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Creating an in-state travel authorization user guide

Overview

This document provides steps to create a travel authorization for in-state travel.

Procedure

Step 1. Log into PeopleSoft software.
A. From the Employee Self Service home page, select the Travel Authorization tile (Figure 1).

Employee Self Service v

Expenses Travel Authorizations

(N ||I

Figure 1. Employee Self Service home page.

Step 2. Select Add Travel Authorization from any tab (Figure 2).

_Enterprise Programs
Betined ° | View All Authorizations
Danied ; There are no Travel Authorizations to display.
Add Travel Authorization

Pending o

Submitted i

Approved 0

View All 0

Figure 2. Add Travel Authorization.
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request (Figure 3).

Step 3. Complete the Travel Authorization

< Travel Authorization Search ‘ Travel Authorization H
ehemon louman®.
“Deseription ‘Trave\m Tusa | “Travel From ‘ q‘
“Business Purpose “Travel To | Q|
Commans “Date From | =
W, .
Biling Type ‘74 “Date To ‘ ‘ Trip Duration 1 Day
View Printable Version
Details _ row
‘ Accounting Default ‘ ‘ Populate from Travel Authorization ‘ ‘ G Hg| ‘ T ‘
Expense Type & Description & Amount ¢ *Currency ¢ Accounting Attachments
[Outof-State Transportation  ~ ‘ | [usp Q ‘E‘ ‘@‘ ‘ | 4] ‘ ‘E| ‘ |
Total Expenses 0.00 usD
Figure 3. Travel Authorization Form.
A. Description field — Enter a brief description of the purpose of travel.
i.  Think of this field as the name of your travel authorization.
B. Business Purpose — Select the dropdown arrow and select “Description | Travel to Tulsa

the appropriate option: In State Travel or Out of State of
Travel.

"Business Purpese | In Slate Trawel .

Comments

Billing Type w

Figure 4. Business Purpose.

C. Comments text field — Enter the justification for travel
] ‘Description | Travel o Tulsa
(Figure 5).
‘Business Purpose | In State Trawel b
- To attend anmual meeting
Comments

*

Figure 5. Comments Field.

D. Billing Type — Select the dropdown arrow and select the billing type, either Internal or External,
as appropriate.

E. Travel From (Figure 6).

i. Select the Travel From text box and
enter the partial location of the location
from where you'll be traveling.

Select the lookup icon.

The location description is divided into
three parts, city-county-state.

Confirm the displayed selection
represents the correct city name.
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*Trave| Frem

“Travel To

“Date Frem

"Date To

lOklahuma Cityl

S

Expense Locatlon

32280

Descripton

OKLAHOMA CITY-ORKLAHOMA COUN-OK

%] Trp Duration 1 Day

Figure 6. Travel From.
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When the correct city displays, mouse
click anywhere on the desired Expense
Location row to confirm the city (Figure

Cancel

Lookup

Search for: Travel From
» Search Criteria

« Search Results

7).
a. If the correct location does not

display, contact your agency’s travel
administrator for assistance.

F. Travel To (Figure 8).

i. Select the Travel To text box and enter
the partial location of the location to
where you'll be traveling.

Select the lookup icon.
The location description is divided into
three parts, city-county-state.

iv. Confirm the first part that you select
represents the city name.
v. When the correct city displays, mouse

click anywhere on the desired

Expense Location row to confirm the

city (Figure 9).

a. If the correct location does not
display, contact your agency’s

Expense Location &

Description <

| 32280

OKLAHOMA CITY-OKLAHOMA COUN-OK

32281

33757

OKLAHOMA COUNTY-OKLAHOMA CO-OK

OKLAHOMA-WESTMORELAND COUNT-PA

Figure 7. Select Expense Location row (From).

“Date From

“Date To

“Travel From | OKLAHOMA CITY-ORLAH Q,

“Travel To lTuIsd

32457

al

Expense Location Description

TULSA COUNTY-TULSA COUNTY-CFK

32456

TULSA-TULSA COUNTY-OK

Figure 8. Travel To.

travel administrator for assistance.

\pa‘meil

Searchfor. Travel To

Lookup

[» Search Criteria

+ Search Results

e

Expense Location

32457

Description <

TULSA COUNTY-TULSA COUNTY-OK

32456

TULSA-TULSA COUNTY-OK

G. Travel dates (Figure 10).
i.
departure date.

ii.
date.

search

“Description | Travel 1o Tulsa

“Business Purpose | In State Travel v

Comments | 10 3tend annual meeting

y

Billing Type  Internal «

Figure 9. Select Expense Location row (To).

Travel Authorization

“Travel From | OKLAHOMA CITY-OKLAH @ |
*Travel To | TULSA-TULSA COUNTY-CQ

Select the Date From box and enter the departure date or use the calendar to select the

Select the Date To box and enter the return date or use the calendar to select the return

*Date From | D1/20/2025 B

*Date To | 0112212025

=] [Trip Duration 2 Days.

Figure 10. Travel Dates and Attachments.

Last reviewed date 01/31/2025
Last revised date 01/31/2025

Page 3 of 12




H. Attachments.
i.  Select the Attachments box to upload all required documentation (e.g., flight comparison,
itinerary, lodging cost, etc.).
a. Ensure all required documentation is attached here, not on the expense lines.
ii. Select the +Add Attachment button, when prompted (Figure 11).

Cancel
Add Attachment
Travel Authorization ID 0000000040
Attachments Details
Mo attachment exist. Upload an existing file, capture receipt image or attach one from My Receipts
= Add Attachment
Figure 11. Add Attachment.
iii. Select My Device button to indicate location where Yoursnay altach up 0 00 Slax I upload
attachments are stored (Figure 12).
Choose From
Figure 12. My Device.
iv. Select necessary document(s) attachment (Figure 13). You may aftach up to 99 fles to upload

Choose From

L

My Device

v. Select Upload.

[ Upload H Clear ]

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

Figure 13. Select Attachments and
Upload.

. Upload Complete status displays indicating file(s) successfully attached

V'l

Upload Complete

(Figure 14).
Figure 14. Upload
Complete.
Last reviewed date 01/31/2025
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vii. Enter a description for the uploaded attachment (Figure 15).
viii. Select Done.

Cancel Attachment
Add Attachment
Travel Autherization ID

Attachments Details

| add Anachmant 4 | Eae

T_E_lodging_eror_kne png
0000000040

oa SNEWMAND2202 Shannon Newman

ITnst attachments

[1]

Figure 15. Add Attachment Description.

I. Add account default information.

i. Select Account Default button under the Details section to add accounting information

indicating where travel expenses will be
charged (Figure 16).

Comments

a. Important tip: If Accounting Defaults

are not populated here, you will have Billing Type [Intemal

to manually enter your Accounting
Details on each new expense line.

Dutails

Accounbing Detauh Populate from Teaved Aathorization

b. If you are unaware of your accounting
detail information, contact your trave| | Beenss e
administrator or supervisor. Axfare Comparison Adust

"Descripion | Travel o Tulsa
*Business Purpose | In State Travel L

T attend anmual meetng

Description

Detaiks

Figure 16. Accounting Default.

ii. Select the GL Chartfields button and provide necessary information (Figure 17).

| Cancel | Travel Authorization Defaults

Description Travel ta Tulsa

Accounting Details
Project CharFiids. | ShowAl
%< GL Unit & Oper Unit © Fund Type Dept © Program © Class-Funding ©
+ |- 100,00| | 09000 Q| 1SD0g270 Ql 1130 Q| |ssoo110 Q Doz Q21000

Done:
Bud Ref & Sub-Account <
Q25 Q |I

Figure 17. GL Chartfields.

iii. Select the Project Chartfields button and provide necessary information, if required for your

agency (Figure 18).

Travel Authorization Defaults

Description Travel to Tulsa

Accounting Details

[ GL ChartFields Hl Project ChartFields I‘ Show All ‘

% ¢ PC Bus Unit < Project & Activity < Source Type < Category & Subcategory &
‘E‘ ‘E‘ [ 100.00| [09000 aj osoPo0s198 qa| [os0 qa| [28284 a| [ aj [ Q
Figure 18. Project Chartfields.
Last reviewed date 01/31/2025
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iv. Select Done when finished.

J. Expense Type (Figure 19).
i. Select the dropdown arrow under Expense Type and select In-State Lodging.

a. Lodging expenses can be combined into one line (For example, day one through day
three).

< Travel Authorization Search ‘ Travel Authorization

Report NEXT Pending -
escription [Travel o Tulsa ravel From OKLAH!
“Description | Travel to Tu “Travel From |OKLAHOMA CITY-OKLAH Q
“Business Purpose [In State Travel | “Travel To | TULSA-TULSA COUNTY-( Q.|
Comments | Toatend amnual meeting ‘ ~Date From “
Y —
“Date To ‘01/22/2025 ‘ Trip Duration 2 Days
Billing Type [internal ~| — = =
Attachments £
View Printable Version
Details 1 row
‘ Accounting Default ‘ ‘ Populate from Travel Authorization ‘ ‘ E H Q ‘ ‘ i ‘
Expense Type © Description ¢ Amount ¢ ~Currency ¢ Accounting Attachments
[In-State Lodging - [Overnight stay | | [ 107. nu\l\usn Q ‘ B ‘ ‘ Details | ‘ 2 ‘ ‘ + ‘ ‘ - ‘
Total Expenses 107.00 usp

Figure 19. Expense Type.

ii. Enter the Description and amount of expenses for the chosen expense type.

iii. Review or adjust the accounting and line details (Figure 20).
a. Select the icon beneath the Accounting section to review or adjust the accounting details.
b. Select the Details button to review and adjust the line details.

< Travel Authorization Search Travel Authorization H
Report NEXT Pending —
“Description ‘Trave\ to Tulsa ‘ “Travel From ‘DKLAHOMA C\TVVDKLAH‘Q‘
*Business Purpose |In State Travel | “Travel To | TULSATULSA COUNTY-(Q|
Comments | T0 attend annual meeting “Date From “
) —
“Date To ‘01/22/2025 ‘ Trip Duration 2 Days
Billing Type |Intemal | — = =
Attachments 44
View Printable Version
Details
‘ Accounting Default ‘ ‘ Populate from Travel Authorization ‘ ‘ [ H Q ‘ ‘ ™ ‘
Expense Type © Description < Amount < “Currency & Accounting Attachments
[In-State Lodging v ‘Overmght stay 107 00‘ ‘USD a ‘ & ‘ ‘ Details ‘ | 4 ‘ ‘ + | ‘ - ‘
Total Expenses 107.00 usD

Figure 20. Accounting and Line Detail.

iv. Complete the Line Details screen when prompted (Figure 21).
a. The Date will default to the first day of the trip.
(1) Update the date to reflect the expense date.
b. Select the appropriate Payment Type from the drop-down.

c. Select the appropriate Billing Type from the drop-down based on the Payment Type
chosen.

d. Enter the number of nights for in-state lodging expense type.

Last reviewed date 01/31/2025
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e. Select Done when finished. Gancel Line Detail I
f. Select Save often to avoid loss of Date
|nf0rmat|0n. Expense Type In-State Lodging

Description Overnight stay

Amount 107.00

Currency USD

Payment Type ‘ Agency Paid V‘
*Billing Type ‘Imemal V‘

Number of Nights ‘ 1 |

Per Diem Details

First/LastDay [ ] No
Breakfast Provided (] No
Lunch Provided () No
Dinner Provided () No

K. In-State Per Diem Meal. . . ;
Figure 21. Line Detail.
i. Add an expense line for in-state per diem meal.
a. Select the plus icon to add an additional expense line (Figure 22).
b. Select the dropdown arrow under Expense Type and select In-State Per Diem Meal.

Travel Authorization

[Report NEXT a -
Shannon Newn =N
“De | “Travel From | OKLAHOMA OTY-OKLA @ |
“Busi Y| “Travel To | TULSATULSA COUNTY<Q, |
Comments | © %" “Date From | 0112012025 i
— “Date To | 01/2212025 []| Trip Duration 2 Days
Billing Type | Intemal —_
i Printable Versio
Details 2rows
Accounting Default | | Populate from Travel Autharization & |[a ‘ 1
Expense Type © Doscription © Amount & “Currency Accounting Attachments
In-State Lodging v Ovemight stay | 107.00| |usp Q & ‘EPH‘IE | [4 -
- | = . 5 (o] EREIE
Total Exponsas 161.00 uUsD

Figure 22. Add an expense line.

ii. Enter the per diem meal Description in the text box (Figure 23).

Travel Authorization

“Travel From ‘OKLAHOMA CITY-OKLAF O

“Desaription [Travelto Tulsa

“Businoss Purposo [In Stata Travel v | “Travel To | TULSA-TULSA COUNTY-L Q

To anend annual meeting “Date From | 41/20.2025 &l

P
*Date To |01/22/2025 [ Trip Duration 2 Days

Comments

Billing Type [Intemal v

Wigw Printatie Version

Details
Accounting Dehu\l‘ Fopulate ﬂumTlaw\MMumuﬂan‘ = ‘Q ‘ ™ ‘

Expense Type O Description & Amount G *Currency ©
In-State Lodging v Qvermignt stay 107 un‘ ‘usn Q |E Detals \: |E -
In State Per Diem Meal v s4.00 [ [uso Q |£| | Detais | \_

Total Expenses 161.00 usD

Figure 23. Per Diem Description.

a. For in-state per diem meal, the amount is defaulted.
b. The amount will change depending on the location allowable per diem amount.
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L.

Select the Details button and complete the Line Detail screen when prompted (Figure 24).

a. The Date will default to the first day of the trip.

(1) Update the date to reflect the expense

|Cance| ‘

Line Detail

=]

date.

Date [01/20/2025 |_1||

ey

b. Select the appropriate Payment Type from
the drop-down.
(1) Per diem are typically Employee Paid

Expense Type In State Per Diem Meal

Description Day 1
Amount | 3925

Currency USD

payment type.
c. Select the appropriate Billing Type from the

Payment Type | Employee Paid V|

*Billing Type |Interna| V|

Per Diem Details

drop-down based on the Payment Type
chosen.
d. Provide the Per Diem Details.

First/ Last Day 5
Breakfast Provided [ )

Lunch Provided [_)

Per Diem Line Details.

(1) Reference the Statewide Accounting Dinner Provided (e
Manual for per diem rates.
. . Figure 24.
(2) Select the First/ Last Day slider to
display Yes for day one and last day of travel for per diem only.
(3) Breakfast Provided — Select Yes, if meal provided.
(4) Lunch Provided — Select Yes, if meal provided.
(5) Dinner Provided — Select Yes, if meal provided.

e. Select Done when complete.
f. Select Save often to avoid loss of information.

In-State Local Incidental.

Select the plus icon to add an additional expense line (Figure 22).

Select the dropdown arrow under Expense Type and select In State Local Incidental (Figure

25).

Details

acesunling Defaull Populals from Trawel Authorizstios
Expensa Type

In-5iale Lodging -

In State Per Diem Meal ~

| In State Local Incidantal » J

Description

Crvemight stay

Dy 1

Figure 25. Add In-State Local

a. For in state local incidental, the amount is defaulted.

Incidental.

b. Add Expense Types for Out-of-State or In-State Local Incidental Expenses for every day

traveled.

¢. Meals and incidentals are only allowed for overnight travel status.

Last reviewed date 01/31/2025
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iii. Enter the Description in the text box (Figure 26).

< Travel Authorizaton Search

Travel Authorization

Report NEXT Pending

e iouman = =
“Description [Travelta Tulsa ] “Travel From | OKLAHOMA CITY-CKLAHOR Q,
“Business Purpese |In State Travel <!

*Travel To.[TULSA-TULSA COUNTY-OK Q.|

Comments

To stend annual meetng | “Date From (01202025

‘ “DateTo [01222025
Butng Type [imtsmai |

Aftachments &

View Printadle Version

Detail s
ey ) em——— [=)[a][%]
Expense Type < Description © Amount & “Gurrency Accounting Attachments. f
(nSateloding | [ovemighizar | [ 10700| [UsD a (&) [ oo | [4] [+] [<]
[nSateparbommea___~| EX [ 3025| [Uso a (&) [ ete | [«] [+ |-
[ State Locat incigentar Bl [ | [ﬂ uso a \E [ oeie | ‘j ‘E‘ |E
Total Expenses 151.25 usD.

Figure 26. In-State Local Incidental Description Details.

iv. Select the Details button and complete the Line Detail screen when prompted.
a. The Date will default to the first day of the trip (Figure 27).
(1) Update the date to reflect the expense date.

(2) Select Save often to avoid loss of

|Cance|| Line Detail Iﬁ
information.

Expense Type In State Local Incidental

b. Select the appropriate Payment Type from

the drodeWn. Description Day 1
. . . 5.00
(1) Incidentals are typically Employee Paid ot
Currency USD
payment type' Payment Type |Emp|0yee Paid v‘
c. Select the appropriate Billing Type from the “Biling Type [ntemal |
dropdown menu based on the Payment Type Per Diem Details
Chosen. First/ LastDay () Mo
d. Select Done when complete. preafastioded £ e
i i . Lunch Provided () Mo
e. Select Save often to avoid loss of information. -
Dinner Provided { ) No

Figure 27. In-State Local Incidental Line Detail.

M. In-State Mileage.
i.  Select the plus icon to add an additional expense line (Figure 22).
ii. Select the dropdown arrow under Expense Type and select In-State Mileage-Pri Veh (Figure

28).
Dustails
Aecsunrg Dafaut Pogulate from Travel Authanzaton
Expanse Typs DS ripsan
In-E2ate Lodging ~ Overmight stay
In Siale Per Diem Meal w Day 1
In State Local Incidental = Dy 1
In-S2ate Mileage-Pri vah w

Figure 28. In-State Mileage Expense Type.

Last reviewed date 01/31/2025
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iii. Enter what the mileage is for (e.g., duty station to hotel) in the Description text box (Figure

29).

Travel Authorization

“Travel From
“Date To Trip Duration 2 Days

Billing Type

View Printable Version

Details 4rows

[ Accouriing Detaut ‘ ‘ Papuate from Travel Autharization ‘ @ E
Expense Type & Description Amount ¢ *Currency ¢ Attachments
| w5 q =
| e e q B

Day 1 ‘ EUUHuSD Q‘ E

In-State Milsage-Pr Veh N usp -]

Total Expenses 151.25 UsD

Figure 29. In-State Mileage Details.

Select the Details button and complete the Line Detail screen when prompted (Figure 30).
a. The Date will default to the first day of the trip.
(1) Update the date to reflect the expense date.
b. Select the appropriate Payment Type from the dropdown.
(1) In-state mileage is typically Employee Paid payment type.
c. Select the appropriate Billing Type from the dropdown menu based on the Payment Type
chosen.
(1) The billing type, originating location and travel to information defaults from the
travel authorization header.
(2) The miles must be manually updated.

[cance) Line Detail

Done

0172072025

d. Select Done when complete.
e. Select Save often to avoid loss of information.

| Date

Expense Type
Description
Amount

Currency

In-State Mileage-Pri Veh

Duty Station to hotel

u

@

D

Payment Type

| Employee Paid v | |

“Billing Type | Intemal ~ |

Qriginating Location ‘32250 0.|
Travel To | 32456 a|
| *Miles | 1002 |

x 0.7000

Per Diem Details

First/ Last Day | ) No
Breakfast Provided [ ) No
Lunch Provided { ) MNo
Dinner Provided { ) No

Last reviewed date 01/31/2025
Last revised date 01/31/2025

Figure 30. In-State Mileage Line Detail.
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N. Repeat Steps K, L and M, adding line items, Descriptions and Detail for each travel day (Figure 31).

Travel Authorization

“Travel From [OKLAHOMA CITY-OKLA G|
“Busi “Travel To [TULSATULSA COUNTY-(Q |
“Date From [01720/2025 =]
iling Type ‘W‘ “Date To [0112212025 5| Trip Duration 2 Days
View Printable Version
Details
[ Accourting Defaut | [ Popuiat fom Travel unorzton | ‘ [ HQ H ‘
Expense Type O Description ¢ Amount & *Currency ¢ Accounting Attachments
e — ) | w5 g ERED @ ®E
[nstate Per DiemMeal | \Da\ﬂi\ [ 39.26] [usD al ‘E‘ [ oetae | ‘z‘ ‘E‘ ‘E‘
(1St oatdoms ¥ X \ s [u al [a]  [omas] (4] [+ [~
" o] ERNED @ EE
g Co— | o] s q ERlED @ ®=E
] Pz ] \ su0f [uso a (] o] L] [+] [=]
[In-State Mileage-Pri ven v ‘W‘ 72.94 USD ‘E‘ ‘ Details ‘ ‘z‘ ‘E‘ ‘E‘

Figure 31. Add Expense Type and Detail.

i.  Select First/ Last Day box in the Line Detail screen Per Diem Details section for first day and
last day of travel only (Figure 24).
ii. Select Review and Submit buttons when complete.

Step 4. Check for travel authorization errors (Figure 32). .
L. .. . . Accounting Default Paopulate from Travel Authorization
A. After submitting the finished authorization, error flags
may appear on the travel authorization. Expams Trpe
B. Select the error flag to view each error. > In-State Lodging v
C. If unsure of errors or how to correct, contact your budget
L. - In State Per Diem Meal v
analyst or travel administrator.
- In State Local Incidental “
P In-State Mileage-Pri Veh w

Figure 32. Error Flags.
D. Error examples:

i. The error example (Figure 33) concerns the accounting information on the expense lines.
a. If the flag only shows on a few lines, go to each line and correct.
b. If the flag shows on all expense lines:
(1) Go to the accounting default option and correct the accounting information.
(2) Saving the new information should fix all the expense line errors.

Travel Authorization Errors|

Please enter or update the following information:

Comba error for fields ACCOUNT/ FUND_CODE/ CLASS_FLD/ DEPTID/ PROGRAM_CODE in group ING_STMTPR.

Figure 33. Error Example.

Last reviewed date 01/31/2025
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c. Save the authorization and ensure all error flags resolve (Figure 34).

£ Trwvel Aumerization Travel Autharization

Heport 0000000035  Pending
Shannon Hewman(Z
“Dascription | Tirl 1o Tulis “Teavil From | OKLAHOMA CITY.OKLAF Q
fuspose mState Tt “Travel To | TULSATULSA COUNTYA
Comments |12 iend annaal mectg Date From 012202025 2

y
“tato To (1222026 55| Trip Bursean 2 Daye
Gilling Type | Intemal +

7 roms
Paculzos fom Tl Autnons: & el

Eapansa Type © Description Ameunt © “Corraney © Aeeouniing Amschmants

Figure 34. Save After Change Corrections.

d. Select Submit to resubmit the travel authorization.
(1) An authorization ID will generate for reference (Figure 35).

[ € T Aumorcston Travel Authorization Qi@
Your trewe| suthoskzation 0000000045 has been submitiad for approval. x
Duscsiption Timl te Tulda Toavel From OKLAHOMA CITY-CRLAHOMS COUN-OK.
Business Purpose 1 St Tiowel Travel To  TULSA-TULSA COUNTY-OK.
Commanty | 18 04 a2l magiing Dota From O1200ES

Dats To 01222026 Trip Duration 2 Days

.
e

Viaw Frintable Version

et Trom
[sectmesn atia [][a] [+
Expensa Typa & Descripdon Line Staum [ — Relmbarsement > Bocountng Deusits Aachmans

e Sapte Lodgag Ovireaght stay Panang 0700 USO Paped [‘F, Iil
in S2ta Par Dam Meal Day 1 Fanding X usD ‘Resmburseatia E ’E
I S2ata Local Incideetal oy 1 Pandng £00 uso Ruimbirsaatle IE e [e
St Mbeage-Prs Ve Ferdg 14 usD Reimburseatle &) [E|
I Saatn Pr Diem Meai Oay 2 Pending W USD Reimburseabls E Detats E‘
T Septe Local Incidectal Doyt Parang 400 uso Riitaaaabie E Bﬂﬂj E‘
T Stntn Mikeage-Fr Veh Pandng 2% uso Rnbrseatie |T [T M

Totol Authodited 1758 uso

Lesa Non Approved 0.00 usp

Toul Expenses 3958 usp

Figure 35. Travel Authorization Reference.
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