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Travel and Expense
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EDIT



Click the Profile tab. 
Click the Edit ( ) icon for the E-Mail
Click any item in the list to select that item.
Click the Select button.



EDIT





Click on the Advanced Search tab to expand the window.

Enter a name or partial name in the Last Name field.

Click on the Select Attribute field.

Select an attribute from the list.

Repeat steps 3-4 as needed.

Click the Go button. 

Click on the Advanced Search tab to close the advanced search feature.



EDIT



Click the Profile tab. 
Click the Edit ( ) icon for the Workflow Login ID item. 
(Workflow Login ID is your J00000000)
Enter the Workflow ID in the ID field.  This ID must be 
set up in Workflow by the Workflow Administrator.  You 
must also be assigned the Workflow Approver role.  This 
is not searchable or validated here but must be valid.
Click the Save button.

NOTE: You will only need to add your Workflow ID to 
your profile if you will be approving travel 
authorizations or travel reimbursements. 



EDIT
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1. Click on Expense Manager
2. Click Authorization Report
3. Click New







Note: If per Diem is enabled, and Per Diem Allowance 
Table could be set up to notify a user if a default 
will be used since it does not find a city match in 
the per diem table, you will get the above message. 
Click the Ok button to acknowledge the per diem 
destination match warning.  



Click YES/NO if your report will contain Per 
Diem expenses for meals.



Select a default Payment Method

Deselect any meals that will be provided by the conference



From an open authorization report, click the Estimated Expenses
link, if needed.
Select the date the expense is expected to occur using the 
Calendar icon in the Date field.
Select the expense type in the Type field.
Enter the amount of the expense in the Receipt Amount field. 
Note:  If you selected a calculated amount type such as Mileage in 
the Type field, you will not be able to enter an actual amount in 
the Receipt Amount field. 
Select how the expense will be paid in the Paid By field.
Make sure every field with and * is filled in
Click the Save button to save the expense.



Note:  For repeating expenses, you can click the Recurring
icon before or after entering the Expense Type and Amount.  
The resulting window gives you several options for showing 
how many consecutive days a charge was made. 
Examples of repeating expenses…hotel charges, car rental 
fees, per diem, etc



What will happen with each “Pay By Option”
Accounts Payable Check – a requisition MUST be 
completed and a PO assigned before an Accounts 
Payable Check can be issued
Employee Paid – employee will pay for the expenses 
and get reimbursed with a completions of a travel 
reimbursement report
University BTA – the travel agent will pay for the 
expenses with the University’s credit card.



Save the documents on your computer first

From an open authorization report, click the Attachments link.

Click the New icon to add an attachment.

Click the Browse button to navigate to the file you want to attach.

Click the Attach button. The following box will appear if the upload is 
successful.



Follow these steps to add a comment to an 
authorization report.
From an open authorization report, click the 
Comment link.
Click the New icon to add a comment.
Enter the comment in the Comment field.
Click the Save button.
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If you are the Approver for an Authorization or Expense 
Report, you will receive an email similar to the 
example above indicating you have something to 
Approve.
Click on the Workflow link in the email to take you 
to the Workflow Login Page.
Log into Workflow and you will be taken directly to 
the approval page.





Click on the Travel and Expense Page link on the Workflow page 
to take you to the report in Travel and Expense Management. 
You can navigate through this report just like the creator but 
you cannot modify it except to add attachments and 
comments. Exit back to your Workflow page to select your 
approval decision.



Approve (Final) – NEVER select this option!!!!
Approve Authorization but Not Advance
Approve and Add Approver (enter approver’s 
J00000000)
Deny
Return for correction (If the report is returned 
for correction, you must enter a comment to 
let the traveler know what needs to be 
changed.)
Click the Complete button to complete your 
approval process.
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Advance is based on the Employee Paid 
payment option
Advance must be requested at least 7 days 
prior to the schedule trip start date
Advance will be paid within 7 days prior to 
the schedule trip start date
Advance reconciliation must be no more 
that 14 days after the trip end
NO advances will be allowed after the trip 
begin



Note that if an advance is to accompany the authorization report it 
must be requested prior to submission of the authorization report.  If 
the Request Advance button is clicked on a Submitted report that has 
not yet been approved, an error message will be displayed.

An advance request can also be made on an authorization report after 
the Authorization has been approved and posted.



Enter a description of your requested advance in the Description field, if desired.
Enter an amount for your advance request in the Requested amount field.
Add comments, if desired, by clicking the Edit icon for the Comments block.
Click the Submit button to submit your authorization report and your advance request.  
You cannot return to the authorization after entering advance requests.  
Note:  If the authorization is returned for correction, the advance is cancelled and 
must be requested again after correcting the authorization.



If the submission is successful, this message 
will display.
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Go to the Authorization tab and highlight the 
travel authorization that you want to be 
reimbursed.
Click “Generate Expense Report”



Verify the name on the report
Verify the report date
Click save
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Indicate on the System Access Authorization 
for Travel and Expenses Management form 
(under the TEM Delegate Authorization List) 
include the names and J#’s of the people you 
will be a delegate for.



At the “Act as Delegate For” field, select the 
travelers name
Proceed with the completing the travel authorization 
or travel reimbursement as if you were the traveler. 



Pier diem is currently $41.00/day - $56/day(high-cost areas)
http://www.dfa.state.ms.us/Purchasing/Travel/15convertedrates.pdf
Foreign Per diem rates can be obtained from the following website: 
http://aoprals.state.gov/web920/per_diem.asp
Effective immediately, for conferences and professional meetings, etc. where meals are 
inclusive, agendas are required to denote which meal(s) are needed for reimbursement purposes. If a 
traveler opts out of a planned meal(s), a statement of justification is required. Use the following 
breakout for daily per diem rates.

Breakfast (20%)
Lunch (29%)
Dinner (51%)

Mileage rate -currently, the State will reimburse mileage at a rate of 0.575 per mile 
Advances - Travel advances are only allowed for

Recruitment
Athletics
Student-Related Travel
International  Travel

Approval signatures - Travel Expense reports must have the approval signatures of the 
traveler and forwarded to the  immediate supervisor and funding sources for 
approvals
Airline ticket quotes – not mandatory to use state approved travel agency

Option 1 -get flight itinerary from Travel Agency attach 
Option 2-obtain 2 quotes from competing airlines, choose lowest fair

***Note:  Please review the JSU Travel Policies and Procedures manual on line at 
http://www.jsums.edu/finance/purchasing-and-travel/

***All travel reimbursement receipts must be uploaded to the Travel Expense Report 
using the Banner Document Management System. ***



Stephanie Weekly
601-979-0699
Stephanie.weekly@jsums.edu or 
travel@jsums.edu

Kizmet Essco
601-979-0869
kizmet.k.davis-esco@jsums.edu or
travel@jsums.edu 
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