ Trip Duration 1 Day

1 row
& l[af(r]

Accounting

E Details | ‘7 :| j

Attachments.

Figure 3

Step 4: Select the appropriate option from the Business Purpose drop-down. You can either select In State

Travel or Out of State Travel (Figure 4).

Travel Authorization

< Travel Autherization Search ‘

Report NEXT Pending
Shannon Newman &
“Description |TvaveltaNew York “Travel From I
*Business Purpose [[Outof State Travel v “Travel To |
Comments “Date From I
y:
. ] “Date To l
Billing Type | V‘
Aftachments 4
View Printable Version
Details
‘ Accounting Defautt | | Populate from Travel Authorization ‘
Expense Type © Description © Amount ¢ “Currency ©
| Out.of-tate Transportation v ‘ usD Q,

[ Trip Duration 1 Day

1row

= [a][x]
+ -]

Total Expenses 0.00 uso

Accounting Attachments

3 Detais

Figure 4

Step 5: In the Comments field, enter the justification for travel. Select from the drop-down for billing type.

Billing type can be internal or billable (Figure 5).

Travel Authorization

‘ < Travel Authorization Search ‘

Report NEXT Pending
Shannon Newman ©
*Description ‘Travel to New York ‘ *Travel From |
“Business Purpose | Out of State Travel v | “Travel To |
Comments To attend yearly conference. “Date From |
“Date To
Attachments &
View Printable Version
Details
‘ Accounting Default | ‘ Populate from Travel Authorization ‘
Expense Type ¢ Description < Amount & *Currency &
‘Oul-ol—StaIe Transportation v ‘ ‘ ‘USD Q‘

_ trow
L3IENEY

Accounting Attachments
() (o]  [4]  [+] []
Total Expenses 0.00 usb

Figure 5
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Step 6: In the Travel From field, enter the partial location of the location where you will be traveling from and

select Lookup. The location description is divided into three parts: City-County-State. Confirm the first part that
you select represents the city name (Figure 6).

‘ < Travel Authorization Search

Travel Authorization
Report NEXT Pending

H
H

“Description |Travel to New York “Travel From IOkIanoma City ! :i |

*Business Purpose | Out of State Travel ~ “Travel To | EXpense Location Description

To attend yearly conference
A

“Date To Trip Duration 1 Day
Billing Type
Attachments £

E 32280 OKLAHOMA CITY-OKLAHOMA COUN-OK
Comments Date From

View Printable Version

Details 1 row|
‘ Accounting Default l [ Populate from Travel Authorization l @ o ‘
Expense Type ¢ Description ¢ Amount ¢ *Currency Accounting Attachments

] | | v a (+) [=)

Total Expenses 0.00 usb

Figure 6

Step 7: Once you have confirmed the city you need, select anywhere on the desired Expense Location row
(Figure 7).

I Lookup

Search for: Travel From

Y| » Search Criteria

« Search Results

g -

3 rows
Expense Location & Description <
| 32280 OKLAHOMA CITY-OKLAHOMA COUN-OK
{ 32281 OKLAHOMA COUNTY-OKLAHOMA CO-OK
33757 OKLAHOMA-WESTMORELAND COUNT-PA
Figure 7
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Step 8: In the Travel To field, enter the partial location of the local you will be traveling and select Lookup. The
location description is divided into three parts: city-county-state (Figure 8).

‘ < Travel Authorization Search ‘

Report NEXT Pending
Shannon Newman &

Travel Authorization

H ¢l

“Description |Travel to New York
*Business Purpose | Out of State Travel

To attend yearly conference.
i

Comments

Billing Type
Attachments 4.

View Printable Version

Details

l Accounting Default l I Populate from Travel Authorization l

Expense Type © Description ¢
Out-of-State Transportation v :]

Amount & “Currency &

“Travel From |OKLAHOMA CITY-OKLAH Q
*Travel To |New York| Q

Expense Location Description

*Date From

“Date To

[ | [usp

30299

23847

37

30298

14274

NEW YORK COUNTY-NEW YORK CO-NY

NEW YORK MILLS-OTTER TAIL G-MN

NEW YORK-HENDERSON COUNTY-TX

NEW YORK-NEW YORK COUNTY-NY

NEW YORK-SANTA ROSA COUNTY-FL

(=][a][+]
[+) ]

Total Expenses 0.00

1row

USD

Figure 8

Step 9: When the city desired is located, select anywhere on the desired Expense Location row. If you’re unable
to find the location you need for either field, contact your agency Travel Administrator (Figure 9).

Lookup -

Search for: Travel To

[» Search Criteria

w Search Results

o =

Expense Location <

30299

Description &

NEW YORK COUNTY-NEW YORK CO-NY

5 rows

23847

3rr

NEW YORK MILLS-OTTER TAIL C-MN

NEW YORK-HENDERSON COUNTY-TX

30298

NEW YORK-NEW YORK COUNTY-NY

14274

NEW YORK-SANTA ROSA COUNTY-FL

Day

Last reviewed date XX/XX/XX
Last revised date 10/10/2024

Figure 9
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Step 10: In the Date From field, enter or select your departure date. In the Date To field, enter or select your

return date. (Figure 10).

< Travel Authoriza

Travel Authorization

Report NEXT Pending
Shannon Newman &

“Description | Travel to New York \
“Business Purpase | Oul of Stale Travel ~ |

To attend yearly conference
A

Comments

Billing Type |Internal ~ |
Aftachments 4

Accounting Default | | Populate from Travel Authorization

View Printable Version

Details

Expense Type & Description ¢

*Travel From | OKLAHOMA CITY-OKLAH Q

“Travel To | NEW YORK-NEW YORK (Q

*Date From | 08/05/2024 =)
“Date To |08/07/2024 9] | Trip Duration 2 Days
1 row
=]
Amount & “Currency & Accounting Attachments
= a @] Do [4] [+ (5]

Total Expenses 0.00 usD

Figure 10

Step 11: Select Attachments (Figure 11) to upload all required documentation such as flight comparison,
itinerary, lodging costs, etc. Select Add Attachment (Figure 12), Select My Device (Figure 13) and then Upload
(Figure 14Figure 13). When you see upload complete, select Done (Figure 15). Then. Emter a description for your

attachment and select Done when finished (Figure 16).

£ Travel Authorization Search

Travel Authorization

Report Pending
Shannon Newman &)

*Description ‘Travel to New York

*Business Purpose ‘OutofSlateTraveI V‘

To attend yearly conference
V/

Comments

Billing Type ‘Intemal "j

Attachments &4

View Printable Version

*Travel From | OKLAHOMA CITY-OKLAH Q|

*Travel To | NEW YORK-NEW YORK (Q |
*Date From |08/05/2024

*Date To ‘0610712024 Trip Duration 2 Days

Details

‘ Accounting Default ( Populate from Travel Authorization ] 4 E _T

Expense Type ¢ Description & Amount ¢ *Currency < Accounting Attachments

| v = a (& [ [4 [¥][
Figure 11

Cancel Attachment m

Add Attachment
Travel Authorization ID 0000000040

Attachments Details

No attachment exist. Upload an existing file, capture receipt image or attach one from My Receipts.

= Add Attachment

Last reviewed date XX/XX/XX
Last revised date 10/10/2024

Figure 12
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3 ‘ Select File to create as Attachment x

)Di ‘You may attach up to 98 files to upload

]

Choose From

Iy

My Device

Figure 13

Select File to create as Attachment x

You may attach up to 99 files to upload

Choose From

iy

My Device

T&E lodging error line.png
File Size: 17KB

Figure 14

Select File to create as Attachment @

You may attach up to 99 files to upload

Choose From

T&E lodging error line_png
File Size: 17KB

| Upload Cump\etel

Figure 15

Last reviewed date XX/XX/XX
Last revised date 10/10/2024
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Cancel Attachment
Add Attachment
Travel Authorization ID 0000000040
Attachments Details
‘ Add Attachment = ‘ ‘@‘ Cancel Edit |
T_E_lodging_error_line_png
J— 0000000040 08/08/2024 2:02:37PM
a ‘E‘ SNEWMAN022024-08-08-14.01.57.1001 Shannon Newman
Test attachments
/
Dctsitsy
Figure 16

Note: Project Charfields may not be required, depending on the agency.

Travel Authorization

Step 12: Under details, select Accounting Default (Figure 17) to add accounting information (Figure 18, Figure
19) that your travel will be charged to. If defaults do not populate, add your information manually. If you are
unaware of your accounting details, contact your Travel Administrator. Select Done when finished.

Last reviewed date XX/XX/XX
Last revised date 10/10/2024

eport NEXT Pendi
hannon Newman (&) Saw
“Description | Travel to New York “Travel From | OKLAHOMA CITY-OKLAH Q
“Business Purpose ‘ Out of State Travel v “Travel To | NEW YORK-NEW YORK (Q
Comments To attend yearly conference “Date From |08/05/2024 r"'
i
“Date To | 08/07/2024 [% Trip Duration 2 Days
Billing Type |Intemal +
Altachmenis 4 ‘

View Printable Version

Details 1 row

Accounting Defaull | | | Populate from Travel Authorization &| a ‘

Expense Type © Description < Amount © “Currency © Accounting Attachments

Out.of-State Transportation usD Q Es Del ‘ +| [=

Total Expenses 0.00 usD
Figure 17
Ca Travel Authorization Defaults
Description Travel to New York
Accounting Details
GL ChartFields || ProjectCharlFields | Show All
% < "GL Unit © Oper Unit Fund Type © Dept Program Class-Funding Bud Ref ©
+ |- 100.00] | 09000 Q| Isoos270 Q| |30 Q| 8sootio Q |potoz Q| 21000 Q |25
Figure 18
Gancel Travel Authorization Defaults
Description Travel to New York
Accounting Details 1 row
GL ChartFields Project ChartFields Show All
% o PC Bus Unit © Project Activity & Source Type © Category Subcategory
+ |- 10000 | 09000 Q| 090P00G198 Q| o0 Q| 38284 Q [:] Q
Figure 19
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Step 13: Once the header is complete, select the Add icon at the end of the row to add a new expense type.
From the drop-down menu, select the expense type for your expense line (Figure 20). Out-of-State
Transportation is the example given. Select the type appropriate for your travel.

[ ¢ Travel utorization Scaren |

Travel Authorization

Report NEXT Pending
Shannon Newman @

[om

“Description | Travel to New York
“Business Purpose | Out of State Travel v

Comments | To-atend yeary conlerence ]
4

Billing Type |Internal ~

“Travel From [OKLAHGMA GITY-0KLAH @
o
“Date To Trip Duration 2 Days

View Printable Version
Details 1row
J [Foe ‘ [=[=[=]
Expense Typa & Description & Amount © “Currency © Accounting Attachments.
[Outot State Transporiaton | [ | [uso Q [Q— petals [7_ [TI m
Total Expenses 600.00 usD
Figure 20

Step 14: Add a description of the expense type chosen (Figure 21).

Travel Authorization

Report NEXT Pending ——
Shannon Newman \ Save
“Description | Travel 1o New York “Travel From | OKLAHOMA CITY-OKLAH Q
“Business Purpose | Out of State Travel ~ “Travel To | NEW YORK-NEW YORK (Q
Comments |10 8tiend yearly conference =Dats From [Ga0S/2024
y
' “Date To | 08/07/2024 Trip Duration 2 Days
Billing Type |Internal + |
Altachments &
View Printable Version
Details 1 row
[ Accountng Detaut | | popuiate trom Travet unorzation ®l[alln
Expenss Type © Description © Amount & *Currency & Accounting Attachments
[Outot Stata Transporiation  ~ Airfare Della |\ snnaa||[ Q] 8 Detalls A | + | -
Total Expenses 600.00 uso
Figure 21

Step 15: To review or adjust the Accounting Details, select the icon under accounting. To review and adjust the

Line Details, select Details (Figure 22).

< Travel Authorization Search

Report NEXT Pending
Shannon Newman ©

Travel Authorization

,

*Description |Travel to New York |
*Business Purpose ‘Dut of State Travel v|

To attend yearly conference
2

Comments

Billing Type ‘Imerna\ V‘

Attachments &

View Printable Version

“Travel From [OKLAHOMA CITY-OKLAH Q. |
“Travel To | NEW YORK-NEW YORK Q. |

‘ Trip Duration 2 Days

*Date From ‘ 08/05/2024

“Date To ‘ 08/07/2024

Last reviewed date XX/XX/XX
Last revised date 10/10/2024

Details 1row
‘ Accounting Default ‘ ‘ Populate from Travel Authorization ‘ ‘ n ‘ ‘ Q H 0 ‘
Expense Type © Description © Amount © *Currency ¢ Accounting Attachments
| Out.of-State Transportation v | Aifare Delta 600.00| |USD Q ‘ & ‘ ‘ + ‘ ‘ - ‘
Total Expenses 0.00 usD
Figure 22
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Step 16: Select the Line Details (Figure 23) box and a pop-up will appear (Figure 24). The Date will default to the
first day of the trip. Update it to reflect the event start date. Select the appropriate payment type from the drop-
down. This will dictate what is pulled down into the travel expense.

Note: The information in the line details is mostly defaulted from TA header steps. For a travel
authorization, most often the agency is paying for the expenses ahead
Paid from the drop-down menu for the payment type.

< Travel Authorization Search

Travel Authorization

of time. If not, enter Employee

Report NEXT Pending
Shannon Newman ()

Comments

Billing Type | Internal ~

View Printable Version

Details

Accounting Default | | Populate from Travel Authorizaton
Expense Type ©

Out-of-State Transportation ~ ~

“Description | Travel to New York
“Business Purpose | Oul of State Travel v

To attend yearly conference

Description

Airfare Delta

“Travel From
“Travel To
“Date From

“Date To

Amount ¢ “Currency

Submit
OKLAHOMA CITY-OKLAH Q
NEW YORK-NEW YORK (Q
08/05/2024 i)
08/07/2024 [ Tnp Duration 2 Days
1row
allT
Accounting Attachments
= . + =
Total Expenses 600.00 usD

Last reviewed date XX/XX/XX
Last revised date 10/10/2024

Figure 23

Cancel

Line Detail [oore |

Expense Type Out-of-State Transportation

Description Airfare Delta

Payment Type ‘Agem:y Paid v‘
*Billing Type ‘Interna\ v‘

Per Diem Details

Amount 60000

Currency USD

Date |08/05/2024 =)

First/LastDay | | No

Breakfast Provided () No

Lunch Provided [ ) No

Dinner Provided | | No
Figure 24
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Step 17: Select the expense type for Out-of-State Lodging (Figure 25). Lodging expenses can be combined into

one line.

< Travel Autharization Search

Travel Authorization @ Q i @
Report NEXT Pending
Shannon Newman & Save
“Description | Travel fo New York | “Travel From | OKLAHOMA CITY-OKLAH Q,
“Business Purpose | Oul of State Travel + | “Travel To | NEW YORK.NEW YORK ¢Q
Comments | 10 @tend yeary conference “Date From | 08/05/2024
A —
- “Date To | 08/07/2024 8| T Duration 2 Days
Billing Type |Internal «
Attachments 4
View Printable Version
Details 2 rows
[ Accounting peraun | | popuate rom Traver munorzanon | ] ml (]
Expense Type © Description Amount & “Currency ¢ Accounting Attachments
[ outorstate Transportation ~ Alrfare Delta [ 500,00 [usp al & Details | £ I [ - I
[OutofState Lodging . [ | [ | [usp a| & Detais P I ‘ +| I - I
Total Expenses 825,00 usD

Figure 25

Step 18: Add the description of the expense type chosen (Error! Reference source not found.).

< Travel Authorization S

Report NEXT Pending
Shannon Newman @

Travel Authorization

“Description |Trave\ to New York

Comments

Billing Type [Intemal ~|

Attachments &4

View Printable Version

*Business Purpose | Out of State Travel ~ |

To attend yearly conference

A

“Travel From |OKLAHOMA CITY-OKLAH Q. |
“Travel To | NEW YORK-NEW YORK Q.|
=

‘ Trip Duration 2 Days

“Date From | og/052004

“Date To ‘ 08/07/2024

Details 2rows
‘ Accounting Default ‘ ‘ Populate from Travel Authorization ‘ by ‘ Q ‘ | L
Expense Type O Description © Amount & *Currency < Accounting Attachments
[Outof State Transportation | | Aifare Deta | [ 60000 [UsD qa| =] ‘ Details ‘ ‘ £ | + ‘ ‘ - ‘
[Outeof-State Lodging V] [Day 1Day 2 | “ 30000 [ |usD Q| ‘ =4 ‘ Detals ‘ P | + ‘ ‘ - ‘
Total Expenses 826.00 usp

Figure 26

Step 19: To review or adjust the Accounting Details, select the icon under Accounting. To review and adjust
Line Details, select Details (Figure 27).

Report NEXT Pending
Shannan Newman (&)

Travel Authorization

Deseription |Travel to New York “Travel From | OKLAHOMA CITY-OKLAH €
Business Purpose | Out of State Travel v “Travel To |NEW YORK-NEW YORK @
Commans |ToaENd yeary conlerence Date From | ogosz2oze =
Date To | ogi072024 [ Trip Duration 2 Days
Billing Type | Inernal ~
w Printable Ver
Details 2 rows
Accounting Detautt | | Pogulats from Travel Authorization R Q
Expense Type Description Amount © “Currency Accounting Attachments
Out-of State Transportation  + Airfare Dena 60000 |USD Q o Details 3 -
Out-of State Lodging v Day 1-Day 2 20000| [Usp a i -
Total Expenses 825.00 UsD

Last reviewed date XX/XX/XX
Last revised date 10/10/2024

Figure 27
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Step 20: Select the Line Details box and a pop-up will appear. The Date will default to the first day of the trip.
Update it to reflect the expense date. Select the appropriate Payment Type of the drop-down. Select the
appropriate Billing Type from the drown-down based on the Payment Type chosen. Enter the number of nights
for out-of-state lodging expense type. Select Done when finished (Figure 28). Select Save often to avoid losing

information.

Line Detail ‘

Date | 08/05/2024 &=

Expense Type Out-of-State Lodging
Description Day 1-Day 2
Amount | 300.00

Currency USD

Payment Type |Agency Paid V‘

*Billing Type |Intema\ v|

Number of Nights | 2 |

Per Diem Details

First/ Last Day | I No )
Breakfast Provided ( ) No |
Lunch Provided [ ) No
Dinner Provided [ ) No )
Figure 28

Step 21: Select the expense type for Out-of-State Per Diem Meal (Figure 29).

Travel Authorization

Report 0000000040 Pending

Shannon Newman (&
*Description  Travel to New York *Travel From |OKLAHOMA CITY-OKLAH Q.
“Business Purpose | Out of State Travel ~ “Travel To |NEW YORK-NEW YORK Q
Comments |10 attend yearly conference “Date From [08/05/2024
*Date To | 08/07/2024 [ Trip Duration 2 Days
Billing Type  Internal ~
Details 3 rows
Accounting Default | | Popalate from Travel Authorization ®lQa
Expense Type Description Amount < *Currency Accounting Attachments
Out-of-State Transportation Aurfare Delta 600.00| |USD Q B Details 4 +| |=
Out-of-State Lodging v Day 1-Day 2 300.00| |USD Q <] Details % -
Total Expenses 974.00 usD

Last reviewed date XX/XX/XX
Last revised date 10/10/2024

Figure 29
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Step 22: Add a description and amount of the expense type chosen. For Out-of-State Per Diem Meal, the
amount is defaulted. The amount will change depending on the allowable per diem amount.

< Travel Authorization Travel Authorization H
Report 0000000040 Pending
“Description | Travel to New York “Travel From |OKLAHOMA CITY-OKLAH Q.|
*Business Purpose | Out of State Travel ~ | “Travel To |NEW YORK-NEW YORK Q. |
Commente | 10attend yearly conference “Date From ‘ 08/05/2024 ‘
Y| -
— “Date To | 08/07/2024 [ Tip Duration 2 Days
Billing Type | internal | b S
View Printable Version
Details 3 rows
‘ Accounting Default ‘ ‘ Populate from Travel Authorization ‘ ‘ 5 H Q H 1 ‘
Expense Type & Description & Amount ¢ “Currency & Accounting Attachments
[Out-of-tate Transportation v/ | Aifare Detta | [ 60000 [UsD qa| | &5 ‘ ‘ Details ‘ ‘ & ‘ ‘ + ‘ ‘ - ‘
|Out-of-State Lodging ~| [Day 1-Day 2 | [ 30000 [UsD al |§E ‘ ‘ Details ‘ ‘ A ‘ ‘ +‘ ‘— ‘
[Out-of-State Per Diem Meal | [Day 1 | | 7400 [[usp a |§E ‘ ‘ Details ‘ ‘ 4 ‘ ‘ +‘ ‘— ‘
Total Expenses_974.00 UsD

Figure 30

Step 23: Select the Line Details box. A pop-up will appear (Figure 31). The date will default with the first day of
the trip. Update it to reflect the expense date. Select the appropriate Payment Type from the drop-down. Per
Diem are typically employee paid payment type. Select the appropriate Billing Type from the drop-down based
on the Payment Type chosen. Then, select the Per Diem details.

Please refer to the Statewide Accounting Manual for further details and instructions.

e First day/Last day boxes need to be selected for Day 1 and Last Day of Travel for Per Diem only.
e Breakfast Provided. If this meal is provided, select Yes.

e Lunch Provided. If this meal if provided, select Yes.

e Dinner Provided. If this meal is provided, select Yes.

Select Done when finished (Error! Reference source not found.). Select Save often to prevent lost information.

Cancel Line Detail [ Dore |

Date 08052024 [

Expense Type Out-of-State Per Diem Meal
Description Day 1
Amount 3425

Currency USD

Payment Type | Employee Paid ~ ‘

“Billing Type |\nterna| v|

Per Diem Details

First/ Last Day \/ Yes [ J
Breakfast Provided [ ) No

. P
Lunch Provided { Yes L

Dinner Provided [ ] No

Figure 31

Last reviewed date XX/XX/XX

Last revised date 10/10/2024 Page 12 of 18



Report 0000000040 Pending

Shannon Newman @

Save

Submit
*Description |Travel to New York “Travel From | OKLAHOMA CITY-OKLAH Q|
*Business Purpose | Out of State Travel v “Travel To |NEW YORK-NEW YORK Q|
Comments | 10 @tend yearly corference ) *Date From | 08/05/2024
ke o “Date To | 08/07/2024 Trip Duration 2 Days
View Printable Version
Details 3 rows
‘ Accounting Dafault | | Populate fom Travel Authorization ®|la ‘ ‘ N
Expense Type & Description < Amount & “Currency & Accounting Attachments
[Outof-State Transportation v [ Astare Deta [ 600.00| [usD Q | @ "nm s | ‘ ‘ +| [=
[Out-ot-State Lodging v [Day 1-Day2 Q | & \7Ds\= s | 4 ‘ +
|out-of.state Per Diem Meal |Day 1 Q | & [ Detass | 4 ‘i =]
Total Expenses 934.25 usD

< Travel Authorization ‘

Report 0000000040 Pending
Shannon Newman ©

Figure 32

Travel

orization

Step 24: Select the expense type for Out-of-State Local Incidental (Error! Reference source not found.).

D

“Description | Travel to New York

“Business Purpose |Out of State Travel v

Comments

Billing Type
Attachments 4

View Printable Version

Details

[ Accounting Default l [ Populate from Travel Authorization l

Expense Type ¢

Out-of-State Transportation

To attend yearly conference

A

Description ¢

Airfare Delta
Day 1-Day 2

Out-of-State Lodging v
Out-of-State Per Diem Meal v
Out of State Local Incidental v

|

“Travet From
“Date From | 08/05/2024
DateTo Tip uration 2 Dy

Amount ¢ *Currency ¢

Accounting

000.00] [UsD a
s 0 al
] i al
o [0 al

Attachments

Figure 33

Total Expenses 939.25 UsD

Step 25: Add a description and the amount of the expense type chosen (Figure 34). For Out-of-State Local
Incidental, the amount is defaulted. Expense Type, Out-of-State or In-State Local Incidental Expenses need to
be added for every day traveled. Meals and incidentals are only allowed for overnight travel status.

Report 0000000040 Pending
Shannon Hewman (5)

*Description

*Business Purpose

Travel to New York |
Out of State Travel v |

T attend yearly conference

Comments
Al
Billing Type [ Internal
Attachments 4,
View Printable Version
Details
Accounting Detaut | | Bopulats iom Travel Autharczation
Expense Type < Description
Out-of-State Transpontation v [Aitare Deta
Outof-State Lodging - [Day 1-0ay2

Out-of-State Per Diem Meal v

Out of State Local Incidental v

‘Da‘,‘i

“Travel From |OKLAHOMA CITY-OKLAH q\

“Travel To [NEW YORK-NEW YORK Q

Amount < “Currency &

“Date From |08/05/2024

“Date To | 08/07/2024

600.00] [usp Qa
300.00] [usp Qa
3425 [uso Q
5.00]|[uso a

(o)

Save
Trip Duration 2 Days

e
e[

Aceounting Attachments.
(] Derats # | [=]
B [t 7 +] [
(@]  [om] (4] [+] [=]
@ 1 HE
Total Expenses 939.25 usp

Last reviewed date XX/XX/XX
Last revised date 10/10/2024

Figure 34
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Step 26: Select the Line Details box and a pop-up will appear (Figure 35). The Date will be defaulted with the
first day of the trip. Update it to reflect the expense date. Select the appropriate Payment Type from the drop-
down. Incidentals are typically always Employee Paid payment type. Select the appropriate Billing Type from
the drop-down based on the payment type chosen. Select Done when finished. Select Save often to avoid losing
information.

[Gancel] Line Detail [ Done |

Date | 08/05/2024

Expense Type Out of State Local Incidental

Description Day 1

.00

m

Amount

w

Currency USD

Payment Type ‘Emp\oyee Paid v|

*Billing Type ‘Internal v‘

Per Diem Details

First/ LastDay () No

Breakfast Provided () No

Lunch Provided [ I No

Dinner Provided I No
Figure 35

Step 27: Select the expense type for Out-of-State Mileage.

[ < Travel unonzaton searen | Travel Authorization
Report 0000000040_Pending

EEs [

*Business Purpose | Out of State Travel v *Travel To [NEW YORK-NEW YORK @ ~

Comments | attend yeary conference J *Date From [08/05/2024
2

“Date To [08/07/2024 Trip Duration 2 Days
Billing Type
(]

View Printable Version

Details 11 rows
‘ Accounting Default ‘ ‘ Populate from Travel Authorization ‘
Expense Type © Description ¢ Amount ¢ *Currency O Accounting Attachments
Out-ot-State Iransportation v Aurtare Uelta bUU,UUl ‘USU a ‘ || LewEns S =1|a
Out-ofState Lodging v Day 1- Day 2 :mu.uu| ‘usn q‘

wSmparbon s pwi \ s oso al

FEEEE
H{RE{EIE
[+ [+ [ [ [
BlBEEEIE
G0 (0 [0 0 [

Out of State Local Incidental  ~ 5,nn| ‘usn q‘ Details
] — E =
Figure 36

Last reviewed date XX/XX/XX
Last revised date 10/10/2024 Page 14 of 18



Step 28: Add a description and the amount of expense type chosen (Figure 37). For Out-of-State Mileage, in the
description box, add what the mileage is for. Example: duty station to airport.

< Travel Authorization Search ‘

Travel Authorization

Report 0000000040 Pending
“Business Purpose | Out of State Travel v “Travel To |NEW YORK-NEW YORK Q ~
4
“Date To | 0810712024 Trip Duration 2 Days
Billing Type
View Printable Version
Details 11 rows
‘ Accounting Default ‘ ‘ Populate from Travel Authorization ‘ @
Expense Type O Description © Amount O *Currency ©
Out-ot-State Iransportation v Airfare Delta ‘ 60U, UU‘ ‘USU a ‘ ““““““ -+ LARPS
Out-of State Lodging v Day 1-Day 2 ‘ 300 nn‘ ‘USD Q ‘ E
s | | oo al B
Out of State Local Incidental v [ s00] [usp a] E E
Out-ofState Mieage - Pri Veh  + Duty Station to Aport 9.05 USD Details E
Figure 37

Step 29: Select the Line Details box and a pop-up will appear (Figure 38). The date will default to the first day of
the trip. Update it to reflect the expense date. Select the appropriate Payment Type from the drop-down. Out-
of-State Mileage is typically the Employee Paid payment type. For Out-of-State Mileage, the billing type,
originating location and travel to are defaulted from the travel authorization header. The miles must be
manually updated. Select Done when finished. Select Save often to avoid losing information.

Line Detail [ Dore |

B

Expense Type Out-of-State Mileage - Pri Veh

Description Duty Station to Airport
Amount

Currency USD

Payment Type ‘Emplnyee Paid v‘ |

*Billing Type ‘Imerna\ v|

Originating Location ‘32280 0.|
Travel To |30298 a
| *Miles |13,5\ | |

x 0.6700

Per Diem Details

First/ Last Day () No

Breakfast Provided l ) Mo

Lunch Provided ' ) No

Dinner Provided ‘) Mo
Figure 38

Last reviewed date XX/XX/XX
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Step 30: Repeat steps 13-27 for each day you plan to travel. Select Review and Submit when finished. First and
Last Day boxes need to be selected for the first Day and last Day of travel only (Error! Reference source not

< Travel Authorization Search | ‘Travel Authorization

eport 0000000040 Pending
hannon Newman © Submit

“Business Purpose | Out of State Travel v *Travel To |NEW YORK-NEW YORK Q A

Comments |10 altend yearly conference J +Date From |08/08/2024
i

“Date To (0810712024 ] Trip Duration 2 Days
Billing Type =]

View Printable Version

Details 11 rows

Accounting Default

Populate from Travel Authorization

B

Expense Type < Description < Amount ¢ *Currency & Accounting Attachments

Out-ot-State |ransportation v Airfare Delta ‘ hﬂﬂ,ﬂﬂ‘ ‘USU “‘ \i/ LeEls \i‘ \1/ \:/ A
| ] oo al [+ [-]
| s o0 g [l
| £ o g -l
B
| s o g B
| o] oo al B
| sz o g =
| i [0 al [+ =]
| ] oo g =
| o] oo a A A

<

Figure 39

found.).

Last reviewed date XX/XX/XX
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Step 31: After submitting your finished authorization, errors might appear. To view errors, select the Error Flag
(Figure 40, Figure 41). If you are unsure of how to correct the errors or what they mean, please contact your
budget analyst or travel administrator.

< Travel Authorization Travel Authorization
Report 0000000040 Pending
< Travel Authorization Travel Authorization
Report 0000000040 Pending
Shannon Newman (&) Submit
*Description ‘Trave\ to New York ‘ *Travel From ‘ OKLAHOMA CITY-OKLAHI Q, |
“Business Purpose | Out of State Travel v “Travel To [NEW YORK-NEW YORK Q|
Comments | TO attend yearly conference ) “Date From “
4 e
“Date To \oe/w 42024 \ Trip Duration 2 Days
Billing Type | Intemal ~ | - =
View Printable Version
8 rows
|‘ Accounting Default ‘ ‘ Populate from Travel Authorization ‘ ‘ [ ‘ ‘ Q ‘ ‘ T ‘
Expense Type © Description © Amount & *Currency © Accounting Attachments
—Ernmu,ae GRE ~7 TDay 1Day T T 00007 [0S0 ] ‘@‘ o] T o] T -
> [OutofState PerDiemeal | |pay 1 | ‘ a425] [usp a| ‘ S ‘ [ petais | ‘ '/*| ‘ ‘ ‘_ ‘
Figure 40
Travel Authorization Errors x
Please enter or update the following information
Combo error for fields AGCOUNT/ FUND_CODE/ GLASS_FLD/ DEPTID/ PROGRAM_CODE in group ING_STMTPR

Figure 41

The below error example has to do with accounting information on the expense lines (Error! Reference source
not found.). If the error flag only shows on a few lines, you will have to go to each line to fix them. It a flag shows
on all expense lines, go to the accounting default option and fix the accounting information there (Figure 42).
After you save your new information, it should fix all the expense lines in error.

Figure 42

After saving the authorization, your errors should be fixed. Resubmit the authorization and an authorization ID
is generated (Figure 43).

Last reviewed date XX/XX/XX
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Details

Accounting Detauk

Exponso Typo
Uoteoh-Stats 1ianspo

Oul-of-State Lodging

In State Por Diem Meal

Out of State Local Incidental

Out-ol-State Por Diem Meal

Out of State Local Incidental

Oul-of-State Por Diom Meal

Out-of-State Por Diom Mest

Out of State Local Incidental

Out-of-State Mileage - Pri Vel

Description

Business Purpose

Comments.

Billing Type

Out-of State Mileaga - PriVeh

h o«

Travel to New York

Out of State Travel

Intemal

Doscilption
Aurtare Ul

Doy 1-Day 2

Day 1

Day 1

Duty Station to Aupart

Day 1

Day 3

Day 3

Airpont to duity staticn

Your travel

has baen for approval.

Travel From OKLAHOMA CITY-OKLAHOMA COUN-OK
Travel To NEW YORK-NEW YORK COUNTY-NY
Date From 08/05/2024

Date To 08/07/2024 Trip Duration 2 Days

Amount & “Currency Accounting
60O 00| |USL a & Uy
300.00) |USD a
24 25| |usp a -
500 |UsD a B Cetats
905 USD Detu:
5600 |USD a
500 usD a -3
34.25| |usp a o
£4.25 USD a i
500) |USD a
9.05| |USD a

x
B rows
IEE
Attachments
*| =
1 + |-
+| [=
3 + =
+ =
1 + |-
+ -
+ [=
+ -
. + |-
+ =

Last reviewed date XX/XX/XX
Last revised date 10/10/2024

Figure 43
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