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•Travel Authorization (TA)
•Cash Advances
•Resources

OVERVIEW
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1. Log into Financials System
Menu > Employee Self-Service > Travel Expenses > Travel Authorizations > Create Travel Authorization

2. Create TA:

• Add a New Value

• Type in Employee ID

• Click Add

CREATE TRAVEL AUTHORIZATION

https://fip.louisville.edu/psp/ps/?cmd=login&languageCd=ENG&
https://fip.louisville.edu/psp/ps/EMPLOYEE/ERP/c/ADMINISTER_EXPENSE_FUNCTIONS.TE_TRAVEL_AUTH.GBL
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CREATE TRAVEL AUTHORIZATION

1. Fill in information and add estimated expenses

2. Click Save

3. Click Summary and Submit
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CREATE TRAVEL AUTHORIZATION

1. Upload required documents 

2. Check        the box to certify costs

3. Click Submit Travel Authorization



TRAVEL AUTHORIZATION QUICK FACTS
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• Travel Authorizations will encumber funds from the default speedtype
account on the traveler’s profile

• Make sure this information is correct and accurate!

• Proxies can submit on behalf of the traveler

• Once they are submitted, they cannot be edited

• Will only encumber Employee Out-of-Pocket expenses
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• To apply for a cash advance, the traveler must 
travel internationally or with a sponsored 
group

• The T&E Profile must have ‘cash advance’ 
selected
 You can submit a profile request to make this change

• The cash advance is created while you are 
filling out the Travel Auth

• In the upper right corner, click the drop-down 
box and select ‘Create Cash Advance’

• Click GO

CASH ADVANCES
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• Fill in fields

• Fill in the Accounting Details 
and amount of advance

• The cash advance is created 
while you are filling out the 
Travel Auth

• Check the box and click Submit 
Cash Advance

CREATE CASH ADVANCE
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• Upon return from travel, create 
an Expense Report in financials 
system

• Attach Provost approval email 
to Expense Report!

END OF TRAVEL
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“Remember me?” said the Expense Report, menacingly
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• Travel Authorization: https://louisville.edu/finance/controller/travel/tetravelauthorization

• International Travel: https://louisville.edu/studyabroad/facultyandstaff

• Travel: https://louisville.edu/finance/controller/travel

RESOURCES

https://louisville.edu/finance/controller/travel/tetravelauthorization
https://louisville.edu/finance/controller/travel/tetravelauthorization
https://louisville.edu/studyabroad/facultyandstaff
https://louisville.edu/studyabroad/facultyandstaff
https://louisville.edu/finance/controller/travel
https://louisville.edu/finance/controller/travel


|  12

• Travel Office: travlcrd@louisville.edu

• International Travel: fasit@louisville.edu

CONTACTS

mailto:travlcrd@louisville.edu
mailto:fasit@louisville.edu


Questions!
Comments!
Concerns!
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