Travel Authorization

This user guide demonstrates how to create, submit, and review the status of Travel
Authorizations.

A Travel Authorization must be submitted by the employee and approved by the supervisor

before:

e Booking out-of-state travel

e Using a personal vehicle for in-state-travel
o Business Purpose: In-State-Travel
o The travel authorization request replaces the Personal Vehicle Use form

From the Home page, select the Travel Authorizations tile.
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On the Travel Authorization Search page, you can view the status of previous transactions and
Add Travel Authorizations.
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To create a new Travel Authorization request, complete all the required* fields in the Header
and the Lines grids.

Header
e Required: Description, Business Purpose, Travel From, Travel To, Date From, Date To
e When selecting a location for travel, the county of the location must be used.
o The locations are broken down by county based on the Department of Defense
for per diem rates for locations in the United States.
o The county can be searched by clicking the magnifying glass, opening the Search
Criteria dropdown, and filling in the state code in the Expense Location field (i.e.
entering AZ to see all Counties in Arizona.)

Travel Authorization

Report NEXT _Pending N

sl “Description |IT Conference | sl “Travel From |LEWIS AND CLARK COUN Q|
sl "Business Purpose | Qut of State Travel Related V| — *Travel To ‘DENVER COUNTY.CO Q |
|
t for I % ino
Comments (T:fgr\"%r‘e% ?:ﬂvef for IT sl Date From [[12/00/2024
Vs - .=
— =l *Date To i 1211312024 | Trip Duration 4 Days
Billing Type | Internal + ==
Tt A Fach Aduanc
Aftachments 4 Create A Cash Advance
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Details
E|lQ
| Accounfing Default | | Populate from Travel Authorization | | Populaie from Template | | Chuick-Fill | S | S—
Expense Type 11 Description Tl Amount T4 *Currency T Accounting Attachments
[ Meals Lunch in State vl [ | | [usp Q| | |-_i| | Details | | £ | +
Total Expenses 0.00 usD

Lines/Details

e Select Expense Type from the drop-down menu or select

o Populate from Travel Authorization, Populate from Template, or Quick-Fill
e You must select Expense Types that match the Business Purpose.

o e.g., Business Purpose: Out of State Travel / Expense Type: Lodging Out of State
e Travel expense types will have prefilled amounts based on where you are traveling and

the expense type selected (e.g., out-of-state lodging).
o You will enter all other expense types manually.
e Expenses for each meal and lodging must be entered on a separate line for each day.
o These details are necessary for the supervisor to review/approve the request
and for copying a Travel Authorization to an Expense Report.
e Select the Attachments icon to add attachments required for an expense type.



Travel Authorization
Report NEXT Pending

*Description |IT Conference *Travel From |LEWIS AND CLARK COUN Q
“Business Purpose | Out of State Travel Related > *Travel To |DENVER COUNTY,CO Q
Travel to Denver for IT *Date From |12/09/2024 ]
Comments | conference 2]

7

*Date To |12/13/2024 [::z] | Trip Duration 4 Days
— 2
Attachments & Create A Cash Advance

Details
e (——r— r——— E
lExpense Tope 1| Description 1t Amount 1t *Currency 1t Accounting Attachments
[ airine Charges Outof State | ¥} [airare to Denver J | | [uso
[Looging Out of State v] [notel J | 165.00} |uso "
[ Lodging Taxes and Fees-Outstat v | |noteltaxes and fees I | | [uso |

Total Expenses 790.00 uUsD;

Quik-Fill

Recommended when entering a travel authorization that includes meals and lodging for
multiple days.

Quick-Fill

Enter the date range you want applied to the authorizations you will be adding to the repont. Then choose the expense types and whather you want to add one instance
of the expense type or have an entry of that expense type for each day within the date range.

Quick-Fill Options.

Start Time (HH:MI) |12:00AM End Time (HH:MI) | 11:59PM

P 51 rows
| All Days Expense Type |

(] 5] - Airine Charges Out of State ‘

O O Airline Charges in State . ‘

o [m] Auto Rental In State |

(] ] Auto Rental Out of State

] ] Cellular Phones State Owned

o ] Dues and Memberships




Next, select the Details button for each Expense Type and complete the required fields.

Cancel Line Detail ml

Date [12/04/2024 |

Expense Type Lodging Out of State

Description hotel
Amount |165.00

Currency USD

<]

Payment Type

*Billing Type | Intermal V|

Number of Nights | 1 |

Save/Submit

You can click Save to leave the Travel Authorization and return to it later to complete it.

Travel Authorization

| Report NEXT Pending )

Once the Travel Authorization is complete, select the Submit button.

o A message will be displayed for you to confirm your submission.
o Click OK.
o The request will be sent to the approving supervisor for review.

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

After submitting your travel authorization request, a red flag * or a comment box * may

appear on the screen. These will indicate that you have forgotten the required information or

that a change must be made before you can submit your request.

Travel Authorization

Report 0000000142 Pending
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In this example:

The red flag tells us you have forgotten the payment type in the Details screen.

P-
Flease enter or update the following information:

Missing Payment Type

The exception comment lets you know you have exceeded the federal rate for the hotel stay and

requires an explanation.

Cancel

Authorized Amount 230.000 USD

Amount Exceeded Comment

Transaction Amount 500.00 USD

The authorized amount for expense type Lodging Out of State in BETTLES,AK has
peen excesded on line 1. Please provide an explanation as to why.




