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ENTERING TRAVEL – FLUID PAGES 

EXPENSE REPORTS 

Expense Report without a TA 

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

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

next to your name 
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Then click on Change Employee: 

Select a person from the list: 

Click on the ‘Create Expense Report’ button 

The same fields that are currently required are still required   

*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): 

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

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

For the speedkey –   

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

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) 
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Click on the speedkey you want to use. Then click Done. 

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

Then click on ‘Add Expense Lines’.   This will bring you to a new window 
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*Be sure that enter the correct date! 

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

If you did not enter the Accounting Details earlier, you can add the Accounting here.   Click 
on the Accounting box 
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Search for and then select the speedkey you want to use 

Click the ‘Done’ button 
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If you need to add more lines, click on the Add button on the left side of the page 

    

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 

Click the ‘Submit’ button once you’re satisfied it’s all correct. 
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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 
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Expense Report from a TA 

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: 

Select ‘Copy to Expense Report’ 
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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. 

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

Then click on the Edit Icon   

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

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

You will be back at the Expense Lines page. 

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

If you are ready to submit the Exp Report, click ‘Review and Submit’. 
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You will be at the Expense Summary page, which gives an overview of the Expense Report 

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: 

Click on the Cash Advance box. 

Find the appropriate Cash Advance and enter the amount you will be applying to the ER: 
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Click the ‘Apply’ button when complete. 

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

Review the above information. 

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

The Submission Confirmation pop-up will appear. Click ‘Submit’ Click ‘Submit’ – this 
Certifies that  all the information is correct and accurate. 
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You will then be at the “My Expense Reports” page. 

For any questions or assistance, please contact the Travel Desk – by email at 
TravelDesk@cwu.edu 

Phone Olivia x2621; Melissa x1985; Lisa x1986 

mailto:TravelDesk@cwu.edu

