Use the
"Create

The Travel Process: Welcome Home!

Somone on behalf

The person who WHO is creating the

Expense
Report" BP

of the person who
traveled

traveled expense report?

r

For employee travel,
use the "Create
Expense Report for >
Worker" business
process.

Undergraduate or non-employed
graduate students need to be
entered in Workday by the Travel
Office prior to creating an
expense report if they are not
already in the system.
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For guest travel, use
the "Create Expense

Report for Non-Worker"

business process.

Departments will need to set up
guests using the Create Request
task in Workday if they are not
already in the system.
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The expense
report will need

to be in the <

name of the

person who
traveled.

Individual
international travel
must arrive within 25

days of the trip. '—Policy

International group
travel must arrive
within 50 days after
travel.

Remember!
Personal travel
expenses cannot
be reimbursed
until AFTER travel
has occured.

Policy.

[ Individual \< WHAT kind of travel
\ / occured?

The expense report will
need to be in the name of

the group's leader, and all
> Group expense items for the group
should be marked "Group

Travel" in the expense item
details.

Domestic group travel
must arrive to the
Travel Office within 25

Policy. |

i Yes
Internationally |e—— travel?

WHERE did they J Domestically \’

days after travel.
| Domestic individual

travel must arrive within
15 working days after

travel.

The expense report will
need to be created from
»| the spend authorization

> Cash advance J
( Traveler t-card }

Personally, by

that issued the cash
advance.

The traveler t-card
charges need to be
selected and added to the

\

HOW were travel >
expenses paid? N

the person who
traveled

A

(a \

expense report.

Charges on the admin
t-card need to be
reassigned to the

»| traveler (or group leader

> dmin t-card J

for group travel).

Group travel must
include student
_ representation
Policy— (Stydy Abroad,
intramural sports,
athletics, etc.

).
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