
Create Travel Expense Report 
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1. Navigate to Travel and Expense Center. 

2. Select Create/Modify under Expense Report. 

3. Click the Add a New Value tab. 

4. Enter Employee ID and click Add button. 

5. Enter details (see all sections in green). 

6. Add Attachments using link. 
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7. Enter line information (see green sections). 

8. Complete any additional Expense Type fields. 

9. Click dropdown next to Accounting Details to 
view SpeedChart and Chartfields string. 

10. Add SpeedChart (Cost Center/Project) and 
press the “Enter” key to populate Chartfields. 

11. Validate populated Chartfield values. 

12. Click (+/-) buttons to add/delete lines. 
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13. Use the Save for Later button to save document. 

14. Select Associate Travel Authorization from the     
Actions dropdown to link the Travel Authoriza-
tion (TA) to the Expense Report (ER). 

15. Select the corresponding  TA to Associate to the    
Expense Report. 

16. Validate the correct TA was Associated .  If not, 
you can use the Detach TA button to remove TA.  

17. Click the Budget Options link to get the budget 
checking page. 

18. Select the Budget Check button to start the budget 
checking process. 

19. When the Budget Checking Header Status shows 
Valid, click the OK  button to return to the main 
page.  If the status shows an Error, then select the 
Go To Transaction Exceptions to view error. 
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20. Select the Summary and Submit link at the top 
of the page. 

21. Select the Submit Expense Report button to  
submit the document. 

22. On the Confirmation screen click the OK but-
ton. 

23. A confirmation message will appear in red. 

24. Select the Refresh Approval Status button to 
see the new Approval History routing path. 

25. The classic Workflow History approvals link 
still appears in the Header section of the docu-
ment. 

26. New Feature: After you Submit and Refresh 
the TA, you can use the Withdraw Travel                     
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Please Note: 

Withdraw button appears only after the Creator Sub-
mits & Refreshes the document.  The Creator can With-
draw & call back the document for modification. Only if 
the first    Approver in Workflow has not approved. 
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