Adding in Expenses to a Travel Request v @ s

~

01. Travel Expenses

TR-Lodging
~  02. Transportation

After adding in your travel allowances, add e

all the estimated expenses related to the ﬂ ® Add B
trip “ 04.Registrations

Registr Fee-Forgn Travel Grant

Registration Fee-Travel Grant

1. Clickthe Add button to add expenses
| §
2. Select an expected expense from the 9 Home / Requests / Manage Requests / Chicago Conference / New Expense: TR-Rental Car
list New Expense: TR-Rental Car ocancel
(% Allocate
3. Complete the required fields for the T“D s .
neW expense MM/DD/YYYY [=]
Transaction Amount * Currency * Trip Type
4. Click Save US, Dollar (USD) v x| Outofsute v %
Comment 0/2000
5. The expense will now appear under
Expected Expenses on the travel

reque st Expected expenses ® Add
D Expense type | Details [T Date |7 Amount [T Requested [T Actions
e D TR-Rental Car Enterprise Car 11/09/2026 $250.00 $250.00
D Travel Allowances Chicago, Illinois 11/09/2026 - 11/13/2026 $200.50 $200.50 e v

$450.50

Next Up: Adding in Cash Advances to a Travel Request- Learn how to request and track a cash advance
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