Submit the TA, resolve any errors, resubmit
and review approvals
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Ready to Submit?

After all expenses have been entered and supporting documents attached, you're ready to submit
for approval.

£ Travel Authorization Travel Authorization
Report 0000013805 Pending

Jeania Wermer

“Description | IDOA training trip to San Dieg “Travel From Indianapolis, IN Q
“Business Purpose | Business - Out of State v “Travel To  San Diego. CA Q

Trip to San Die = "Da 191
Comments || \plu[5< ‘Dltg‘liludﬂf:m. B Date From 1211912022

ce of
2

‘Date To 122112022 Trip Duration 2 Days

ance | Atachment

Details 10 rows
Accounting D Populate frem Travel Authorization = |[allt
Expense Type © Description Amount & “Currency & Accounting Attachments
Domestic TR-Airfare ~ Economy class round trip ticl 399990 USD a Details Aftachments #, + -
Domestic TR-Mileage v 402 West Washington Street 5910 USD Details Attachments 4 +| |-
Domestic TR-Mileage v 402 West Washington Street 6910 USD Details Attachn + -
Domestic TR-Lodging/Hotel v San Diego Comfort Inn $100 UsD Q Detaits Atachments 4, + -
Domestic TR-Lodging/Hutel v San Diego Comfort Inn $100 uso a Details Attachments 44 + -
Domestic TR-PerDiem-OutofState ¥ Breakfast, lunch and dinner 32000 USD [=} Detais Attachments £ + -
Domestic TR-PerDiem-OutofState ~ Breakfast, lunch and dinner 32000 USD a Detaits Attachments 4 | =
Domestic TR-PerDiem-OutofState v Breakfast, lunch and dinner 32000 USD a Detaits Attachn | [=

Submit.

Click Submit.

Travel Authoriza

Report 0000013805 "
Jeania Wamer () Save
*Description | IDOA wraining irip to San Dieg *Travel From  Indianapolis, IN Q
“Business Purpose | Business - Out of State ~ “Travel To  San Diego, CA Q
Trip to San Diego to attend - "Date From 121192022

COMMENS | o natianal conference of

nce achm

“Date To  1221/2022

Trip Duration 2 Days

ACal

Det: A0 rows
Accounting D Populate from Travel Auorzaton AIEYE
Expense Type & Description & Amount & “Currency & Accounting Attachments
Domestic TR-Alrfare v Economy class round trip ticl 399990 | USD Q > Details Attachments 4. +| (=
Domestic TR-Mileage v 402 West Washington Street 5910 USD Details Anacnments 4, +| |-
Domestic TR-Mileage - 402 Wast Washington Street 6910 USD Details Altac +| [=
Domestic TR-Lodging/Hotel v San Diege Comlort Inn $100 14 usoD a Details Attachments 4, + -
Domestic TR-Lodging/Hotel v San Diego Comfort Inn $100 114950 |USD Q Detalls Attachments 44, +| |-
Domestic TR-PerDiem-OutofState v Breakfast, lunch and dinner 32000 USD Q Details Attachments 4, + -
Domestic TR-PerDiem-OutofState v Breakiast, lunch and dinner 32000 USD Q Details Attactments 4. +| =
Domestic TR-PerDiem-OutefStale Breakfast, lunch and dinner 32000 USD Q Details Amachments + -
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If any errors exis

If any errors exist in the details area, an error flag displays next to the Expense Type(s) with the
error.

Click the error flag.

¢ Travel Authorizat Travel Authorizati

Report 0000013805  Pending
Juania Wernes (2

“Business Purpose | Business - Out of State v *Travel To San Diego, CA Q

Trip to San Diego to attend *Date From  12/19/2022

Comments

*Date To  1221/2022

Trip Duration 2 Days

Create A Cash Advance | Attach

Details 10 rows
Accounting Default | | Populate from Travel Au mllalltw
Expense Type © Description & Amount ¢ "Currency © Accounting Attachments
Domestic TR-Airfare ~ Econemy class round trip ticl 399990 |USD Q B Detaits Atachments +| [=
Damestic TR-Milzage v 402 West Washington Street 6910 USD B Detaits Atachments £ +| |=
Domestic TR-Mileage ~ 402 West Washington Street 6910 USD =3 Detaits Attachments #, + —
Domestic TR-Lodging/Hotel ~ San Diego Comfort Inn $100 114950 |USD Q B Details Atachments 4, + -
Domestic TR-Lodging/Hatel v San Diege Comfort Inn $100 114.950 | USD =3 =3 Details Atachments £ + -
Domestic TR-PerDiem-OutofState v Breakiast, lunch and dinner 32000 USD Q =] Details Atachments £, + -
Domestic TR-PerDiem QutofState v Breakiast, lunch and dinner 32000 |USD Q B Detaits Atlachments £, +| |=
Domestic TR-PerDiem-OutofState v Breakfast, lunch and dinner 32000 |USD Q =3 Detaits Atachments 4, + -
Domestic TR-Parking & Tolls - Qvernight Parking 9000 |USD Q <] Atachments #, + -
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STEP 4

The Travel Authorization Errors pop-up.

Read the Travel Authorization Errors pop-up message.

Click the x in the upper right hand corner of the message to close it.

Please enter or update the following information:

Missing Fayment Type

STEP 5

Travel Authorization Errors

Add or update information as needed.

You'll need to add or update the information related to the error message(s).

Here, we need to click Details.

Travel Authorization

< Travel Authorization

Report 0000013805 Pending
Jeania Werner

*Business Purpose | Business - Oul of State v

Comments

Trip to San Diego to attend
the national conference of

Create A Cash Advance | Attachments (2) #

Details

Accounting Detautt | | Poputate from Travel Autharization

Expense Type ©

Domestic TR-Airfare hd
Domestic TR-Mileage v
Domestic TR-Mileage v
> Domestic TR-Lodging/Hotel -
r Domestic TR-Lodging/Hotel -

Description ©

Economy class round trp ticl

402 West Washington Street

402 West Washington Street

San Diego Comfort Inn $100

San Diego Comfort Inn $100

Amount & *Currency &

.. .Qweo usp

e o uso
L] L]

®e® 6910 USD

114950 |USD

114.950 |USD

“Travel To | San Diego, CA

*Date From | 12019/2022

“Date To | 12/21/2022

Accounting

=

®| (=] =] (=]

J

Q

Trip Duration 2 Days

Details.

Details

Attachments

(s

Atiachments 4,

| Attachments o, ‘

| Attachments £, ‘

| Aachments 4

[+]

¥

[+] [+] [+

J
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STEP 6
Clear the errors on the Line Detail pop-up.

Make the required updates and click Done on the Line Detail pop-up.

Line Detail

Date  12/20/2022
Expense Type Domestic TR-Lodging/Hotel
Description San Diega Comart Inn $100.00 + $14.95 taxes

Amount 114 850

Currency USD

Payment Type | Agency Paid v
i)

s on

Originating Location | IND

STEP 7
Click Save.

After all errors have been cleared, click Save.

Travel Authorization

Report 0000013805 Pending -
Frrte

“Business Purpose = Business - Out of State v “Travel To | San Diego, CA Q

Trip to San Diego to attend “Date Fi 121972022
Comments ' yne national canference of 7 o

Create A Cash Advance | Amachments (2) #

Details 101
Accounting Default ] | Fogulate from Travel Autharization |

“Date To | 12021/2022 Trip Duratien 2 Days

i

A
(o]
|2

Expense Type © Description & Amount & “Currency © Aecounting Attachments
Domestic TR-Alrfare v Econamy class round trp ticl 399990 |USD Q @ El
Domestic TR-Mileage ~ 402 West Washington Street 6910 USD @ E E
Domestic TR-Mileage v 402 West Washington Street 5910 USD @ EI

[ d Domestic TR-Lodging/Haotel v San Diego Comfort Inn $100 114950 | USD Q E

P | Domestic TR-Lodging'Hotel - San Diego Comfort Inn $100 114950 |usD a @ B
Domestic TR-PerDiem-OutefSiate v Breakfast. lunch and dinner. 32000 UsD Q @ E]
Domestic TR-PerDiem-OutafState v Breakfast lunch and dinner 32000 |USD Q @ | petais B
Domestic TR PerDiem OutofState v Breaktast. lunch and dinner 32000 [UsD a B

| Domestic TR-Parking & Tolls v Overnight Parking 9000 |USD Q E]
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Click Submit.

After the errors have been corrected, the error flags will be removed.

Click Submit.

< Travel Authy Travel Authorization
Report 0000013805 Pending
Jeania Werner (&
“Description |IDOA training trip to San Dieg Travel From | Ingianapolis, IN
*Business Purpose | Business - Out of State v “Travel To | San Diego, CA
‘ ) Trip to San Diego 1o attend | Date From | 12/19/2022
OMMENS | he national conference of
“Date To | 1212172022 Trip Duration 2 Days
Create A Cash Adva Attachments (2) #
Details 10 rows
Accounting Default | | Populate from Travel Authorization ®llalln
. . o®. . .
Expense Type © Description & @ "mountg “Currency O Accounting Attachments
Domestic TR-Mileage ~ 402 West Washington Street L ] 5918 USD [ Dutails Attachments #, + -
L L ]
Domestic TR-Mileage - 402 West Washington Street ® o W10 UsSD =3 Details Attachments 4, + -
Domestic TR-Lodging/Hotel v San Diego Comfort Inn 5100 114.950  USD Q 55 Details Attachments 4, + -
Domestic TR-Lodging/Hotal ~ San Diego Comfort Inn 5100 114.950  USD Q [ Attachments #, + -
Domestic TR-PerDiem-OutofState v Breakfast, lunch and dinner. 32000 USD Q Details Attachments 4, + -
Domestic TR-PerDiem-OwefState v Broakfast, lunch and dinner 32000 USD Q Detaits Attachments: £, L ] -
Domestic TR-PerDiem-OutofState « Breakfast, lunch and dinner 32000 USD Q = Details Aftachments 4, + -
Domestic TR-Parking & Tolls ~ Qvernight Parking 9000 USD Q 53 Details Atachments + -

The page will update.

A message saying, "Submission in Process" will be displayed to the right of the report number.

Under the Header information on the right hand side, the Approvals hyperlink will appear. If you
click it, the Approval Status pop-up will appear.

¢ Travel Authorization Travel Authorization

Report 0000013605  Submiss

Description IDOA training trip to San Dieg

Travel From Indianapolis, IN

Business Purpose Business - Out of State Travel To San Diego, CA

Date From 121972022
Comments

Date To 12/21/2022  Trip Duration 2 Days
Billing Type

Attachments (2) 2

Details 0 faws
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STEP 10
The Approval Status pop-up.

Under Approval Status, you'll see the required approval steps and the status on each one.

Approval Status

1D 0000013805 Status  Submitted for Approval

Approval Status
Status/ Employeel Profile Date Time/ Comments.

Submitted
Jeania Werner
Employee

Pending Approval
(Pooled)

Fiscal Approver - Travel
Auth

62022 214:13PM ]

d  NotRouted
Todd Carr
HR Supervisor

g Nol Routed
(Peoled)
Agency Travel Dept -
Travel

Mot Routed
(Pooled)
Dept of Administration

STEP 11
The icons to the left of each step.

These will give you a quick update: a checkmark means that step is completed, an hourglass means
that step is in progress, and an exclamation point means that step hasn't been started yet.

Approval Status

1D 0000013805 Status  Submitted for Approval

Approval Status
Status/ Employeel Profile Date Time/ Comments.
Submitted
Jeania We 1/16/2022 214:13PM
Employee

Pending Approval
(Pooled)

Fiscal Approver - Travel
Auth

Not Routed
Todd Carr
HR Supervisor

Not Routed
(Pooled)

Agency Travel Dept -
Travel

Nol Routed
{Pooled)
Dept of Administration
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