
iEXPENSE MODULE



Topics Covered

• Creating/Viewing Travel Authorizations
• Approving/Send Back/Deny Travel Authorizations
• Creating/Viewing Cash Advances
• Approving/Send Back/Deny Cash Advances
• Creating/Viewing Expense Reports
• Approving/Send Back/Deny Expense Reports
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What is a Travel Authorization(TA)?

A Travel Authorization (TA) is the online method of gaining 
approval for official University travel. It is also the way to 
encumber funds related to the travel.

Items to note about TA’s:
 Cannot be back dated. The system will only accept TA’s that 

are future dated. So TA must be prepared and approved in 
advance of trip.

 TA’s must go through several levels on online approvals, so 
please prepare in enough time to allow for approvals well 
before the travel date.
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What items require TA?

All trips require a TA from the traveler.  However this system is 
for ASU employees only. 

Some items will require a SEPARATE TA:
 State Motor Pool since this is not an expense reimbursable to the 

employee

 Cash Advances since these funds will require separate entry
All remaining travel expenses can be entered on one TA. 

 Keep in mind that the TA encumbers funds from the budget, so 
items that will be paid via purchase requisition should not be 
included on the TA as those funds will be encumbered elsewhere.
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TA and Available Budget

 TA’s cannot be approved unless there are adequate 
funds available in the traveler’s budget.

 Please check your budget before submitting your TA.

 Please estimate your TA as close to the anticipated 
costs as possible. 

 Please choose the most economical means of travel.
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TA and Available Budget

In-State Per Diem:

• Less than 6 hrs. = no meal reimbursement
• 6 to 12 hrs. = $12.75 meal reimbursement – subject to FICA
• Greater than 12 hrs. = $34 meal reimbursement – subject to FICA
• $85 per diem for overnight travel – one night stay (Includes both lodging and meal)
• $100 per diem for overnight travel – two or more nights stay (Includes both lodging and 

meal)

Must travel outside of home base (Montgomery) to receive per diem.
Per diem covers meals and lodging - does not include transportation costs
No receipts are required to be submitted upon return.
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TA and Available Budget

For Hotel Out of State– use the cost/quotes provided during 
booking. Be sure to include incidentals such as daily parking.

For Meals Out of State:

Effective October 1, 2022, the University implemented a "$100 per 
day allowance" on all out-of-state meal reimbursements related to 
travel outside the state of Alabama. As such, meal reimbursements 
will be estimated at $100 per day for the duration of the trip and 
will require itemized receipts for each meal. 
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TA and Available Budget

 Mileage rate effective as of January 1, 2023 is $.655. 

 The mileage rate will update annually based on the 
federal rate. Please consult the Accounting Services 
Website for the most recent changes in the mileage 
rate.
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Creating/Viewing Travel Authorizations
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Creating TA

Select 
“create/modify 
a travel 
authorization” 
from the TA 
menu.
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Creating TA

A TA is created 
from the Travel 
and Expense 
Center menu.

Enter the 
employee ID for 
which the TA is 
to be created.
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Creating TA

To begin a travel 
authorization 
(TA), one can 
either copy 
from an existing 
TA, enter one 
manually, or 
enter from a 
Template.
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Creating TA

If not populating 
from an existing TA 
or a template, then 
one can choose to 
enter manually.

NOTE: for per-diem 
travel and state 
motor pool, USE 
template created 
by accounting.
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Creating TA

Three templates 
have been created 
for employee use:

MTR_POOL – for 
state car

PER_DIEM – for in-
state overnight 
travel

HR PDIEM – for in-
state partial day 
per diem
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Creating TA

Important! 

Be sure to select 
the proper location. 

Four options:

FRGN – travel 
outside of the 
United States

LOCAL – local 
conference

OUTST – travel 
outside of Alabama

STATE – travel 
within Alabama.
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Creating TA

Important! 

Be sure that  
header 
information 
entered on the 
TA. 
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Creating TA

To change the 
accounting 
defaults.

Be sure to select 
DEFAULT 
ACCOUNTING. 
This is where 
the appropriate 
speedtypes will 
be entered.
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Creating TA

Notice that all 
employees will have a 
default department. 
However if the 
default is not the 
department for which 
the travel should be 
charged, then the 
appropriate 
speedtype must be 
entered.

Also note that %’s can 
be applied to 
different 
departments.
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Creating TA

Select the 
appropriate 
speedtype.
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Creating TA

Once speedtype is 
selected – that is all 
you need to do. DO 
NOT change any 
other fields other 
than the % field if 
allocating travel 
between multiple 
speedtypes.

Notice in this 
example the travel 
is split 50/50 
between two 
departments.
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Creating TA

Once returned to 
the main screen of 
the TA, notice the 
expense types that 
can be selected for 
the TA. For the 
following example 
we will use 
automobile 
mileage and per 
diem as the 
expense types.
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Creating TA

Notice that the 
detail input 
screen for per-
diem requires a 
location 
description as 
well as start and 
end times.
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Creating TA

If selecting 
overnight per 
diem, be sure to 
select the 
correct per diem 
expense type 
based on the 
number of 
nights stay.
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Creating TA

Be sure to select 
the correct 
overnight per 
diem expense 
type based on 
the number of 
nights stay.
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Creating TA

Be sure to select the 
correct billing type. There 
are six billing types:

Faculty/Staff Domestic –
54110

Faculty/Staff Foreign –
54120

Recruiting – 54130

Student Domestic – 54210

Student Foreign – 54220

Other - 54150
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Creating TA

Be sure to select the correct 

billing type. There Be sure 
to select the appropriate  
payment type. There are 
four types:

Employee Paid – Used for 
all travel expenses 
expected to be reimbursed 
to the employee

Motor Pool– Used only for 
the separate TA created for 
Motor Pool expense.

Purchase Card – Used for 
the expense items to be 
paid through use of ASU 
purchasing card.
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Creating TA

To add another 
expense line, 
click the plus (+) 
button.
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Creating TA

When entering a 
mileage expense line, 
enter the mileage 
and the system 
automatically 
calculates the 
amount.

Notice also the 
accounting details 
reflect the default 
accounting on this 
TA.
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Creating TA

Notice that for any 
TA, the traveler can 
save and return to 
complete entry later 
– or if complete can 
submit to approver.
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Creating TA

Once select 
summary and 
submit, take 
advantage of 
the notes 
section of the 
TA to 
communicate 
information to 
the reviewer.
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Creating TA

Can type 
multiple notes if 
needed.
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Creating TA

Once select 
summary and 
submit, it brings 
to a summary 
page. Check the 
certification box 
and click 
submit.
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Viewing TA

In the Travel 
Authorization 
Menu select 
view TA.

33



Viewing TA

Enter search 
criteria by 
entering 
employee ID or 
name and click 
search.
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Viewing TA

Select the 
appropriate TA.
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Viewing TA

Notice the 
detail of the TA 
and the status is 
closed.
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Viewing TA

The traveler can view the status of a TA at 
any time. Notice the status of the below 
TA’s.

Pending – requires some action by the 
traveler before submission.

Submitted – TA has been submitted by 
the traveler for approval.

In-Process – At least one level of 
workflow approval has occurred but has 
not reached final approval stage.

Approved – TA has been approved at all 
levels.

Denied – TA was denied at one of the 
approval levels.

Closed – TA has been processed against 
an expense report.
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Approve/Send Back/Deny TA
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Approving TA

The approvers will 
have notifications 
of pending actions 
in their worklists. 

In addition to the 
worklists, 
approvers will 
receive pending 
action notifications 
via email.
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Approving TA

Or the approver 
can access 
through the 
Travel and 
Expense menu.

This menu 
provides all 
items pending 
approval similar 
to the worklist.
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Approving TA

Once the TA is 
selected from the 
worklist or 
approval list, 
approver may 
notice that the 
approval tab is 
grayed in.  The first 
approver of the TA 
must BUDGET 
CHECK the TA. If 
the status says 
Valid, then the TA 
has already been 
budget checked.
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Approving TA

Once the approver 
selects budget 
check, the system 
will indicate the 
budget status. In 
this case, the 
budget is valid and 
an encumbrance is 
created.

Reminder that the 
TA has not been 
approved yet, so 
the approver must 
return to the main 
page and approve.
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Approving TA

Notice now how the budget 
status is valid and the 
approve button can be 
selected.

Also note that in addition to 
approve there are two 
additional options:

Send Back – this allows the 
approver to send TA back to 
the traveler to make 
changes. The TA will be able 
to be resubmitted back to 
the approver.

Deny – this allows the 
approver to send the TA 
back to preparer; however 
the transactions becomes 
void and the traveler will 
not be able to modify or 
resubmit the TA. 43



Send Back/Deny TA

In order to deny or 
send back the TA a 
reason for the 
denial must be 
typed in to the 
comment field.
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What is a Cash Advance(CA)?

The online CA is the method for requesting funds for a 
trip that is to be taken in the future.

Items to note about CA’s:
 Online CA’s are ONLY applicable for those cash 

advances that are payable to the employee.

 Cash advances to vendors, such as hotel 
CANNOT be processed through this module.

 Hotel and registration prepayments MUST be 
processed via requisition. 45



What is a Cash Advance(CA)?

 Funds CANNOT be advanced for in-state per diem. Per diem must be 
requested upon return from trip.

 Three (3) workdays after completion of the trip a reconciliation of all 
receipts for cash advance expenses must be submitted to Accounts 
Payable.

 Accounts Payable will review the trip reconciliation and receipts. If the 
traveler spent less than the amount advanced, the difference should be 
deposited with the Bursar and deposit receipt submitted to Accounts 
Payable.

 If the traveler spent more than the advance amount, the difference can be 
reimbursed to the traveler through submission of an expense report.
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Creating/Viewing Cash Advances
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Creating or Viewing a CA

Select 
“create/modify 
a cash advance” 
from the CA 
menu.
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Creating a CA

Alternatively a 
cash advance 
could have been 
created in 

the Travel 
Authorization 
Screen.
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Creating a CA

Note that the TA 
associated with 
the Cash Advance 
MUST be entered 
into the reference 
field.

Also just like TA’s 
Cash Advances 
have a section to 
provide notes.
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Creating a CA

Also note that the 
traveler must enter  
the source (always 
“system check”), a 
line description, and 
dollar amount.

Next to the submit 
button is an 
agreement by the 
employee to follow 
University Guidelines 
with respect to cash 
advances.
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Viewing a CA

Select “view” a 
cash advance” 
from the CA 
menu.
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Viewing a CA

Select Advanced  
Search to enter more 
specific criteria.
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Viewing a CA

Enter ID or name and 
select enter.
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Viewing a CA

Enter ID or name and 
select enter.
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Viewing a CA

Select the appropriate 
Cash Advance.
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Viewing a CA

Traveler can see the 
status of the cash 
advance.
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Viewing a CA
The traveler can view the status of a CA at any time. 
Notice the status of the below CA’s.

Pending – requires some action by the traveler 
before submission.

Submitted – CA has been submitted by the traveler 
for approval.

In-Process – At least one level of workflow approval 
has occurred but has not reached final approval 
stage.

Approved – CA has been approved at all levels.

Denied – CA was denied at one of the approval 
levels.

Staged – CA has been sent to Accounts Payable for 
payment.

Paid – CA has been sent to Accounts Payable for 
payment.

Reconciled – CA has been applied against an expense 
report.
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Approve/Send Back/Deny CA
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Approving CA

This menu 
provides all 
items pending 
approval similar 
to the worklist.
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Send Back/Deny CA

Just like with TA, 
a CA can be 
either sent back 
or denied but 
must have a 
comment 
entered. This is 
an example of a 
denied Cash 
Advance.
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What is an Expense Report(ER)?

An Expense Report (ER) is the online method for an employee to 
be reimbursed for out-of-pocket costs related to travel. 

Items to note about ER’s:
 Represent Actual Expenses: Unlike the TA, ER must be 

modified to adjust the estimated amounts on the TA to the 
actual amounts per itemized receipts or actual per diem 
amounts.

 TA’s should be linked to the ER so that the preparer does 
not have lines to key – only amounts to change.
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What is an Expense Report(ER)?

 Itemized receipts must accompany the ER unless it is an in-
state per diem ER.

 Mapquest or a similar distance calculator must accompany 
mileage ER.

 Gratuity should be limited to 20%. Anything in excess of 20% 
will not be reimbursed.

 Daily meal expenses in excess of the CONUS per diem rate will 
not be reimbursed.
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What is an Expense Report(ER)?

 Air travel will be reimbursed at the lowest logical standard or 
discounted rate for the period of business travel. 

 ER are for employees only. Other individuals (for example 
interview candidate) must go through the requisition process.

 All ER’s along with supporting documentation must be 
presented to Accounting Office or Grants Accounting.
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Creating/Viewing Expense Reports
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Creating or Viewing an ER

Select 
“create/modify 
an expense 
report” from 
the ER menu.
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Creating an ER

An ER is to be 
created from an 
approved TA. 
Therefore the 
option should 
be to copy from 
a travel 
authorization.
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Creating an ER

In this example 
the ER was 
populated from 
TA#25426. 

As such, all of 
the applicable 
lines from the 
TA were pulled 
into the ER.
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Creating an ER

The traveler 
must change 
each line to 
reflect the 
actual expenses 
incurred, rather 
than the 
estimated that 
was included on 
the TA.
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Creating an ER

Notice for per 
diem expenses, 
the traveler 
selects the 
applicable per 
diem type.  If In-
state per diem is 
selected, notice 
that it requires 
the times of 
travel to be 
input.
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Creating an ER

Check box and 
select submit to 
submit expense 
report to the 
approver.
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Viewing an ER

Select “view an 
expense report” 
from the ER 
menu.
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Viewing an ER

Enter employee 
ID or name and 
select search.
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Viewing an ER

Select the 
appropriate ER.
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Viewing an ER

Review the 
details and 
status of the ER. 
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Viewing an ER
The traveler can view the status of a ER 
at any time. Notice the status of the 
below ER’s.

Pending – requires some action by the 
traveler before submission.

Submitted – ER has been submitted by 
the traveler for approval.

In-Process – At least one level of 
workflow approval has occurred but has 
not reached final approval stage.

Approved – ER has been approved at all 
levels.

Denied – ER was denied at one of the 
approval levels.

Staged – ER has been sent to Accounts 
Payable for payment.

Paid – ER has been sent to Accounts 
Payable for payment. 76



Approve/Send Back/Deny ER
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Approving ER

This menu 
provides all 
items pending 
approval similar 
to the worklist.
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Approving ER

Just like with TA’s 
and CA’s, as the 
traveler submits an 
ER, it routes to the 
immediate 
supervisor for 
approval.

The supervisor 
MUST budget check 
the expense report 
prior to approval –
notice the approval 
tab is grayed in.
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Contacts

 Call Accounting Services – Lisa Shipman
229-8392 for questions related to General Fund travel.

Call Grants and Contracts Accounting – Camera Hinton 
 229-4733 for questions related to Grant/Agency Fund travel.
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