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Travel Authorizations

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

From the Main Menu

Favorites =

Main Menu -
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OR

From the Employee Tab, and the Travel section on the left
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# Print Cash Advances
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® Travel FAQ's

@ Travel Procedures and
Guides

“Balances do nol reflect absences fhat have nof been processed.

Vacation Accrual Rate: S

Leave Anniversary Month: April

WA State Sick Leave portion: ll® Hours

“*WA State paid sick Leave is a subset of your regular sick entitiement.
These hours are not in addition to the total above

Announcements
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[
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Contact Travel Desk for Help
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Manage eForm Approvals
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@ ) in the upper right hand corner of
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TRAVEL AUTHORIZATIONS

If you click on the Travel Authorization

Travel

Total Rewards.

i®

01/01/2025 - 12/31/2025

[Zan~|
o
s
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el
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ast Pay Date 03/25/2026

L
View Approval S:us\

Learning

FMS Approvals
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Announcements

Got an |D error? No worries - search the
course title to startl

265

Benefits

®
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HR Approvals

a

Travel Authorizations

Personal Details.

@

Action Required

, 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.

Travel Authorization Search

Sonia Toudji )
24817232

Studies & Prog

T (@) | Approved Authorizations

Deried | (1)

Pending ©) ‘?‘

Submitted  —— @ Action T, Description 1.
Er——— ® Morocco Spring 2026

View Al NAFSA National Canference 2026

NAFSA

IACAC Conference & Recruiting

Portland-Seattle-Fairs

Vietnam-Thailand

NAFSA Conference
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ion ID 1L

Purpose 11

0000022490

0000022422

0000021085

0000021083

0000020931

0000020902

0000020430

Recruiting

Conference

Cenference

Other-Specify in Description

Recruiting

Recruiting

Training

Trip Date 7.

03/27/2026

05/24/2026

05/25/2025

04/01/2025

01/22/2025

02/21/2025

10/06/2024

Add Travel Authorization

[e][n]

Location Tl Amount T} .
7,569.40 USD ‘Z‘
Orlando, FL 1,604.00 USD ‘Z‘
San Diego, CA 1,38950 USD ‘7)‘
Sao Paulo, BRA 209480 USD ‘z‘
121700 USD ‘z‘
509120 USD ‘Z‘
Vancouver, British Columbia 1,90500 USD ‘z‘
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*To enter travel for yourself, after clicking on Travel Authorizations (from your usual navigation or from the

Travel Authorizations

B

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

[ Add Travel Authorization

this button

Q, Search in Menu
e

Travel Authorization Search

Lisa Saucier ()

10029553

Contracts & Procurement

RetroEd (© | View All Authorizations

Denied @ There are no Travel Authorizations to display.
Pending @

Submitted O]

Approved @

View All @

Jouu]
L

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

to your name

Travel Authorization Search

Lisa Saucier ) m————

10029553
Contracts & Procurement

Returned Pending Authorizations

Brarfad There are no Pending Travel Authorizations to display.

I Add Travel Authorization

Pending

Submitted

Approved

® e e|ee e

View All

Then click on Change Employee:
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Travel Autho

Lisa Saucier =)

10029553

Contracts & Procun

FETE (®) | View All Authorizations

Denied @ There are no Travel Authorizations to display.
Pending @ l Add Travel Authorization

Select a person from the list:

Employee Search X
Search Employee | ‘ > ‘
Empl ID 11 Name +
24296478 Allyson Rogan-Kiyve
10385441 Amanda von Jentzen
10319466 Amber Darting
23040377 Andrea Eklund
42215388 Andrea Guillen
10385636 Andres Moreno Benito
10134281 Andrew Caveness
24812202 Andrew Morse
24812773 Andrew Petko
T0002204 Antonia Vitela-Elliot
24687695 Aoril Rinder

From here, click the ‘Add Travel Authorization’ button

Travel Authorization Search

Andrew Petko (-)

24812773

Athletics

et (® | View All Authorizations

Pending @ |E‘ ‘E‘ |E‘
Submitted ® Action 1 Description 1. Status 1L ization ID 11 iness Purpose 1. Trip Date 1. Location 11 Amount 11

Approved @ NCAA Site Rep Travel Closed 0000021521 Athletics Team Travel 05/13/2025 Ellensburg, WA 1.00 USD |z|
View All @ WBB NCAA Tourney Carson 03.12 Closed 0000021258 Athletics Team Travel 03/12/2025 6,100.00 USD |Z|

The pages are different, but the fields are mostly the same, with some new functionality:
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Travel Authorization

Report NEXT Pending
Lisa Saucier(-)

“Deseription ‘ ‘ *Travel From ‘
“Business Purpose ‘ v| *Travel To ‘
Comments Date From ‘
4
“Date To ‘
Billing Type e v

Attachments
Create A Cash Advance

View Printable Version
Notes

o] —

a|
E]
]

*Request Type: O Domestic O International Travel Agreement

Details 1 row

“ Accounting Default ‘ ‘ Populate from Travel Authorization ‘ ‘ Populate from Template ‘ ‘ Quick-Fill ‘ ‘ 5 ‘ ‘ Q | ‘ o ‘ ‘ N |

Date 1L Expense Type 7L Description 1. Location 11 Amount 1. *Currency i Accounting

‘ | ‘ Ground Trans- Bus/Taxi/Train v‘ ‘ ‘ ‘ Q | ‘USD Q B ‘ Detais | | + ‘ | — |
Total Expenses 0.00 usD

“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

Travel Authorization

Report NEXT Pending
Lisa Saucier (=)

“Description | ‘

“Business Purpose | V|

Comments

Billing Type | Non-billable ~

Attachments 4%

Create A Cash Advance
View Printable Version

Notes

Details

‘ Accounting Default | Populate from Travel Authorization ‘ ‘ Populate from Template ‘ ‘ Quick-Fill ‘
Date 7L Expense Type 71 Description 71

‘ | ‘ Ground Trans- Bus/Taxi/Train ~

Click on the magnifying glass/search icon in the SpeedChart Key box

Travel Authorization Defaults

Description

Accounting Details

GL ChartFields Show All

% T *GL Unit TL SpeedChart Key T Oper Unit 71

‘E‘ ‘E‘ 100.00| [cwuiD Q ————————— I

Travel Authorization-Fluid

Fund T Dept 71 Program 7. Project 7.

211700
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Enter first part of speedkey, then click the ‘Search’ button.

Lookup

Search for: SpeedChart Key
+ Search Criteria

SetlD CWUID

SpeedChartKey |beginswith | \101010

~ Search Results

[El=

SpeedChart Key 1. Description 7.

1010100001 140 - Athletics \ In
1010100003 149 - Athletics \ In
1010100004 ‘ 148 - Athletics \ In
1010100002 140 -Athletics facility rental
101010TNO4

TN 148 - Athletics \ In Sponso

Click on the speedkey you want to charge.

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

Cancel

Description Testing

Accounting Details

GL ChartFields Show All

Travel Authorization Defaults

=

1 row

[o][#]

% 1. “GL Unit 71 SpeedChart Key T

‘E‘ |E‘ 100,00 [cwuiD Q 1010100004

Fund 1,

148

Dept 11 Program 7 Project Tl Component 1.

101010 011

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.

Travel Authorization-Fluid
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® ©

Travel Authorization

TR

Report NEXT Pending
Lisa Saucier (-

*Description

*Business Purpose

¢ |

Comments ‘

Billing Type | MNon-b

Attachments &,

Create A Cash Advance
View Printable Version
Motes
Details
‘ Accounting Default ‘ Populate from Travel Authorization ‘ Populate from Template ‘ Quick-Fill ‘
Date L Expense Type 11 Description 7L Location 71
‘ | ‘ Ground Trans- Bus/Taxi/Train V| | | | Q

You have to select One Day or All Days for each expense line that you need.

Quick-Fill

range

Quick-Fill Options

Date From [04120/2026 ‘ Date To |04/24/2026 ‘
Add Expense Types
One Day All Days Expense Type
m] O NonTravel-Registration Fees
[m} O NonTravel-Subscriptions

] [m] / Out of State - Airfare & Fees
a

Out of State - Lodging
k ] Qut of State - Meals Per Diem
a [m] Out of State -Grp Bkft Actual
] O Out of State -Grp Din Actuals
(] (m] Qut of State -Grp Lnch Actual
* O Parking
[m} [m} Participant Travel

Enter the date range you want applied to the authorizations you will be adding to the report. Then chocse the expense types and whether you want to add one instance of the expense type or have an entry of that expense type for each day within the d;

64 rows

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:

Travel Authorization-Fluid Page 8 of 13




Travel Authorization

Report NEXT Pending

“Description | Testing | “Travel From |Ellensburg, WA al
“Business Purpose ‘ Training V‘ *Travel To |San Diego, CA Q‘
Comments “Date From | 0412022026 |
4 ——
“Date To [04124/2026 |

Billing Type | Non-billable v
*Request Type: @ Domestic O International Travel Agreement

Attachments £,

Create A Cash Advance

View Printable Version

Notes

Details 8 rows.
‘ Accounting Delau\t‘ ‘ Populate from Travel Authorization ‘ | Populate from Template ‘ | Quick Fill ‘ ‘ET‘ |€| ‘E| ‘?‘
Date 11 Expense Type 1/ Description 1 Location 11 Amount 11 “Currency 11 Accounting

\ \ | Ground Trans- Bus/TaxirTrain ~ ~| \ \ |san Diego, cA al \ | [usp al (&g ‘ Details | ‘ .= ‘
|0ar2012028 | | Cutof State - Lodging ~| [ | |8an Diego, cA al | 199.00| [UsD Q| & ‘ Details | ‘ + ‘ ‘ - ‘
oar21/2026 | [ outof State - Lodging ~| \ | |sanDiego,cA al \ 189.00| uUsD Q| ) [oome | [ +] [~
|0ar2212026 \ | out of State - Lodging ~| \ \ san Diego, cA al ‘ 189.00] [usD Q] El | poaie | ‘T‘ ‘ - ‘
042312028 \ | ut of State - Lodging vl \ \ | san Diego, cA al \ 199.00| [usD al (e | ‘ Details | ‘T‘ ‘ - ‘

042012025 =] | out of State - Meals Per Diem v \ | [san Diego, cA al \ 86.00| [UsD al

**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.

Create A Cash Advance —

View Printable Version

Notes

Details

| Accounting Default ‘ ‘ Populate from Travel Authorization ‘ ‘ Populate from Template ‘ ‘ Quick-Fill ‘ ET ‘E‘ ‘
“Date 1. “Expense Type 1L Description 1. “Location 1. Amount 7L *Currency 1. Accounting

04202026 =] | Out of State - Lodging ~| \ \ |San Diego, CA Q| \ 199.00| [UsD al | | Deais | ‘
042112026 =] | Out of State - Lodging ~| \ \ |San Diego, CA Q| \ 199.00| [UsD al | | Deais | ‘
042212026 =] | Out of State - Lodging ~| \ \ |San Diego, CA Q| \ 199.00| [UsD al | | Deais | ‘
042312026 =] | Out of State - Lodging ~| \ \ |San Diego, CA Q| \ 199.00| [UsD al g | | Deais | ‘
(0ar2012026 \ | Out of State - Meals Per Diem v \ | | San Diego, CA al \ 430.00| [UsD Q| g | ‘ Details ‘ ‘
(0ar2012026 \ | Parking ~| | estimated parking at Seatac | San Diego, CA al \ 50.00) [USD Q| g | ‘ Details ‘ ‘

042012028 ]| | Mileage Personal Vehicle Rate | \ | usp _W‘ Deais |

A pop-up window will appear

Travel Authorization-Fluid Page 9 of 13



Cancel Line Detail m

Expense Type Mileage -Personal Vehicle Rate
Description
Amount
Currency USD

Payment Type | Fersonal Funds +

“Billing Type  Non-billable +

*Originating Location ‘Ellensburg, WA Q |

“Miles ‘226 \

x 0.7250

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 Adyv,
continue on to next page.

Travel Authorization

Report 0000021918 _Pending
Mark Goodenberger (=)

Susmess rupUse | Cumeee - v 10 e, e <
Comments Date From |03/23/2026 \
y ——
“Date To [03127/2026 ‘
Billing Type | Non-billable v -

"Request Type: @ Domestic O International Trav

Attachments

Create A Cash Advance
View Printable Version
Notes

Details

‘ Accounting Default | | Populate from Travel Autherization ‘ ‘ Populate from Template ‘ | Quick-Fill ‘

Date Tl Expense Type 1L Description L Location L Amount 1. *Currency 1.

|0ar23/2026 ] | Ground Trans BusTaxirain  v| | Airporthotel uber | [Phoenix, Az Q| \ 50.00| [UsD Q

Cash Advance:

Travel Authorization-Fluid Page 10 of 13



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

[B Save for Later

Andrew Petko

* Business Purpose | Training v| Reference |0000022563 Q

* Advance Description ‘Tesling ‘

Cash Advance (%)

7§ User Defaults [ Import ATM Advances & View Printable Version ¢ Notes & Attachments
" Source Description * Amount Currency | + H - ‘
Automated Clearing House: V‘ ‘ meals ‘ | 272,00 | |\USD

> Accounting Details

v Totals
Advance Amount 272.00 USD

By checking this box, | certify the advances submitted are accurate and comply with expense policy.

Submit Cash Advance ‘—_

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

Travel Authorization

tescrption [tesng | vt From [Etensur, WA al
*Business Purpose | Training v “Travel To[Salem, OR al
Comments | “Date From 041032025 =]
Y, ——
g Type (ool oueo [owonzzs |
“Request Type: ® Domestic O Intemational Travel Agreement
Create A Cash Advance
View Printable Version
Details 7 rows.
| Accountng Detaut | | Popuiate rom Trave Authrizaton | | Popuiat om Tempite | | cuiecra | &][a][e][x]
Date 11 Expense Type 1. Description 11 Location 11 Amount 11 *Currency 11 Amount Comgénts  Accounting
> [oanan02s =] [ out of state - Lodging -] ( ] [satem, or al ( 330.00] [UsD al a [&] [oes| [+ [=]
[oavarozs &) [outorsate - els perDem | [ ) [sabm, o a [ w0 [uso al [oms] [+] [-]
(04042026 =] [ Out of State - Meals Per Diem | ( ] [satem, or al ( 68.00| [usp al [+ [7]
[oansiao26 =]} [out of State - Meals Per Diem | ( | [satem, or qal ( 6a.00| [uso al [+ [7]
(4062026 [=]] [ Out of State - Meals Per Diem | ( ] [satem, or al ( 68.00| [usp al [+ [
(4032026 [=]] [Parking -] [estimated s25 per mignt | [satem, or al ( 7500 [uso q] [+ [
04032028 &) [Wteage -Persona vericeRate | ot oseatee | [ Tsass] [uso a e

Total Expenses 840.85

<
&
8

Amount Exceeded Comment
Authorized Amount 110.000 USD
Transaction Amount 330.00 USD

‘The authorized amount for expense type Out of State - Lodging in Salem, OR has
been exceeded on line 1. Plese provide an explanation as to why.

all nights

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

Submission Confirmation.
CERTIFICATION: This is to certify that the data contained in this travel authorization is accurate and comply with expense policy.

[ (o]

The page will then look like this;

Travel Authorization
Report 0000022563 Submission in Process.
Andrew Petko Withdraw
Description Testing Travel From Ellensburg, WA
Business Purpose Training Travel To Salem, OR
Date From 041032026
Comments
Y. Date To 0410612026
Billing Type Nor-bilable
Approvals
View Printable Version
Notes
Details r
e [=[a](e][x]
Date 11 Expense Type 1. Line Status Location 11 Amount 1. Currency 1. Reimbursement 1. Amount Comments Accounting Details
040312026 Out of State - Lodging Pending Salem, OR 330.00 USD Reimburseatie @ [&] | et |
041032026 Out of State - Meals Per Diem Pending salem, OR 6800 USD Reimburseable [&] | et |
041042026 Out of State - Meals Per Diem Pending salem, OR 6800 USD Reimburseable [&] | et |
041052026 Out of State - Meals Per Diem Pending salem, OR 6800 USD Reimburseable [&] [ etass |
041062026 Out of State - Meals Per Diem Pending salem, OR 6800 USD Reimburseable [o] [ etass |
041032026 Parking Pending salem, OR 7500 USD Reimburseable [&] [ etass |
040312026 Mileage -Personal Vehicie Rate Pending 16385 USD Reimburseable [&] =
Total Authorized 84085 usp
Less Non-Approved 0.00 usp
Total Expenses 84085 usp

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

Travel Althgrization Search

Andrew Petko ) \
24812773
Adhletics Administrati

Retumed (@) | submitted Authorizations

Denied @
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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
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