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ENTERING TRAVEL – FLUID PAGES 

Travel Authorizations 

All of the below navigation options will all lead to the same page: 

From the Main Menu 

OR   

From the Employee Tab, and the Travel section on the left 

OR 
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From the main Fluid page by going to the Compass icon( ) in the upper right hand corner of 
MyCWU. 
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TRAVEL AUTHORIZATIONS 

If you click on the Travel Authorization , you will get what is referred to as a “search page”. 

From here, by clicking on a status, you can see the TA’s that are in that status group. Returned equals 
Sent Back. Pending equals saved. Submitted equals TA’s in the Travel Desk approval queue.   Approved 
equals fully Approved. Denied is not approved and completely closed. 
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*To enter travel for yourself, after clicking on Travel Authorizations (from your usual navigation or from the 

Fluid page/tile) , you should see the ‘Add Travel Authorization’ button from anywhere .  Click on 

this button . 

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

Then click on Change Employee: 
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Select a person from the list: 

From here, click the ‘Add Travel Authorization’ button 

The pages are different, but the fields are mostly the same, with some new functionality: 
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“Travel From” is new – this is considered to be the Official Workstation. 

The “Accounting default”(s) (lower left above) can be added here, at the beginning or at the line level. 

Click on the Account Defaults tab 

  

Click on the magnifying glass/search icon in the SpeedChart Key box 
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Enter first part of speedkey, then click the ‘Search’ button. 

Click on the speedkey you want to charge. 

Then click the ‘Done’ button in the upper right. 

You can also choose which lines you’d like to have from the Quick Fill tab, and it will add the lines all at 
once. 
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You have to select One Day or All Days for each expense line that you need. 

Click the ‘Done’ (upper right) button when you have all the Expense Types you need. 

You will be brought back to the main TA page, and your Expense Lines should be filled in: 
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**If you select ALL DAYS for the Lodging, it will add a line for the return day. That will need to be deleted.   

If you select one day for lodging or meals, you will get the ‘Over Per Diem’ warning when you click 
Submit. You will be required to add a note stating something along the lines “meals (or lodging) for all 
days” 

For Expense Types like Mileage where you need to enter additional information, click the ‘Details’ button 
on that line at the far right. 

A pop-up window will appear 
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Attachments, Notes and a Cash advance are all available from this page as well. 

The TA will need to be Saved before you can create the Cash Advance.   If you are not creating a Cash Adv, 
continue on to next page. 

Cash Advance: 
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A new tab will open up the Cash Advance page, The entry is the same as it has been. 

  

After the CA has been submitted, you may close the browser tab which should then bring you back to the 
tab for the TA. 

When you are ready, click the ‘Submit’ button in the upper right. 

*Reminder: If you enter all the meals (or lodging) on one line, you will still need to fill out a note, which you will be asked to do 
when you try to submit the TA 

Click on the conversation icon and enter a brief description, then click ‘OK’. 
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Click on ‘Submit’ again.   

Click ‘OK’ on the Submission Confirmation 

The page will then look like this; 

To get back to the Travel Authorizations page, click the arrow in the upper left twice (MyCWU arrow NOT 
the web browser arrow) 
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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

