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Creating an in-state travel authorization

Overview

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

Procedure

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

Employee Self Service ~

Expenses - Travel Authorizations

Figure 1. Employee Self Service homepage.

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

Finance Center of Excellence
/_\ - -
e (0) | View All Authorizations
Denied I/‘\I There are no Travel Authorizations to display.
p——y
Pendin — Add Travel Authorization
g |\_/|
Submitted o)
p—y
Approved (o)
PP (o)
View All @

Figure 2. Add Travel Authorization button.
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Step 3. Complete the Travel Authorization request (Figure 3).
A. Description: Enter a brief description of the purpose of travel.
1. Think of this field as the name of your travel authorization.

e

Travel Authorization

Report NEXT Pending
Stephanie Brown ()

| *Description | Travel fo Tulsa |
*Business Purpose | In State Travel w

Comments
£
Billing Type | V|
Attachments

Create A Cash Advance
View Printable Version
Notes

Details

Accounting Default Populate from Travel Authorization Populate from Template Quick-Fill |
Date 1] Expense Type 1. Description 1
| ‘ ‘ 008 Mileage-Airfare Cost Comp v| |

Figure 3. Travel Authorization Form.

B. Business Purpose: Select the drop-down arrow and select the appropriate option: In State
Travel or Out of State of Travel (Figure 4).

*Description ‘Tra'.fel o Tulza |

*Business Purpose | In State Travel vl |

Comments

Billing Type | v

Figure 4. Business Purpose field.

C. Comments: Enter the justification for travel (Figure 5).

*Description |Travel fo Tulsa |

*Business Purpose | In State Travel v|

To attend annual meeting
Comments

Billing Type | Internal v|

Attachments #5

Figure 5. Comments and Billing Type fields.

D. Billing Type: Select the drop-down arrow and then select the billing type, either Internal or
Billable, as appropriate (Figure 5).
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E. Travel From (Figure 6).
1. Select the Travel From search box and enter your departure city.

*Travel From ‘Oklahoma

Q,
*Travel To ‘ ﬁl Look up Travel From

*Date From { Select search 2 |
magnifier for location

{ list

*Date To

| ‘ Trip Duration 1 Day

Figure 6. Travel From field.

2. Select the search magnifiericon.
3. The location description is divided into three parts - city, county and state.
4. Confirm the displayed selection represents the correct city name.
5. When the correct city displays, click anywhere on the desired Expense Location row to
confirm the city (Figure 7).
Lookup
(- Sear
“ Search Results
(=] =
| 32200 OKLAHOMA CITY-OKLAHOMA COUN-OK
I—32231 OKLAHOMA COUNTY-OKLAHOMA CO-OK

Figure 7. Select Expense Location row (Travel From).

a. Ifthe correct city does not display, search the county the city is in and use that as the
departure location.

F. Travel To (Figure 8).
1. Select the Travel To search magnifier icon and enter the partial location of the location to
where you'll be traveling.

*Travel From |OKLHHOMA CITY-OKLAHC Q |

*Travel To [Tulsd Q

*Date From,. Look up Travel To

Select search ——

*Date Tc magniﬂe:_fntr location | Trip Duration 1 Day
5 | =— |

Figure 8. Travel To field.

2. Select the search magnifiericon.
3. The location description is divided into three parts - city, county and state.
4. Confirm the first part that you select represents the city name.
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5. When the correct city displays, click anywhere on the desired Expense Location row to

confirm the city (Figure 9).

a. Ifthe correct location does not display, enter the county where the city is located and
select that as the desired Expense Location.

Cancel

Search for: Travel To

[> Search Criteria

Lookup

~ Search Results

Expense Location 11

Description 7.
32457

TULSA COUNTY-TULSA COUNTY-OK

I 32456

TULSA-TULSA COUNTY-OK |

Figure 9. Select Expense Location row (Travel To).

G. Travel dates (Figure 10).

1. Select the Date From field and enter the departure date or use the calendar to select the

departure date.

2. Select the Date To field and enter the return date or use the calendar to select the return

date.

Travel Authorization

Report NEXT Pending
Stephanie Brown -

“Description | Travel to Tusa

Billing Typ

“Business Purpost
nts

e [

o [n siao Travel

. ‘Iﬂ attend annual meeting ‘

al
Attachments 4,

“Travel From |OKLAHOMA CITY-OKLAHO Q|
v

“Travel To |TULSATULSACOUNTY-0 Q|

DateTo [o5202028

“Date From |05/18/2026 [E]

£9] T Duration 2025

H. Attachments.

Figure 10. Travel dates and Attachments.

1. Select the Attachments (Figure 10) button to upload all required documentation (flight
comparison, itinerary, lodging cost, etc.).

a. Ensure all required documentation is attached here, not on the expense lines.

2. When prompted, select the +Add Attachment button (Figure 11).

Cancel I

Add Attachment

Attachments Details

Mo attachment exist. Upload an existing file, capture receipt image or attach one from My Receipis.

=+ Add Attachment

Travel Authorization ID NEXT
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Figure 11. Add Attachment button.
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3. Selectthe My Device button to indicate location where attachments are stored (Figure

12).

You may attach up to 10 files to upload

Choose From

iy

My Device

Figure 12. My Device.

4. Select necessary documents to attach.
5. Select the Upload button (Figure 13).

You may attach up to 10 files to upload

Choose From

iy

My Device

[ Upload ﬂl Clear l

e e

I Travel Test Receipt.jpg
File Size: 60KE

Figure 13. Upload button.

6. The Upload Complete status displays indicating file(s) successfully attached (Figure 14).

Unload Complete Figure 14. Upload
Complete.

7. Enter a description for the uploaded attachment (Figure 15).
8. Select Done.

Cancel Attachment =
Add Attachment *
Travel Authorization ID NEXT
Attachments Details
E==nicn
Travel_Test_Receiptjpg
. NEXT 0472212026 1:44.59PM
[=} ‘i‘ SBROWN082026-04-22-13 41 02 5691 Stephanie Brown
[Test attachments |
Figure 15. Add Attachment Description.
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Add account default information.
1. Select the Accounting Default button under the Details section to add accounting
information indicating where travel expenses will be charged (Figure 16).
a. Importanttip: If Accounting Defaults are not populated here, you will have to
manually enter your Accounting Details on each new expense line.
b. If you are unaware of your accounting detail information, contact your travel
administrator or supervisor.

Travel Authorization
Report NEXT Pending
Stephanie Brown (-
*Description | Travel to Tulsa |
*“Business Purpose | In State Travel vl
Comments To attend annual meeting
4
Billing Type | Internal v |
Attachments (1) &
Create A Cash Advance
View Printable Version
Notes /
Details
|| Accounting Default | Fopulate from Travel Authorization Fopulate from Template Quick-Fill |
Date 7. Expense Type Tl
|05/1812026 \ | oS Mileage-Airiare Cost Comp |

Figure 16. Accounting Default.

2. Selectthe GL ChartFields button and provide necessary information (Figure 17).

Travel Authorization Defaults

Description Travel to Tulsa

Accounting Details

GL ChartFields Project ChartFields Show All

% 1L *GL Unit 1L Oper Unit 11 Fund Type 14 Dept 11 Program 11 Class-Funding 11 Bud Ref 1L

‘+‘ —_ ‘ 100.00| |09000 Q| [CAR10005 Q‘ 1000 Q‘ 1000014 Q| |Do102 Q| 20000 Q| |26

Figure 17. GL ChartFields.

3. Selectthe Project ChartFields button and provide necessary information, if required for

your agency (Figure 18).

Travel Authorization Defaults ‘
Description Travel to Tulsa
Accounting Details 1 row
le|[n
GL ChartFields | Project ChartFields | Show Al
% 11 PC Bus Unit 11 Project 1L Activity 1L Source Type 1. Category 11 Subcategory Tt
T‘ j‘ 100.00 ‘09000 Q 0900000000 Q \090 Q‘ 38284 Q Q Q
Figure 18. Project Chartfields.
4. Select Done when finished.
Page 6 of 14



Expense Type (Figure 19).
1. Update the date to reflect the expense date, if necessary.
2. Selectthe drop-down arrow under Expense Type and then select In-State Lodging.
a. Lodging expenses can be combined into one line (the number of nights stayed will be
entered at a later step).
3. Enterthe Description.

Travel Authorization
Report 0000000277 Pending

T T o T

“Desecription ‘Trave\ to Tulsa \ “Travel From ‘OKLAHDMACITV—OKLAHOQ‘
“Business Purpose | In State Travel | “Travel To | TULSA-TULSA COUNTY-OF Q|
To attend I meet | %
Comments | T @tend annual meeting ‘ Date From ‘w‘
“Date To ‘05/20/2025 =] ‘ Trip Duration 2 Days
Billing Type | Intemal v| e
Attachments (1) &
Greate A Gash Advance
View Printable Version
Notes
Details 1row
‘ Accounting Default ‘ ‘ Populate from Travel Authorization ‘ ‘ Populate from Template | ‘ Quick-Fill ‘ ‘E H Q H o H o ‘
Date 1t Expense Type 1! Description 7. Location 1. Amount . *Currency 1. Accounting Attachments
T 7 T — e e
| ‘05/13/2025 H ‘l |‘ In-State Lodging v‘l |‘Overmgm Stay ‘l ‘TULSAVTULSA COUNTVO&Q‘ ‘ 11000‘ ‘USD C{‘ ‘ =] | ‘ Details ‘ | 3 ‘ ‘ + ‘ ‘ - ‘
Total Expenses 110.00 uUsD

Figure 19. Expense Type field.

4. Review or adjust the accounting and line details (Figure 20).

a. Selecttheicon 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

Report 0000000277 Pending

“Description | Travel to Tulsa “Travel From | OKLAHOMA CITY-OKLAHO Q
*Business Purpose | In State Travel v *Travel To | TULSA-TULSA COUNTY-Ot Q
Commen 1 |Toattend annual meeting “Date From (0511872026
“Date To 0512012026 []| Trip Duration 2 Days
Billing Type | Intemal v —
Create A Cash Advance
View Printable Version
Notes
Details 1row
Accounting Default ‘ Populate from Travel Authorization | | Populate from Template ‘ ‘ Quick-Fill ‘ &llall e H N
Date 1 Expense Type 1 Description 1. Location 11 Amount 1. *Currency 1 Accounting Attachments
05/18/2026 [E] | in-state Lodging v| [overignt stay | [tuLsaTuLsacountv-or 110.00| |USD Q 3 ‘ +| |-
Total Expenses 110.00 usD

Figure 20. Accounting and Line Detail.

5. Complete the Line Details screen when prompted (Figure 21).
a. Selectthe appropriate Payment Type from the drop-down menu.
b. Select the Internal Billing Type from the drop-down menu based on the Payment
Type chosen.

c. Enterthe number of nights for in-state lodging expense type. Select Done when
finished.

d. Select Save often to avoid loss of information.
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Cancel

Expense Type

Description

Amount

Line Detail

In-State Lodging

Overnight Stay

110.00

Currency USD

Payment Type | Agency Paid - NOT REIMBURSABLE v ||

*Billing Type

Number of Nights - |

» [

Figure 21. Line Detail.

K.
1.

Travel Authorization

In-State Per Diem Meal.
Add an expense line for in-state per diem meal.

e e

Report 0000000277 Pending
Stephanie Brown (=)

“Description |Trave\ to Tulsa

“Business Purpose | In State Travel

Comments

Billing Type [ Internal ~|

Create A Cash Advance
View Printable Version
Notes

To attend annual meeting

v ‘

Attachments (1) &

*Travel From ‘OKLAHOMAGITY—OKLAHO Q ‘

*Travel To ‘TULSA—TULSA COUNTY-Ot Q. ‘

*Date From ‘ 05/18/2026

“Date To [0512012026

| Trip Duration 2 Days

Details 2 rows

‘ Accounting Default ‘ ‘ Populate from Travel Authorization ‘ ‘ Populate from Template ‘ ‘ Quick-Fill ‘ ‘E‘ ‘?‘ ‘E‘ |W‘
Date 7L Expense Type 1. Description 1 Location 1. Amount 1L *Currency T Accounting Amchn;tsi -
‘05/13/2025 [} ‘ ‘ In-State Lodging v‘ ‘Ovemlght Stay ‘ |TULSA7TULSA ccumwo»q‘ ‘ 110 oo‘ ‘USD Q‘ 1 ‘ Details ‘ A ‘f‘
‘05/13/2025 [} \l | [ In-State Per Diem Meal v‘l ‘ ‘ |TULSA7TULSA ccumwo»q‘ ‘ 63 oo‘ ‘USD Q‘ 1 ‘ Details ‘ A ‘ ‘f‘
| =) — = )

Total Expenses 173.00 usD

Figure 22. Expense line added for In-State Per Diem Meal.

2. Selectthe plusicon to add an additional expense line (Figure 22).
a. Select the drop-down arrow under Expense Type and select In-State Per Diem Meal.

3. Enterthe per diem meal Description in the field (Figure 23).
a. Forin-state per diem meal, the amountis defaulted.
b. The amount will change depending on the location allowable per diem amount.

Travel Authorization

Report 0000000277 Pending
Stephanie Brown ()

“Description ‘Trave\ to Tulsa
“Business Purpose ‘ In State Travel v‘

To attend annual meeting
Comments

Billing Type | Intemal v|

Attachments (1)
Create A Cash Advance
View Printable Version
Notes

“Travel From ‘OKLAHOMA CITY-OKLAHO Q‘
“Travel To ‘TULSAVTULSA COUNTVVOVQ‘
|

“Date From ‘05/18/2026

“Date To ‘05/20/2026

Details 2rows
‘ Accounting Default ‘ ‘ Populate from Travel Authorization ‘ ‘ Populate from Template: ‘ ‘ Quick-Fil ‘ Location and amount are preset KllQ H ® H N ‘
controls and information is entered L J—JL
Date 11 Expense Type . Description 11 Location 11 basedondatainthe header. | o e ~Currency 11 Accounting Attachments
‘05/13/2025 Fj” [ InState Lodging vl ‘Ovemlgh( Stay ‘ ‘TULSA,TULSA coumvrovq‘ ‘ 0. no‘ ‘USD Q| ‘ Delaus‘ 4 ‘ +‘ ‘_ ‘
|ositn0 ()] | inStte per Diem ieal o] |[pay || [rusatuisaconvora| | 5300] |Usp al | et | 4 ‘ +‘ ‘— ‘
Total Expenses 173.00 usD

‘ Trip Duration 2 Days
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Figure 23. Per Diem Description.
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4. Select the Details button (Figure 23) and complete the Line Detail screen when
prompted (Figure 24).
a. Selectthe appropriate Payment Type from the drop-down.
i. Perdiem are typically Employee Paid payment type.
b. Select the appropriate Billing Type from the drop-down based on the Payment Type
chosen.
c. Provide the Per Diem details.
i. Perdiemrates are already calculated by the system.
ii. Select the First/Last Day slider to display Yes for day one and last day of travel for
per diem only.
iii. Breakfast Provided field: If meal provided, select Yes.
iv. Lunch Provided field: If meal provided, select Yes.
v. Dinner Provided field: If meal provided, select Yes.

Lino Detal i
Expense Type In-State Per Diem Meal Expense Type In-State Per Diem Meal Notice how the amount
automatically adjusted due to
Description| Day 1 / Description | Day 1 first/last day toggle switch
Amount | 6300 Amount | 4600 —
Currency USD Currency USD
Payment Type I Employee Paid v Payment Type ‘ Employee Paid v
*Billing Type ‘ Internal V| *Billing Type ‘ Internal V|
Per Diem Details Per Diem Details
First/ Last Day |_ |'\ First/ Last Day | [Z\l
Breakfast Provided |_ | Breakfast Provided |: |
Use this toggle on
Lunch Provided |7 | the ﬁrsfl‘;"j fast Lunch Provided |_ |
Dinner Provided || | Dinner Provided || |

Figure 24. Per Diem Line Details.

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

L. In-State Local Incidental.
1. Select the plus icon to add an additional expense line (Figure 22).
2. Selectthe drop-down arrow under Expense Type and select In-State Local Incidental

(Figure 25).
Details
‘ Accounting Default | | Populate from Travel Authorization ‘ ‘ Populate from Template | | Quick-Fill ‘
Date 7l Expense Type T. Description T. Location 71 Amount Tt *Currency T
|0s/1872026 [ | inState Lodging v | Ovemight Stay | TusaTuLsacounTYo Q] | 110.00| |UsD Q|
‘05/13./2025 | | In-State Per Diem Meal v ‘Day1 ‘ ‘TULSA-TULSA coumv-orQ‘ | - 46.DO| ‘USD Q|
‘osnefzuza | |‘ In-State Local Incidental v‘l ‘Day1 ‘l ‘TULSA-TULSACOUNTY—OPQ‘ | - 5.DO| ‘USD Q|

Figure 25. Add In-State Local Incidental.

a. Forin state local incidental, the amount is defaulted.

b. Enter the Description in the field (Figure 25).

c. Add an Expense Type for In-State Local Incidental Expenses for every day traveled.
d. Meals and incidentals are only allowed for overnight travel status.
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3. Select the Detailsicon (Figure 26).

Details 30

‘ Accounting Defautt ‘ ‘ Populate from Travel Authorization ‘ ‘ Populate from Template ‘ ‘ Quick-Fill ‘ ‘FT‘ ‘E‘ ‘E‘ ‘T‘

Date 1t Expense Type 1! Description 11 Location 1t Amount 1. *Currency 1 Accounting v

0511812028 [E1] [ in-state Lodging v| [ovemignt stay | [tusatusacountvora| | 11000 [usp Q| ‘E‘ ‘L‘ ‘E‘ ‘E‘

0511812028 [E1] [ in-state Per Diem meal v| [oay1 | [tusatusacountvora| | 4600 [usp Q| = ‘E‘ ‘Z‘ ‘E‘ ‘E‘

‘05/13/2025 =] ‘ ‘ In-State Local Incidental v‘ ‘Day 1 ‘ ‘TULSAVTULSA COUNTY-0IQ ‘ ‘ 5 oo‘ ‘USD Q‘ ‘E‘ 7 ‘Z‘ ‘E‘ ‘E‘
Total Expenses 161.00 usp

Figure 26. In-State Local Incidental Description Details.

4. Select the Details button and complete the Line Detail screen when prompted.
a. Selectthe appropriate Payment Type from the drop-down menu (Figure 27).
i. Incidentals are typically Employee Paid payment type.
b. Select the appropriate Billing Type from the drop-down menu based on the Payment
Type chosen.
c. Select Done when complete.
d. Select Save often to avoid loss of information.

Line Detail 3| o

Expense Type In-State Local Incidental

Description Day 1
Amount 500

Currency USD

Payment Type ‘ Employee Paid v

*Billing Type ‘ Internal V|

Figure 27. In-State Local Incidental Line Detail.

M. In-State Mileage.
1. Select the plus (+) icon to add an additional expense line (Figure 22).
2. Selectthe drop-down arrow under Expense Type and select In-State Mileage-Pri Veh

(Figure 28).
Dixtails
Aeaunang Defaul Poguiats from Travel Authengation
Expensa Typss DesCriphosn
In-E%ate Lodging - Chvamighat stay
In Stale Per Diem Meal - Day 1
In State Local Incidental = Oay 1
In-Sate Mileage-Fri vah -

Figure 28. In-State Mileage Expense Type.

3. Enter what the mileage is for (e.g., duty station to hotel) in the Description field (Figure
29).
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- T e - T — - =
Travel Authorization 1
Report 0000000277 Pending
Stephanie Brown (=) m

“Description | Travel to Tusa | “Travel From |OKLAHOMA CITY-OKLAHC Q.|

*Business Pumose [ InState Travel | “Travel To [TULSATULSACOUNTY-0 Q|
Comments | Totend amal mesting e e |
I . *Date To [05/2012026 [5]] o Duration 2 Days

Biling Type [ Bilable v| =
Create A Cash Advance
View Printable Version
Notes
Details 9 o
‘ ‘ ‘ Populate from Travel Authorizat | ‘ Populate from Template ‘ ‘ Quick-Fill ‘ ‘FT‘ |?‘ ‘El ‘T‘
Date 11 Expense Type 1L Description 1. Location 11 Amount 11 *Currency 1. Accounting Attachments
051182028 ]| [ n-state Loaging v| [ovemignt stay | [TuLsaTULSA COUNTY-0 Q| [ 1000 [usp a] ‘;‘ | petais | | ‘ ‘T‘ |f‘
0511612026 =] [1n-State Per Diem Weal v| [pay 1 | [TuLsaTuLsA counTv-0 @ [ 460 [usp a] ‘ET‘ [ etais | |7‘ ‘T‘ |f‘
[osr1er2026 =] [ m-state Local Incigental vl EE | [TuLsaTULSA COUNTY-0 Q| [ 500] [uso a| ‘ET‘ ‘ Detaiis ‘ |7‘ ‘T‘ |f‘
051182026 ]| [ In-State Mieage-Pri ven v | [Duty staton to hote | | [ 7468] [uso a] ‘}T‘ @ |7,‘ ‘T‘ |f‘
0119202 | | n-state Per Diem weal v| ‘Day 2 | |TuLsaTuLsA counTY-0 G| [ 4700 [uso al ‘E‘ Detais |7,‘ ‘T‘ |f‘
051192025 ]| [ in-state Local Inctental v| oay2 | [TuLsaTULSA CONTY-0 Q| [ 500] [uso a] ‘;‘ | petais | |7.‘ ‘T‘ |f‘
|05/20/2025 ‘ | n-state per Diem meal v| ‘Day 3 | ‘TULSA—T\JLSACOUNTV-O Q‘ ‘ 4 nn‘ ‘usu Q‘ ‘E‘ [ et | |7‘ ‘T‘ |f‘
[oszomzs &] [ Lo sl | oers | Fussusconmed) \ 51| [vo o (& [w=] [4] [+ [7]

Figure 29. In-State Mileage Details.

4. Select the Details (Figure 29) button and complete the Line Detail screen when

prompted (Figure 30).

a. Selectthe appropriate Payment Type from the drop-down menu.
i. In-state mileage is typically Employee Paid payment type.
b. Select the appropriate Billing Type from the drop-down menu based on the Payment

Type chosen.

i. The Billing Type and Destination Location information defaults from the travel
authorization header.
ii. The miles must be manually updated.
c. Select Done when complete.
d. Select Save often to avoid loss of information.

OMES CAR | Rev. May 2026
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Cancel

Amount

Currency USD

Line Detail

Expense Type [n-State Mileage-Pri Veh

Description Duty station to hotel

Payment Type ‘ Employee Paid

*Billing Type | Internal »

*Destination Location ‘TULSA—TULSA COUNTY-OFQ, ‘

“Miles ‘ 103

x 0.7250

I Done

Figure 30. In-State Mileage Line Detail.

N. Repeat Steps K, L and M, adding line items, Descriptions and Detail for each travel day

(Figure 31).

Travel Authorization * |
Report 0000000277 Pending
Stephanie Brown (=) | Save I
“Description [Travel to Tulsa | “Travel From |OKLAHOMA CITY-OKLAHO Q |
“Business Purpose | In State Travel | “Travel To ‘TULSAVTULSACOUNTY—OPQ‘
Commente | To attend annual meeting oateFrom [osiszozs |
P —
I “Date To ‘05/2012026 ‘ Trip Duration 2 Days
Billing Type [ Billable v| —
Attachments (1) &
Create A Cash Advance
View Printable Version
Notes
Details orows|
‘ Accounting Default ‘ ‘ Populate from Travel Authorization ‘ ‘ Populate from Template ‘ ‘ Quick-Fil ‘ ‘?‘ ‘E‘ ‘ Py ‘ ‘T‘
Date 1 Expense Type 1t Description 1. Location 1 Amount 1. *Currency 1. Accounting Attachments
0511812026 1] | in-State Mileage-Pri ven | [Duty station to hotel | 7468 USD &) [oews| [ 4] [+] [—]
051912026 ] [ in-State Per Diem Meal | [pay2 | [TusaTuisacountroral | 47.00] [Usp qal ‘ & ‘ [ Detais | ‘ 4 ‘ ‘ + ‘ ‘ — ‘
051912026 ] | in-State Local Incidental | [pay2 | [TusaTuisacountroral | 500| [usD qal ‘@3‘ \ Details \ ‘ 4 ‘ ‘+ ‘ ‘_‘
0512012028 | | in-State Per Diem Meal | [pava | [TusaTuisacountroral | 46.00| [usD q| ‘E‘ ‘ Details ‘ ‘ 4 ‘ ‘T‘ ‘ — ‘
0512012028 | [ inState1 ocal incidental NEEE | [TusaTuisacountvoral | 500] [usp q| \E\ ‘ Details ‘ ‘ 4 ‘ ‘T‘ ‘_‘
0512012026 B [ in-State Miteage-Pri Veh v|  [Hotel to Duty Station | 7468 USD (&) [oetis | [ 4] [+] [=]

Figure 31. Add Expense Type, Descriptions and Detail.

1. 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).

2. Select Save and Submit buttons when complete.

OMES CAR | Rev. May 2026
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Step 4. Checkfor travel authorization errors (Figure 32).
A. After submitting the finished authorization, error flags
may appear on the travel authorization.

Details

Accounting Default

Expense Type

Paopulate from Travel Autharization

OMES CAR | Rev. May 2026

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 analyst or travel administrator. il || el )
D. Error examples: = In State Local Incidantal v
1. The error example (Figure 33) concerns the
P In-State Mileage-Pri Veh w

accounting information on the expense lines.

X Figure 32. Error flags.
a. Iftheflag only shows on a few lines, go to each

line and correct.

b. Ifthe flag shows on all expense lines:
i. Gotothe accounting default option and correct the accounting information.
ii. Saving the new information should fix all the expense line errors.

Travel Authorization Errors

P

Flease enter or update the following information:

Combo errar for fields ACCOUNT/ FUND_CODE/ CLASS_FLD/ DEPTID/ PROGRAM_CODE in group INC_STMTFR.

Figure 33. Error example.

c. Save the authorization and ensure all error flags resolve (Figure 34).
d. Select Submit to resubmit the travel authorization.

Travel Authorization

Report 0000000266
Stephanie Brown

Pending

“Deseription |Trave\m Tulsa Travel From [OKLAHOMA CITY-OKLAHO Q

“Business Purpose | In State Travel  ~ “Travel To [TULSA-TULSACOUNTY-OFQ,

To attend annual meetings. 05/18/2026

B

(1] oo Durston 2 Days

Comments Date From

*Date To [05/20/2026
Billing Type | Internal v

Details

Accounting Default

Date 1

Fopulate from Travel Authorization | | Populate from Tempiate | | Quick-Fil

B |lQ

Expense Type 7. Description 1. Location 1 Amount 1. "Currency Tt Accounting Attachments.

8 rows

@|n

Figure 34. Accounting Default Option. Save and Submit.

i. A Submission Confirmation pop-up (Figure 35) will appear. Press OK to submit the

Travel Authorization.

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

l OK l l Cancel

Figure 36. Submission Confirmation.
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. An authorization ID will generate for reference and flash across the top of the

screen (Figure 36).

Accounting Default

Date 1. Expense Type 1. Description 1.
051812026 In-State Lodging Ovemight Stay
051812026 In-State Per Diem Meal Day 1
051812026 In-State Local Incidental Day 1
051812026 In-State Mileage-Pri Veh

05/19/2026 In-State Per Diem Meal Day 2
0511912026 In-State Local Incidental Day2

Line Status 1,

Pending

Pending

Pending

Pending

Pending

Pending

——— —— —— = = ——— 2 ——
Travel Authorization
Your travel authorization 0000000286 has been submitted for approval. X
Description Travel to Tulsa Travel From OKLAHOMA CITY-OKLAHOMA COUN-OK
Business Purpose In State Travel Travel To TULSA-TULSA COUNTY-OK
To attend annual meetings Date From 05/18/2026
Comments o
Date To 05/20/2026  Trip Duration 2 Days
Billing Type Internal
Attachments (1) &
View Printable Version
Notes
Details S rows

Location 11 Amount 1. Currency 1.
TULSA-TULSA COUNTY-OK 110.00 USD
TULSA-TULSA COUNTY-OK 46.00 USD
TULSA-TULSA COUNTY-OK 5.00 USD

7468 USD
TULSA-TULSA COUNTY-OK 47.00 USD
TULSA-TULSA COUNTY-OK 5.00 USD

Reimbursement 1. Accounting Details Attachments
Prepaid s [ etas | [e]
Reimburseable ‘ Detm\s‘ ‘ P ‘
Reimburseable [ etais | ‘7‘
Reimburseable ‘E‘ ‘ P ‘
Reimburseable | petais | ‘ @ ‘
Reimburseable ‘ Deais | ‘ P ‘

Figure 36. Travel Authorization reference.

. On the upper left, the progress now says Submission in Process, and on the upper

right, there is a Withdraw button (Figure 37). The request has been submitted.

Travel Authorization
Report 0000000277 Submission in Process e
Stephanie Brown — Withdraw

Description Travel to Tulsa
Business Purpose In State Travel

To attend annual meeting
Comments

Billing Type Billable

Attachments (1) &

View Printable Version

Travel From

Travel To

Date From

Date To

OKLAHOMA CITY-OKLAHOMA COUN-OK
TULSA-TULSA COUNTY-OK
05/18/2026

052012026  Trip Duration 2 Days

Figure 37. Travel Authorization Submission in Process.
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