ENTERING TRAVEL - FLUID PAGES

EXPENSE REPORTS

Expense Report without a TA

From the main Fluid page, click on the Expense Reports tile

Employee Self Service v

< 2004 >

Last Pay Date 03/10/2026 01/01/2025 - 1213112025

259

My Preferences Leaming Performance Travel Authorizations Beneiits
= - ~ P = ©©®
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2 curent Documents
My Expense Reports Pay Total Rewards FMS Approvals HR Approvals
2
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View Approval Status Time

B @

To enter travel for another person, you will first need to click on the circle with the 3 dots -

N pextto your name

Travel Authorization Search

Lisa Saucier ()

10029553
Contracts & Procurement

Retumned

Denied

Pending

Submitted

Approved

@6 6|ee e

View All

Pending Authorizations

There are no Pending Travel Authorizations fo display.

Add Travel Authorization
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Then click on Change Employee:

Travel Autho{

10029553

Actions X

Lisa Saucier ),/ change Employee

Contracts & Procurement

Select a person from the list:

Employee Search

Click on the ‘Create Expense Report’ button

Create Expense Report

The same fields that are currently required are still required

Expense Report

Report NEXT
Andrew Petko ()

Expense Details
Expense Report Action |

“Business Purpose |
*Description |
Default Location |

Reference |

Departure Date |
e |

Return Date |
e |

Official Station |

Official Residence |

*Request Type: ' Domestic ' i © MNon-Travel Reif

General Information

\

Travel Agreement

« Aftach Receipt

f& Accounting Defaults

Creation Date 04/01/2026 Lisa Saucier
Updated on 04/01/2026

*Please note that the time format has to be hour and minutes with the AM and PM in Capital

letters
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On this page, the Receipts and other attachments can be added, along with the Speedkey
(Accounting Defaults):

Expense Report

Report NEXT
Lisa Saucier

*Request Type: O Domestic O International O Non-Travel Reimbursement Travel Agreement

Expense Details

Expense Report Action | v
— General Information

“Business Purpose ‘ Training v|

“Description [Teat | —_—

Default Location | Wenaichee, WA Q|

| & Attach Receipt >
13§ Accouniing Defauits >

Creation Date 04/09/2026 Lisa Saucier

Reference | al
— Updated on 04/08/2026

Departure Date \\
Tme [6o0AM |
Return Date \\
Time [700PM |

Official Station | Ellensburg Campus v

Official Residence ‘ Ellensburg ‘

For the Receipts/attachments, click “Attach Receipts”. You will see this pop-up window

Select File to create as Attachment
‘You may attach up to 10 files to upload

Choose From

My

My Device

Click the ‘My Device’ button and find, then select the files you need to include. Click the
‘Upload’ button, then click ‘Done’.

Select File to create as Attachment Done

You may attach up to 10 files 1o upload /
Choose From

File Size: 832KB

. EERE Screenshot2026-04-01120510.pg
File Size: 833KB

Upload Complete
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Click ‘Done’ again.

Attachments

Expense Report
Description Fluid Training

ReportID 0000045257

Attachments Details

[t s [
Lisa_milegas-calculatoran2026 xisx
[Enter Description |
Screenshot_2026-04-01_120510.png
‘ Enter Description ‘

For the speedkey -

Click on the Accounting Defaults, you will see this pop-up window

Expense Report Defaults

Description Test

Accounting Details
GL ChartFields Show All

% T4 *GL Unit Tt SpeedChart Key T1 Oper Unit 7L Fund TL Dept . Program 7. Project 7L Component 1.

‘E‘ ‘E‘ ‘ 100.00| [GwuiD a [ al 211700

You can enter part of all of the speedkey, then click the magnifying glass. Or just click the
magnifying glass to start with (you will need to then enter part or all of the speedkey in the
next window)

Lookup

Search for. SpeedChart Key

v Search Criteria

SetlD CWUID

SpeedChart Key | begins with v| |21170

~ Search Results

SpeedChart Key 1. Description Tl
2117000001 148 - Contracts \ Ge

| 2117000002 148 - Contracts \ Lo
2117000003 149-Contracts-Logistical Sves
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Click on the speedkey you want to use. Then click Done.

Expense Report Defaults  Done
Description Test /

Accounting Details 1 row
GL ChartFields Show All

% TL *GL Unit 14 SpeedChart Key 1. Oper Unit 1. Fund 1. Dept 7. Program 1. Project 1L Component T

‘T‘ ‘T‘ [ 100.00| [cwuiD Ql | 2117000002 Q 0 148 211700 084

To add the Expense Line, click on the drop down for Expense Report Action

Expense Report

Report 0000045257
Lisa Saucier(

*Request Type: O Domestic O International © Mon-Travel Reimbursement Travel Agreement

Expense Details

Expense Report Action | v| 4.______

*Business Purpose | Training v |

General Information

& Altach Recei

Expense Report

Report 0000045583
Lisa Saucier

*Request Type: ® Domestic
Expense Details

“Business Purpose ‘ Add Expense Lines

~ Add from My Wallet —|
- Add from Quick-Fill [—
Default Location ‘ 1 Copy Expense Report |

“Description ‘

Then click on ‘Add Expense Lines’. This will bring you to a new window
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Expense Entry

Fluid Training & ‘E‘

Additional Information

*Be sure that enter the correct date!

*Billing Type Non-billable v|

£ Accounting

Lisa Saucier () Last Saved 040112026 12:09PM
Total (1 ltem) 0.00 USD New Expense - 04/01/2026
™ = = ] “Date (040112026
H & ]
ot Dete = re “Exponso Type | a)
v Wednesday, April 01, 2026
New Expense 000 Description &
uso ¥
Payment Details
“payment | v
“Amount [0.00 |[uso a

Scroll through the list and click in the Expense Type box and search for the one you want.

Expense Type Search

‘ Frequently Used | All Types

*Display Option |B(pense Category v| \

|saarch Expense Type ‘ ‘ > |

Expand All | Collapse All
~ Travel-Other Travel

Expense Type 11

Ground Trans- Bus/Taxi/Train
Hosting/Cultivation-Foundation
Interest - Delinguent Trav Adv
Interview Candidate - All Exps
Membership Dues
Mileage - Motor Pool Rate <—._
Mileage - Motorcycle Rate
Milzage -Personal Vehicle Rate
Miscellaneous Expenses - Other
Motor Pool Expense (gas/other)
Parking
Participant Travel
Registration Fees
Student Club Travel
Student Travel - All Expenses

Team Travel - Misc Expenses

17 rows

If you did not enter the Accounting Details earlier, you can add the Accounting here. Click

on the Accounting box
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p—

Usa Saucer®
Total (1ltem) 108.76 USD Mileage - Motor Pool Rate - 04/01/2026
[+ @] 5 owe [owovzos
- = ~

“Espons ype [Misae-WelorPooRate_ O

 Wednesday, April 01, 2026

Mileage - Motor Pool Rate P Description &

Payment Details
“payment [personalFunds ~|

“Amount [108.76 [uso a

Additional Information

“Bing Type [Nor i ~

B3 Receit Spit
Exceptions

Personal Expense [

No Receipt ()

Exception Comments

Search for and then select the speedkey you want to use

Lookup

Search for: SpesdChart Key

~ Search Criteria

SetiD CWUID

SpeedChart Key | begins with u||2117|m

~ Search Results

SpeedChart Key 1. Description 1.

2117000001 148 - Contracts \ Ge
2117000002 148 - Confracts \ Lo ——
2117000003

149-Contracts-Logistical Sves

Click the ‘Done’ button

[eree]

Expense Report Distributions

Expense Type Mileage - Motor Pool Rate
Amount 108.76 USD

Accounting Details

GL ChartFields Show All

M
[o](n]

Amount 1| *GL Unit 1, Monetary Amount 1, Currency Code 1) Exchange Rate 1, SpeedChart Key 1, Account 1)

108. 76‘ | CWuID Q 108.76 USD 1.00000000 | 2117000002 Q 53840
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If you need to add more lines, click on the Add button on the left side of the page

Expense Entry

Fluid Training & ‘E‘

Lisa Saucier(-)
.

otal (11tem) 108.76 USD Mileage - Motor Pool Rate - (
= [
Adg Detete Fiter

~ Wednesday, April 01, 2026

Mileage - Motor Pool Rate 108.76

usD

Payment Details

Repeat the steps above.

Click ‘Save’ often!

When you are finished, click the ‘Review and Submit’ button

You will see a brief summary of the Expense Report

Expense Summary

Fluid Training & ‘E‘

Review and Submit

Last Saved 04/01/2026 12:17PM

__Upuala Details Submi\
Lisa Saucier () Last Saved 040172026 1217PM
Expense Report Summary Approval Status
Total (1 Item) 108.76 USD Report 1D 0000045257 Pending
Due to Employee 10876 USD
Additional Information
“ View Analytics >
2 Notes >
{= View Printable Report

Click the ‘Submit’ button once you’re satisfied it’s all correct.
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Submission Confirmation

CERTIFICATION: This is to certify that the
data contained in this expense report is
accurate and complies with expense
policy.

You will get a pop-up window

Click ‘Submit’ — this Certifies that all the information is correct and accurate.

When it has been submitted successfully, you will be routed back to the Expense Reports
(search) page

Q search in Menu

My Expense Reports

Lisa Saucier (=)
10029553

Contracts &
Returned .
@ Awaiting Approval
1row
NotSubguited @ | = | Create Expense Report ‘ @ ‘ ‘ N ‘
Awaiting Approval ©) Actions 1| Description 1 Report ID 71 Status 1. Approver 7 Role 1. Updated Date 1 Amount 11
Pending Payment @ © test 0000045584 Submission in Process. 04/09/2026 15161 USD >

View All
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Expense Report fromaTA
Navigate to the TA search screen

*If creating someone else’s, click on the Change Employee icon and select the person - see
page 2.

You will need to go to the Approved TA section and find the TA that you wish to turn into an
Expense Report.

Click on the circle with the 3 dots at the left on the TA line:

Travel Authorization Search

Andrea Eklund -
23040377
Family & Consumer Sciences
Bettmed (5) | Approved Authorizations
Denied ® Add Tra
Pending ® |i‘
oo ® Action 4 Description 1/ Authorization ID Business Purpose Trip Date 1) Location 11 Amount 1}
e EKiund_FYE Conf_Dean Undergrad 0000022456 Conference 0201412026 ‘Seattie, WA 131852 USD
Approved * @
View Al > Ekiund_482 Portiand_SFA Show 0000021350 Field Trip-Students 0410412025 Portiand, OR 907.12 USD
EKiund_Next & New_SI 0000021147 Other-Specify in Description 021212025 Bellevue, WA 65.00 USD

Select ‘Copy to Expense Report’

Travel Authorization Search

Andrea Eklund (-

23040377

Family & Consumer Sciences

[T (v) | Approved Authorizations

Denied @ Actions ®

Pending @ | = | Copy To Expense Report

Submitted @ Actiq Send Notification N R Authorization ID 7. Business Purpose 1.

Approved @ ’L_J Cancel Travel Authorization Conf_Dean Undergrad 0000022456 Conference

View All Eklund_482 Portland_SFA Show 0000021350 Field Trip-Students
Eklund_Next & New_SI 0000021147 Other-Specify in Description
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The next window you will be taken to is the page with the Expense Lines. This ONLY fills in
the Expense Lines — you will have to go add the dates and times and attachments.

Expense Entry é———

Eklund_FYE Conf Dean Undergrad|

Andrea Ekund

Total (10 lems) 131652 USD

In State - Meals Per Diem - 02/18/2026

+ & ‘ | =
o Dice o Mare
~Wadnesday, Fabruary 18, 2026
n State - Meals Per Dizm .
neh anly UISI]
~Tuesday, February 17, 2026
In State - Meals Per Diem 0
Luncn ang anner oniy en
In Stale - Lodging 1sas
usp
~Monday, February 16, 2026
In Stale - Meals Per Diem a0
Lunch and dmner only 5ol
n Siate - Lodging 1545
usp
+ Sunday, February 15, 2026
In State - Maals Par Diem 00
Lunch and dinner only U.SD
In State - Lodging 1as
usn
- Satwrday, February 14, 2026
Parking 23500
Hotel paring 50 x 4 oo,
Miloage -Porsonal Vishiclo Rats Lsa0
usp

\

\

\

Fkymrrv Details
\

Add in\nal Information
\

\
\

\

\
These are all the Exp lines.
| Click on one of them to see
/‘ the details that you see on this page
/

/
/

E:uupﬁdua
|

“Date 020482025 [=]

*Expense Iype |In Srate - Madls Per oiem O

lunch only 1

Doscrption
A
S
“Amount [92.00 usp o
“Biling Type |Nonbdazks ~
“EXpense Location |Seare, WA a
=) Par Diem Deductions

£ Accounting

Fi Recepl it

Personal Expense ||

Mo Receipt [ |

Before adding the Dates and Times, click on the ‘Save’ button.

Then click on the Edit Icon |E|

e Q412026 2:16PM

Expense Entry

Andrea Eklund (=)

EKlund_FYE Conf_Dean Unnmgma‘ ] “—

Sal Review and Submit
Last Saved 04/01/2026 223PM

+ [ [
=

Delete Fiter

- Wednesday, February 18, 2026

Total (10 ltems) 1,318.52 USD

In State - Meals Per Diem - 02/18/2026

In State - Meals Per Diem
lunch only

' Tuesday, February 17, 2026
In State - Meals Per Diem

Lunch and dinner only
In State - Lodging
- Monday, February 16, 2026

In State - Meals Per Diem
Lunch and dinner only

Payment Details

Additional Information

“Date 0211872026

|in State - Meais Per Diem Q|

*Expense Type

Iunch only ®
Description

*Payment | Personal Funds |

*Amount [92.00 |[usp a

*Billing Type | Non-billabie v
*Expense Location [Seatte, WA Q

=1 Per Diem Deductions

This will bring you to the Expense Header.
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Fillin the Dates, Times, Official Station, Official Residence, select the Travel Type and add
the attachments.

Expense Report

Fepot oonnoszss panang
Update Details
Andrea Eklund (- =

o

“Request Type: @ Domestic O Non-Travel Travel t

General Information
*Business Purpose | Conference v & Atach Receit N
Conference ] 2
“Description |EKung_FYE Cont_Dean Underc|
i ——— 1 Accounting Defauts I
Default Location [Seattle, WA qa|

Reference 4802000001 q Creation Date 040172026 Lisa Saucier
Updated on 04/01/2026 Lisa Saucier
Departure Date |02/14/2026 =

Time | 400PM |
Return Date | 02182026 2]
Time | 6:00PM |

Official Station | Ellensburg Campus v

Official Residence | Ellensburg |

When you are done, click the ‘Update Details’ button.

You will be back at the Expense Lines page.

Expense Entry g
EKiund_FYE Cont_Dean Undergrad | & | Review and Submit
Andrea Eklund () T Last *a 040112025 2:56PM

Total (10 Items) 1,318.52 USD In State - Meals Per Diem - 02/18/2026
(4] ™ = (o] *Date |0218/2026 i
F o) FH ey B3
& 5 = = “Expense Type [In State - Meals Per Diem Q|
o February 18, 2026 —
: lunch oniy &
In State - Meals Per Diem 000 Description
lunch only o 4
[ Tuesday, February 17, 2026 Payment Details
In State - Meals Per Diem 65.00 *Payment |Personal Funds |
Lunch and dinner oniy 5o f—
“Amount [92.00 |lusp a
In State - Lodging
15438| | pgditional Information
usD
*Billing Type |Non-bilable
- Monday, February 16, 2026
In State - Meals Per Diem S50 “Expense Location [Seatie, WA Q
Lunch and dinmer oniy <o
<) Per Diem Deductions >
In State - Lodging 15458
uso 5 Accounting s
\/ Sunday, February 15, 2026 —
B
In State - Meals Per Diem s5.00 ‘Ml
\ " -

If you have more information to gather and attach, click ‘Save’.

If you are ready to submit the Exp Report, click ‘Review and Submit’.

Travel Entry (ER)-Fluid pages Page 12 of 15



You will be at the Expense Summary page, which gives an overview of the Expense Report

Expense Summary

S ——

Andrea Eklund () Last Saved 040112026 259PM

Expense Report Summary Approval Status
Total (10 items) 1,318.52 USD Report 1D 0000045259 Pending
Due to Employee 1,318.52 USD

Additional Information

‘Travel Authorization

0000022456 is associated o this report
1, View Analytics >
£ Notes >

(=) View Printable Report N

Cash Advances
If you have a Cash Advance that needs to be applied, you will do it from this page.

Any available Cash Advances will show up as a total amount:

Expense Summary
MBB UAAUAF 02.04.26 & | | Update Details
EEEIED Last Saved 04/1072026 3:03PM
Expense Report Summary Approval Status
Total (3 Items) 2,858.41 USD Report [D 0000045190 Pending
Due to Employee 2,858.41 USD @ submitted
Kathy Reynolds
Additional Information Employee 02/24/2026 9:49:07TAM
Cash Advance @ Approved
Outstanding Cash Advance 3,86524 USD ’ Olivia Morgan
Travel/AP Desk Initial Review 03/06/2026 4:23:14PM
Travel Authorization N Q Approved
0000022113 is associated to this report. Olivia Morgan
03/06/2026 4:23:14PM
), View Analytics >
(] Approved
Notes N Olivia Morgan
03/06/2026 4:23:14PM
(=) View Printable Report >

Click on the Cash Advance box.

Find the appropriate Cash Advance and enter the amount you will be applying to the ER:

Cancel

Total (3 Items) 285841 USD
Advance Applied 2,700.00 USD
Due to Employee 158.41 USD
Cash Advance Information
Description 1, Advance ID 1 Advance Amount 1, Balance 1, Total Applied 1,
MBE UAA UAF 02.04.26 0000005203 2700.00 000 USD [ 27000 s
MBB WOU.SMU 02.18 26 0000005204 2700.00 36313 USD ‘70_00‘ usD
MBE GNAC Tourn 03,0426 BHam 0000005290 2700.00 802.11 USD [ owfuws
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Click the ‘Apply’ button when complete.

The Expense Summary will show the Cash Advance as applied, and the adjusted totals

Expense Summary

LETHE LT Last Saved 04/10/2026 3:08PM
Expense Report Summary Approval Status
Total (3 Items) 2,858.41 USD Report ID 0000045190 Pending
Advance Applied 2,700.00 USD
@ submitted
Due to Employee 158.41 USD Kathy Reynolds
Employee 02/24/2026 9:49:07AM
Additional Information
] Approved
Cash Advance Olivia Morgan
(el 270000 USD > Travel/AP Desk Initial Review 03/06/2026 4:23:14PM
Outstanding Cash Advance 1,165.24 USD @  Approved
o Olivia Morgan
Travel Authorization N 03/06/2026 4:2314PM
0000022113 is associated to this report.
] Approved
), View Analytics N Olivia Morgan
03/06/2026 4:23:14PM
Notes N
{=) View Printable Report N

Review the above information.

Once you are satisfied, click the ‘Submit’ button, in the upper right.

Update Details Submit

Last Saved 04/10/2026 3:08PM

The Submission Confirmation pop-up will appear. Click ‘Submit’ Click ‘Submit’ - this
Certifies that all the information is correct and accurate.

Submission Confirmation

CERTIFICATION: This is to certify that the
data contained in this expense report is
accurate and complies with expense
policy.
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You will then be at the “My Expense Reports” page.

My Expense Reports

Andrea Eklund
23040377

Family & Consumer Sciences

Pending Payment

View All

Retumed @ Awaiting Approval

ot Subm ud @ ‘?‘ ‘ Create Expense Report

Awaiting Approval @ Actions 1. Description 11 Report ID 11 Status 11 Approver 1, Role 1. Updated Date 1
@ EKlund_FYE Conf_Dean Undergrad 0000045259 Submission in Process 04/01/2026
®

For any questions or assistance, please contact the Travel Desk - by email at

TravelDesk@cwu.edu

Phone Olivia x2621; Melissa x1985; Lisa x1986
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