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Creating an out-of-state travel authorization

Overview

This user guide provides steps to create a travel authorization for out-of-state travel.

Procedure

Step 1. Loginto PeopleSoft. From the Employee Self Service homepage, select the Travel Authorizations
tile (Figure 1).

Employee Self Service ~

Expenses . Travel Authorizations

B

Figure 1. Employee Self Service homepage with the Travel Authorizations tile highlighted.

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

Finance Center of Excellence

Retumed (©) | View All Authorizations

Deniad Ir’a“\.l There are no Travel Authorizations to display.
Pending '@;‘ Add Travel Authorization

Submitted {: ::l

Approved 'i _‘j

View All @

Figure 2. Add Travel Authorization button.
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Step 3. To complete the travel authorization, begin by building the header. Information entered in this section
will serve as the default for the expense lines added in the steps below. In the Description field, enter a
brief description of the purpose of the travel. This acts as the name of the travel authorization (Figure 3).

“Date To |

Attachments &

Create A Cash Advance
View Printable Version
Notes

Details

‘ ‘Accounting Defaul ‘ ‘ Populate from Travel Authorization ‘ ‘ Populate from Template | ‘ Quick-Fil

Date 1) Expense Type 1, Description 1,

\ ]

Amount | *Currency i

| [uso

q

e T T AT T T T T B e =
Travel Authorization 1
Report NEXT Pending
Stephanie Brown ()
| *Description |Trave\ to New York | | *Travel From ‘ Q‘
*Business Purpose | v| “Travei To | al
Commonts “Date From | |
4
Billing Type | v

2] ‘ Trip Duration 1 Day

—drow
S CIEY

[

Accounting Attachments
‘ 8 ‘ ‘ Details ‘ ‘ & ‘

4 [

Figure 3. Travel Authorization with the Description field highlighted.

Step 4.
Travel or Out of State Travel (Figure 4).

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

——— ——= —— ——=r — ——=r — —
Travel Authorization
“Description |Travel to New York | “Travel From | al
“Business Purpose | Out of State Travel w | “Travel To | al
Comments “Date From | J
J— “ “Date To | [ Trip Duration 1 Day
Billing Type | ~|
Create A Cash Advance
View Printable Version
Notes
Details 1 row
[ sccountng ot | | oswate o e aumoncaon | | popute o et | | v | [=][a][e]["]
Date 11 Expense Type Tl Description T4 Amount T. *Currency Tl Accounting Attachments
[ =] [ 0as Mileage-Aiare Cost Comp | 7 | [uso a| |E| [oete ] ‘7“ ‘E‘ ‘E‘
Figure 4. Travel Authorization with the Business Purpose field highlighted.
Step 5. Inthe Comments field, enter the justification for travel. From the Billing Type drop-down menu
select Internal (Figure 5).
e — —— —————— —— —————— — —
Report NEXT Pending
Stephanie Brown )

*Description | Travel to New York |

“Business Purpose | Out of State Travel v |

To attend yearly conference.

Comments

Billing Type | Internal v
Attachments 8

P

“Travel From |
“Travel To. |
*Date From |

“Date To |

Create A Cash Advance

View Printable Version

Notes

Details 1row
‘ Accounting Default ‘ ‘ Populste from Travel Authorization ‘ ‘ Populate from Template ‘ ‘ Cuitk-Fil ‘ ‘ ® H Q H ) H N ‘
Date 11 Expense Type 1 Description 1. Amount 11 *Currency 11 Accounting Attachments

| =] [ 0os ileage-arfare Cost Comp +| | | | | |uso a ‘ & ‘ [ etaus | ‘ 4 ‘ ‘ + ‘ ‘ - ‘

a|
9]
]

| Trio Duration 1 Day

Figure 5. Travel Authorization with the Comments and Billing Type fields highlighted.
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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).

T T T T T T T T —r
Travel Authorization
Report NEXT Pending

“Description ‘Trave\ 1o New York ‘ “Travel From |Oklahoma City ! Qa ) J

*Business Purpose | Out of State Travel v | “Travel To | Ql -
Comments | 10 ttend yearly conteronce. “Date From | ‘
4
“Date To ‘ =] ‘ Trip Duration 1 Day
Biling Type | Intemal v |
Attachments

Create A Cash Advance
View Printable Version
Notes
Details 1row
‘ Accounting Default | ‘ Popuiate from Travel Authorization ‘ ‘ Populate from Template ‘ ‘ Quick il ‘ ‘ [ ‘ ‘ Q H ) H N |
Date 11 Expense Type 11 Description 11 Amount 11 *Currency 1. Accounting Attachments
| @]‘ [ 0os mieage-Aitars Cost Comp «| ‘ ‘ ‘ ‘ |USD Q‘ ‘ =3 ‘ | Detais | ‘ & ‘ ‘ + ‘ ‘ - |

Step 7.

Figure 6. Travel Authorization with the Travel From field highlighted.

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

Cancel

Search for:

Travel From

|> Search Criteria

Lookup

)
~ Search Results

Expense Location 11

3 rows
Description 1|

32280 OKLAHOMA CITY-OKLAHOMA COUN-OK
32281 OKLAHOMA COUNTY-OKLAHOMA CO-0K
33757

OKLAHOMA-WESTMORELAND COUNT-PA

Step 8.

T

Figure 7. Lookup search results with the desired Expense Location row highlighted.

In the Travel To field, enter the partial location to where you will be traveling and select Lookup. The
location description is divided into three parts: City-County-State (Figure 8).

T Y

Travel Authorization
Report NEXT Pending

T TR T T

T

|

Stephanie Brown ()

Create A Cash Advance
View Printable Version
Notes

Details

*Description ‘Trave\ fo New York “Travel From | OKLAHOMA CITY-OKLAHC QU

*Business Purpose | Out of State Travel v |

comments | To3ENd yearly conference. ot From | =
4
"Date To |
Billing Type [ Intemal v |

‘ Trip Duration 1 Day

Attachments &

[ mccounsng petaut || poputate rom Travt suthorzaton | | poputste mom Tempate | | cumcrn |

Date 11

\ =]

o row
[=la]le][®]

Attachments

Expense Type 11 Description 11 Amount 1L *Currency 1L Accounting
| 0o Mileage-airtare Cost Comp | ‘ ‘

\ | [vso [osae ] [#]

8] (&)

[+] [£]

Figure 8. Travel Authorization with the Travel To field highlighted.
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Step 9. Whenthe desired city is located, select anywhere on the correct Expense Location row. If you’re unable
to find the location you need for either field, contact your agency travel administrator (Figure 9).

Cancel

Search for: Travel To

|> Search Criteria

Lookup

]
~ Search Results

Expense Location Tl

5 rows
Description T,
30299 NEW YORK COUNTY-NEW YORK CO-NY

23847 NEW YORK MILLS-OTTER TAIL C-MN

Ty NEW YORK-HENDERSON COUNTY-TX

30298

NEW YORK-NEW YORK COUNTY-NY

14274 NEW YORK-SANTA ROSA COUNTY-FL

Figure 9. Lookup search results with the desired Expense Location row highlighted.

Step 10. Inthe Date From field, enter or select your departure date. In the Date To field, enter or select your
return date. (Figure 10).

- —— T — T - —— =
Travel Authorization
T =)
“Description [ Travel to New York | “Travel From | OKLAHOMA CITY-OKLAHC Q|
*Business Purpose | Out of State Travel | “Travel To |NEW YORK-NEW YORK C Q|
Comments | o tend yeay conference “oatoFrom [ososzozs ]
— : DateTo o Duration 2Days
Biling Type [ Intemal v |
Create A Cash Advance
View Printable Version
Notes
Details 1o
‘ Accounting Default | ‘ Populate from Travel Authorization ‘ ‘ Populate from Template ‘ ‘ Quick-Fil ‘ ‘FT‘ ‘E‘ ‘E‘ |?|
Date 11 Expense Type 11 Description 1 Amount 11 *Currency 1L Accounting Attachments
080572026 =] [ 0s mieags-Atars Cost comp | [ | [ | [uso Q| ‘?‘ [ petais | ‘_“ ‘T‘ ‘T|
Total Expenses 0.00 usp
Figure 10. Travel Authorization with the Date From and Date To fields highlighted.
Step 11. Select Attachments (Figure 11) to upload all required documentation such as flight comparison,
itinerary, lodging costs, etc.
- = T - TR = - —mr
Travel Authorization
Report NEXT Pending
Stephanie Brown ()

=2
“Description [Travel to New York |

*Travel From | OKLAHOMA CITY-OKLAHC Q |

“Business Purpose | Out of Stale Travel v

“Travel To |NEW YORK-NEW YORK C Q|
To attend yearly conference
Comments veaty

*Date From [08/05/2025 |
4 ——
— “Date To [pe/07.2025 (]| Trip Duration 2 Days
Biling Type [ Intemal ~
Create A Cash Advance

View Printable Version
Notes

Details

| Acsounng Detaut | | Poputste o Tavet auorzation | | Popuiterom Tempiate | | cueter |

—Arow
RI|EY|EI|EY
Date 1, Expense Type 11 Description T

Amount 1} *Currency T

Accounting
[osr0sr2026 =]

‘Attachments
| 008 Mileage-Aitare Cost Comp | [ | [ | [usp Q| ‘?‘ [ Detais | ‘ # ‘ ‘T‘ ‘jl
Total Expenses 0.00 usp
Figure 11.

Travel Authorization with the Attachments button highlighted.
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Step 12. Select Add Attachment (Figure 12).
Cancel

Attachment
Add Attachment

Travel Authorization ID NEXT
Attachments Details

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

| + Add Attachment

Figure 12. Add Attachment button.

Step 13. Select My Device (Figure 13) and select your desired file to upload

Select File to create as Attachment
‘You may attach up to 10 files to upload

Choose From

iy

My Device

Figure 13. My Device button.
Step 14. Select Upload (Figure 14).

Select File to create as Attachment
You may attach up to 10 files to upload

Choose From

My

My Device

Clear

I Travel Test Receipt jpg

| File Size: 60KB

Figure 14. Upload button is highlighted.

Step 15. When you see upload complete, select Done (Figure15).

Select File to create as Attachment
You may attach up to 10 files o uplead

Choose From

Travel Test Receiptjpg
| File Size: 60KB

I Upload Complete |

Figure 15. Upload Complete notification highlighted and Done button highlighted
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Step 16. Enter a description for your attachment, then select Done (Figure16).

Cancel

Attachment
Add Attachment

i

Travel Authorization ID NEXT
Attachments Details

‘ Add Attachment 4= ‘ ‘ Edit /' ‘ H Cancel Edit H

Travel_Test Receipt.jpg
NEXT

o

SBROWN082026-05-28-10.20 58 4951

Test Attachments|

0512812026 10:26:04AM
]

Figure 16. Attachments Details with the description field highlighted.

Step 17. Under Details, select Accounting Default (Figure17) to add your accounting information. If defaults are

not populated, you will have to add your information manually to each expense line. If you are unaware
of your accounting details, contact your travel administrator.

Travel Authorization

Report NEXT Pending
Stephanie Brown )

SRR o o

T

“Deseription ‘Travel 1o New York ‘

oave m

"Business Purpose | Out of Siate Travel v

To attend yearly conference
Comments yearty

Pl

8illing Type | Intemal |

Aftachments (1) &

Create A Cash Advance
View Printable Version
Notes

*Travel From ‘OKLAHOMA CITY-OKLAHC Q ‘
“Travel To |NEW YORK-NEW YORK C Q|
|

]| Trip Duration 2 Days

“Date From |0810512026

“Date To ‘09/07/2025

Details o 1row
[ ] [ropuuts o T st | [ o tom o | [ o [=][=][e][®]
Date 1 Expense Type Tl Description 11 Amount 1, *Currency 1l Accounting Attachments
o ) o e s oo ] | = a o] (o] (4 [
Total Expenses 0.00 usD
Figure 17. Travel Authorization with the Accounting Default button highlighted under Details.

Step 18. Under Accounting Details, select GL ChartFields (Figure 18) to enter information that your travel will be

charged to.

Cancel

Accounting Details /

GL ChartFields | Project ChartFields Show All

Travel Authorization Defaults

—

Description Travel to New York

% 1L *GL Unit L Oper Unit 1t Fund Type L Dept 1L Program fi Class-Funding 11 Bud Ref 1.
‘T‘ ‘f‘ ‘ 100,00| ‘09000 Q‘ |GAR10001 O.‘ ‘1000 Q| ‘1000014 Q‘ |Dml)2 Q‘ ‘20000 Q| ‘26
Figure 18. Travel Authorization Defaults with the GL ChartFields tab highlighted under Accounting Details.

Step 19. If applicable, select Project ChartFields to enter your information. (Figure 19). This is not required
for all agencies. Select Done when finished.

o~

Cancel

Travel Authorization Defaults
Description Travel to New York

Accounting Details

Project ChartFields tab is not

—

o trow
required for all agencies. ‘E‘ ‘i|
GL ChartFields | Project ChartFields Show All
% 1. PC Bus Unit 1 Project 1 Activity 10 Source Type 1. Category 1 Subcategory 1L
+ =) 10000 al | al | a | al | a | a
Figure 19. Travel Authorization Defaults with the Project ChartFields tab highlighted under Accounting Details.
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Step 20. Once the headeris complete, enter a description in the Description field for the auto-populated
Oo0S Mileage-Airfare Cost Comp expense type (Figure 20).
[T A A — P Y =
Travel Authorization

Report 0000000288 Pending
Stephanie Brown ()

*Travel From |DKLAHOMA CITY-OKLAHO Q ‘

“Description ‘Trave\ to New York

“Business Purpose ‘ Out of State Travel v‘

“Travel To | NEW YORK-NEW YORK G(Q ‘
To attend yearly conference

Comments

*Date From |09/05/2025 ‘
A

Billing Type | Intemal v

Attachments (1) &

“Date To [08/07/2026

‘ Trip Duration 2 Days

Create A Cash Advance
View Printable Version

Notes

Details 1 row

‘ Accounting Default ‘ ‘ Populate from Travel Authorization ‘ ‘ Populate from Template ‘ ‘ QuickFill ‘ | ‘E| ‘E‘ ‘T‘

Date 1t Expense Type 7 Description 11 Amount 1. “Currency 1t Accounting Attachments

0810512028 =] [ CaS Micage Airare Gost Camp | |Airare American Aiines to ¢ ‘ | [usp Q| |E‘ ‘E‘ ‘? ‘T‘ ‘f‘
Figure 20. Travel Authorization Details with the expense type’s Description field highlighted.

Step 21. Enter the amount for the chosen expense type (Figure 21).

Travel Authorization

Report 0000000288 Pending
Stephanie Brown ()

“Description ‘Trave\ to New York

“Business Purpose ‘ Out of State Travel v|

Comments

To attend yearly conference

“Travel From | OKLAHOMA CITY.OKLAHO @, |

“Travel To | NEW YORK-NEW YORK C(Q, |

“Date From |08/0512026 |
2

I “Date To |08/07/2026
Billing Type | Internal v |

‘ Trip Duration 2 Days
Attachments (1) &

Create A Cash Advance

View Printable Version

Notes

Details 1 row

| Accounting Default ‘ ‘ Populate frem Travel Authorization ‘ ‘ Populate from Template | ‘ Quick-Fil ‘ [ ‘?‘ ‘E‘ ‘F‘

Date 7} Expense Type 1. Description 7. Amount Tl [*Currency Tl Accounting Attachments

‘08!05@028 | ‘ 008 Mileage-Airfare Cost Comp v‘ ‘A\ﬁareAmencaﬂ Airlines m(| I 600 oq] uUsD Q| E ‘ Details ‘ | A ‘T‘ ‘ —|
Figure 21. Travel Authorization Details with the Amount field highlighted.

Step 22. To review or adjust the Accounting Details, select the icon under Accounting. To review or adjust the
line details, select the Details button (Figure 22).

Travel Authorization

Report 0000000288 Pending
Stephanie Brown ()

“Travel From | OKLAHOMA CITY.OKLAHO @, |

“Description ‘Trave\ to New York

“Business Purpose ‘ Out of State Travel v|

“Travel To | NEW YORK-NEW YORK C(Q, |

To attend yearly conference
Comments veary

“Date From [08/0512026 ‘
2

Billing Type | Internal v |

Attachments (1) &

“Date To |08/07/2026

‘ Trip Duration 2 Days

Create A Cash Advance

View Printable Version

Notes

Details 1 row

| Accounting Default ‘ ‘ Populate frem Travel Authorization ‘ ‘ Populate from Template | ‘ Quick-Fil ‘ [ ‘?‘ ‘E‘ ‘T‘

Date 7} Expense Type 1. Description 7. Amount 1l “Currency Tl Accounting Attachments

‘08!05@028 | ‘ 008 Mileage-Airfare Cost Comp v‘ ‘Au‘fare American Airlines m(| I 600 oq] ‘USD Q| | A ‘T‘ ‘ - |
Figure 22. Travel Authorization Details with the Accounting icon and Details buttons highlighted.
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Step 23. After selecting the Details button (Figure 22), a Line Detail pop-up window appears (Figure 23). Select

the appropriate options from the Payment Type and Billing Type drop-down menus. Select Done to
return to the travel authorization screen.

Figure 23. Line Detail pop-up with Payment Type and Billing Type highlighted.

Cancel

Line Detail
Expense Type OoS Mileage-Airfare Cost Comp
Description Airfare American Airlines to conference
Amount 60000

Currency USD

Payment Type [ Agency Paid - NOT REIMBURSABLE v

Note: The line detail information mostly
defaults from the header steps. For travel
authorizations, most often the agency is
paying for certain expenses ahead of time.
If not, select Employee Paid from the
Payment Type drop-down menu.

Step 24. Select the add (+) button on the current line to add an additional expense line. Select Out-of-State

Lodging from the Expense Type drop-down menu (Figure 24). Lodging expenses can be combined in
one line.

Travel Authorization

In-State Airfare

In-State Local Incidental

Report 0000000288 Pending
Stephanie Brown ()

In-State Lodging
In-State Mileage-Pri Veh

“De:

“Business
c

Create A Cash Advance
View Printable Version
Notes

Details

Accounting Default Populate fif

In-State Other Miscellaneous
In-State Parking Fee

In-State Per Diem Meal
In-State Registration Fee
In-State Rental Car

In-State Taxi/Bus/Train
In-State Tolls

oS Mileage-Airfare Cost Comp
Out-of-State Airfare
Out-of-State Local Incidental
Out-of-State Lodging
Out-of-State Mileage - Pri Veh

Date 7.

Out-of-State Oth

Template Quick-Fill

D

ion 1L

Location TL

“Date To Trip Duration 2 Days

.a
23
28

&3

B
-

Out-of-State Parking Fee

pd

08/05/2026

Qut-of-State Per Diem Meal

v

Airfare American Airlines to « l

[08/05/2026

] |[ Out-of-State Lodging

| @

] lNEW YORK-NEW YORK C(Q, l

l

Amount 7. *Currency 11 Accounting Attachments
60000] lUSD Ql B
23700] IUSD Ql E]

Figure 24. Travel Authorization Details with an added expense type highlighted.
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Step 25. Add a description for your chosen expense type (Figure 25). The amount is automatically calculated
based on GSA lodging rates for the location.

— s
Travel Authorization
Report 0000000288 Pending
“Description ‘Travel 1o New York ‘ *Travel From ‘OKLAHOMACITV—OKLAHOC\‘
“Business Purpose ‘ Out of State Travel v‘ “Travel To ‘NEW YORK-NEW YORK CCQ, ‘
Comments To attend yearly conference Date From ‘08/05/2026 |
4 S
“Date To ‘08/07/2026 | Trip Duration 2 Days
Billing Type ‘ Internal v‘
Attachments (1) &
Create A Cash Advance
View Printable Version
Notes
Details 2 rows
‘ Accounting Defautt ‘ ‘ Populate from Travel Authorization ‘ ‘ Populate from Template: ‘ ‘ Quick-Fil ‘ 5 |Q H @ H 1 ‘
Date 1 Expense Type 7. Description 11 Location 11 Amount 1L *Currency 11 Accounting Attachments
‘nsiosooze Fj” [ 00S Mileage-Airfare Cost Comp | ‘AlﬁareAmsmcanA\rllnesm(‘ ‘ 600 00‘ |USD Q| i ‘ Details ‘ ‘ P ‘ + ‘ ‘ —‘
0s/0sr2026 [# | outorstate Loaging || [overnignt stayl ] |new vorknew vorkccal | 237.00| |usD Q| ‘ FH ‘ | Detas | ‘ £ ‘ + ‘ ‘ - ‘

Figure 25. Travel Authorization Details with the added expense line’s Description field highlighted.

Step 26. To review or adjust the Accounting Details, select the icon under Accounting. To review and adjust
Line Details, select the Details button (Figure 26).

— s
Travel Authorization
Report 0000000288 Pending -
“Description ‘Travel 10 New York ‘ “Travel From ‘OKLAHOMACITV—OKLAHOQ‘
“Business Purpose ‘ Out of State Travel v‘ “Travel To ‘NEW YORK-NEW YORK CC Q ‘
To attend yearly conf g ‘ |
Comments | 10 attend yearly conference Date From
4 —_—mm
“Date To ‘08/07/2026 | Trip Duration 2 Days
Billing Type | Intemal | -
Attachments (1) &
Create A Cash Advance
View Printable Version
Notes
Details 2 rows
‘ Accounting Default ‘ ‘ Populate from Travel Authorization ‘ ‘ Populate from Template ‘ ‘ Quick-Fill ‘ [ |Q H ) H 1 ‘
Date Expense Type 11 Description L. Location Tl Amount 7i *Currency T Accounting Attachments.
‘08!05/2026 E]‘ ‘ QoS Mileage-Airfare Cost Comp v‘ ‘Alr[areAmEr\canA\rllneslo(‘ ‘ 600 00‘ |USD Q| ‘ =l ‘ ‘ Details ‘ ‘ i ‘ + ‘ ‘ —‘
0810512026 | | outorstate Lodging ~|  [ovemignt stay ] [newvorknew vorkc@ | | 237.00] [usD a| - ‘ £ ‘ + ‘ ‘ —‘

Figure 26. Travel Authorization Details with the added expense line's Accounting icon and Details buttons highlighted.
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Step 27. After selecting the Details button (Figure 27), a Line Detail pop-up window appears. Select the

appropriate options from the Payment Type drop-down menu. Enter the number of nights for the out-of-
state lodging expense type.

Line Detail

Expense Type Out-of-State Lodging
Description Overnight stay
Amount | 237.00

Currency USD

Payment Type I Agency Paid - NOT REIMBURSABLE +

Number of Nights I2

Figure 27. Line Detail pop-up window with Payment Type, Billing Type and Number of Nights fields highlighted.

Step 28. Select Save often to avoid losing information. Select the add (+) button on the current line to add an

additional expense line. Select Out-of-State Per Diem Meal from the Expense Type drop-down menu
(Figure 28).

G i

Travel Authorization In-State Other Miscellaneous -

Report 0000000288 Pending | In-State Parking Fee

P © In-State Per Diem Meal
In-State Registration Fee

“De *Travel From | OKLAHOMA CITY-OKLAHO Q
In-State Rental Car
Business In-State Taxi/Bus/Train Travel To |NEW YORK-NEW YORK C(Qy
In-State Tolls.

*Date From |08/05/2026
“Date To |08/07/2026 Trip Duration 2 Days

00S Mileage-Airfare Cost Comp
Bil| Out-of-State Airfare
Out-of-State Local Incidental

Out-of-State Lodging
Create A Cash Advance
View Printable Version Out-of-State Mileage - Pri Veh
Notes Out-of-State Oth Miscellaneous

Details Out-of-State Parking Fee

Accounting Default | | Populate frilaamsikai =gl =

Out-of-State Registration Fee

3 rows
Template Quick-Fill

[2][e]
Date 1. Description 11 Location 11 Amount 7. "Currency 11 Accounting Attachments
Out-of-State Rental Car
08/05/2026 Out-of-State Taxi/Bus Airfare American Airlines to ¢ l 600. UOI lUSD Q] 2 E]
Out-of-State Tolls
08/05/2026 ) emight stay ] INEW YORK-NEW YORK C( Q] [ 237, uol [USD Q ] E]
Out-of-State Train/Bus v
lUBIOSlZOZG l | Out-of-State Per Diem Meal V| | I l INEW YORK-NEW YORK C( Q] l 8T. UOI lUSD O\I B

Figure 28. Travel Authorization Details with the added expense type and the Save button highlighted.
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Step 29. Add a description for your chosen expense type.

Travel Authorization

o ey

Report 0000000288 Pending

*Description ‘Trave\ to New York ‘

“Travel From ‘OKLAHOMACITV—OKLAHOQ‘

“Business Purpose ‘ Out of State Travel v‘

“Travel To | NEW YORK-NEW YORK C(Q,|

To attend yearly conference
Comments yeary

“Date From |08/0512026 ‘
£
“Date To ‘08/07/2026 ‘ Trip Duration 2 Days
Billing Type | Intemal v |
Attachments (1) &

Create A Cash Advance
View Printable Version
Notes
Details 3 rows
‘ ‘Accounting Defauit ‘ ‘ Populate from Travel Authorization ‘ ‘ Populate from Template ‘ ‘ Quick-Fill ‘ EL ‘Q H g H Tl ‘
Date 1, Expense Type 1 Description 11 Location 11 Amount 7. *Currency 14 Accounting Attachments
|05,05,2025 Fj” | 003 Mileage-Aifare Cost Comp | ‘AirfareAmericanA\rlmes|o(‘ | 500 00| ‘USD Q‘ B ‘ DetaHS‘ 4 ‘ + ‘ ‘ —‘
|03/0512025 Fj‘” ‘ Out-of-State Lodging v‘ ‘Overmghl stay ‘ ‘NEWYORK,NEW YORK C(Q‘ | 237 00| ‘USD Q‘ B ‘ Details ‘ A ‘ + ‘ ‘ - ‘
|08105’2026 Fj” ‘ Out-of-State Per Diem Meal v‘ [Dayﬂ ] ‘NEWYORKVNEW YORK C(Q‘ | a7 oo| ‘USD Q‘ =5 ‘ Details ‘ P ‘ + ‘ ‘ - ‘

Figure 29. Travel Authorization Details with the added expense line’s Description field highlighted.

Step 30. For Out-of-State Per Diem Meal, the amount is set by default and will change based on the location and
meals provided by an outside source (information entered in this step). To review or adjust the

Accounting Details, select the icon under Accounting. To review and adjust Line Details, select the
Details button (Figure 30).

Travel Authorization

AT

Report 0000000288 Pending

“Description ‘Trave\ to New York ‘

*Travel From ‘DKLAHDMACITV—OKLAHOQ‘

“Business Purpose ‘ Out of State Travel v‘ “Travel To ‘NEW YORK-NEW YORK C(O\‘

To attend yearly conference
Comments

*Date From ‘08/05/2025 ‘
P
“Date To ‘08@7/2026 ‘ Trip Duration 2 Days
Billing Type ‘ Internal V‘
Attachments (1) &
Create A Cash Advance
View Printable Version
Notes
Details 3 rows
‘ Accounting Default ‘ ‘ Populate from Travel Authorization ‘ ‘ Populate from Template ‘ ‘ Quick-Fill ‘ 5 ‘Q H ® H n ‘
Date 7l Expense Type 1. Description 11 Location Tl Amount 7. “Currency Tl Accounting Attachments
|08/0512025 EI‘ | 008 Mileage-Aifare Gost Comp | ‘AlrlareAmerlcanAvlmeslct‘ | 600 00| ‘USD Q‘ s ‘ De‘aHS‘ A ‘ + ‘ ‘ —‘
|08/051202E‘- Fj]‘ ‘ Out-of-State Lodging v‘ ‘Overmghl stay ‘ ‘NEWYORKVNEW YORK C(Q‘ | 237 00| ‘USD O.‘ = ‘ De‘a”s‘ S ‘ + ‘ ‘ —‘
|nsms#2025 Fj” ‘ Out-of-State Per Diem Meal v‘ [Dayﬂ I ‘NEWYORK-NEW YORK C(Q‘ | 87 00| ‘USD Q‘ A ‘ + ‘ ‘ —‘

Figure 30. Travel Authorization Details with the added expense line's Accounting icon and Details buttons highlighted.

Step 31. After selecting the Details button (Figure 30), the Line Detail pop-up window appears (Figure 31). Select
the appropriate options from the Payment Type drop-down menus. Per diem is typically the Employee

Paid payment type. Then, select the options for Per Diem Details. (Refer to the Statewide Accounting
Manual for further details and instructions.) Select Done when finished.
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e First/Last Day: Select for Day 1 and

Line Detail Last Day of travel for per diem only.
Expense Type Outof Stae Per Diem Meal e Breakfast Provided: If this meal is
DETPUD" :yoz) provided, move toggle to the right.
cm; uso e Lunch Provided: If this meal is
Payment Type | Employee Faid v provided, move toggle to the right.

“Siling Type e Dinner Provided: If this mealis

Per Diem Details provided, move toggle to the right.
First/ Last Day

Breakfast Provided Hj ‘

Lunch Provided || |
Toggle on for any meals

Dinner Provided |||  — prmmg:;ﬁg”“mdg

Figure 31. Line Detail window with Per Diem Details explained.

Step 32. Select Save often to avoid losing information. Select the add (+) button on the current line to add an

additional expense line. Select Out-of-State Local Incidental from the Expense Type drop-down menu
(Figure 32).

Travel Authorization

Report 0000000288 Pending
Stephanie Brown ()

B

In-State Airfare

“Des n-State Local Incidental

*Date To Trip Duration 2 Days

“Business | In-State Lodging

In-State Mileage-Pri Veh

€4 In-State Other Miscellaneous
In-State Parking Fee
In-State Per Diem Meal

In-State Registration Fee
Create A Cash Advance

View Printable Version .
Notes In-State Taxi/Bus/Train

In-State Rental Car

In-State Tolls

Detail
ctars 008 Mileage-Airfare Cost Comp

4 rows
Accounting Default Populate fr Template uick-Fill %
9 P Out-of-State Airfare @

T Ml Out-of-State Local Incidental Description 1L Location 1. Amount 1L *Currency 1. Accounting

Out-of-State Lodging
08/05/2026 Airfare American Airlines to ¢

Attachments

[ sno,oo] [usn qQ ]
Out-of-State Mileage - Pri Veh
08/05/2026 Out-of State Oth Miscellaneous IOve[mgm Stay l [NEW YORK-NEW YORK C( q] [ 237_00] [usu Ql E]
Out.of State Parking Fee 1
0EI05/2026 Out-of-State Per Diem Meal [pay | [Newvorknew vorkocal | 5400] [usp al B
lUB/()S/ZOZG l | I Out-of-State Local Incidental v] | a l [NEW YORK-NEW YORK C(Q] [ 5 00] [USD Q] B

Figure 32. Travel Authorization Details with the added expense type and Save button highlighted.
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Step 33. Add a description for the chosen expense type (Figure 33). For Out-of-State Local Incidental, the
amount defaults. For Expense Type, either Out-of-State Local Incidental or In-State Local Incidental
Expenses need to be added for every day of travel. Meals and incidentals are only allowed for overnight
travel status. Select the Details button.

Travel Authorization

Report 0000000288 Pending

“Description |Travel to New York “Travel From |OKLAHOMA CITY-OKLAHO Q
“Business Purpose | Out of State Travel v “Travel To |NEW YORK-NEW YORK CCQ
Comments | 10 attend yearly conference Date From |08/05/2026
“Date To |08/07/2026 Trip Duration 2 Days

Attachments (1) &

Billing Type

II

Create A Cash Advance
View Printable Version
Notes

Details

:

[ Accounting Default l [ Populate from Travel Authorization l l Populate from Template l [ Quick-Fill l

B

Date 10 Expense Type ! Description 1. Location 11 Amount 1l *Currency 11 Accounting Attachments

[oaros72026 | [0aS Witeage-Afare Cost Gomp | | airfare American Arines to | [ 60000] [USD a| B
|oar0s72026 | [ outorstate Loaging ~| [ovemignt stay | [newvorknewvorcQ | 23700 |usD a| B
(0810512026 | [outorstate per Diem Meal  v| [Day1 | [vew vorknew yorecca] | -~ 5400| [USD Q| B
|osr0s72026 | | outorstate Localincigental v/ [ [Day 1 | |[new vorknew vork | | ™ 500 [usp Q| E]

Figure 33. Travel Authorization Details with the Description field, Amount and Details button highlighted.

Step 34. The Line Detail pop-up window appears (Figure 34). Select the appropriate options from the Payment
Type drop-down menu. Incidentals are typically the Employee Paid payment type. Select Done when
finished.

Line Detail
Expense Type Out-of-State Local Incidental
Description Day 1
Amount | 500

Currency USD

Payment Type [ Employee Paid

Figure 34. Line Detail pop-up window with the Payment Type and Billing Type fields highlighted.
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Step 35. Select Save often to avoid losing information. Select the add (+) button on the current line to add an
additional expense line. Select Out-of-State Mileage - Priv Veh from the Expense Type drop-down menu
(Figure 35).

= ==
Travel Authorization
Report 0000000288 Pending
pusiness| In-State Local Incidental Iravel 10 |NEW TURRSNEW TURR WA N |
In-State Lodging ————
c *Date From [08/05/2026 =]
In-State Mileage-Pri Veh e
| St Oteriscotancous *Date To (0810712026 | Trip Duration 2 Days
1
In-State Parking Fee
In-State Per Diem Meal
Create A Cash Advance In-State Registration Fee
View Printable Version
Notes In-State Rental Car
In-State Taxi/Bus/Train
Details 5 rows.
——————— —— IS Tols — — —
‘ Accounting Defaul ‘ ‘ Populate i m Template | | Quick-Fil | 5 ‘ Q ‘ ‘ ® ‘ ‘ 10 ‘
L ] L " 0oS Mileage-Airfare Cost Comp R ) Bl
Date 11 Out-of-State Airfare Description Tl Location Tl Amount 7. “Curreney 7. Accounting Attachments
|0sios/2026 E| | outor-State Local Incidental |Airfare American Airlines to | ‘ 600.00| [UsD al [ | Detais | ‘ & | + ‘ ‘ - ‘
| Outof-State Lodging = — —
‘08/05/2026 ‘ ‘Overmgmstay ‘ ‘NEW YORK-NEW YORK C(Q‘ ‘ 237 oo| ‘USD Q| =] ‘ Details ‘ ‘ pA | + ‘ ‘ —
el O.1-of-State Mileage - Pri Veh — — — —
—_—
0810512026 [| | outof-State Oth Miscellaneous [Day 1 | [New vork-NewvoRKCC(Q | | 64.00| [usD al ] ‘ Details ‘ ‘ 4 | + ‘ ~ ‘
| Outof-State Parking Fee f— — —
08/05/2026 Day 1 NEW YORK-NEW YORK CC 5.00| |UsD & ‘ Details ‘ ‘I ‘ — ‘
“ Out-of-State Per Diem Meal . ‘ Y ‘ ‘ Q‘ ‘ | ‘ Q| | Bt | Detais | 4 i =
|08105/2026 =] ” Outof-State Mileage - Priven v B ‘ UsD B ‘ Details ‘ P | + ‘ ‘ — ‘

Figure 35. Travel Authorization Details with the added expense type highlighted.

Step 36. Add a description for the chosen expense type (Figure 36).
Step 37. For Out-of-State Mileage, describe what the mileage is for (e.g., duty station to airport). Select the Details

Travel Authorization
Report 0000000288 Pending
SusIness FUMPOSE | LU S Haver | IF2VEI 10 [NEW TURN-NEW TURR LA |
Commente | To atend yearly conference “Date From | ‘
VA —
“Date To (0810772026 | Tiip Duration 2 Days
Billing Type | Internal | —
Attachments (1)
Greate A Gash Advance
View Printable Version
Notes
Details 5 rows
‘ Accounting Default | | Populate from Travel Authorization ‘ ‘ Populate from Template ‘ ‘ Quick-Fill ‘ E ‘ Q | ‘ 9 ‘ ‘ Tl ‘
Date 1. Expense Type 1. Description 7. Location 1. Amount 1. "Currency T Accounting Attachments
|08/05/2026 [£]] | 00 Mileage-Airfare Gost Gomp | | irfare American Aifines to (| ‘ 600.00| |usD Q| A | petais | | 3 ‘ +‘ ‘ —|
0zi0572026 []| | outorstate Loaging | |ovemignt stay | [nEw YorkNEW YORK C(Q| | 2a7.00| |usD Q| = ‘ Details | | £ ‘ + ‘ ‘ - |
‘08/05/2026 =] ‘ | Out-of-State Per Diem Meal v‘ ‘Day1 ‘ ‘NEW YORK-NEW YORK C(Q‘ ‘ 64 00| ‘USD Q‘ = ‘ Details | | £ ‘ + ‘ ‘ — |
‘08/05/2026 E‘I‘ | Out-of-State Local Incidental v‘ ‘Day1 ‘ ‘NEW YORK-NEW YORK G(Q‘ ‘ 500| ‘USD Q‘ ‘ 85 ‘ ‘ Details | | A ‘ +‘ ‘ —|
‘08/05/2026 | ‘ | Out-of-State Mileage - Pri Veh v‘ "Dury Station to Airpor{ Il usD 7 | & ‘ + ‘ ‘ - |

Figure 36. Travel Authorization Details with the added expense line's Description field and Details button highlighted.
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Step 38. The Line Detail pop-up window appears (Figure 37.)

Step 39. Select the appropriate options from the Payment Type drop-down menu. Out-of-State Mileage is
typically the Employee Paid payment type, and Billing Type and Destination Location default from the
travel authorization header. The Miles field must be manually updated. Select Done when finished.

Cancel

Expense Type
Description
Amount

Currency

Line Detail

QOut-of-State Mileage - Pri Veh

Duty Station to Airport

usD

[>~]

| Payment Type

[ Employee Paid

“Billing Type
“Destination Location | NEW YORK-NEW YORK C(Q

| “Miles [135] ] |

x 0.7250

Figure 37. Line Detail pop-up window with Payment Type and Miles fields highlighted.

Step 40. Repeat Steps 28-37 for each day you plan to travel. Update the date on each line to reflect the date the
expense is expected to be incurred. Remember that when selecting the Out-of-State Per Diem Meal
expense type, the First and Last Day checkboxes found in the Line Detail pop-up window need to be
selected for the first day and last day of travel only. Select Save and Submit when finished (Figure 38).

Note: Include all proposed expenses that OMES should either pay for or reimburse; for example,
registration fees (generally paid for by the agency), Uber expenses, etc.

Travel Authorization

Report 0000000238 Pending |

Stephanie Brown (=)

)
“Date To Trip Duration 2 Days
Billing Type

Create A Cash Advance

View Printable Version

Notes

Details 10 rows
‘ ‘Accounting Default ‘ ‘ Populate from Travel Authorization ‘ ‘ Populate from Template ‘ E’
Date 1. Expense Type 1. Description 71 Location 11 Amount 1. *Currency 11 Accounting Attachments
|nﬁ/ﬂ§ﬁﬂzﬁ ‘ ‘ QOut-of-State Per Diem Meal V‘ |Day 1 ‘ ‘NEWYORKNEW YORKC Ql ‘ 64. ﬂﬂl |USD Q ‘ E’
[osi0s12026 | [ Out-orState Local Incidental v [Day 1 | [NEW YORK-NEW YORK C Q| [ 50| [usD al B
[os0si2026 | [Out-orState Mieage -Priveh v [Duty station to Airport | [ 979] [usD a| B
[ssi0612026 | [Out-orstate Per DiemMsal v [pay2 | [NEW YORK-NEW YORK G Q| [ 38,00 [usp a] B
[os0612026 | [ Qut-oFState Local Incidental v [pay2 | [NEW YORK-NEW YORKC Q| [ 500| [usp qa] E
[os0612026 | [ OutorState Per DiemMeal v [pay3 | [NEW YORK-NEW YORK C Q| [ 41.00] [usp a] B
[osi0s2026 ‘ [ Cut-orState Local Incidental v/ [pays ‘ [NEw voRk-NEW YORK € Q| ‘ 500 [usp a] E
[osi0s2026 | [ OutokState Mieage -Piven | [aiport o Duty Staion | 979 USD E

Figure 38. The completed Travel Authorization with the Save and Submit buttons highlighted.

Step 41. After submission, a confirmation pop-up message appears (Figure 39). Select OK.
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Figure 39. Submission Confirmation.

Submission Confirmation
CERTIFICATION: This is to certify that the data contained in this travel authorization is accurate and comply with expense policy.

Step 42. After submitting your finished authorization, errors might appear. To view errors, select the Error Flag
(Figure 40), and the Travel Authorization Errors pop-up window appears (Figure 41). If you are unsure of
how to correct the errors or what they mean, please contact your budget analyst or travel administrator.

- —— m——

= ———— -
Travel Authorization
Report 0000000288 Pending -
“Description |Travel to New York | “Travel From | OKLAHOMA CITY-OKLAHC Q|
“Business Purpose | Out of State Travel + | “Travel To [NEW YORK-NEW YORK C Q|
Comments | To attend yearly conference “Date From | ‘
. 4 —
“Date To [08/07/2026 || Trip Duration 2 Days
Billing Type | Intemal v | —
Attachments (1) &
Create ACash Advance
View Printable Version
Notes
Details
[ Accounting Defaut | | Populatefom Travel Authorzation | | Populate rom Tempate | | auickFil | ‘ = || Q H & || " ‘
Date 1 Expense Type 1. Description 1. Location 1 Amount 1. “Currency 1
¥ [owosr202 | [ 008 Miteage-Airfare Cost Comp v [ Airfare American Aiines to | [ 600.00| [Usp al | & ‘ | Dstae | ‘ A ‘ ‘ + ‘ ‘ — ‘
> Mslznzs | [ out-orstate Lodging v | Overight stay | |NEW YORK-NEW YORK C @ | [ 237.00| |usD al | &5 ‘ [ Detais | ‘ 4 ‘ ‘ + ‘ ‘ ‘
> losi052026 | | Out-of-State Per Diem Meal /| [Day1 ] INEW YORK-NEW YORK C Q.| [ 64.00| [UsD al lgsl | petais | L4l L] (=]

Figure 40. Screenshot of error flags on the expense lines.

Travel Authorization Errors x

Please enter or update the following information:

Accounting Detail -- Department is not valid for the GL business unit on distribution line 1

Combo error for fields ACCOUNT/ FUND_CODE/ CLASS_FLD/ DEPTID/ PROGRAM_CODE in group INC_STMTPR

Figure 41. Travel Authorization Errors pop-up window with error message.

Step 43. The below error example has to do with accounting information on the expense lines. If the error flag only
shows on some lines, you will have to go to each line to fix them. If a flag shows on all expense lines, select the
Accounting Default tab and fix the accounting information there (Figure 42). Select Save. After you save your new
information, it should fix all the expense lines in error. Select Submit when finished.

Travel Authorization
Report 0000000288 Pending -
“Description | Travel to New York | “Travel From |OKLAHOMA CITY-OKLAHCQ, |
“Business Purpose ‘ ‘Out of State Travel V‘ *Travel To ‘NEW YORK-NEW YORK C Q, ‘
Comments | 10 aitend yearly conference *Date From ‘osmﬁ/zozs ‘
£
I “Date To ‘osm?/zozs ‘ Trip Duration 2 Days
Billing Type | Internal ~ | - =
Create A Cash Advance
View Printable Version
Notes
Details 10 rows
Accounting Default ‘ Populate from Travel Authorization ‘ ‘ Populate from Template | ‘ Quick-Fill ‘ |FL H Q H o H 10 ‘
Date 11 Expense Type 7 Description 1L Location 11 Amount 1. *Currency 1L Accounting Attachments
P | 0810512026 ]| [ ©os Mieage-Airfare Cost Comp v | | Airfare American Aifines to | [ 500.00| [UsD Ql ‘ ] ‘ ‘ Details ‘ P ‘ + ‘ |— ‘
P | 080512026 ]| | outorstate Lodging v| |ovemignt stay | [NEw yoRrK-NEW YORKC Q| [ 237.00] [usD al ‘ B ‘ | Detaiis | ‘ P ‘ ‘ + ‘ |_ ‘
p | |08i0s12026 | [outorsiate PerDiemMeal  v|  [Dayt | [NEw yoRrK-NEW YORKC Q| [ 64.00| [UsD al ‘ B ‘ | etais | 4 ‘ + ‘ | — ‘
> ‘05105/2025 ‘ \ Out-of-State Local Incidental v\ ‘Day| ‘ ‘NEWYORK—NEW YORK C Q‘ ‘ 5 nn‘ ‘USD Q ‘ ‘ = ‘ ‘ Details ‘ A ‘ + ‘ | — ‘
P |[osi0s2026 ]| [outorstate Mieage - Priven v| [Duty Stationto Aiport | ‘ 973 [usp al ‘ =] ‘ | Detais | ‘ P ‘ ‘ + ‘ |— ‘
» |[osi062026 | [outorstate PerDiem Meal  v|  [pay2 | [newvorknew vorkc Q| ‘ 3s.00| [usp a ‘ B ‘ | Dt | 4 ‘ + ‘ | — ‘

Figure 42. Travel Authorization with the Accounting Default tab and all error flags highlighted.
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