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1. Review and click the agree box. 

2. Click save & Submit. 

Note: Before you can request an Travel Authorization, you must agree and submit a Annual Attestration 

annually. 
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1. Main Menu  

2. Employee Self Service 

3. Travel & Expense Center 

4. Travel Authorization 

5. Create/Modify 
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6. Enter Employee ID # or the person who is traveling. 

7. Click Add 
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General Information Section 

8. Enter desired information into the Description field. example “Training in Dallas”. 

9. Click the Business Purpose drop down to select an item type. 

10. Click on attachments to submit all back supporting documents which includes: 

a. Corptrav itinerary 

b. Completed Registration Form 

c. Conference Agenda/Schedule 

d. Brief synopsis of the conference 
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11. Click the destination magnifying glass. 

12. Select the city you will be traveling to. 
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13. Write a brief synopsis to why this trip will beneficial to CCC in the Relevance or benefit to CCC 

box. 
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14. Select your travel dates. (If your travel dates are less than 30 days in advance you will receive 

the above error message.  
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15. Enter an explanation for why you are requesting travel less than 30 days in the comment box. 

Example “Just found out about the conference”. 
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Details Section 

16. Select your expense type with the drop down arrow. Example “Airfare/hotel”. 
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17. Select the date for your travel expense. 

18. Enter the amount of your expense. 

19. Select your payment type with the drop down arrow. Example “Prepaid Air” by CCC.  

20. If additional lines are needed click on the plus sign. 

21. Click on details 
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22. Click the drop down on preferred. 
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23. Note each authorized detail screen will change according to the expense type.  

24. Airlines 

a. Select preferred airlines type in your non preferred airlines 

b. Enter non preferred airlines 

25. Hotel 

a. Enter the number of nights  

b. Preferred Hotel Brand 

c. Location of Hotel 

d. Nightly Rate 

26. Click on Account Details (you must select details and enter the budget Chatfield for each line). 
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27. Enter your account Chatfield (project is only required for Grant budgets). 

28. Click Ok 

29. Click return to travel authorization entry. 
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30. Be sure to indicate all estimated expenses related to your trip, such as, flight/train, lodging, 

registration, parking, shuttle bus, taxi, tolls, mileage and meals. Reimbursements will not be 

approved if estimated cost are not included Travel Authorization. 

31. Click Submit 
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32. Click ok 
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33. Record your Authorization ID number. 
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Viewing Travel Authorization Approval Status 

34. Main Menu 

35. Employee Self Service 

36. Travel & Expense Center 

37. Travel Authorization 

38. View 
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39. Enter your Authorization ID# 

40. Click search 
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41. Pending Action shows the status the employee/student Travel Authorization. 

42. Action History date stamps the employee/student submitted Travel Authorization. 
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