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Overview

This manual guides users in the FIU community through the system functions of the Travel and Expense
module of PeopleSoft Financials. This step-by-step guide demonstrates how to work with travel documents
and transactions, including but not limited to, creating, modifying, and researching Travel Authorizations, Cash
Advances, and Expense Reports. It includes performing budget checks, approving, and conducting basic
budget research related to travel expenses.

This system manual is complemented by additional resources and support through the Office of the Controller
Travel Department. The Travel Department provides a Travel and Other Expenses Manual for Employees and
non-students who undertake travel on behalf of the University to understand travel provisions and FIU travel
policy. Training is also offered monthly from the Professional Development website.

Terminology

Accounting Details T area in which the ChartField(s) associated with the transaction are entered.

Activity Number 1 ChartField value that tracks revenues and expenses for a specific activity using a distinct
fund, program code, site, and department (organization) string.

Benefit to FIU or Project i free form text box found on the TA. It is a required field used to give greater detalil
of the travel and its purpose to the University.

Budget Exception i transactions that fail budget checking.

Cash Advance (CA) i Cash Advances help defray out of pocket cost when traveling outside the vicinity of the
University. CAsar e c¢ | a s sccolints®eceivatdeoin the General Ledger.

ChartField 7 ChartField values are individual account numbers, department codes, and so forth. At FIU,
Activity numbers, Cost PIDs, and Projects are examples of ChartFields.

Cost PID i A ChartField that tracks revenues and expenses for a specific Faculty member. Entered in addition
to the Activity Number.

Distribution 7 The area in which ChartField values are entered. These ChartFields indicate where the
expense will be encumbered and/or paid.

Expense /Post Travel Compliance Report (ER) T The document used to reimburse travelers for expenses
incurred while on travel and to record expenses to ledgers.

Header i top level record with keys that uniquely identify a single transaction in an application. The header
houses the: business purpose, destination, dates of travel, description, and Benefit to FIU or Project. The TA
number also generates in this area.

Lines i mid level of travel transaction where expenses are entered. Information entered here must be
distributed and accounted for.

Non-Reimbursable - Expenses that will not be paid to the traveler, typically these are the estimated and/or
actual expenses that are paid through a Departmental Credit Card or other means.
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Non-vicinity Travel i One-way tr avel over 50 miles from the travel

Official Headquarters it he Uni versity campus where; tbmpkekmptoegseb
address listed in HR. For example, MMC, PC411.

Outof Pocket -shoul d be indicated when the expense will be
Per Diem T in lieu of claiming actual lodging or daily meal allowances, employees may claim the Flat Per Diem
rate. It can be claimed when a traveler is unable to supply actual receipts for lodging. It cannot be claimed in
conjunction with any actual lodging or meal claims for the same day.

Project 7 ChartField value that tracks revenues and expenses for a specific Project using a distinct fund,

program code, site, and department (organization) string. Used when the cost is associated to a specific

University Project.

Proxy Access T One employee can assign another employee authority to access and report expense
information on their behalf. The employee who has been assigned is the proxy .

SpeedType 1 a ChartField combination. SpeedTypes allow the user to enter a value that auto-populates the
Department, Account, Fund, Program, Project or Activity number, and Code fields.

Travel Authorization (TA) T document used to request Travel. A travel authorization lists the estimates of the
desired travel. TAs are treated as an encumbrance in the General Ledger.

Vicinity Travel 7 one-wayt r avel within 50 miles from the travel er ¢
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The Travel Process

Before traveling for University business purposes, travelers and their departments must take key steps to
ensure compliance and readiness. This section outlines what to do before entering Travel Authorizations
(TAs), Expense/Post Travel Compliance Reports (ERs), or Cash Advances (CAs) in PantherSoft Financials:

1. Confirm Proxy Access
Departments may delegate travel preparations tasks to another employee, known as a Proxy and the way
they obtain access to the traveler in Panther Soft F
University.

Employee travelers can enter their own travel transactions via the T&E Compliance Center tile on their
Employee Self-Service Homepage. Alternatively, they can grant access to proxies.

Student travelers cannot enter their own travel transactions. The department they are traveling for
must enter a Student Travel Form, which identifies department travel accounting, approvers, and
Proxies. This form must be fully approved for the student to be activated for travel i required to the
entry of TAs and ERs in the system.

Non-Employee travelers do not have profiles in our enterprise applications. Departments should
follow the guidelines in the Non-Employee Travel section of this document.

2. Obtain an Approved Travel Authorization
Most University business travel must be pre-approved through a Travel Authorization, which details the
tri pbds busi destigsatson, pravel gates and estimated expenses submitted in the PantherSoft
Financials system before any travel-related expenses can happen. For exceptions as well as other policy-
related resources, such as allowable expense limits, refertotheUn i ver si t vy 0 s throughathee | s e
Office of the Controller.

Travelers should plan ahead 7 especially for foreign travel, which involves additional compliance reviews
and may take longer to route through required approvers, including Export Control.

TAs must be fully approved before the trip begins. If a TA is entered after travel has started, additional
justifications and higher-level approvals will be required.

3. Complete the Trip and Manage Changes
Travelers must collect receipts and supporting documentation for all expenses, including those paid by
third parties or outside organizations, while on their trip. If there was a change to travel plans, such as the
trip was extended or cancelled, travelers must report those immediately. See Managing Trip Changes for
guidance on how to manage the most common changes.

For receipt and supporting documentation requirements as well as other policy-related resources, refer to
theUni ver si t vy 6 s throughathe©ffice ofehe Controlier.

4. Close Out the Travel Authorization
Every TA must be formally closed i either through cancellation or by linking it to an Expense/Post Travel
Compliance Report. Use the Travel Authorization Closure Guidelines to determine how the TA needs to be
closed based on what actually happened. The Expense/Post Travel Compliance Report must document all
expenses, including those paid by third parties or outside organizations. Those paid out-of-pocket by the
traveler will be reimbursed to them once it is fully approved.
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Travel Authorization Closure Guidelines

All approved Travel Authorizations must be closedd either by cancelling them or by copying the TA to an
Expense/Post Travel Compliance Report and submitting it for approval. After the trip, travelersé and in some
cases their direct supervisord will continue to receive Post Travel Notifications, following the schedule below,

until the TA is properly closed.

1st 1 business day after the trip (Proxy copied)

2nd 16 business days after the trip (HR Supervisor and Proxy copied)

3rd 25 business days after the trip (HR Supervisor, Expense Manager and Proxy copied)

4th 32 business days after the trip (HR Supervisor, Expense Manager, and Proxy copied)

5th 39 business days after the trip (HR Supervisor, Expense Manager, HR Business Head, Proxy,
Travel@fiu.edu, ablanco@fiu.edu, intltravel@fiu.edu, export@fiu.edu copied)

Leaving a TA open indefinitely can tie up department funds, create compliance risks, and may result in
disciplinary action.

See the grid below for guidance on how to close an approved Travel Authorization based on what happened
with the trip. Additional closure situations are outlined on the next page.

Domestic International
No FIU Prepaid expenses and Cancel the Travel Autharization (TA) Cancel the Travel Authorization (TA)
. No Expenses incurred
Tripdidnottake | "
place FIU Prepaid expenses and or
P P Complete the Expense/Post Travel Compliance Report Complete the Expense/Post Travel Compliance Report
Expenses incurred
No FIU Prepaid expenses and Cancel the Travel Authorlzatlpn (TA); Complste the Expense/Post Travel Compliance Report
No Expenses incurred Enter reason for cancelling
Trip took place S S
FIU Prepaid ©Xpenses and/or Complete the Expense/Post Travel Compliance Report Complete the Expense/Post Travel Compliance Report
Expenses were incurred
Business questions related to travel: Reach out to Alejandra Blanco Reach out to Export Control
System related questions: e-mail controller@fiu.edu or call 7-7200

If the Travel Authorization for the trip may be cancelled, refer to the Cancel a Travel Authorization section of
this document.

If the Travel Authorization must be closed by copying the TA to an Expense/Post Travel Compliance Report,
refer to the Create an Expense/Post Travel Compliance Report from a TA section of this document.
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Additional Closure Situations

If the Travel Authorization is not fully approved, and it is no longer needed, it can be deleted. For more
information on deleting a TA, see the Delete a Travel Authorization section of this document.

If an Expense/Post Travel Compliance Report is no longer needed, delete the ER. International Expense/Post
Travel Compliance Reports that were previously submitted for approval and later withdrawn or returned cannot
be deleted.

If an Expense/Post Travel Compliance Report remains open at fiscal year-end, special year-end handling may
apply depending on its status. See the Fiscal Year-End Processes section of this document for current-year
guidance. If the report is detached from an approved Travel Authorization as part of year-end processing, it
must be reattached and resubmitted after the Travel Module reopens. See the Detach and Reattach a TA
sections for instructions.

If expenses were paid partially or in full by a third party or outside organization, refer to the How to Report
Travel Expenses paid by a Third Party section of this document.

If your situation is not listed above i for example, the trip was extended or modified i see Managing Trip
Changes section of this document.
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| Former EmployeebravelAuthorizationClosure Process

If an approved Travel Authorization belongs to a former employee (terminated, retired, or deceased), the
department must take action to close or reconcile the Travel Authorization rather than leaving it open.

Begin by using the Travel Authorization Closure Guidelines to determine whether the approved Travel
Authorization should be closed by cancellation or by an Expense/Post Travel Compliance Report.

Next, determine whether the department still has proxy access to the former employee. To check, access the
former employee through the applicable travel transaction page in PantherSoft Financials and use the Change
Employee function. If the former employee is not available for selection, proxy access is no longer active and
temporary proxy access must be requested.

Situation What to do

The Travel Authorization Closure Guidelines indicate
that the TA should be canceled , and the department Cancel the Travel Authorization
still has proxy access to the former employee.

The Travel Authorization Closure Guidelines indicate  Email controller@fiu.edu _ with the department

that the TA should be canceled , but the department pr oxy 6s Pant her | D andot't
no longer has proxy access to the former request temporary proxy access . Once access is
employee. granted, cancel the Travel Authorization

The Travel Authorization Closure Guidelines indicate

that an Expense/Post Travel Compliance Report is Create the Expense/Post Travel Compliance
still needed , and the department still has proxy Report .

access to the former employee.

Email controller@fiu.edu _ with the department

proxyds Panther | D and tt
The Travel Authorization Closure Guidelines indicate  request temporary proxy access |, then cancel the
that an Expense/Post Travel Compliance Report is Travel Authorization . Create the Expense/Post
still needed , but the department no longer has Travel Compliance Report without a TA by
proxy access to the former employee. following the Non-Employee, Non -Student Travel

quidance_ in this manual.

Create the Expense/Post Travel Compliance
Report without a TA by following the Non-
Employee, Non -Student Travel guidance _in this
manual.

The Travel Authorization was cancelled , and an
Expense/Post Travel Compliance Report s still
needed for the former employee.
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Fiscal Year-End Processes

Fiscal year-end requires departments, travelers, and proxies to review open travel activity before the Travel
Module closes in PantherSoft Financials. The goal is to take action on transactions that need to be closed,
submitted, corrected, approved, canceled, deleted, or monitored for rollover so travel transactions are handled
appropriately during year-end processing.

Use this section, the current Fiscal Year End Memorandum _, and the standard procedures in this manual.

Current Fiscal Year -End Deadlines

Current FY 2025-26 Year-End Deadlines
A Last day to guarantee Expense/Post Travel Compliance Report that reach the Prepay Auditor queue
will be processed against Fiscal Year 2025-26: June 1, 2026
A Travel Module closes: June 12, 2026, at Close of Business (5pm)
A Travel Module reopens: July 2, 2026

Official dates, shutdown-period exceptions, and current-year instructions should always be confirmed in the
current Fiscal Year End Memorandum

What to Expect During Year -End

During fiscal year-end, departments should expect closer review of open travel transactions and less flexibility
for delays.

Travel Authorizations (TAs) that are no longer needed should be deleted or canceled before the Travel
Module closes.

Expense/Post Travel Compliance Report s (ERs) should be complete, accurate, and submitted early enough
to allow time for approval routing or correction, if needed.

At a high level, users should expect the Office of the Controller to do the following during year-end:
Domestic Travel Authorizations that are not fully approved will be deleted.
Foreign Travel Authorizations that are not fully approved will be sent back; their status will be
changed to International and can be resubmitted if necessary.
Approved Travel Authorizations that remain open at year -end will roll over into the new fiscal year
and encumber against new fiscal year budgets.
Approved Travel Authorizations for former employees (terminated, retired, or deceased)  will be
canceled.

0 Refer to the Former Employees TA Closures Process grid for guidance.

o0 For employees between contracts, email controller@fiu.edu to roll over the TA
Expense/Post Travel Compliance Reports that are complete and timely submitted to the Prepay
Auditor queue have the best chance of being processed in the closing fiscal year.
A Expense/Post Travel Compliance Reports that are  not fully approved will be  sent back during

year-end should be reviewed, corrected, and resubmitted as quickly as possible.

0 After the year-end shutdown, reattach the previously detached ER to the approved TA (if
applicable) and resubmit it. Do not create a new ER if one already exists for that travel.

A Cash Advances are not affected by the year-end process.
A Approved TAs for travel in previous fiscal years and not linked to ERs will be cancelled.

o Do Dolw

™
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Year-End Quick Reference : Before Year -End Deadlines / Travel Module Shutdown

Use the grid below to identify common year-end travel situations, what action should be taken before fiscal
ear-end deadlines or Travel Module shutdown, and what to expect if action is not taken in time.

Situation

What to do before year -end

deadlines

If action is not taken in time

Resources

A domestic Travel
Authorization is not
fully approved .

A foreign Travel
Authorization is not
fully approved at
year-end.

An approved Travel
Authorization is still
open at year -end.

An Expense/Post
Travel Compliance
Report has not yet
been submitted or
has not reached the
Prepay Auditor
queue.

Delete the TA if it is no longer
needed.

Obtain required approvals if it
is needed.

Delete the TA if it is no longer
needed and was never
submitted.

Obtain required approvals ifit
is needed.

Review the TA and determine
whether it should be closed
now based on the Travel
Authorization Closure
Guidelines or monitored for
rollover into the new fiscal year.

If the TA is in Approved status
but shows a budget error
resolve the budget error

promptly.

Complete the ER , attach all
required documentation, and
submit it as early as possible to
allow time for approvals and
corrections.

Unapproved TAs will be
deleted as part of year-end
cleanup.

If the TA is in Pending
Approval or Approvals in
Process status, it will be sent
back and then deleted .

Unapproved Foreign TAs
that are in Pending status
(never submitted) will be

deleted.

TAs that are in Submitted for
Approval or Approvals in
Process status will be sent
back, convert ed to
International status , cannot
be deleted , and may be
resubmitted by the traveler if
needed.

The TA will roll over into the
new fiscal year and encumber
against new fiscal year
budgets.

However, approved TAs with
unresolved budget errors
will not rollover.

TAs from prior fiscal years
will be cancelled.

The ER may miss
processing in the closing
fiscal year.

Refer to the Year-End Quick
Reference: After the Travel
Module Reopens section.

Delete a Travel
Authorization

Travel Authorization
Approval Workflow

Delete a Travel

Authorization

Modify a Travel

Authorization

Travel Authorization

Closure Guidelines

Expense/Post Travel

Compliance Report

Always use the current Fiscal Year End Memorandum __ as the primary source for official year-end dates,
alternate travel procedure instructions for emergencies during the shutdown period, and current-year

processing instructions.

Version9.14.0 | September2026
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Year-End Quick Reference: After the Travel Module Reopens

Use the grid below for travel transactions that were affected by year-end processing and still require action
after the Travel Module reopens in the new fiscal year.

Reimbursable expense lines on ERs submitted in the new fiscal year for travel that occurred in the closing
fiscal year will expense in the new fiscal year.

Prepaid expenses from Departmental Credit Cards, posted by JP Morgan Chase by the fiscal year-end
deadline for the closing fiscal year will be reconciled in the new fiscal year and may be recorded in the closing
fiscal yearb6s budget via an accrual entry.

Always use the current Fiscal Year End Memorandum _ as the primary source for official year-end dates,
alternate travel procedure instructions for emergencies during the shutdown period, and current-year
processing instructions.

Situation after year -end handling  What to do after the module re-opens Resources

. Reattach ER t

Reattach the existing ER to the Tia ach an 04
approved TA . Review the comments -
carefully and correct the ER, if needed .

- ' ’ Modify an
and resubmit it . Do not create a new EOd a/P 0T |
Expense/Post Travel Compliance Report if =X2ENSEC0SL ITAVE
one already exists for that travel. Compliance Report

An Expense/Post Travel Compliance
Report linked to an approved TA
was not fully approved by year-end,
sent back, and detached from the TA
during year-end processing.

An Expense/Post Travel Compliance . :
Report not linked to an approved TA Review the comments carefully , correct Modify an

was not fully approved by year-end the ER if needed, and resubmit it. Expense/Post Travel

i . Compliance Report
e IS S FEIES BN JEEr-Ene Reattaching to a TA does not apply.
processing.

Version9.14.0 | September2026 13
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Grant Proxy Access

A proxy is an individual who can create, edit, manage, and view travel transactions on behalf of someone else.
Proxy access for employee travelers must be assigned by the traveler following the below instructions.

Proxy access for student travelers cannot be granted by the student in PantherSoft Financials. Instead, an
employee can complete a Student Travel Form to activate student traveler profiles and assign proxy access.

1. Employees grant proxy access, via the following NavBar navigation in PantherSoft Financials:
Main Menu > Employee Self Service > Travel and Expense Center > User Preferences > Delegate

Entry Authority

2. To add a proxy, click the + sign. This will add an additional/new row. Once the new row is added, enter
the Panther ID of the employee that will be assigned access as a proxy.

Authorize Users

New Window | Help | Personalize Pagq

Roary Panther

Entering new UserlDs on this page will give those users the ability to enter
expense transactions on behalf of the employee.

Authorize Users

“Autherized User ID Name *Authorization Level

‘ 111111 Panther, Roary i| Edit & Submit ~ ‘

Save

NOTE: The user who is currently logged into the system should always appear as an authorized user,
otherwise they cannot create travel documents for themselves.

3. Use the drop down to select the desired Authorization Level . Click Save.

{ Employee Self Service Authorize Users

New Window Help Personaliz
Authorize Users
Roary Panther

Entering new UserlDs on this page will give those users the ability to enter
expense transactions on behalf of the employee.

Authorize Users

“Authorized User ID Name “Authorization Level
| 1111111 Q | Panther, Roary | Edit & Submit v |T‘ ‘?
[ 2222222 Q] pater Roay +] (-]

Save

The Authorization Level available are:

Edit & Submit provides full proxy access. The proxy can create, modify, submit, and otherwise
manage the travelerb6s document s.

Edit allows the proxy to only create or modify.

View allows the proxy to only review.

14
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Create a Travel Authorization

An approved Travel Authorizations (TA) is a traveler (
FIU. This includes FIU employees, students, and others who travel on behalf of the University. A TA is required

for conferences, conventions, foreign travel, trips which require cash advances,andnon-vi ci ni ty tr av
must be approved prior to purchasing travel-related expenses. Failure to follow this requirement may result in
non-compliance and will require additional approvals. All employees upon hire have access to create TAs for
themselves.

A TA is not needed for vicinity travel, unless the trip is for a conference or convention.

For more information on Travel Authorizationr e qui r ement s, see t hirevel&Other el de p:
Expenses Manual.

To create a Travel Authorization in PantherSoft Financials:

1. Click the T&E Compliance Center title on the Employee Self Service homepage.

Employee Self Service v < 20f5 >
Home Notices T & E Compliance Center
—
[l | ATTENTION: 2026 YEAR END Important Deadiines x ’OI
\_k "\ Updates (click for more details) 06/24/2026 - 07/01/2026 -
— eProcurement requisitions page shutdown period. Users m ﬁ

20{% ATTENTION: Travel and Expense Year-End Process: - June
1, 2026 - Last day for Expense Reports (ER) in the Prepay
Auditor (Travel) queue to be processed against

eProcurement ePRAF Proposal Routing Form Reporting Database

't

2. Click the Travel Authorization tile.

T & E Compliance Center

Travel Authorization Expenses Cash Advances Print Reports

i *
e @ | & %

0.000 unapplied Charges

Version9.14.0 | September2026 15


https://controller.fiu.edu/wp-content/uploads/sites/24/2021/01/Travel_Manual.pdf
https://controller.fiu.edu/wp-content/uploads/sites/24/2021/01/Travel_Manual.pdf
https://myfs.fiu.edu/

FLORIDA
Flu INTERNATIONAL 'I_'ravel and Expense
UNIVERSITY Office of the Controller

3. Click the Travel Authorizations tile.

€ Travel and Expense Center Travel Authorization Center

Travel Authorizations Cancel Travel Authorization Print Travel Authorization

g EA Ef

0 Pending Requests

4. By default, you will be selected as the traveler. If creating a TA as a Proxy, click the blue dropdown icon
and then Change Employee . A list of travelers who have granted the current user Proxy access will
appear here.

£ Travel Authorization Cente Actions X
ROARYPANTHER @ (inoc Employec
1111111 )

Athletics

For Employees , steps for granting Proxy access are documented in the Assigning a Proxy section of
this document.

For Students , steps for activating the student for travel and assigning them Proxies are documented in
the Student Travel section of this document.

For Non-Employees , see the Non-Employee, Non-Student Travel section of this document.

5. Click the Add Travel Authorization button. This is available in all available navigations in the Travel
Authorizations tile (i.e., Returned, Denied, View All, etc.).

< Travel Authorization Center Travel Authorization Search
ROARY PANTHER(®
111111
Athletics
Retumed o | View All Authorizations
Denied o There are no Travel Authorizations to display.
Add Travel Authorization
Pending 0
Submitted 0
Approved 0
View All 0
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6. Complete all fields in the top header section of the Travel Authorization.

Travel and Expense
Office of the Controller

Travel Authorization

Report NEXT Pending
Patty Panther (-2
Empl ID 1234567

P P Multiple Counts =
Q Description | | @ . ||B:s”$$:°r: |\_|
@ *Business Purpose | v‘ @ “Destination ‘ Q ‘
G *Benefit to FIU or *Date From ‘ ‘
Project Y
“Date To ‘ ‘ Trip Duration 1 Day

A. Description - This field serves as the TA title.

B. Business Purpose

C. Multiple Country Destination

- Select the business purpose.

NOT USE for multiple domestic destinations.

If traveling to a single destination (domestic or foreign), use only the Destination field.

When the Multiple Country Destination

option is selected, the following notification will appear:

Multiple Country Destinations

OK

If you are selecting multiple country destinations, you must Click the Multiple Country Destinations Link and enter all destinations you will be visiting

Click the Multiple Country Destinations link to add each foreign country.

Multiple Country Destination (_yes [ )
Destination  Multiple Country Destina
“Date From =
“Date To f]| Trip Duration 1 Day

Use the Lookup Glass to search for all Expense Locations.

Multiples Destinations B x

Enter all destinations that you are Traveling to 2 rows

“Expense Location Description

1 |osar :l Italy,Rome | + | ‘ - ‘

2 ‘DBEZ q‘ Greece Athens |+| ‘_‘

The following notification message will appear after each Expense Location is selected.

Version9.14.0 | September2026

This trip has a non-U.S. destination.

This trip has a non-U.S. destination. Florida House Bill 7017 on Foreign Influence requires us to report specific travel activity
beginning January 1, 2022. This includes all countries visited (excluding countries you visited temporarily for a connecting
flight without exiting the airport) and any payments or honoraria received during a trip. Please be prepared to submit this

information in the foreign travel guidance screening questionnaire and/or upon your return via the expense report.

‘. Cancel .

- Select Yes when the travel involves multiple foreign countries. DO
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D. Destination - Select the travel destination by using the search glass. If the destination is not
available, select the closest major city to the destination.

NOTE: Effective 4/10/2021, when a foreign destination is selected, FIU requires the traveler to
complete a questionnaire associated with export control regulations. For further details, see the
Foreign Travel Guidance and Screening Questionnaire for Foreign Destination TAs section of this
document.

E. Date From/Date To - Enter the dates of travel. If the travel is going to be completed in one day,
enter the same date in both fields.

NOTE: Travel Authorizations that are submitted after the travel began, also known as after the
fact TAs, will require 2" Level HR Supervisor approval in addition to an explanation of why non-
conforming expenses were incurred prior to obtaining an approved TA.

F. Benefit to FIU or Project - Field becomes available when all required fields have been completed
(Description, Business Purpose, Destination, Dates To and From). Information is prepopulated
based on information listed in the fields above and can be edited. Include the business purpose and
its benefit to FIU trip. When all or partial expenses are funded by another agency (non-FIU), include
that information as well.

|‘,A co Benefits To FIU L

) the traveler Pathes, Patty Pantheress , Emplid 1234567 work for Robert Stempel CPHSW Deans off and my

titke is Py Research Analyst
Traveler/Expense Incurred By | Do A

Traveler is attending a Summit. The description of my tnp is Natural Hazard Research Summit

Event or Purchase Description

Travel Dates are from 2026-08-26 2026-06-27

Event/Travel Dates

Trip destination is ta District of Golumbia Washingto

Location or Destination

The Natural Hazards Research Summit will discuss the research needs an piorities of the profession. A panel
N N discussion will be held by FEMA, NIST, and NSF
Business PurposelJustification

The American Public Health Association will be covering the following expenses. Registration fee, Lodging, and
Other (Additional information) | Meals. Other expenses listed beiow will be cavered by FIU

NOTE: To modify Benefit to FIU after the Travel Authorization has been withdrawn or sent back
by an approver, edit a field within the header to enable Benefit to FIU button.

7. Enter the details for all travel-related expense lines in the Details section. More expense lines are
added using the + (plus) icon, which is found to the right of each line.

Details 1 row

‘ Accounting Defaultt ‘ | Populate from Travel Authorization | ‘ e ‘ | Q ‘ | Tl |
Payment *Billing Type @ G ¢ Non-Preferred -

Expense Type Type - - Description < Merchant il Amount © *Currency < o Accounting

‘ Domestic Airfare v| Out of Pocket FIU Expense ‘Airrare ta and from cor| ‘ -Non-Preferred Merchant u‘ |F‘amherAir | | 150 DD| ‘USD Q| ‘ Details ‘ |5|5 | |+ | |— |

To avoid data entry errors, complete expense lines in the following order:

A. Expense Type i Choose the expense from the drop-down menu. More expense details
may be required and differ based on the Expense Type selected.
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B. Payment Type 1 This field is chosen based on the way the travel expenses will be paid.
When a choice is made, the Billing Type field will auto-populate.

Options include:
Out of Pocket T Reimbursable expenses to be paid by the traveler. The Billing Type
auto-popul at EsFUwWEKpefised

Details

‘ Accounting Dafau\t| | Populate from Travel Authorization |

o Payment *Billing
Expense Type © Type © Type ©
‘ Domestic Incidentals v ‘ |Out of Pocket"FlU Expensel

University Credit Card 7 Non-reimbursable expenses paid by the department using a
University departmental credit card (aka ProCard). The Billing Type auto-populates with
AUni ver siPrpCRaido

Details

| Accounting Defautt ‘ | Populate from Travel Autharization ‘

Expense Type © Payment Type © *Billing Type <

‘ Domestic Airfare v | |University Credit Card"Umverslly Paid - ProCard |

This expense type requires a SpeedType in the Approved By field. Click Details to
enter the SpeedType.

1 row
&lafln)

Accounting

& [+ (-]

Use the lookup glass in the Approved By field. This routes the expense line to the
approver of the SpeedType.

. Line Detail  Done |
Date | 041172023

Expense Type Domestic Aifare

Travel To | 1018 Q

Travel and Entertainment Card 7 Reimbursable expenses paid by a University Travel
and Entertainment Credit Card. The Billing Type auto-populateswithii F1 U Ex pense

Details

‘ Accounting Default | | Populate fram Travel Authorization |

o 3 *Billing
Expense Type < Payment Type < Type &
| Domestic Meals v | |Travel & Entertainment CardlrF\U Expense

NOTE: If the Payment Type needs to be changed, remove the expense line using the i
(minus) icon at the end of the line and re-enter it with the correct Payment Type .
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C.

D.

Billing Type 1 Auto populates based on the Payment Type .

Travel and Expense
Office of the Controller

Description 1 Fill in information related to the Expense Type. This field may or may not be
mandatory depending on the Expense Type.
Merchant 1T This field appears when an Airfare or Auto Rental expense type is selected.

NOTE: If Non-Preferred Merchant is selected,y ou mu st

the Non-Preferred Merchant field.

Merchant

Mon-Preferred Merchant

-Mon-Frefered Merchant ~

-Mon-Freferred Merchant
American Airlines

enter th

Amount T Enter the Estimated amount for the expense. This field may be greyed out for
some Expense Types and will auto-populate based on other expense details entered.

select the type of currency.

Line Details T The line details pertain to the required attributes of the expense type
selected. Ensure all line details are complete and correct for EACH expense line using the

Line Details icon.

8. Validate the Accounting Details (aka ChartFields ) for each Expense Line.

The Accou
for the line

Version9.14.0 | September2026

Details

-
2

Accounting

Q

<=

1 row

e

. Currency 1 The type of currency associated with the expense line. Use the lookup glass to

nting Details for the expense line will auto-populate based on the Payment Type selected

and are prescribed as follows:

Qut of Pocket and Travel & Entertainment Card

values populate automatically for these Payment Types and may be overridden by entering

I Expense line amounts will encumber
from the budget(s) identified in the Accounting Details. T h e

t r av €haghiefd s

the new activity or project number in the SpeedChart Key field. DO NOT CHANGE THE
ACCOUNT OR ALT ACCT FIELDS, which auto-populate from the expense type.

Travel Authorization Distribution

=

20
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Tosplitt he

expense

«| Travel Authorization Distribution

Expense Type

Amount 5000 USD

Accounting Details

GL ChartFields Project ChartFields Show All

Amount & “GL Unit

[+][-

50.00| | FILO1

I i ne & @lusabutoo. n t

Travel and Expense
Office of the Controller

he

click t

The Amounts from all ChartField lines must sum to the total amount of the expense line.

University Credit Card

depart ment.s 0T Hbeu direitvser s i t y 6 €hartFeld alues poputate d

Travel Authorization Distribution m
Expense Type

Amount 50.00 USD

Accounting Details
I GL ChartFields

| Project ChartFields ” Show All ‘

Amount < | *GL Unit &

‘E‘ ‘E| [ 4000/| | Fuos

‘E‘ ‘E| | 10.00/| [Fvo1

T Expense line amounts will not create encumbrances against

automatically for these Payment Types . These are greyed out and cannot be overridden.

Cancel

Travel Authorization Distribution

Expense Type Domestic Airfare

Amount 100.00 USD

Accounting Details

GL ChartFields | Project ChartFields ” Show Al |
6L |. Alt . Bu
Amuur;)t Unit gocnunt Acct and Dept & P;ngram SCItE Re
10000 FIUO1|311088 31100 441 110401000 61 o1

NOTE: The ChartFields for more than one business unit (i.e., FIUO1, FIUO2, etc.) may not be
present in the Accounting Details on the same Travel Authorization, even if on separate

expense lines.

9. Change Accounting Details (Individual lines)

I f

you need to

change

an individual

Entertainment Card, use the Accounting Details function as shown below:

Version9.14.0 | September2026
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A. Click on the Details button (1) and click Done on the pop-up window that appears to enable the
Accounting Details icon under the Accounting column. Click on the icon (2).

Description & Merchant & Amount ¢ *Currency & Accounting

Airfare for trip. ‘ ‘Amemcanmrhnes v 1DD,[}D| usb 1 2
Line Detail [ Done |
Date |04/09/2024 |

Expense Type Domestic Airfare
Description Test

Merchant American Airlines

Amount | 1.00

Currency USD

B. On the next window that appears, click Show All . Under the SpeedChart Key column, click the
looking glass icon.

Accounting Details
‘ GL CharfFields ” Project GhartFields ‘l Show All I

GL
SpeedChart Key & Amount & Unit  *Account & Alt Acct &

|:‘ ‘f‘ 0000100900 i \ 100.00] FIU02 [711213 a | [7t100 Q

C. Next, click on Seach Criteria dropdown and input the desired SpeedChart. Click Search and select
the correct SpeedChart that shows from the results. Click Done on the top right of the Accounting
Details page to apply the changes.

|v Search Criteria |
SetlD FIUD1
SpeedChart Key
(hegmswwth) 124415D035
~w Search Results
SpeedChart Key < Description &
1244150035 Economic Development Rschl

D. The SpeedChart has now updated the accounting for the expense line and will apply the changes
only to the line whose accounting was changed.

Note: When expense line(s) are modified using Accounting Details, you may go back to the Account
Details window and add/modify a Cost PID to the accounting if needed. If the Accounting Detalils is
used to modify the Cost PID, that Cost PID will populate for that expense line only (Out-of-Pocket or
Travel and Entertainment Card).
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10. Click the Save button to save the Travel Authorization.

< Travel Authorization Search Travel Authorization

Report NEXT Pending »

Empl D 1111111

“Deseription |TED Conference ‘ Multiple Country Destination () No

“Destination ‘New‘(nrk,New York City q‘

“Business Purpose ‘Cunference v‘
Roary will presenta TED ~ * “Date From ‘04/26/2023 ‘
“Benefit to FIU or Project |talk highiighting FIU's . e —
advancements in student “Date To |04/26/2023 [ Trip Duration 1 Day

If all required fields are complete, with no errors, an Authorization ID  will populate. The TA will
be assigned the statusof A Pendi ng o

< Travel Authorization Search

Report 0000123456 Pending
OAEY BANTH

EmplID 1111111

“Description |TED Conference |

*Business Purpose |Conference v|

~

Roary will present a TED
*Benefit to FIU or Project |talk highlighting FIU's o
advancements in student

NOTE: Effective 4/10/2021, when a foreign destination is selected, FIU requires the traveler to
complete a questionnaire associated with export control regulations. For further details, see the
Foreign Travel Guidance and Screening Questionnaire for Foreign Destination TAs section of

this document.

11. When the TA is ready for submission, click the Submit button.

Travel Authorization N Q v

Multiple Country Destination [ ) No
*Destination |New York,New York City Q ‘
“Date From |04/19/2023 =

“Date To |04f19f2023 ‘ Trip Duration 1 Day

A. A message will appear asking you to certify the information entered in the TA. Click OK.

Submission Confirmation

By clicking OK | certify that the information provided above is an accurate
estimate of travel-related costs that are to be incurred by me.

I oK ” Cancel l

Version9.14.0 | September2026
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B. The Travel Authorization has been submitted for approval and its status is updated to

fSubmission in Processo . T h
changeSsubtnoi tit e d

{ Travel Authorization Se.

Report 0000123456 Submission in Process

i's 1 s a

temporary
f.or

Approval o

Travel Authorization

ROARY PANTHER(»)
EmplID 1111111

Description
Business
Purpose

“Benefit to FIU
or Project

TED Conference

Conference

Roary will present a TED
talk highlighting FIU's

advancements in student

Multiple
Country [ ) No )
Destination

Destination New York,New York City

~

Date From 04/26/2023

4 Date To 04/26/2023 Trip Duration 1 Day

Approvals

status. Refr e

12. Once the TA is submitted, Travelers or Proxies should budget check and review budget errors, if any.

Begin by clicking the Budget Check link.

€ Travel Authorization

Travel Authorization

ROARY PANTHER()
EmplID 1111111

Report 0000123456 Submitted for Approval

Description TED Conference
Business Conference
Purpose
Roary will present a TED
talk highlighting FIU's
advancements in student

*Benefit to FIU
or Project

Budget Check |View Printable Version Notes

Multiple _
Country [ ) No
Destination

Destination New York New York City
~

Date From 04/26/2023

V] Date To 04/26/2023 Trip Duration 1 Day

Approvals

A. A pop-up window will appear, then click Budget Check .

Cancel

Budget Check

Travel Authorization

Not Budget Checked

Travel Authorization ID 0000123456

Source Transaction Type EX_TRVAUTH

Budget Check Go to Transaction Exceptions Go To Activity Log

Version9.14.0 | September2026
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If the TA passes budget checking, the Budget Check popup will show Budget Check is Valid and the
Travel Authorization will progress through workflow as required.

To review approval statuses, refer to the View a Travel Authorization section of this document.

Cancel] Budget Check [ Done |

Travel Authorization

Budget Check is Valid

Travel Authorization ID 0000123456
Source Transaction Type EX_TRVAUTH
Commitment Control Tran ID 0001234567

Commitment Control Tran Date 12/06/2023

Go to Transaction Exceptions Go To Activity Log

If a message appears that indicates Budget Checking Errors or Budget Checking Warnings exists, refer
to the Review Travel Authorization Budget Errors section of this document.

NOTE: First approvers in workflow can also budget check Travel Authorizations, if not already done by
an automated budget checking job that runs approximately every 2 hours. However, neither Travelers
nor Proxies will receive notifications of budget errors, if any.

Review Travel Authorization Budget Errors (Travelers and Proxies)

After budget checking a Travel Authorization, Travelers and Proxies might encounter an error. A budget
checking error will stop the TA from further progression until the cause of the error is resolved, the TA is
budget checked again, and the budget status is Valid.

Travel Authorizations that fail budget checking and result in an Error will immediately show two pop-up
messages. To review the error:

1. Click OK then Yes.

Travel Authorization

Report 0000192530 Submission in Process
B
Empl ID 6718331

Description TED Conference 2024 Multiple Country o) No ~

Destination
Busi P Confe
usiness Purpose Conlerence Destination Mew York,New York City
TED Conference Date From 12/13/2023

*Benefit to FIU or Project
i Date To 12/13/2023 Trip Duration 1 Day M v =

Budget Checking Errors Exist

Budget checking emors were logged for this document. Please check the budget exception page to view them.

tion -

tion New York New York City

Budget

“Benefit to FIU or Project Data From 12/13/2023

hecking has logged ‘Error’ Exceptions. Do you wan to Transfer to the Exceptions?

Selecting *Yes® will transfer y! e Transaction Exception Panel for this document while refreshing and minimizing the calling panel
Selecting "No” will refresh the panel

You can transfer later by usi to Transaction Exception Header” Push Button on this secondary panel
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2. The Travel Authorization Exceptions page will load, showing the Exception Type as Error. Exceptions
will be listed under the Budgets with Exceptions  section of the page.

< Travel Authorization Review Travel Authorization

New Window | Help | Personalize Pagg
Travel Authorize Exceptions H Line Exceptions ‘

Travel Authorization ID 0000192520 8

| “Exception Type ‘ Error v || Override Transaction i} LS5

Maximum Rows ‘ mo‘ More Budgets Exist

Advanced Budget Criteria

Budgets with Exceptions

EIEY

1-1oft1 ~ View All
’ Budget Override ‘ Budget Chartfields | 113
Details Business Unit Ledger Group Exception More Detail OEV:;::: Transfer
1 K FlU01 CC_PRD Exceeds Budget Tolerance Wore Detail GoTo ... &

[ Return to Search H Notify I

Travel Authorize Exceptions | Line Exceptions

3. Use the Details icon for each exception to see which line, distribution, accounting details, and amount
caused the error.

Review Travel Authorization |

Travel Authorize Exceptions Line Excepons

Travel Authorization 1D 00001925304

"Exception Type |Error v Ouarride Transaction o

Maimum Rows 100 More Budgets Exist

Budgets with Exceptions

®mQ

Budget Override Budget Chartfiekds | Il

& Travel AEINOMZE EXCEplions Review Travel Authorization

Detaits Business Unit  Ledger Group  Exception More Detsit o

ot R ER— Expense Travel Autherity Line Drill Down

Transaction Line ldentifiers

Travel Authorization ID 0000162530 Line 1 Distribution Lina 1

Transaction Line Details

Emmal.
Fund Program
Account Code Department Code Site Activity Nbr
ma215 210 110401000 3] ] 1104120002

Budget Date  12/06/2023
Lime Amount  100.00 uso
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With the guidance of department Budget Managers, use the Budget Error/Exception Guide located here
to understand common budget checking errors and warning.

Once the cause of the budget error is resolved, Traveler or Proxies should budget check the TA again.
Refer to the View a Travel Authorization section of this document to open the TA and access the
Budget Check functionality.

The first approver can also budget check the TA. Refer to the Budget Check Manually section of this
document.

Budget Checking Warnings
A budget checking Warning does not stop the Travel Authorization from progressing through workflow. This is
considered a passed budget check and indicates that the budget in warning is tracked but not controlled.

Travel Authorizations with budget check warning will also show two pop-up messages providing Travelers and
Proxies with the ability to review warning details and notify department Budget Managers.

T

Report 0000192529 Submission in Process
EMMA LAM

Empl 1D 5719331

Description TED Conference 2024 Multiple Country
Destination =
Destination New York New York City

Date From 12/13/2023

No ~
Business Purpose Conference
TED Conference
“Benefit to FIU or Project
v Date To_ 12/1 ip Duration 1 Day

Budget Checking Warnings Exist
Budget checking wamings were logged for this document. Please check the budget exception page to view them

ntry — -
joon @)_No

Jtion  New York New York City
Date From 12/13/2023

*Benefit to FIU or Project

GeNgkecking has logged 'Warning' Exceptions. Do you want to Transfer to the Exceptions?
Selecting “Yes" wil transfer yoURige Transaction Exception Page for this document while refreshing and minimizing the calling page.

ting "No” wil refresh the page
o Transaction Exception Header” Push Button on this secondary page

You can transfer later by using tHe
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Foreign Travel Guidance and Screening Questionnaire for Foreign Destination TAs

FIU requires the Traveler to complete a pre-departure Foreign Travel Guidance and Screening Questionnaire
for all foreign destination Travel Authorizations (TA). This must be completed before it can be submitted for
approval.

If any of the Section I: Foreign Influence questions1-6 ar e answered with a AYESO

travel destination is considered a Foreign Country of Concern (FCC), the TA will be routed for a required
Export Control Screening and approval as the first

A short descriptioninthe Tr avel er 6s Addiiteil@dnals Netgaas red for each
or ANOT. SURE

~ Section | : Foreign Travel Guidance and Screening Questionnaire

Foreign Travel Guidance

You must read this comprehensive guidance on foreign influence for FIU travelers, including export controls requirements, is accessible Here.
As a traveler outside of the U.S., it is expected that you read and adhere to this guidance.

Eoreign Travel Screening Questionnaire

For any "YES" or "NOT SURE" response, please include more details in the Traveler's Additional Notes box, for example: "1. taking prototype tissue scanner in carry-on luggage” or "4
forensic techniques training provided only to U.S. military personnel abroad, not to any non-U.S. citizens or entities".

Please answer all questions completely and to the best of your ability.

1. Will you be transporting (either through carry-on luggage or checked bags) laboratory instruments, tools, samples, raw materials, or prototypes?

) YES
) NO
2. Will you be traveling with a portable electronic device containing proprietary export controlled data , FIU confidential or proprietary data as defined by law or FIU policy, or data which is

associated with an export-restricted research project or instrument that you have been or are working on currently (even if such data has nothing to do with the purpose of your immediate
travel)?

D YES
O NO
© NOT SURE

3. Will you be fransporting any device that incorporates specialized scientific software (not including typical operational software such as Microsoft Office, Adobe, efc.) or software programs
utilizing specialized cryptographic functionality (not including routine commercial laptop cryptographic protection)?

D YES
O NO

4. Will you be providing any formal or informal training, technical assistance, advising, or consulfing services to another individual, entity, or governmental institution (or representatives)? If the
answer is YES, please describe services below in the "Travelers Additional Notes" section below.

D YES
NO
5. Are you planning to engage with an institution or organization with whom FIU does NOT currently have a formal partnership (i.e., inter-institutional agreement, academic or research

collaboration agreement, business, or service contract)? If the answer is YES, or you are not sure if there is a formal partnership, please list the institutions or organizations and describe how
you plan to engage with them in the "Travelers Additional Notes" section below.

D YES

D NO
O NOT SURE
6. As part of your pest-trip expense report, you will be required to declare any payments or honoraria received. Do you plan to receive any payments or honoraria, directly (i.e., paid directly to
you) or on your behalf (i.e., to cover some or all of your expenses) by an international entity or persen, including travel, food, or ledging at any time related fo your travel? Payments on your

behalf may include some or all of your expenses, or other complimentary items provided to you, that are not promotional items customarily provided at conferences such as pens, plaques etc.

YES
) NO

7.l understand that if at any time during this trip | will travel to, visit or temporarily pass through (other than a connecting flight where you do not leave the airport) any foreign country cther
than the destinaficn(s) entered in this TAR, | will have to submit a new TAR.

O YES

8. If your destination is deemed a Foreign Country of Concern. As part of your post-trip expense report, you will be required to declare all cities, institutions and organizations visited during
your frip. Please acknowledge that you understand that it is your responsibility to submit accurate and complete information, either yourself or by proxy, on your expense report at the
conclusion of the frip.

O YES

Additional Information

If you answered questions 1.-5. above with YES or NOT SURE, please enter specific additional information so that the export control reviewer can respond to the information given and
advance your travel request more expeditiously.

Max 250 characters
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The traveler will need to certify Section Il: Health and Safety Risks .

The traveler will also need to acknowledge Section Ill : Compliance with Legal and FIU Requirements:

v Section Il : Health and Safety Risks

1. | understand that traveling globally may expose me and FIU to certain risks, including but not limited to sickness, personal injury or damage to or theft of personal belongings, criminal or
violent attacks, terrorism, natural disasters, and civil unrest. | will act responsibly to reduce such risks by planning ahead and staying informed about current events at the global destination(s)
to the extent possible. | will follow the guidance and requirements of public health officials and country authorities, including requirements pertaining to global health threats such as the
COVID-18 pandemic.

D YES
2. | understand that FIU requires me to register my intemational trip to any country destination with the U.S. Department of State for my own protection via the Smart Traveler Enroliment
Program (STEP) at hitps //step.state.gov

) YES
3. Travel petitions are only required for a travel destination that is at a Level 4 Advisory by the U.S Department of State or CDC. Unless already completed and approved, | understand that |
must submit a separate petition for review by the International Travel Committee and ultimate approval by the Provost or his/her designee prior to my departure. The online travel petition form
can be found Here

) YES
4. In accordance with FIU's International Travel Policy for Employees and Students. | understand that the Provost or his/her designee may restrict travel at any time should the risks be
deemed too high.
O YES
5. If traveling with students, | acknowledge that | assume the responsibility to look out for their wellbeing. Prior to departure, | understand that students who are not employed by FIU must

complete the mandatory pre-departure orientation for international travel provided by the Office of Education Abroad (contact edabroad@fiu.edu) prior to departure. Student travelers
employed by FIU are not required to complete the pre-departure orientation by the Office of Education Abroad; instead, student | ployed must lete a TAR as an il

J YES

6. | hereby accept the benefit of FIU's global travel assistance manager and insurance coverage including medical, security, evacuation, and trip interruption and authorize International SOS
and/or Chubb to notify FIU promptly in an emergency. | will take the global travel assistance manager and insurance contact information with me to have readily available should a medical or
safety incident occur. FIU's global travel assistance membership ID card and insurance brochure can be downloaded Here

) YES

Traveler Acknowledgement and Agreement .

A comprehensive overview of export control regulations, definitions, FAQs and more are outlined here.

See the following sections for submitting these TAs as a Traveler or as a Proxy . Steps differ for each.

Note: |

t

~ Section lll: Compliance with Legal and FIU Requi : Traveler Ack led: and Ag it

| hereby acknowledge my understanding of and agree to the following:

Pre-Departure:

If the Compliance/Export Control Office does not complete its screening and assessment or returns this TA request unapproved, | cannot proceed on the trip. If | depart on this trip without full
TA approval obtained at least one day prior to departure, | will be entirely responsible for all trip expenses incurred, resulting in non-reimbursement of expenses paid by me from personal
funds as well as a repayment required from me to the University for expenses paid with university funds. This includes grant-funded international trips, as grant funds will not be disbursed
without pre-departure TA approval. FIU will follow the requirements of FIU Regulation 1111, Employee Debt Collection for the collection of any expenses for unauthorized trips. Regardless of
whether a proxy assists in the TA process, | understand that | am responsible for verifying that the TA is fully approved before departing on the trip and will be held accountable if it is not. |
also understand that | may be subject to discipline andfor restrictions on international travel privileges for non-compliance. In compliance with Florida Statute 1010.36, | have reviewed and
understand the FIU Foreign Travel Guidance, and | affirm that | will comply with all export control, federal and state regulations, and University policies and procedures. | affirm that all of my
responses to the foreign travel screening questionnaire are accurate and complete. If at any point prior to or during travel, any information pertaining to my international travel changes,
including intended or actual destinations and/or individuals or entities visited, | will promptly notify the Export Control Office and submit a new TAR.

During Travel
| acknowledge and agree that | will not violate any applicable state or federal law, or university policy during travel and agree that | will abide by any limitations or restrictions communicated to

me as a condition of approval for my travel.

Post Travel Compliance Reporting;

Additionally, | agree to complete an Expense Post Travel Compliance Report (ER) that must be submitted within fifteen (15) business days after the completion of the frip, even if no expenses
were incurred. As part of the ER, | agree to report any honoraria and/or payments received from a foreign source. While my proxy may enter all trip related information (as provided by me) in
the ER, | understand that | must sign the completed ER document to certify its accuracy.

| understand that the Provost or their designee reserves the right to restrict international travel until further notice should | not complete and meet all legal and institutional pre-departure and/or
post-travel requirements outlined in the University International Travel Palicy, University Travel and Expense Policy, and the Travel and Other Expenses Manual. Non-compliance with these
requirements may result in disciplinary action

| understand that information pertaining to my travel may be provided fo the Florida Board of Governors and may also be provided to State/Federal law enforcement as necessary.
By clicking YES, | am providing my digital signature acknowledging my understanding of and agreement to Section IIl Compliance with Federal, State, and Institutional Requirements: Traveler

Acknowledgement and Agreement above.

) YES

s encouraged that FIU travelers or proxi
before the trip to allow sufficient time for the request to be screened and approved by the Export Control Office.
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| Traveler Creates Travel Authorization

These are the steps to follow when a traveler enters their own Travel Authorization (TA) and selects a foreign
destination.

1. Complete Steps 1 through 5 as indicated in the Create a Travel Authorization section of this document.

2. When a foreign destination is selected, a message will appeatr:

This trip has a non-U_S_ destination.

This trip has a non-U.S. destination. Florida House Bill 7017 on Foreign Influence requires us to report specific travel activity
beginning January 1, 2022. This includes all countries visited (excluding countries you visited temporarily for a connecting
flight without exiting the airport) and any payments or honoraria received during a trip. Please be prepared to submit this
information in the foreign travel guidance screening questionnaire and/or upon your return via the expense report.

I OK ” Cancel l

3. Press OK. The Foreign Travel Guidelines questionnaire will populate below the Details section. The
guestionnaire needs to be completed to save the TA.

£ Travel Authorization Travel Authorization

Report NEXT Pending

Empl ID 1111111

“Description ‘TED Conference | Multiple Country Destination [ | No )

“Business Purpose ‘ Conference v‘ “Destination ‘\ta\y,Rome Q ‘

Roary will present a TED “Date From ‘04/1 9/2023 ‘
*Benefit to FIU or Project |talk highlighting FIU's o -
advancement instudent “Date To [04119/2023 [ Trip Duration 1 Day
Create A Cash Advance View Printable Version No
Details 1 row
Accounting Default | | Populate from Travel Authorization % |[a ‘ | 5 ‘
Expense Type < Payment T o] “Billing Type < Description < Amount & “Currency < Accounting
‘ . usD | Dotais | |+ ‘ ‘ _|
Total Expenses 0.00 usD

w Foreign Travel Guidelines

All employees (including student-employees) traveling abroad on FIU-sponsored or -related trips are required to comply with and must acknowledge their understanding of FIU Foreign Travel Guidance
associated with foreign influence concems (e.g. OFAC sanctions and export controls) and general health and safety risks. Please review this information carefully. Should you need additional guidance,
contact us at global@fiu edu

4. Provide responses to the Foreign Travel Guidance and Screening Questionnaire.

5. Complete Steps 6 through 12 as indicated in the Create a Travel Authorization section of this
document.
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| Proxy Creates Travel Authorization on Behalf of Traveler

1. Complete Steps 1 through 5 as indicated in the Create a Travel Authorization section of this document
as a Proxy for a Traveler.

2. When a foreign destination is selected, a message will appear:

This trip has a non-U.S. destination.

This trip has a non-U.S. destination. Florida House Bill 7017 on Foreign Influence requires us to report specific travel activity
beginning January 1, 2022_ This includes all countries visited (excluding countries you visited temporarily for a connecting
flight without exiting the airport) and any payments or honoraria received during a trip. Please be prepared to submit this
information in the foreign travel guidance screening questionnaire and/or upon your return via the expense report.

I OK ” Cancel l

3. Complete steps 6 through 10 as indicated in the Create a Travel Authorization section of this document
as a Proxy for a Traveler.

Upon clicking Save a message will appear. Press OK:

Traveler Notification

Please click Traveler Notification Button to email foreign travel TA questionnaire to traveler.

OK

4. Click the Traveler Notification button.

£ Travel Authorization Travel Authorization

Report 0000123456 Pending - -
ROARY PANTHER(® Save Submit

Empl ID 1111111

*Description ‘\ntematlunal TED Conference ‘ Multiple Country Destination [ ] No
*Business Purpose ‘Cunference v| “Destination ‘Argeﬂtina,Buenns Ares  Q ‘
Roary wil presenta TED “Date From ‘04126/2023 ‘
“Benefit to FIU or Project | talk highlighting FIU's -
dvancementsin 4 “Date To | 04/26/2023 i) Trip Duration 1 Day

Traveler Notification

A notification will appear that says a link to the questionnaire has been forwarded to the traveler. Click
OK

A link to this questionnaire has been forwarded to the traveler.

OK
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5. The Traveler receives an International Travel Request
link to the TA. Click the link.
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notification from PantherSoft Financials with a

International Travel Request

fin-panthersoft@EIU.EDU €5 Reply | % Reply All > Forward [ R
To © Roary Panther Tue 1/3/2023 3:41 PM

Atravel authorization request to a non-U.S. destination Argentina,Buenos Aires has been submitted. Pursuant to Section 1010.36, F.S., effective lanuary
1, 2022 FIU requires each traveler to provide information pertaining to your trip via a short questionnaire prior to your supervisor's approval. The travel
authorization approval process will only proceed once you have satisfied this requirement. A helpful overview of foreign travel and export control
regulations, definitions, and FAQs can be viewed here: https://exportcontrol.fiu.edu.

To access the questionnaire, please take note of your Travel Authorization ID: 0000123456 and follow these steps:
1. Click on the link below to access Panthersoft Financials with your FIU credentials.
2. Enter your above Travel Authorization |D in the Search For field and click SEARCH (be sure you are on the Existing Value tab).

3. From the Modify Travel Authorization page, go to the Summary and Submit page via the link on the top right corner of your screen and click the Foreign
Travel Guidance and Screening Questionnaire link.

4, Complete Section | of the questionnaire and enter any additional information in the notes field (if applicable), then proceed to Section Il
5. SAVE your answers

6. Click OK to submit the questionnaire.

7. On the Modify Travel Authorization page, check the certification box and click SUBMIT TRAVEL AUTHORIZATION.

8. On the Submit Confirmation page click OK.

5. Your submission was recorded by the system if you see the following message in the top left corner in red font: Your travel authorization 000000
has been submitted for approvalé.

[https://myfs.fiu.edu//psc/fscm/EMPLOYEE/ERP/c/ADMINISTER EXPENSE FUNCTIONS.TE TRAVEL AUTH.GBL?
IDagE:EX TAUTH _SUBMIT&Action=U&TRAVEL AUTH 1D

Thank You,
fin-panthersoft

The link will direct the Traveler to log into PantherSoft Financials and takes them directly to the Travel
Authorization. The questionnaire will be below the Details section.

< Travel Authorization St

Report 0000123456 Pending X
ROARY PANTHER(®)
EmplIiD 1111111

“Description ‘Intematmna\ TED Conference ‘ Multiple Country Destination | No

“Business Purpose ‘Cnnference *Destination |Argentma,Buenus Aires Q|

Roary will present aTED " “Date From | 04/26/2023 \
*Benefit to FIU or Project | talk highlighting FIU's v -
advancements in A “Date To |04/26/2023 Trip Duration 1 Day

Create A Cash Advance View Printable Version Notes

Details

| Accourting Dfaut | | Posuiats fm Trael Autrorzaton

Expense Type © Payment Type & "Billing Type < Description & Amount ¢ Currency ¢ Accounting

[Foreign Registration v| OutofPacket  FlUEmense  |Foreign Registation | | 5000| USD | Detais ‘ | - ‘

Total Expenses 50.00 usb

w Foreign Travel Guidelines
All employees (including student-employees) traveling abroad on FIU-sponsored or -related trips are required to comply with and must acknowledge their understanding of FIU Foreign Travel Guidance

associated with foreign influence concerns (e.g. OFAC sanctions and export controls) and general health and safety risks. Please review this information carefully. Should you need additional guidance,
contact us at global@fiu.edu.

w Section | : Foreign Influence

Comprehensive guidance on foreign influence for FIU travelers, including export controls requirements, is accessible Here.
As a traveler outside of the US| it is expected that you read and adhere to this quidance.

For any "YES" or "NOT SURE" response, please include more details in the Traveler's Additional Notes box, for example: "1. taking prototype tissue scanner in carry-on luggage" or "4. forensic
techniques training provided only to U.S. military personnel abroad, not to any non-U.S. citizens or entities”

NOTE: If the link does not direct the Traveler to this page, follow the navigation in the Modify a Travel
Authorization section of this document, then proceed to step 6 below.
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6. The Traveler must provide responses to the Foreign Travel Guidance and Screening Questionnaire.

7. Once complete, only the Traveler can submit the TA by clicking Submit .

Travel Authorization N QA v =

~

Multiple Country Destination | ) No
“Destination |Argentina,Buen05 Aires Q|
*Date From |04/26/2023 =]

“Date To |D4f26f2l)23 ‘ Trip Duration 1 Day

8. A message will appear asking you to certify the information entered in the TA. Click OK.

Submission Confirmation

By clicking OK | certify that the information provided above is an accurate
estimate of travel-related costs that are to be incurred by me.

NOTE: The TA cannot be saved or submitted by the Traveler unless they complete the Export
Control questionnaire.

Export Control Reviewers

Export Control Screening and approval will be required as the first stepinthe TAG6s Appr o viadithenWWo r k

guestion 1-6 of the Section I: Foreign Influence i s answered with a AYESO or
destination is considered a Foreign Country of Concern (FCC).

Approval Status x

ID 0000123456 Status Submitted for Approval

|lApproval Status
Status/ Employee/ Profile Date Time/ Comments
@  Submitted

ROARY PANTHER
Employee

04/06/2023 8:56:34AM

B

Pending Approval
(Pooled)
Export Controls Screening

Ef  Not Routed
PATTY PANTHER

HR Supervisor

B  Not Routed
{Pooled)
Expense Manager
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The Export Control review team now has the access to deny Foreign Travel Authorizations as necessary and
will be required to enter a reason for denying the TA in the comment field. The status of these TAs will be
shown as Denied and the reason for the denial will appear in the Approval History section of the Travel
Authorization page.

Approval Status x
D 0000165108 Status Denved
IApproval Status
Status/ Empioyee’ Profile Date Time/ Comments
O Denes 02/22/2024 922 27AM
Comments regarding to Deny action by Export
INTLTRVL Control Team

@ Submited

0L 92
LIEVES ¥

Employee

To approve transactions, follow the steps in the Approving Transactions section of this document.

High-Risk Destination Questionnaire for Level 4 Restricted Foreign Destinations

Traveler s must complete an additional High -Risk Destination Questionnaire  (also known as Screening )
before submitting a Travel Authorization (TA) to a Level 4 Restricted Travel Destination in PantherSoft
Financials. It must then be linked to the pending Travel Authorization before the TA can be submitted.

Log on to Financials then click here to View Current Level 4 Restricted Travel Destinations.

Important Notes
1 Only the Traveler can complete the High-Risk Destination Questionnaire.
1 Travelers must also complete the Foreign Travel Guidance and Screening Questionnaire.
1 Proxies must use the Traveler Notification button to alert the Traveler to complete international travel
requirements.
Proxies or Travelers can link an existing screening using the Screening ID lookup on the TA.
These TAs cannot be submitted by the Traveler until their completed screening is linked.
Only the Traveler can submit the TA.
Printable PDF of High-Risk Travel Screening is available to the Traveler, Approvers and User
Community .

=A =4 =4 =4
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How to Complete the Questionnaire

There are four options for the Traveler to complete the required High-Risk Destination Questionnaire.
Option 1 - From the International Travel Pre -Requisites Tile :
1. Travelers Create a new screening by navigating through the T&E Compliance Center > Travel

Authorization Center > International Travel Pre  -Requisites tiles and clicking the High -Risk
Destination Questionnaire tile.

International Travel Pre-Req

FCC's & Level 4 Destinations High Risk Destination Question

(7 £y

2. The Traveler must complete all sections of the questionnaire, saving as they go.

a. Complete all fields in Step 1 1 High Risk Destination . The Trip Description and Dates must
match the Travel Authorization.

Screening Activity Guide

Screening 1D 0000000008

i ]|

High Risk Destination

Complete Trip description |IT Conference |

> | Questionnaire Date From | 0712772025 =]
Mot Started [

Date To | 0773172025 |

3 Security Warming
Mot Started

None

Which entry permit for the destination
country do you hold?

A

4 Support Document
| Mot Started Source of Funding for this Trip

Funding source for this trip (activity/project ID that will be charged; Check third party check box if paid for by a Third Party)
Activity Nbr/ Project ID | 1026020001 Q
FIU MAGAZINE

Third Party [ ] MNo
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b. Respond to all questions in Step 2 T Questionnaire .

Version9.14.0 | September2026

Contiue Later | ‘ < Previous

Step 2 of 4: Questionnaire

*1. Select all activities to be carried out abroad (check all that apply)
|_| Research
CJ Field work
~ Teaching
~ Consuling
" Technical training
(7] Meetings
~ Recruiting
) Presenting
") Signing a formal agreement
~ Other

Please describe

V.

*3, Select the logistics in your destination country {check all that apply)
~ Onmy oun
" Accomparied by one or more pariners {from the US or other nation)
~ Accomparied by one or more local pariners
|| Hired local security
) With US military
T with local military
~ Other

Please describe

V.

“3. Select who (name individual and/or organization) will host you (check all that apply)
_ Organization
T Institution
[ Individual
_ Other

Please describe

*4. Specify your lodgings
Host institution campus
Hotel with security
Hotel witheut security
Private home
Other

Please describe

V.

*5. If you are close to an area with an ongoing conflict, how do you plan to protect yourself?
Follow guidance of US Embassy/Department of State
Remain with US military at all times (on base, travel with convoy)
Other

Please describe

Vi

*6. Describe the impact on your academic/professional work should you not be allowed to travel at this time
Breach of contractual obligation other than a grant
Violation of grant ferms:
Loss of project revenue
Interruption of research progress (ie. lack of data, failure to protect habitat)
Jeopardizing the integrity of a crucial partnership
Other

Please describe

*7. How you would mitigate a cancellation of the trip at this time?
Work on the project remotely to the extent possible
Negotiate the postponement and travel at a future date
Cancel the contract without penalties
Cancel the contract with penalties
Other

Please describe

Travel and Expense
Office of the Controller
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c. The Travelermustrefert o t he US Depart ment ohfips:Brhvalistetdopv) t r a
to complete Step 3 T Security Warning . They must provide a response to each risk relevant to

t he

d. If necessary, add relevant and necessary attachment(s) in Step 4 i Support Document

Version9.14.0 | September2026

destination and AN/ A0 for those not

Continue Later ‘ < Previous

Save

Travel State.Gov
U.S. DEPARTMENT of STATE — BUREAU of CONSULAR AFFAIRS

US. Passports US. Visas Intercountry Adoption Intemational Parental Child  Replace or Certify Documents.
Abduction

Before You Go While Abroad Emergencies

Learn About Your
Destination

tavel State Gov > Intemational Travel > Leam About Your Destination > Venezuela Intemational Travel
Information

Venezuela

Bolivarian Republic of Venezuela

Travel Advisory Levels

1 Exercise normal precautions

[READ MORE] 2 Exercise increased caution

Travel Advisory Venezuela - Level 4: Do Not Travel
September 24, 2024

Do not travel to Venezuela due to the high risk of wrongful detentions, terrorism, kidnapping, the arbitraty e
cal laws, crime, civil unrest, poor health infrastructure.

Referencing the US Dept of State's travel advisory for your destination, please respond to specific security warnings (see above example
for Venezuela) and how you plan to avoid exposure to such risks:

)
*Crime: Please Describe | N/A 4
)
“Terrorism: Please Describe | N/A A
)
*Civil Unrest: Please Describe | N/A 4
5]
*Health: Please Describe | NIA 4
=]
*Kidnapping/Hostage Taking: Please Describe | NIA 4
=]
*Risk of wrongful detention: Please Describe | N/A Y
=]
Other: Please Describe | N/A A

Screening Activity Guide

Screening ID 0000000008

Continue LGer‘ ‘ l < Previous ]

["q | High Risk Destination Attachments
.~ Complete )
There is no attachment uploaded.
9 | Questionnaire Add Attachment
. Complete
3 | Security Waming
7 Complete
Support Document
Visited

applic
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3. At mi ni mum, steps 1

through 3

Travel and Expense
Office of the Controller

mu st show

Screening Activity Guide

Screening 1D 0000000008

7| Questionnaire
! Compiete

3] secunty waming
Compiete

Oy

| 4| Hign Risk Destination Attachments.
Clipta There is no attachment upioaded

Add Atachenent

oot | | [T | (R

4. Link the submitted screening by returning to the pending TA.

NOTE: Printable PDF is available when clicking Preview icon and Download Report . Click the
Save icon to save the file or Print icon to print directly from the report.

Option 2 - From the Travel Authorization

Click the Create Screening link on the TA. Complete and submit the screening per steps 2 and 3 above.

Travel Authorization
Repont NEXT Pending
PATTY PANTHER
EmpliD  1zuser
“Description Educational Youth Summit

“Business Purpose | Sur

“Benefit to FIU or Project .,/

Multiple Country Destination

*Destination |Haiti Port au-Prince Q
Screenin g 10 al crea
“Date From | 00/0712026 2]

“Date To | 09V11/2026 [ | Trip Duration 4 Days

Link the Traveleros
This can be completed by the Traveler or their Proxy.

Return to the Pending TA. Use the magnifying glass
screening.

Screening

t qSaméfe BdtheOptidns)n g

in the Screening ID field to link the completed

Travel Authorization

Report NEKT Pending
PATTY PANTHER

Emel 0 1234367
Descripion |Fdhucatioral Yauth Summit
Business Purpose | Summi
cenines, Famy -

“Banatito Fu o Projass |15

gl DeneliL e T

-

Multiple Country Destinaton

“Destination | Haili Porl-au Prince: Q

“Date From |0/07/20

]

“ate Ta [ g [ TopOusston 3 Days

y 4
‘Screening Dashboard
Empl 0 1234567 Date From [E]

Screening 10 Date T [E]

Description m

Gieate New Scrozring

Status 11 Screening ID 71 Trip Deseription 7 Date Fram 7 Date Ta 71 Preview  Gancel
|::owuu(n: UOOIOIUEE Sducanonal UBEZS U202 [ x |

NOTE: Printing option is available by clicking Preview and Download Report .

Status 7. Screening ID 1. Trip Description 1. Date From 71 Date To 1t Preview Cancel
Complete 0000000096 E R 09/07/2026 09/11/2026 E x
—— /
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Option 3 1 From the Appr o v e rAfpsoval Page

Travel and Expense
Office of the Controller

Approvers can locate screening and generate a PDF by clicking on Preview Screening and Download
Report link on the Approve Authorization page.

Approve Travel Authorization

PATTY PANTHER

General Information

Business Purpose  Summit

Urgency:®

Travel Authorization Summary

Description  Educational Youth Summit

Status  Submitted for Approval

Date From  09/07/2026 To 09/11/2026

User Defaults

Authorization ID 0000224539
Reference
Description  Haiti,Port-au-Prince
Screening ID 0000000096

Multiple Destinations

Preview Screening

Updated on  07/30/2026 11:52:31AM By 1234567
Foreign Travel Guidance and Screening Survey Notes Benefits to FIU or Project

Preview

| 4

General Information

Download Report

Option 4 i From the Travel Inquiry Tile:

Users can access completed screening using the Travel Inquiry tile.

1. Navigate through the T&E Compliance Center
locate the Travel Authorization.

2. Click Preview Screening

link in Travel Authorization header to Download the Report.

and Travel Inquiry tiles using the Search by criteria to

Travel Authorization

PATTY PANTHER
Business Purpose Summit

Description Date From  09/07/2026
Educational
Youth

Summit

Foreign Travel Guidance and Screening Questionnaire
Totals (O

E& Travel Authorization Details

Actions | __.Choose an Action

Multiple Destinations

Default Location (353 Haiti, Port-au-Prince Authorization ID

0911112026 Created
Last Updated

Screening ID

vl Go

0000224539  Submitted for Approval
0713012026
0713012026
0000000096

PATTY PANTHER

PATTY PANTHER

Version9.14.0 | September2026

Preview

Genaral Information

Only destinations at Level 4 Advisory by the US Department of State necessitate this screening
questionnaire. Please verify that your destination is at a Level 4 Advisory by the US Department of State
by accessing Travel Advisories | Travel.State.gov. Destinations with a Level 1-3 Advisory are not deemed
a High-Risk destination by FIU, and you may proceed with submitting the Travel Authorization without the|
High-Risk Screening form.
Country Visiting Hall
Trip description Educational Youth Summit
Date From 09/07/2026
Date To 0911112026

Which entry permit for the destination country Passp:
do you hold?

Source of Funding for this Trip
Funding source for this trip {activity/project ID that will be charged, Check third party check box if paid for by a Third Party)
Activity Nbri Project ID 1104120004

Controliers Office - CF Fund
Questionnaire

Security Warning

Attachments

39
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Errors

If there are any errors within the transaction, the system will alert by highlighting fields in Red as shown below.
These errors prevent the document from being saved or submitted and may be accompanied by a system
message.

Any errors with the Expense Lines will be marked with a red flag. Click on the flag to view information about
the error. All errors should be corrected before copying lines, saving, or submitting a Travel Authorization.

< Travel Authorization Search Travel Authorization
Report 0000182603 Pending =
ROARY PANTHER(® e m
Empl ID 1111111
“Description | TED Conference Multiple Country Destination 7_ No
“Business Purpose | Conference v “Destination | New York New York City Q
Roary will presenta TED ~ * |"Date From |
“Benefit to FIU or Project  talk highlighting FIU's .
advancement in student *Date To | 04/19/2023 [ Trip Duration 1 Day
Approvals ‘
Create A Cash Advance View Printable Version
Details 1 row
Accounting Default | | Populate from Travel Authorization &®|lQ ‘ ) |
Expense Type © Payment Type © “Billing Type © Description © Amount © “Currency © Accounting
Domestic Meals v| | Out of Pocket ~| | FIU Expense v 100.00| |USD Q| | Details =] | -

If assistance is required with clearing errors, contact the Financials Systems and Support Services Help Desk
at (305)348-7200 or email controller@fiu.edu.

Additional Actions When Creating a Travel Authorization

Other actions are available when creating a Travel Authorization. Actions include Create a Cash Advance,
View Printable Version, Notes, Accounting Default, and Populate from Travel Authorization.

< Travel Authorization Search Travel Authorization

N v =
Report NEXT Pending "

Empl ID 1111111

*Description ‘ ‘ Multiple Country Destination [ ) No
“Business Purpose ‘ v‘ “Destination ‘ q‘
“Date From ‘ ‘

*Benefit to FIU or Project
Vi “Date To ‘ ‘ Trip Duration 1 Day

| Create A Cash Advance]View Printable Version| Notes|

Details 1 row

|Actnunhng Default | | Populate from Travel Authorization | % |[a ‘ ‘ N ‘

Expense Type & Payment Type < “Billing Type < Description < Amount & *Currency & Accounting

‘ - usD | Deals | ‘ + ‘ | - |
Total Expenses 0.00 usD

Version9.14.0 | September2026 40
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| Create ACashAdvance

The Create a Cash Advance link is available when entering a Travel Authorization (TA) to enter a Cash
Advance (CA) simultaneous to the TA. Prior to clicking the link, save the TA to generate a Travel Authorization
ID. This is needed when entering the CA.

Create A Cash Advance|View Printable Version Notes

Details

| Accounting Default | | Populate from Travel Authorization |

Expense Type &

Payment Type & “Billing Type ©

The Create Cash Advance screen will open in a new browser tab/widow i keeping the Create Travel

Authorization screen open. Complete steps 3-5 in the Create a Cash Advance section of this document.

ViewPrintableVersion

The View Printable Version link is used when the Travel Authorization is saved. A Travel Authorization can

only be saved when at least one expense line and applicable required fields are entered. A printable view of

the Travel

Aut hori

zation wil |featute.ow

Create A Cash Advance|View Printable Version JNotes

Details

| Accounting Default | | Populate from Travel Authorization

Expense Type < Payment Type < “Billing Type ©

‘ v|| v|‘

t o

use

Wi

t h

t he

NOTE: Clicking the View Printable Version link without entering line information prior to a Travel Authorization
being saved will take you to a page to search for existing Travel Authorizations that have already been saved.

Notes

The Notes link is used to add, delete, and/or view other notes to the Travel Authorization.

Create A Cash Advance View Printable Version [Notes

Details

| Accounting Default | ‘ Populate from Travel Authorization

Expense Type &

Payment Type ©

*Billing Type <

Version9.14.0 | September2026
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| Attachments

Attachments can now be added to the Travel Authorization using the Attachments button.

Details 1 1o

Rgrountng Delsd Fogtale from Travel Asthorizabon

. Paymsnt .. "Billing - " "
Expensa Type 7 Type L Type o Desoription r. Amount 1. “Culrency 1. ACcourting

Totel Expenses .00 UsD

Cancel ¥ Attachment w

Add Attachment

Travel Authorization ID NEXT

Attachments Details

Ko attachmeant exisl. Upload an existing file, capture recedpt image or attach one from My Receipls

AccountingDefault

Accounting Default opens a page which displays the default accounting associatedtot he tr avel er 6s

Create A Cash Advance View Printable Version Notes

Details

I Accounting Default | ‘ Populate from Travel Authorization

Expense Type © Payment Type © *Billing Type <

Any changes made to these values will apply to all expense lines, both new and existing, where Payment

Typei s set to AOut of Pocketo or ATravel & Entertainme
Travel Authorization Defaults
Description

Accounting Details

GL ChartFields Project ChartFields Show All

% 1L ﬁhit 74 Fund 1. Dept 1 Program 7. Site r. Bud Ref 71 Task 71 Affiliate 11

|E‘ |Z| | 100.00) FIUD1 360 110401000 94 04 al | al |

Version9.14.0 | September2026 42
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To change the accounting, click on the Show All
field.

Travel and Expense
Office of the Controller

tab and click on the lookup glass under the SpeedChart Key

Accounting Details

GL ChartFields H Project ChartFields

Show All

SpeedChart Key <

Fund

o
gt

GL
% < Unit

R

Dept & P:ogram S/I\tE

W

+ (-]

[a]|

100_0[}| Fluo1t 210 102600000 &1 01

Next, click on the Seach Criteria dropdown and

input the desired SpeedChart. Click Search and select the

correct SpeedChart that shows from the results. This will apply the updated accounting values to the defaults.

|v Search Criteria |

« Search Results

SpeedChart Key ©

SetlD FIUO1

1244150035

SpeedChart Key
(begins with)

Description

|1244150035

Economic Development Rsc?i

Click Done. The SpeedChart has now updated the accounting for the expense line and will apply the changes

to new and existing expense lines.

‘ Cancel

Description Conference

Accounting Details

GL ChartFields

Project ChartFields Show All

SpeedChart Key &

|+ | = 1244150035 Q

Travel Authorization Defaults

100,00 FIUD1 652

Dept & Bud Ref ©

L )
% < unit Fund HETED Sl Task ©
& ¢ % 3
o

124414000 22 01

Q

If you need to apply split accounting to all expense lines using Accounting Default, follow the steps below:

1. Cli ck e

under SpeedChart Key.

it hen ftoaredtera secdnetlihet On the second line, click the looking glass icon

Cancel

Description

Accounting Details

GL ChartFields Project CharfFields Show All

Travel Authorization Defaults

Done

SpeedChart Key 11

% 13 *GL Unit 1) Fund 11 Dept 11 Program 1, Site 7. Bud Ref 10

ol

100.00| |FUD1 Q| 380 10401000 91 o |

—

Hmum Q| 380 110401000 91 01 |

Version9.14.0 | September2026
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2. Next, click on Seach Criteria dropdown and input the desired SpeedChart. Click Search and select the
correct SpeedChart that shows from the results. This will apply the updated accounting values to the
defaults.

|v Search Criterial

SetlD FIUO1

SpeedChart Key
ey |1244150035 |

w Search Results

SpeedChart Key & Description <

1244150035 Economic Development Rsch

3. Make the percentage distribution between these lines must sum to 100% in the % (percent) column.

Accounting Details
‘ GL ChartFields H Project ChartFields H Show All }

SpeedChart Key & o, & *GL Unit & and Dept © F'Crugram S<i>te
‘T‘ ‘:‘ | al| 50.00 | |Fuot Q| 210 110401000 61 01
|T‘ |:| 1244150035 al| 5000 | |FL01 Q| s 124414000 22 01

4. Click Done. The SpeedChart has now updated the accounting and will apply the changes to new and
existing expense lines.

| cancel Travel Authorization Defaults m
Description Conference

Accounting Details
GL ChartFields Project ChartFields Show All

GL
SpeedChart Key < % < Unit Dept & Bud Ref & Task &

<

Fund Program Site
o o o

4+ | — | 1244150035 Q 100.00 FIUO1 652 124414000 22 01 Q

NOTE: When expense lines are modified using Accounting Default, the Cost PID can also be edited even after
the accounting has been modified. If the Account Default is used to modify the Cost PID, that Cost PID will
populate in existing and new expense lines for Out-of-Pocket and Travel and Entertainment Card.
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| Populate from Travel Authorization

Populate from Travel Authorization wi | | all ow users to copy lines from
Authorizations. This will populate all line and accounting details from the original TA below any existing lines.

Neither header level details nor line Payment Type /Billing Type will be copied and must be entered manually.
Ensure all data is correct prior to submission.

Create A Cash Advance View Printable Version Notes
Details
| Accounting Default ‘ I Populate from Travel Authorization
Expense Type © Payment Type © *Billing Type ©
| “) | “J
NOTE: You cannot populate fromanot her wuser déds Travel Authorizati on.
Use the From Date and To fields to search for the original TA within a specified date range. Click Select to
copy the TAOGs | ine information.
Select Travel Authorization x
From Date |01/06/2023 =
To | 051062023 =]

Travel Authorization Information
Description Authorization ID  Date From Date To Amount Currency

Inteational TED Conference 0000182605 0412612023 0412612023 | 15000 USD
TED Conference 0000182603 041192023 041972023 10000 USD

The expense lines and respective accounting details will populate from the original TA, below existing lines.

Details 2 rows
Accounting Default | | Populate from Travel Authorization | ?‘ |T‘
Expense Type < Payment Type < *Billing Type & Description & Amount & *Currency & Accounting
\ ] | ] | ] | | | | [us0 aj [owse| (e [4] [-]
‘ Foreign Meals v| ‘ v| ‘ v| |Mea\s not provided by cor| | 150.00| ‘USD 0.‘ ‘ Details | E |:‘ |f‘|
Total Expenses 150.00 ust

Manage Travel Authorizations

Once created, Travelers and their Proxies can manage Travel Authorizations in several ways, which depend
on the TAG6s status. For Pr oikAuth@ization llewelsgmntenl pytthe traveder. d e p e n

For Proxy access and Authorization Levels see the Grant Proxy Access section of this document.

45
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View a Travel Authorization (Travelers and Proxies)

Both Travelers and their Proxies can view Travel Aut t
via the following Employee Self Service function.

To view a Travel Authorization for another user without Proxy access, see the View a Travel Authorization (not
as Traveler or Proxy) section of this document.

To view a Travel Authorization

1. Click the T&E Compliance Center tile on the Employee Self Service homepage in PantherSoft

Employee Self Service ~ < 20f4 >
A
Home Notices T & E Compliance Center
Atiention RECEIVERS: Please create receipts according to w ‘(-\I
shipments. DO NOT create one receipt for multiple ~
shipmenis. It causes further delays in the processing I a
—
e The Travel and Expense module is now the T&E
St Compliance Center. The new name indicates the merging of
the financial workflow with pre- and post-trip compliance

2. Click the Travel Authorization tile.

T & E Compliance Center

Travel Authorization Expenses Cash Advances Print Reports

ﬁ 4 *
- e 2 2

0.000 unapplied Charges

3. Click Travel Authorizations tile.

€ Travel and Expense Center Travel Authorization Center

Travel Authorizations Cancel Travel Authorization Print Travel Authorization

g EA E}

0 Pending Requests
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4. Filter results by clicking the relevant Travel Authorization status using the left side grey bar. Click the >
(arrow) to view the Travel Authorization details.

£ Travel Authorization Center Travel Authorization Search
ROARY PANTHER®
RERERER!
Ahletics
Retumed 2 View All Authorizations
Denied 0 Add Travel Authorization
Pending 0 v
Action A, £ P Authorization Business Trip Date e Amount
Submitted 2 Py Description &  Status < D & Purpose < Py Location < S
Approved International
R 2 © TED f”im‘“d , 0000184129 Conference  04/26/2023 FrancePanis 150,00 USD
Conference or Approva
View All 2
TED Submitted New York New
® Conference for Approval 0000184127 Conference  04/26/2023 York City 15.00 USD ‘ )|

For information about TA statuses, see the Travel Authorization Statuses section of this document.

5, The Travel Authori zat iGidkApprovdle toaiew tise agprowal wdrkflewpdetaily. e d

£ Travel Authorization Travel Authorization

Report 0000123456 Submitted for Approval
ROARY PANTHER()

EmplID 1111111

Description International TED Conference Multiple Country Destination (] No

Business Purpose Conference Destination France Paris

Roary will present a TED . Date From 12/19/2023
*Benefit to FIU or Project  talk highlighting FIU's
advancements in y Date To 12/19/2023  Trip Duration 1 Day

Approvals

Budget Check View Printable Version Notes

NOTE: The TA may be withdrawn from the approval workflow, prior to being fully approved, via the Withdraw
button. For information on withdrawing a TA, see the Withdraw a Travel Authorization section of this document.

Approval Status X
ID 0000123456 Status Submitted for Approval
|Approval Status
Status/ Employee! Profile Date Time/ Comments
®  Submitted
Roary Panther 12/12/2023 9:32:2TAM

Employee

Bl

Pending Approval
Patty Panther
HR Supervisor

Bl  Not Routed
{Pooled)
Expense Manager

Version9.14.0 | September2026 47



FIU

FLORIDA
INTERNATIONAL
UNIVERSITY

Travel and Expense
Office of the Controller

| Modifying a Travel Authorization

Both Travelers and their Proxies with the right authorization level may modify Travel Authorizations for

t hemsel

A Travel Authorization can only be modified when it is not in workflow and in Pending status. If modifications to

vV es

or the

travel

er 6s

t hey

manage

Vi

a TA needs to be made prior to it being fully approved, it must be withdrawn from workflow first.

a

t

he

For more information on withdrawing a TA in workflow, see the Withdraw a Travel Authorization section of this

document.

To modify a Travel Authorization

1. Click the T&E Compliance Center tile on the Employee Self Service homepage within PantherSoft
Financials.

2. Click the Travel Authorization

Employee Self Service v

< 20f4 >

Home Notices
Aftention RECEIVERS: Please create receipis according to
shipments. DO NOT create one receipt for multiple
shipments. It causes further delays in the processing
The Travel and Expense module is now the T&E

Compliance Center. The new name indicates the merging of
the financial workflow with pre- and post-trip compliance

T & E Compliance Center

A il
— -

eProcurement

it

o 0

ePRAF Proposal Routing Form

Reporting Database

Process Monitor

FIU

Query Tools

nVision

&5

tile.

T & E Compliance Center

Print Reports

Travel Authorization

e v

0.000 unapplied Charges

Cash Advances

'

A

*

Version9.14.0 | September2026
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3. Click the Travel Authorizations tile.

< Travel and Expense Cenler Travel Authorization Center

Travel Authorizations Cancel Travel Authorization Print Travel Authorization

= EA Ef

0 Pending Requests

4. Click Pending on the left side grey bar, then click the > (arrow) to modify the Travel Authorization

details.
< Travel Authorization Center Travel Authorization Search
ROARY PANTHER®
111111
Athletics.
Reied 0] | Pending Authorizations
Denied 0 Add Travel Authorization
. -
Pending 1 | " |
SN e —_— 5 A & q & o B Amount
Submitted 1 Action & Description &  Authorization ID & Business Purpose © Trip Date  Location & Py
Approved 0 o] TED Conference 0000184127 Conference 04/26/2023  New York New York City 15.00 UsD
View All 2

5. Make any modifications to the Travel Authorization necessary. If resubmitting after withdrawing the TA,
the approval workflow will be reinitiated and any previously obtained approvals will need to be
reobtained.

NOTE: Notes can now be entered into a TA regardless of its status in workflow. To modify
Benefit to FIU edit a field within the header to enable Benefit to FIU button.

Delete a Travel Authorization

Both Travelers and their Proxies with the right authorization level may delete Travel Authorizations for
themselves or the travelerods they manage via the foll

A Travel Authorization can only be deleted when it is in Pending status. If a TA needs to be deleted prior to it
being fully approved, it must be withdrawn from workflow first.

For more information on withdrawing a TA in workflow, see the Withdraw a Travel Authorization section of this
document.

If a TA is in Approvals in Process status, the next approver must deny or send it back for revision so it can be
deleted. For more information on denying a TA or sending it back for revision, see the Approving Travel
Transactions section of this document.

If a TA is budget checked and fully approved, it must be canceled, not deleted. For more information on
canceling a TA, see the Cancel a Travel Authorization section of this document.
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Travelers and their proxies will still be able to view the comments and approval history for the TA in Denied,
Hold, Approved, or Closed statuses. Refer to the View a Travel Authorization section of the manual on steps to
view approval history.

All Foreign TAs that have been submitted for approval, later withdrawn or returned will be labeled

International . Travelers and their Proxies cannot delete any International Travel Authorizations that have been
submitted for approval.

To delete a Travel Authorization

1. Click the T&E Compliance Center tile on the Employee Self Service homepage within PantherSoft

Employee Self Service - < 20f5 >
Home Notices T8 E Compliance Center
o+ 2
\ .| ATTENTION 2026 YEAR END Important Deadlines K lf,—)l
W Updates (ciick for more details) 06/2412026 - 07/0112026 - =
. eProcurement requisitions page shutdown period. Users m ﬁ

ATTENTION Travel and Expense Year-End Process - June
1, 2026 - Last day for Expense Reporis (ER) in the Prepay
Auditor (Travel) queue to be processed against.

eProcurement PRAF Proposal Routing Form Reporting Database

ki

2. Click the Travel Authorization tile.

T & E Compliance Center

Travel Authorization Expenses Cash Advances Print Reports

4 *
e @ & ca

0.000 unapplied Charges

3. Click the Travel Authorizations tile.

< Travel and Expense Center Travel Authorization Center

Travel Authorizations Cancel Travel Authorization Print Travel Authorization

g EA E]

0 Pending Requests
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4. Click Pending on the left side grey bar, then click the blue dropdown icon and select Delete Travel
Authorization

€ Travel Authorization Cenler Travel Authorization Search
ROARY PANTHER =)
e

Athiescs

Retumed 9| Pending Authorizations

Denied o

Pending 1

Amount

Submitted f Actid oiere T thorization ferization ID < Business Purpose © TripDate © Location

Approved 0 @/ send Notification 184127 Conference 04/28/2023  New York,New York City 1500 USD

View Al 2

5. A confirmation will appear. Click Yes to delete the Travel Authorization.

Are you sure you want to delete this travel authorization?

| Yes | l No I

Withdraw a Travel Authorization

Both Travelers and their Proxies with the right authorization level may withdraw Travel Authorizations for
themselves or the travelerb6s they manage via the

A Travel Authorization can only be withdrawn when its status is Submitted for Approval. After a TA has been
withdrawn, it may be deleted, modified, or resubmitted at any time.

I f a T A0 Apprevalain Rraxess, the next approver must deny or send it back for revision so it can be
withdrawn. For more information on sending back a TA for revision, see the Approving Travel Transactions
section of this document.

The Withdraw Travel Authorization  button is only active via the TA View screen. Review the View a Travel
Authorization section of this document for instructions on how to access the TA View.

1. Click the Withdraw button on the TA details page.

Travel Authorization

Report 0000223554 Submission in Process
Patty Panther Withdraw

EmplID 1234567

Description TED Conference Multiple Country Destination [0

Business Purpose Conference Destination Florida,Orlando

. . the fraveler Panther, Patty Benefit to FIU Date From 06/30/2026
Benefit to FIU or Project | poninerece Empiia 1234567
B Sl Date To 07/01/2026 Trip Duration 1 Day

Approvals

Budget Check View Priniable Version Notes

The TA will then be in Pending status and no longer be in the approval workflow.

NOTE: To make changes to the Benefit to FIU after the Travel Authorization has been withdrawn, edit a
field within the header to enable Benefit to FIU button.
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Print a Travel Authorization

To print a Travel Authorization

1. Click the T&E Compliance Center tile on the Employee Self Service homepage within PantherSoft
Financials.

Employee Self Service v < 20f4 >

Home Notices T & E Compliance Center

* Attention RECEIVERS: Please create receipts according to x @]
shipments. DO NOT create one receipt for multiple
shipments. It causes further delays in the processing | a
- .
\magh | TNE Travel and Expense module is now the T&E
s | Compliance Center. The new name indicates the merging of
the financial workflow with pre- and post-frip compliance

eProcurement ©PRAF Proposal Routing Form Reporting Database

iz

Process Monitor Query Tools nVision

FIU €3

2. Click the Travel Authorization tile.

T & E Compliance Center

Travel Autherizaticn Expenses Cash Advances Print Reports

4 *
e 2 &

0.000 unapplied Charges

3. Click the Print Travel Authorization tile.

£ Travel and Expense Center Travel Authorization Center

Travel Authorizations Cancel Travel Authorization Print Travel Authorization

= EA Iy

0 Pending Requests

Version9.14.0 | September2026
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4. Use the Search Criteria options to identify and select the Authorization 1D

£ Travel Authorization Center

Travel Authorization

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

~ Search Criteria

Search by ‘ Authorization ID v‘ begins with |0000123456

Limit the number of results to (up to 300): |300 ‘

Advanced Search

5, A printable vi

ew of t he

Travel and Expense
Office of the Controller

Travel Aut hori

link to print.

PeopleSoft.

Travel Authorization

Roary Panther

Authorization ID
Description

Business Purpose

Date From

Comment
Date Expense Type
01/08/2023 Foreign Airfare
01/08/2023 Fareign Lodging

incurred by me.

Employee Signature

Approved By

To print this report, please use your browser's print feature.

Report Date

Report Time
0000123456 Employee ID
International TED Conference Status
Conference Reference Number
01/08/2023 To 01/09/2023

01/04/2023
8:56:10AM

1111111

Submitted for Approval

Roary will present a TED Talk highlighting FIU's advancements in international

student recruitment

<

Merchant

Date

Date

Amount Location

100.00 USD Argentina,Buenos Aires

100.00 USD Argentina,Buenos Aires

Total

Non-Reimbursable Expenses

Total Authorized

| certify that the information provided above is an accurate estimate of travel-related costs that are to be

200.00 USD
0.00 USD

200.00 USD

NOTE: This printable view is also available via the Travel Authorization creation page as well as the

view page through the View Printable Version links.
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Travel Authorization Status es

Pending : User has not submitted the TA, withdrew the TA, or the approver/auditor sent back the TA
Submission in Process: A Travel Authorization has been submitted and is being routed.

Submitted for Approval:  User has completed a TA and submitted it for approval.

Approvals in Process: One of the approvers has approved and TA is moving along workflow.
Approved: TA has been approved. Approver and traveler/proxy will be unable to make any changes.
Hold: Approver places the TA on hold.

Closed: TA is cancelled by the user or systematically when ER is linked and paid

Travel Authorization Approval Workflow

Upon submission, Travel Authorizations will systematically route for approval. See the diagram below.

FIU Travel Authorization (TA) Approval Workflow

Travel Authorization (TA)
Activity #

-Project#

1 2 N B
L 3 31

Travel Authorization (TA)

Authorization

Travel Authorization (TA)
Export Controls

HR Supervisor approval is required for all Travel Authorizations as acknowledgement that they are aware the

employee will be out of the office and traveling on behalf of the University. This approver can Budget Check

the TA, if not previously checked. Unless routed for Expense Controls Screening for foreign destination TAS,

the HR Supervisor is normally the first required approval in workflow.
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Expense lines with a Payment Type of Out of Pocket will need expense approval from departmental Expense
Managers (for Activity ChartField strings) and/or Project Manager s (for Project ChartField strings).

For Projects associated to Fund Codes 660 through 665, a supplemental approval may be required from the
Office of Research and Economic Development

Travel Authorization expense lines with a Payment Type of University Credit Card will add an approval step to
workflow for University Credit Card approval which routes to departmental Expense Managers and/or Project
Manager responsible for approving expenses against the SpeedType entered in the Approve by field.

NOTE: Travel Authorizations that are submitted after the travel began, also known as after the fact TAs, will
requirea2™L ev e | Approval from the HR Super vianexplanatibonof he Tr
why non-conforming expenses were incurred prior to obtaining an approved TA.

If an individual is unable/unavailable to approval, contact the Financials Systems and Support Services Help
Desk at (305)348-7200 or email controller@fiu.edu.

Travel Inquiry

The Travel Inquiry tile on PantherSoft Financials allows FIU employees to search for travel history of any
University user by Employee Name, Panther ID, or Travel Document ID. The Travel Inquiry tile replaces the
menu paths listed below which are included in the Travel and Expense view menu options through the NavBar.

Main Menu > Travel and Expenses > Travel Authorization > View

Main Menu > Travel and Expenses > Expense Report > View

Main Menu > Travel and Expenses > Cash Advance > View

NOTE: This function is only to view the travel document. Travel documents can only be edited by the traveler
or any proxies to the traveler. There is no need for proxy access when using this functionality.

This is a useful tool when a department wants to know where in the process a travel document is. Along with
what needs to be done to fully submit the document like a Travel Authorization and/or Expense Report.

To use the Travel Inquiry tool:

1. Click the T&E Compliance Center tile on the Employee Self Service homepage within
PantherSoft Financials.

Employee Self Service ~ ¢ 2004 >

Home Notices T & E Compliance Center

= > ol
= — =

eProcurement &PRAF Proposal Routing Form Reporting Database
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2. Click on the Travel Inquiry tile.

T & E Compliance Center

Travel Authorization Expenses Travel Inquiry

g i e

0.000 unapplied Charges

Cash Advances Print Reports

i *

— —

ha‘;‘y E

3. Onthe Travel Inquiry page, click on the Search by dropdown menu. Select which criteria you want
to filter by. Click Search. Shown below is a search done by Employee ID (Empl ID). Other criteria
that can be used are Name, Advance ID, Report ID, or Travel Authorization 1D

Travel Inquiry

Find an Existing Value

v Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

) Recent |Choosefrom recent searches V‘ # [ Saved |Choosefrom saved searches V‘ V4
Searches Searches
Search by | Empl ID . begins with | 2645065
Advance ID
Empl ID
Report ID

Travel Authorization ID

4. Alist of all travel documents associated with the employee will appear at the bottom of the page.
Click anywhere on the line for the travel document you wish to view.

v Search Results
3 results Empl ID "2645065"
1-30f3 v View All
Travel Advance
EmplID  ReportlD |, ihorization D | ID Hame
2645085 90"t (blank) (blank) Valencia-Palanco,Pedro >
2645065 22004204 (blank) (blank) ‘ialencia-Polanco,Pedro ?
2645065 55004259 (blank) (blank) ‘ialencia-Polanco,Pedro ?
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5. The Travel Inquiry page will show three document categories to choose from: Expense Report |,
Travel Authorization , and Cash Advance . Click on the document you wish to view.

NOTE Using the back arrow on the top left of the page will allow you to navigate between the travel
document, the Travel Inquiry page, and the other travel documents. The document category

buttons will appear in blue if there is an active document to select and will appear grayed out when
no document exists for the document ID.

Travel Inquiry

EmplID 2645065 Travel Authorization ID
Name Valencia-Polanco,Pedro Advance ID
ReportID 0000420420

A fol
-

Expense Travel Cash
Report Authorizatio Advance

Managing Trip Changes

This section helps you determine how to manage changes to a Travel Authorization (TA), based on its
approval status and the nature of the change.

If the TA is not fully approved :
1 You may be able to withdraw the TA (if it was already submitted).
1 Approvers may also send it back for revision.
1 Once withdrawn or returned, the TA can be modified and resubmitted.

If the TA is fully approved :
1 The TA cannot be edited, regardless of whether the trip occurred.
1 If something about the trip details changed, you may need to:
f Submit a Trip Extension Form (for end date changes only)
1 Cancel the TA and create a new one (for start date or destination changes)
1 Reflect changes in the Expense/Post Travel Compliance Report (for actual expenses or
shortened trips)

1 If the travel dates have passed the TA must be closed following the Travel Authorization Closure
Guidelines.
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Extend a Tr i pE@dsDate Using the Trip Extension Form

The Trip Extension Form allows travelers to extend the end date of an approved trip without creating a new
Travel Authorization. This ensures compliance while reducing administrative burden.

Use this form when:
1 Your tripd end date extends beyond the original To Date on the Travel Authorization.
1 Your Travel Authorization is in Approved Status.
1 You are the Traveler listed on the TA.

To submit a Trip Extension Form:

1. Click the T&E Compliance Center tile on the Employee Self Service homepage within
PantherSoft Financials.

Employee Self Service v ¢ 20f5 >

Home Notices T & E Compliance Center

=] A 1el
s

eProcurement ePRAF Proposal Routing Form Reporting Database

i

2. Click on the Travel Authorization tile.

T & E Compliance Center

Travel and Expense Notices Travel Authorization

=] aa
.: "\/

Expenses Travel Inquiry Cash Advances

e e H

0.000 unapplied Charges
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3. Click on the Travel Authorizations tile.

Travel and Expense
Office of the Controller

Travel Authorization Center

Travel Authorizations

0 Pending Requests

Cancel Travel Authorization

EA

Print Travel Authorization

E)

Int'l Travel Pre-Requisites

E.-;/

4. Locate the Travel Authorization you need to extend the end date under the Approved or View All

filters, then click the > (arrow) to view the details.

Travel Authorization Search

ROARY PANTHER &)
1234567
Office of the Controller Adm

o o
Reumed (@) | Approved Authorizations
Denied O Add Travel Authorization
Pending ( é)
~ " - Authorization Business Trip .
Submitted \\E/\ Action 7. Description 17, D i Purpose T Date 1. Location 11 Amount 11
Approved (1) © ga‘"i”g 0000212752 Conference 0910272025  CeliforniaLos 1,850.00 USD .
— onference Angeles.
o
Approval in Process ©
View All @
@)
javaseriptsubmitAction_winO(document.win0, ADD_TAUTH_MAIN');
Travel Authorization
Report 0000212752 Approved
ROARY PANTHER
Empl ID 1234567
Description Training Conference Multiple Country (@
Destination | —
Business P Confer
usiness Furpose Gonierence Destination California,Los Angeles
, . The Training Manager for Date Fi 09/02/2025
Benefit to FIU or Project | Financia) Systems and 4 ate From
- - " Date To 09/05/2025 Trip Duration 3 Days

Budget Check View Printable Version Notes

Details

Accounting Default ‘ [ Attachments &

Expense Type 1. Description 7.

Demestic Airfare Approved

Line Status 7. Merchant 7.

American Airlines

Amount 7. Currency 7. Reimbursement 7}

25000 USD Prepaid

— 73&5
CIIEYIEY
Accounting  Details
[gi] [oeme]
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6. Click the Create New Extension button.

Travel and Expense
Office of the Controller

View/Create Extensions
Travel Authorization ID 0000212752
EmplID 1234567
Date From 0910212025
Date To 09/062025

Description California Los Angeles

No extensions have been created for this trip

7. Complete the form:
New End Date must be later than the existing Date To date on the TA.

Why are you extending your trip : Select at least one reason. If Othe
comment must be entered.

Certification & Acknowledgement : Must be checked to submit.

r is selected, a

Extension Form

Travel Authorization ID 0000212752
Empl ID 1234567

Date From 09/02/2025

Date To 09/05/2025

Description California,Los Angeles

Trip Extension Form

@

o New End Date | |
Why are you extending your trip

Meeting/Research/Fieldwork/ Training Dates were “*T‘
extended to complete the work approved inthe TA '— —
Natural Disaster/Safety Concerns H_ No \
To ensure academic grades are entered before the \WT\
academic deadline (Study Abroad Only) '— —
Health Reasons | No |
Other | | No |

Certification & Acknowledgement

, of the originally app tripis

submit a new TA immediately should any other component of my trip change.

I hereby certfy that the extension of my rip is due to the following reason. No other component, such as the location, purpose, actvities, interaction with foreign entites!

I have reviewed the Foreign Influence Questionnaire that | completed as part of the original TA and none of my

O answers to the questions have changed. | have notified my supervisor and budget approver of this extension and understand that there will be additional expenses due to
the extension. Should there not be sufficient budget to support this extension, | understand that | may have to pay out of pocket. | understand it is my responsibility to

8. Click the Submit button.

Version9.14.0 | September2026

Extension Form

Travel Authorization ID 0000212752
Empl ID 1234567
Date From 09/02/2025
Date To 09/05/2025

Description California,Los Angeles

Trip Extension Form

New End Date [08/07/2025

|
Why are you extending your trip

Meeting/Research/Fieldwork/ Training Dates were
extended to complete the work approved in the TA

Yes [ ]

Natural Disaster/Safety Concerns [ ] No |

To ensure academic grades are entered before the | No
academic deadline (Study Abroad Only)

Health Reasons | No |

oter [ ] No |

Certification & Acknowledgement

I hereby certify that the extension of my trip is due to the following reason. No other component, such as the location, purpose, activities, interaction with
individuals, of the originally approved trip is changing. | have reviewed the Foreign Influence Questionnaire that | completed as part of the original TA and
nswers to the questions have changed. | have notified my supervisor and budget approver of this extension and understand that there will be additional

submit a new TA immediately should any other component of my trip change.

he extension. Should there not be sufficient budget to support this extension, | understand that | may have to pay out of pocket. | understand it is my responsibility to

foreign entities/
none of my
expenses due to
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The form will be assigned an ID number and is visible from all TA view pages, including the view
from the Travel Inquiry tile.

View/Create Extensions

Travel Authorization ID 0000212752
Empl ID 1234567

Date From 09/02/2025

Date To 09/05/2025

Description California,Los Angeles

No extensions have been created for this trip

Create New Extension

Trip Extension Form ID 71 New End Date 1) Preview

1 0000000003 09/07/2025 ‘ =8 ‘

Important Notes:

)l
)l

Only the Traveler can submit the form.
No approval workflow is triggered, but email notifications are sent to:
0 HR Supervisor
0 Expense/Project Manager
o Office of the Controller Travel Department
0 Supplemental Approvers (if applicable)

Trip Extensions 1 Frequently Asked Questions

Q
A

>0 >0 >0

>0

Who is allowed to certify and submit the form?
The Trip Extension Form must be certified and acknowledged by the Traveler. Therefore, only the
Traveler can submit the form.

What status must the Travel Authorization be in for the Trip Extension Form to be processed?
A Trip Extension Form can only be submitted for Travel Authorizations that are in Approved status.

Can a Traveler create multiple Trip Extension Forms for the same Travel Authorization?
Yes. In rare cases, when a trip needs to be extended multiple times, multiple Trip Extension Forms can
be created for the same Travel Authorization

How can users view an existing Trip Extension Form?
The Trip Extension Form can be found on the Travel Authorization view page, either via the Travel
Authorizations tile or the Travel Inquiry tile, using the Travel Authorization icon.

Does the Trip Extension Form go through an approval workflow after it is submitted?
No. Email notifications are sent to the Travel Authorization approved.
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Cancel a Travel Authorization

Refer to the Travel Authorization Closure Guidelines within this manual before cancelling an approved Travel
Authorization.

If a Travel Authorization is linked to an Expense/Post Travel Compliance Report, the report must first be
deleted to disassociate it from the TA. For more information on deleting Expense/Post Travel Compliance
Reports, see the Delete an Expense/Post Travel Compliance Report section of this document.

To cancel a Travel Authorization

1. Click the T&E Compliance Center tile on the Employee Self Service homepage within PantherSoft

Employee Self Service v < 20f4 >
Home Notices T &E Compliance Center
Attention RECEIVERS: Please create receipts according to K 'ml
shipments. DO NOT create one receipt for multiple ~
shipments. It causes furiher delays in the processing -

| _:: The Travel and Expense module is now the T&E
Nameh.| Compliance Center. The new name indicates the merging of
the financial workflow with pre- and post-trip compliance

eProcurement ePRAF Proposal Routing Form Reporting Database

't

Process Monitor Query Tools nVision

FIU &)

2. Click the Travel Authorization tile.

T & E Compliance Center

Travel Authorization Expenses Cash Advances Print Reports

ﬁ 4 *
-l @ 2 2

0.000 unapplied Charges
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3. Click the Cancel Travel Authorization tile.

Center Travel Authorization Center o Q

Travel Authorizations Cancel Travel Authorization Print Travel Authorization
oo j E‘
- A\ =

0 Pending Requests

4. Click the Select checkbox for the TA that will be canceled. A new window will appear to verify the
reason for cancellation.

< Cancel Autorization Cancel a Travel Authorization

Travel and Expense
Cancel Approved Travel Authorization

ROARY PANTHER

Travel Authorization Information

Select Description Authorization ID Date From Date To Amount Currency

@ TED Conference 0000123456 03/02/2024 03/08/2024 357994 USD

Cancel Selected Travel Authorization(s)

5. Select the reason that applies to the cancellation. If the second reason is selected, details are required
in the Reason field. Click OK.

< Cancel Authorization Cancel a Travel Authorization

Certification

Travel Authorization ID 0000123456
Date From  03/02/2024
Date To  03/08/2024

Total Amount 3579.940

[] Ihereby certify that the trip indicated in this TA did not take place and no travel expenses need
to be disbursed either to a third party or myselfithe traveler. The funds that were encumbered
can be released to the original funding source.

Note: If the trip did not take place but expenses were incurred (i.e. non-refundable conference
registration fee), do not complete this cancellation but complete a Travel Expense and Post
Travel Compliance Report.

| am cancelling this TA for the reason ( i.e. group travel, traveler no longer at FIU, change in
travel dates/plans, no FIU expenses nor prepaid, etc.) indicated in the comments below.
Please provide specific reason in your comment box.

Reason
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6. Click the Cancel Selected Travel Authorization(s)  button to process the cancellation.

< Cancel Autnorization Cancel a Travel Authorization

Travel and Expense
Cancel Approved Travel Authorization

ROARY PANTHER

Travel Authorization Information

Select Description Autherization ID Date From Date Te Amount Currency

D TED Conference 0000123456 03/02/2024 03/08/2024 3,679.94 . USD

Cancel Selected Travel Authorization(s)

7. A cancellation confirmation will appear.

{ Cancel Authorization Cancel a

Travel and Expense
Cancel Approved Travel Authorization

ROARY PANTHER

The selected transaction(s) have been cancelled.
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Student Travel

For students to be eligible to travel for university purposes, a Student Travel Form must be submitted by an
employee and fully approved. The Student Travel Form is only for students that are NOT considered FIU
Empl oyees. For help with wverifyi nthe Rnansidl Bydtems andl Supgont a v e
Services (FSSS) Help Desk at (305) 348-7200.

A completed Student Travel Form creates or dimdngialsat e s
Default banking information is prepopulated from the
the studentoés default ChartField information, proxy

If the student does not have an active travel profile, refer to Enter a Student Travel Form _ for instructions on
creating and submitting the form.

I f the student already has an active travel pnfombtion, e a
HR Supervisor, or proxy access, refertoMa ke Changes t o a St u. ®Prexy acoessmaybe v e |
added through the form; proxy removals must be requested through Financial Systems and Support Services.
Banking information must be updated in Campus Solutions.

Access Role 001 - Inquiry and Reporting is needed to submit, approve, and view Student Travel Forms. This
is requested via the Access Request Form .

NOTE: Only one Student Travel Form can be in process at a time.

Enter a Student Travel Form

Use these steps to create a Student Travel Form for a student who does not already have an active student
travel profile. If the traveler is an FIU employee, follow the Grant Proxy Access _ process instead. If the student
already has an active travel profile and needs an update, refertoMa ke Changes t o a Studen

To enter a Student Travel Form:

1. Use the NavBar in PantherSoft Financials to navigate to Main Menu > Travel & Expense > Student
Travel > Student Travel

2. Inthe AddaNew Value t a b, enter the st uSubmtDateswiPlaint hef adIDt T
date. Then click Add .

Student Travel

Find an Existing Value Add a New Value

Submit Date| 11/01/2022  |[5]

NOTE: If the student cannot be selected, the individual may not be eligible for a Student Travel Form.
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3. Complete all fields under ChartField Information , Request for Proxy , and Person Authorizing Travel
Use the lookup glass for each field to auto-populate additional information.

< Employee Self Service Student Information Form for Travel & Expense Reimbursement

FIU Student Travel Student Approval Status FIU Student Form History

Student Information Form for Travel & Expense Reimbursement

Student Traveler Form 1D NEXT Submit Date 11/01/2022 Status NotSub

Student Information

StudentID 1234567 Name Panther, Roary

Bank Information - from Campus Solution Student profile
Payment Method Automated Clearing House System Check
Account Type Checking Savings

Bank Name Bank Name

Routing/Transit Number *****1234 Account Humber 1234

Attachments (0)

Chartfield Information

Speedtype Q site Fund Program Bud Ref
GL Unit Department Activity Nbr Project
Request for Proxy Find | View All First ‘&' 10f1 &/ Last
Proxy PID (e} Name HEl

Person Authorizing Travel
Supervisor ID Q Hame

Submit

Return

FIU Student Travel | Student Approval Status | FIU Student Form History

A. SpeedType T Enter the SpeedType. Thi s wi | | become the student
B. Proxy PID i Enter the Panther ID of an FIU Employee that will function as proxy.

i. You may use the plus and minus buttons on the right to add or delete extra rows.
C.

Supervisor ID T Enter the Panther ID of the FIU Employee supervising/authorizing travel as HR
Supervisor.

4. Click Submit . A Student Travel Form ID will be generated, the form will route for approval to the
individual identified as the Person Authorizing Travel, and the status will change to Pending Approval.

Student Information Form for Travel & Expense Reimbursement

IStudentTraveIerFurmlD [J[J[J[JD123I Submit Date 11/01/2022 IStatus Pend.ﬁ.pprl

If you receive an error or are unable to submit the form, refer to Student Travel Form
Troubleshooting
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View Existing Student Travel Forms

To view the details, status, and approval history of an existing Student Travel Form, Access Role 001 - Inquiry
and Reporting is required. This role is requested via the Access Request Form

1. Use the NavBar in PantherSoft Financials to navigate to Main Menu > Travel & Expense > Student
Travel > Student Travel

2. Selectthe Find an ExistingValue t ab, ent er PartherIDs, thenalieknSeadch .

Student Travel

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Student ID| begins with v || la
Submit Date| = v
Access Request Status| = v ~ |

Limit the number of results to (up to 300): (300

v
Clear | BasicSearch & Save Search Criteria

The Student Travel Form is displayed:

£ Employee Self Service Student Information Form for Travel & Expense Reimbursement

FIU Student Travel Student Approval Status FIU Student Form History

Student Information Form for Travel & Expense Reimbursement
9 Student Traveler FormID 00000123 submit Date 11/01/2022 Status Pending Approval

Student Infoermation
StudentID 1234567 Name Panther, Roary

Bank Information - from Campus Solution Student profile

@ Payment Method Automated Clearing House System Check
Account Type Checking Savings
Bank Name Bank Name

Routing/Transit Number ***+*1234 Account Humber **1234

Aftachments (0)

Chartfield Information

Speedtype Q4 site 01 Fund 210 Program 01 Bud Ref
GL Unit Department 123400000 Activity Nbr 0123456789 Project
Request for Proxy Find | View All First ‘4 10f1 ‘& Last
@ Proxy PID 1111111 Q Name Maclntyre, Mike FH[=
Person Authorizing Travel
Supervisor ID | 2222222 Qa, Name Panther, Patty
Return

A. Header Information i Student Travel Form ID, Submit Date, Status, Student Information
B. Bank Information " Di spl ays the studentés current bankin

Banking information cannot be changed through the Student Travel Form and must be updated
in Campus Solutions.

C. ChartField Information 1 St udent 6s travel default account.

D. RequestforProxy T FI U Empl oyee serving as the student

E. Person Authorizing Travel T FI U Empl oyee acting as the stud
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The Student Approval Status tab shows completed and pending workflow actions.

FIU Student Travel Student Approval Status FIU Student Form History

Approval Student Travel

EMPLID= 1234567 FIU_ST_FORM_REQ_DT=2023-04-14:Pending
Approval Student Travel

Pending Not Routed
Panther, Faty Multiple Approvers
@ FIU Student Travel Approver @ FIU Student Travel ExpMgr Appr

Action History

Access Request
Status

Submitted Fanither, Fooary 041472023 10:51:494M

Action By Last Update DateMime Comments

FIU Student Travel | Student Approval Status | FIU Student Form History

Student Travel Forigtatuses

The status of a Student Travel Form indicates where the form is in the submission, approval, or profile-update
process.

FIU Student Travel Student Approval Status FIU Student Form History

Student Information Form for Travel & Expense Reimbursement

Student Traveler Form 1D 00000123 Submit Date 11/01/2022 |Status Completed

1 Not Submitted

The Student Travel Form is in progress and has not been submitted.
1 Submitted

The Student Travel Form has been submitted but has not yet been routed for approval.
1 Pending Approval

The Student Travel Form has been routed for approval.

1 Approved
The Student Travel Form is fully approved and is awaiting the automated process that creates or
updates the studentodés travel profile.
1 Completed
The studentds travel profile has been created or
1 Denied

The Student Travel Form was denied. The approver may provide comments explaining the reason.
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Approv e/Deny a Student Travel Form

Approvers may approve or deny a Student Travel Form either from the automated email notification or through
the Student Travel Approval page in PantherSoft Financials.

Approwe/Deny Throughhe E-Mail Notification

To approve or deny a Student Travel Form, Access Role 001 - Inquiry and Reporting is required. This role is
requested via the Access Request Form.

Approvers will receive an e-mail notification when there is a Student Travel Form awaiting their approval. Click
the link within the email, log into PantherSoft Financials, and approve or deny the form.

Student Travel Form Route For Approval

fin-panthersoft@fiu.edu
To @ Panther, Patty

The following Student Travel Form has been routed to you for approval.

Student ID: 1234567
Student: Panther. Roary
Effective Date: 2022-12-02
Form ID: 00000123

Click the following link to approve:

https://myfsstage.fiu.edu/psp/fscm 8/EMPLOYEE/ERP/c/FIU STUDENT TRAVEL MENU.FIU EX STRV APPRV.GBL?
Page=FIU EX STRV APPRV&Action=U&EMPLID= &FIU ST FORM REQ DT=2022-12-02

Select Approve or Deny. Comments are required when denying a Student Travel Form.

Person Authorizing Travel
Supervisor ID 1111111 Name Panther, Patty

Comments

| Approve | |  Deny |

Return

FIU Student Travel | Student Approval Status | FIU Student Form History

Fully approved Student Travel Forms will be processed by automated jobs thatrundaily. A st udent 6s
profile is activated/updated when the status is fAComj

£ Employee Self Service Student Information Form for Travel & Expense Reimbursement

FIU Student Travel Student Approval Status FIU Student Form History

Student Information Form for Travel & Expense Reimbursement

Student Traveler Form ID 00000123 Submit Date 11/01/2022 |Status Completed
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NOTE: The assigned Proxy and Supervisor will receive an automated email recommending waiting one

business day from approval to enter Travel and Expense Transactions to allow student travel profiles to be
generated or updated.

Student Travel Form Approved

fin-panthersoft@fiu.edu
To @ Panther, Roary

The following Student Travel Form has been approved. Please allow one business day in order to enter Travel and Expense transactions.

Student ID: 1234567
Student: Panther, Roary
Effective Date: 2022-12-02
Form ID: 00000123

Click the following link to review the student travel form:

hitps://myfsstage.fiu.edu/psp/fscm &/EMPLOYEE/ERP/c/FIU STUDENT TRAVEL MEMU.FIU EX STRV APPRV.GBL?
Page=FIU EX STRV APPRV&Action=U&EMPLID= &FIU ST FORM REQ DT=2022-12-02

Approwe/Denythroughthe Student TraveApprovalNavigation

To approve or deny a Student Travel Form, Access Role 001 - Inquiry and Reporting is required. This role is
requested via the Access Request Form.

1. Use the NavBar within PantherSoft Financials to navigate to Menu > Travel and Expenses > Student
Travel > Student Travel Approval

2. Click Search and any forms pending your approval will be available for selection.

Student Traveler Approvals

Search Requests

Student ID ‘ Q |
Submit Date ‘ ‘
Student Traveler Form ID ‘ Q |
I Search H Clear l

Student Travel Requests

‘E;||Q| 110f1 v
Student ID Submit Date Form ID
1234567 12/2/2022 00000123
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3. Verify the information in the Student Travel Form is correct, then select either Approve or Deny
beneath the form. Comments are required when denying a Student Travel Form.

Person Authorizing Travel
Supervisor ID 1114111 Name Panther, Patty

Comments

#

| Approve | | Deny |

Return

FIU Student Travel | Student Approval Status | FIU Student Form History

Fully approved Student Travel Forms will be processed by automated jobs thatrundaily. A st udent 6s
profile is activated/updated when the status is fAComy

| ¢ Empioyee seffsenice | Student Information Form for Travel & Expense Reimbursement

FIU Student Travel Student Approval Status FIU Student Form History

Student Information Form for Travel & Expense Reimbursement

Student Traveler Form ID 00000123 Submit Date 11/01/2022 |Status Completed

NOTE: The assigned Proxy and Supervisor will receive an automated email recommending waiting one
business day from approval to enter Travel and Expense Transactions to allow student travel profiles to be
generated or updated.

Student Travel Form Approved

fin-panthersoft@fiu.edu
To @ Panther, Roary

The following Student Travel Form has been approved. Please allow one business day in order to enter Travel and Expense transactions.

Student ID: 1234567
Student: Panther, Roary
Effective Date: 2022-12-02
Form ID: 00000123

Click the following link to review the student travel form:

https://myfsstage.fiu.edu/psp/fscm 8/EMPLOYEE/ERP/c/FIU STUDENT TRAVEL MENU.FIU EX STRV APPRV.GBL?
Page=FIU EX STRV APPRV&Action=U&EMPLID= &FIU_ST FORM REQ DT=2022-12-02
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MakeChanges to alra&lRrallent 6s

Access Role 001 -InquiryandReporting i s required to create a Student
travel profile. This role is requested via the Access Request Form .

Use a new Student Travel Form to update an existing student travel profile when changes are needed to the
student 6s d e firdouration, Bf SupetviBor, erlprdxy access. Existing profile information will
prepopulate on the form so the applicable changes can be made and submitted for approval.

Proxy access may be added through the Student Travel Form. To remove a proxy, contact the Financial
Systems and Support Services Help Desk at (305) 348-7200 or controller@fiu.edu. Banking information cannot
be changed through the Student Travel Form and must be updated in Campus Solutions.

If the student does not yet have an active travel profile, refer to Enter a Student Travel Form

To make modifications to an existing travel profile:

1. Use the NavBar in PantherSoft Financials to navigate to Main Menu > Travel and Expense Center >
Student Travel > Student Travel

2. Enter the student 6 sAddR anfthleers tlull,e ntt desn exliisak ng tr av

prepopulate on the form.
Student Travel

Add a New Value (G, Find an Existing Value

*Student ID)
Submit Date | 08/20/2026  |[3{

Add

3. Update one or more of the following, as needed:

A. SpeedType i Ent er the Activity Number or Project
default accounting for travel expenses.

B. Request for Proxy i Click the + button to add a proxy.

1 Toremove a proxy, contact the Financial Systems and Support Services Help Desk at
(305) 348-7200 or controller@fiu.edu.

C. SupervisorID TEnt er t he Panther | D of the employee

Supervisor / Person Authorizing Travel.

Attachments (0)
o Chartfield Information
Speediype |  1540240003| G Site 01 Fund 451 Program 33 Bud Ref
GL Unit FIU01 Department 154020000 Activity Nbr 1540240003 Project

QRequestfor Proxy Find | View Al First ‘4 10f1 '} Last

Proxy PID|1234567 =3 MName Panther, Patty Pantheress =

G Person Authorizing Travel

Supervisor ID{ 1111111 e} Name Panther, Roary

| Submit |

4. Click Submit

If you receive an error or are unable to submit the form, refer to Student Travel Form
Troubleshooting
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Student Travel Form Troubleshooting

Use the guidance below if you receive an error or are unable to submit a Student Travel Form. The message
you receive will help determine the appropriate next step. If the issue is not resolved using the guidance below,
contact the Financial Systems and Support Services Help Desk at (305) 348-7200 or controller@fiu.edu.

Situation What it Means

A Duplicate Entry error The student already has an active
appears when submitting a travel profile, and the form being
Student Travel Form. submitted does not contain a

changetothe s t u d eefauld s
ChartField information , proxy
access, or HR Supervisor

A Pending Form error Another Student Travel Form for the
appears when attempting student is still pending approval.
to submit a Student Travel

Only one Student Travel Form can
Form.

be in process at a time.

What to do

If a change is needed, follow Make
Changes to a Stude:Ht
and update the applicable information
before submitting.

If no change is needed, no new Student
Travel Form is required.

If the pending form is still correct, allow
it to continue through approval.

If it needs to be replaced, the pending
form must be denied before another
form can be submitted.

Refer to Student Travel Form
Statuses and Approve/Deny a
Student Travel Form as needed.
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Non-Employee, Non-Student Travel

Departments may often have non-employees traveling on behalf of FIU business. These could include, but are
not limited to, candidates for positions, lecturers, guest speakers, etc.

For these circumstances, the Travel Authorization
Benefit to FIU box , enter the non-E mp | o yirdoem@at®n and the business purpose behind their travel. The
TA is then submitted and routed normally. Additional requirements, including the Reimbursement of Travel
Expenses for Non-Employee form for Expense/Post Travel Compliance Reports (ER) is discussed below.

How to Claim Reimbursement for Non -Employees

To process travel, including reimbursement for the non-employee:

1. The employee making the arrangements creates the Travel Authorization in their name on behalf of the
non-employee.

The TA descripti on rOnoBehalfoffTavelerdNamet be Ppoef exampl e,

of Roar y ABditional detailsican be added when clicking the Benefit to FIU button.

For more information on how to create a Travel Authorization, see the Create a Travel Authorization
section of this document.

2. TheTAunder t he e mpis$copredte dahExpensatPest Travel Compliance Report and
submitted for approval. All expense lines on the ER must have the Personal Expense field activated to
the right. If not marked, the reimbursement will be paid to the employee on the ER.

TheERdescri pti on mu s tOnibehalfloifTtavelet NamepoF®fri 2 xfamp | e,
of Roary Panthero.

For more information on how to create an Expense/Post Travel Compliance Report with TA, click here.
3. Complete the Reimbursement of Travel Expenses for Non-Employees form and include behind the

printed & signed copy of the Expense/Post Travel Compliance Report when scanning receipts and
other supporting documents.

Assemble your packet for submission in this order:
a. Signed Expense/Post Travel Compliance Report.
b. Reimbursement of Travel Expenses for Non-Employees Form signed by approver.
c. Any receipts, agendas, flight itineraries, etc.
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Cash Advances

Cash Advances (CAs) may be requested by travelers to help defray out of pocket expenses while traveling. They
can be requested at the time a Travel Authorization via the Create a Cash Advance link on the TA. If creating a
Cash Advance after TA submission, follow the complete instructions below. Once approved a Cash Advance will
be paid to the traveler more than ten (10) days prior to the trip for TA $that are fully approved.

Cash Advanced may be requested for up to 80% ofthet r av el e r 6 sut & pdcketneapenses (not to
exceed $5,000) and must be reconciled via an Expense/Post Travel Compliance Report no more than ten (10)
days after the traveler returns from the trip.

Create a Cash Advance

To create a Cash Advance :

1. Click the T&E Compliance Center tile on the Employee Self Service homepage within PantherSoft
Financials.

Home Notices T & E Compliance Center
Attention RECEIVERS: Please create receipts according to x f(ﬂ'l
shipments. DO NOT create one receipt for multiple ~
shipments. It causes further delays in the processing
- -

The Travel and Expense module is now the T&E
e Compliance Center. The new name indicates the merging of
the financial workflow with pre- and post-trip compliance

eProcurement ePRAF Proposal Routing Form Reporting Database

b

Process Monitor Query Tools nVision

FIU K3 €3

2. Click the Cash Advance s Tile:

T & E Compliance Center

Travel Autherization Expenses Cash Advances Print Reports

4 *
e 2 & G

0.000 unapplied Charges
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1. Select Create/Modify on the left side grey bar. Within the Add a New Value tab, find the traveler for
this CA in the Empl ID field then click the Add button.

|? Create/Modify |
sh Advance
5 Print

‘ Eind an Existing Value ” Add a New Value I
 E—

F= Print a Cash Advance Report

T View “Empl 1D 1111111 Q
7 Delete

Find an Existing Value | Add a New Value

NOTE: The Panther ID (PID) if the individual logged in will pre-populate here. If creating a CA
as a Proxy, use the lookup glass. A list of travelers who have granted the logged in user Proxy
access will be available for selection.

3. The Create Cash Advance page will open. Complete the required (*) fields in the header.

€ Travel and Expense Center Cash Advances

Mew Window | Help | Personalize Page
Create Cash Advance [ Save for Later

LUIS AGUILAR

Q*Business Purpose ‘ V| G*TAR# | Q

e*Ad\'ance Description ‘ ‘ ¥ User Defaults
& Import ATM Advances
& view Printable Version 0\_ Benefits to FIU or Project
Cash Advance (%)

n *Source Description “Amount Currency ‘ + H - |

Business Purpose 1 Choose an option from the drop-down menu.

Advance Description 1 Provide a brief description.

TAR # 1 Provide the associated Travel Authorization number. Lookup is not functional.
Benefit to FIU or Project i Explain how FIU/Project benefits from the travel. This is a
mandatory field. Once the notation is completed, click Add Notes then select OK.

New Window | Help | Personalize Page

o0 w>

Expense Notes for Cash Advance

Y/

H ‘Add fiotes |
Notes
LIEY ot v
Notes Name Role Action Date/Time
Dreamweaver Training Roary Panther Employee 01/04/2023 9:43:34AM -
- =
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4. Selecti Account s P a Saurbel tieet entersa Desbription and Amount . When complete,
selectthel ¢ e r ¢héckbgxénd click the Submit Cash Advance button.

T

Cash Advance (7

D *Source Description *Amount Currency | + || - ‘
| vl ‘ 0.00| usp

} Accounting Details

~ Totals

Advance Amount 0.00 USD

I 1certify the cash advance is accurate and in compliance with FIU policy.

Submit Cash Advance

NOTE: The Accounting Details will default and cannot be changed. Final
expenses will be charged to the budget(s) identified on the ER.

5. After submission, the Refresh Approval Status button will appear. Refreshing allows the user to
review the workflow status of the Cash Advance.

View Cash Advance

1111111 ROARY PANTHER
[Four casha

& 0000001234 has been submitied for approval |
Business Purpose  Training Report 0000001234 Submission in Frucess]

Advance Description Dreamweaver Training TARZ (000123456
Post State  Not Applied
Created 01/04/2023 ROARY PANTHER
Last Updated 01/04/2023 ROARY PANTHER

Accounting Date  01/04/2023

e

¥ User Defaulls

& View Printable Version @ Benefits to FIU or Project

Cash Advance (%)

*Source Description *Amount Currency

Accounts Payable | Meals 1520 USD

Apply Tax
D » Accounting Details
~ Totals
Advance Amount 15.20 USD

| certify the cash advance is accurate and in compliance with FIU policy.

Submit Cash Advance

Refresh Approval Status /
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View a Cash Advance

To view a Cash Advance :

1. Click the T&E Compliance Center tile on the Employee Self Service homepage within PantherSoft

Financials.

Employee Self Service ~

< 20f4 >

Home Notices

Aftention RECEIVERS: Please create receipts according to
shipments. DO NOT create one receipt for multiple
shipments. It causes further delays in the processing

The Travel and Expense module is now the T&E
2 Compliance Center. The new name indicates the merging of
the financial workflow with pre- and post-trip compliance

T & E Compliance Center

X el
— -

ePrecurement ePRAF Proposal Routing Ferm Reporting Database
o 0
Process Monitor Query Tools nVision
FIU 4
=y

2. Click the Cash Advance s Tile:

T & E Compliance Center

Travel Authorization

Expenses

0.000 unapplied Charges

Cash Advances

Print Reports

4 %
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3. Select View and use the Search Criteria options to find and select a Cash Advance.

< Travel and Expense Center

Cash Advances

5 Create/Modify

= Print

5= Print a Cash Advance Report

Cash Advance

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

= View

¥ Search Criteria

T Delete

Advance ID ‘ begins with V| ‘ ‘

Advance Description ‘ begins with v| ‘ ‘

Name ‘begms with V| ‘ ‘

Empl ID ‘begins with v| | Q
D Advance Status ‘= v| ‘ v|
Creation Date ‘ = v| ‘

[ Case Sensitive

Limit the number of results to (up to 300): |300 |

‘ Clear | Basic Search & Save Search Criteria

4. On the Cash Advance view screen, the approval workflow and history display towards the bottom.

View Cash Advance
ROARY PANTHER

Business Purpose  Training
Advance Description  ATD Training

Accounting Date  04/06/2023

& View Printable Version
Cash Advance (3)

} Accounting Details

¥ Totals

Advance Amount 1520 USD

| certify the cash ad is and in pli with FIU policy.

Submit Cash Advance

Report

TAR#

Post State
Created
Last Updated

eo
1)

& Benefits to FIU or Project

0000007140
0000123456
Mot Applied
04/06/2023
04/06/2023

User Defaults

*Source Description *Amount Currency
Accounts Payable v | |Meals 16.200 USD
Apply Tax

Submitted for Approval

ROARY PANTHER
ROARY PANTHER

Withdraw Cash Advance Submitted On  04/06/2023

Submitted By ROARY PANTHER

¥ Approval History

D i =
Vo 1 " 9
Roiwﬁ Amlfruuzn P:w PANTHER P"m\:,d;w Payment
Role Name Action Date/Time
Employee Panther, Roary Submitted 04/06/2023 12-03-45PM

NOTE: The CA can be withdrawn from the approval workflow via the Withdraw Cash Advance button.
For more details on withdrawing a CA, see the Withdraw a Cash Advance section of this document.
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Modify a Cash Advance

Both Travelers and their Proxies with the right authorization level may modify Cash Advances for themselves
or the travelerb6s they manage via the following Empl ¢

A Cash Advance can only be modified when its status is Pending. If modifications to a CA needs to be made
prior to it being Approved for Payment, it must be withdrawn from workflow first.

For more information on withdrawing a CA from workflow, see the Withdraw a Cash Advance section of this
document.

To modify a Cash Advance :

1. Click the T&E Compliance Center tile on the Employee Self Service homepage within PantherSoft

Employee Self Service ~ < 20f4 >
~
Home Notices T & E Compliance Center
Attention RECEIVERS: Please create receipts according to K T(\I
shipments. DO NOT create one receipt for multiple ~
shipments. It causes further delays in the processing l ﬂ
iz ‘1 The Travel and Expense module is now the T&E
Ry

“._ 3 Compliance Center The new name indicates the merging of
the financial workflow with pre- and post-trip compliance

eProcurement ePRAF Proposal Reuting Form Reperting Database

o

Process Menitor Query Teols nVision

FIU €3

2. Click the Cash Advance s Tile:

T & E Compliance Center

Travel Autherization Expenses Cash Advances Print Reports

4 %
= e 2

0.000 unapplied Charges
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3. Select Create/Modify on the left side grey bar, then open the Find an Existing Value tab. Use the
Search Criteria options to find and select the CA number .

= Create/Modify
Cash Advance
= Print \\ Enter any information you have and click Search. Leave fields blank for a list of all values.
£ Print a Cash Advance Report m Find an Existing Value I‘ Add a New Value ‘
T View ¥ Search Criteria
= Delete Search by: | Advance ID ~| begins with “

Limit the number of results to (up ta 300)- (300 |

Find an Existing Value | Add a New Value

4. Make modifications to the Cash Advance as necessary. If resubmitting after withdrawing the CA, the
approval workflow will be reinitiated and any previously obtained approvals will need to be reobtained.

Withdraw a Cash Advance

Both Travelers and their Proxies with the right authorization level may withdraw Cash Advances (CA) for
themselves or the travelerb6s they manage via the fol

A Cash Advance can only be withdrawn when its status is Submitted for Approval or Approvals in Process.
After a CA is withdrawn, it may be deleted, modified, or resubmitted at any time.

The Withdraw Cash Advance button is only active via the CA View screen. Review the View a Cash Advance
section of this document for instructions on how to access the CA view.

View Cash Advance

ROARY PANTHER
Business Purpose  Training Report 0000007140  Submitted for Approval
Advance Description  ATD Training TAR# 0000123456

Accounting Date  04/06/2023 Post State Mot Applied
Created (04/06/2023 ROARY PANTHER
Last Updated 04/06/2023  ROARY PANTHER

¥ User Defaults

S View Printable Version & Benefits to FIU or Project

Cash Advance (@)

*Source Description *Amount Currency

Accounts Payable v Meals 1620 |USD

Apply Tax
D » Accounting Details
¥ Totals
Advance Amount 1520 USD

I certify the cash advance is accurate and in compliance with FIU policy.

Submit Cash Advance | Withdraw Cash Advance |Suhmi||ed On  04/06/2023

Submitted By ROARY PANTHER

~ Approval History

N i o

o o W ]
Submitted HR Supervisor Prepay Auditor s "
ROARY PANTHER PATTY PANTHER e aymen
Role Name Action DatefTime

Employee Panther, Roary Submitted 04/06/2023 12:09-45PM
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Delete a Cash Advance

Both Travelers and their Proxies with the right authorization level may delete Cash Advances for themselves or
the travelerbs they manage via the following Empl oyee

A Cash Advance can only be deleted when its status is Pending. If a CA needs to be deleted prior to it being
Approved for Payment, it must be withdrawn from workflow first.

For more information on withdrawing a CA in workflow, see the Withdraw a Cash Advance section of this
document.

1. Click on the T&E Compliance Center tile on the Employee Self Service homepage within
PantherSoft Financials.

Employee Self Service v < 20f4 >
A
Home Notices T & E Compliance Center
Attention RECEIVERS: Please create receipts according to x ‘(\I
shipments. DO NOT create one receipt for multiple ~
shipments. It causes further delays in the processing
s -

\ ot The Travel and Expense module is now the T&E
N Compliance Center. The new name indicates the merging of
the financial workflow with pre- and post-trip compliance

eProcurement ePRAF Proposal Routing Form Reporting Database

't

Process Monitor Query Teols nVision

FIU €3

2. Click on the Cash Advance s Tile.

T & E Compliance Center

Travel Authorization Expenses Cash Advances Print Reports

4 %

- —

ha‘_-g g

-

0.000 unapplied Charges

Version9.14.0 | September2026 82



FLORIDA
INTERNATIONAL 'I_'ravel and Expense
UNIVERSITY Office of the Controller

3. Select Delete on the left side grey bar and use the Search Criteria options to find Cash Advances
associated to a traveler.

£ Travel and Expense Center Cash Advances

= Create/Modify
Delete Cash Advance
i Print Enter any information you have and click Search. Leave fields blank for a list of all values.
% Print a Cash Advance Report Find an Existing Value
T View ~ Search Criteria
™ Delate Empl ID |begms with V| ‘1111111 Q

Name |begms with v| ‘ ‘

[ Case Sensitive

Limit the number of results to (up to 300): |3[][] |

| Clear | Basic Search @ Save Search Criteria

4. Mark the Select checkbox for the CA that will be deleted, then click on the Delete Selected
Advance (s) button.

< Travel and Expense Center Cash Advances

Travel & Expenses - Cash Advance Report
Delete Cash Advance Report

ROARY PANTHER
Cash Advance Information

Select Advance ID Description Creation Date Amount Currency

0000001234 - Dreamweaver Training 01/04/2023 1520 USD

Delete Selected Advance(s)
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Print a Cash Advance

To print a Cash Advance :

1. Click on the T&E Compliance Center Tile.

Employee Self Service + < 20f4 >

Home Notices T & E Compliance Center

Attention RECEIVERS: Please create receipts according to x ‘OI

shipments. DO NOT create one receipt for multiple

shipments. It causes further delays in the processing l ﬁ
—

oy The Travel and Expense module is now the T&E
iy _\) Compliance Center. The new name indicates the merging of
the financial workflow with pre- and post-trip compliance

eProcurement ePRAF Proposal Routing Form Reporting Database

Process Monitor Query Tools nVision

FIU &3

2. Click on the Cash Advance s Tile.

T & E Compliance Center

Travel Autherization

Expenses Cash Advances Print Reports

4 %
E @ 7 _E

0.000 unapplied Charges
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3. Select Print or Print a Cash Advance Report on the left side grey bar and use the Search Criteria
options to find and select the Cash Advance ID to print.

& Travel and Expense Center Cash Advances

5 Create/Modify
Cash Advance

T Print Enter any information you have and click Search. Leave fields blank for a list of all values.

% Print a Cash Advance Report Find an Existing Value

T View ~ Search Criteria

T Delete Advance 1D |begins with V‘ ‘ |

Advance Description |beg|ns with v‘ ‘ |

Name |begins with V‘ ‘ |

Empl 1D | begins with | 1111111 Q|
Advance Status |= v‘ ‘ v|
D Creation Date | = v‘ ‘ '

[CJCase Sensitive

Limit the number of results to (up to 300): ‘SUU |

‘ Clear ‘ Basic Search & Save Search Criteria

4. A printable view of the Cash Advancewi | | show to use witute. t he br owse:

To print this report, please use your browser's print feature.
PeopleSoft.

Cash Advance

ROARY PANTHER

Report Date  01/04/2023
Report Time  12:43:25PM

Advance ID 0000001224 EmplID 5719331
Description Dreamweaver Training Status  Pending
Business Purpose  Training

Reference Number (0000123456

Advance Source Description Amount
Accounts Payable 15.20 USD
Cash Advance Total 15.20 USD
Less Nenpayable Amount 0.00 USD
Amount Due Employee 16.20 USD

| certify that the advance requested above will be used for authorized purposes anly.

Employee Signature Date

Approved By Date

NOTE: This printable view is also available via the Cash Advance Create/Modify and View pages
through the View Printable Version links.
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Cash Advance Status es

Pending: An employee has not submitted the cash advance, or the approver or auditor and returned the cash
advance to the employee.

Submitted for Approval : The cash advance is ready for the approval or audit process.

Approvals in Process: If your organization uses an approver and auditor or multiple approvers, and the first
approver has approved the cash advance, PeopleSoft Expenses changes the status to Approvals in Process.

Denied: The advance was not approved by the approver or auditor.
Approved for Payment : The advance is authorized for payment processing.
Staged: The cash advance is staged for payment.

Paid: Payment processing is complete.

Reconciled: The cash advance is applied to an Expense/Post Travel Compliance Report, and the employee
returned excess funds (if any).

Deleted : Cash advance has been deleted by submitter.

Withdrawn: Cash advance has been withdrawn from the approval queue. Withdrawing a Cash Advance
routes,it back in the submitterés queue in APendingo

st

Cash Advance Workflow

After a Cash Advance is submitted it firsAfteritdut es
approved by the HR Supervisor a Cash Advance routes directly to a Prepay Auditor within the Travel
Department for review and approval. This final step is not completed until approximately 10 days before travel.
After final approval, payment of the cash advance is processed through direct deposit into the employees
banking information on file.

Cash Advance Approval Workflow

Cash Advance (C
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Expense/Post Travel Compliance Report

The Expense/Post Travel Compliance Report (ER) is legally required to be processed and submitted by the
traveler or their proxy in PantherSoft Financials within fifteen (15) days from the completion of a trip.

The ER must include all FIU prepaid expenses and/or expenses incurred for the purpose of the trip. In most
cases, an ER will be copied from an approved Travel Authorization (TA) where one was required for the trip.

To assist travelers with prompt processing of their Expense/Post Travel Compliance Reports, automatic email
reminders are being sent to travelers on the following schedule:

1st 1 business day after the trip (Proxy copied)
2nd 16 business days after the trip (HR Supervisor and Proxy copied)
3rd 25 business days after the trip (HR Supervisor, Expense Manager and Proxy copied)
4th 32 business days after the trip (HR Supervisor, Expense Manager, and Proxy copied)
5th 39 business days after the trip (HR Supervisor, Expense Manager, HR Business Head, Proxy,
Travel@fiu.edu, ablanco@fiu.edu, intltravel@fiu.edu, export@fiu.edu copied)
If expenses are split between or paid in full by an outside organization, refer to the guidelines linked here.

If the trip did not occur, refer to the Travel Authorization Closure Guidelines section of this document.

| Create an Expense /Post Travel Compliance Report from a TA

When an approved Travel Authorization is required for a trip, create the Expense/Post Travel Compliance
Report (ER) by copying from the TA using the Copy to Expense Report functionality. This links the ER to the
TA and carries the Header Details , Benefit to FIU or Project , Expense Lines , and Accounting Details into
the new ER. Review the copied information and update it as needed to reflect all FIU prepaid and out-of-pocket
expenses incurred for the trip.

Once budget checked and approved, the ER releases the encumbrance created by the TA.
To create an Expense Report linked to a Travel Authorization

1. Click the T&E Compliance Center tile on the Employee Self Service homepage within PantherSoft

Financials.
'Flu o Q ves ~ LR Q A A v =
fEhpIé}eéSslfSa}vlcQ vr.‘ < 20f5 3 }
T & E Compliance Center eProcurement
T 't
— & el
ePRAF Proposal Routing Form Reporting Database Process Monitor Query Tools
5 »
FIU
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2. Click the Expenses tile.

T & E Compliance Center

Travel Authorization Expenses Cash Advances Print Reports

4 *
g e s a

0.000 unapplied Charges

3. Click the Expense Report with TA tile.

< T E Compliance Center Expense/Post Travel Compliance

Expense Report without TA Expense Report with TA Add Quick Expense Expense History

A
Aliel A il « ol
‘0 Alel r 2o

0 Pending Requesis

My Wallet - My Expense Reports .
w 1.0 50
5 0.8 40 g
Eos 30 3
< 04 w E
*® 0.2 10
0.0 0

0 Wallet Transactions N
Pending

1 Active Expense Reporis

4. Locate the Travel Authorization for the trip that requires the Expense/Post Travel Compliance Report
(ER) on the Travel Authorization Search  page.

IfcreatinganERas a Proxy for another Tr avel erRelateslAdlians t i (
(green dropdown) button found next to the name of the logged in user at the top, left-hand corner of the

screen.
£ Expenses Travel Authorization Search
Roary Panther
111111
RS o) | View All Authorizations
Denied o
-
"
Pending 0
Action < Description < Status < Authorization 1D < Business Purpose ©
Submitted 0
Conference OTRA Approved 0000182640 Conference
Approved 5
® Caonference TA Closed 0000182622 Conference
View All 5
(O] Convention Approved 0000182610 Convention
© TEST 3 Conference Approved 0000182592 Conference
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5. Once identified, select fCAcpops drapdolrxmerurorstee lireefpher t o

Travel Authorization.

Approved Authorizations
Add Travel Authorization

- | ",
_ Actions x
L orization Business Trip .
Acti Copy To Expense Report T Purpose 1 Date tl Location 1l Amount T,
223210 Meeting 09/20/2024 Florida,Jacksonville 542.79 USD ‘ >|

)/ send Notification

The Header Details, Benefit to FIU or Project, Expense Lines, and Accounting Details from the Travel
Authorization are transcribed to the Expense/Post Travel Compliance Report and should be reviewed and

modified as necessary.
6. Use the General Information button located next to the Description to access and validate the
Header details on the Expense Report page.

¢ Review and Submid

Last Saved 0472472023 12:-18PM

Domestic Lodging - 04/24/2023

Total (1 Ite

—= “Expense Type [

Add
Overmight stay at Marmiott &

-~ Monday, April 24, 2023
Description

150.00
usp

Demestie Ladging
Qvernight stay at Marriott

“Number of Nights |2

Expense Report

£ Expense Eniry
Update Details

Report 0000412443
Roary Panther ()

General Information
“Business Purpose | Research - 24 Accounting Defauts .
“Description | Test Research
Creation Date 04/2472023  Roary Panther
Default Location | Florida Miami Q Updated on 04242023 Roary Panther
Reference Q

NOTE: Changes may be made in the Header Details on the Expense Report page and saved via the Update

Details button.
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7. Toreturntothe ExpenseEntry page an

the page.

Report 0000413750 “Rending
Roary Panther®

General Information

*Business Purpose

Other
*Description | Morikami Museum
Default Location |Florida Miami Q

Reference

€ Expense Report

Morikami Museum | [+
Roary Panther(z)

Add Delete Filter More

br Friday, April 21, 2023

Domestic Auto Rental
Economic
uso

Payment Details

Merchant

Expense Report

Expense Entry

d manage
click either the Update Details button or the Expense Entry back button. Both are found at the top of

[ Accounting Defaulls

Total (1 ltem) 250.00 USD Domestic Auto Rental - 04/21/2023

“Expense Type |Domestic Auto Rental

Economic

250.00 Description

"Payment | Outof Pocket +

*Amount |250,00

Merchant | Non-Preferred v

Non-Preferred Merchant |Enterprise
Additional Information

Billing Type | FIU Expense

Creation Date 04/2472023

Updated op~-04/21/2023

Save Review and Submit

t he

usD Q

Last Saved 04212023 4:13PM

*If a line is entered with the incomedt Payment type, it must be deleled and re-entered.

Travel and Expense
Office of the Controller

EROG s

s

Expense

8. Update and reconcile the expense lines that populated from the approved Travel Authorization. If

necessary:

A. Add new expense lines by following the steps in the Adding Expense Lines section of this

document.
B. Modify information copied from the TA.

All expenses that happened during the trip must be reported in the ER even if the traveler is not seeking

reimbursement.

C. Indicate an out-of-pocket expense is non-reimbursable to the traveler by activating the toggle in

Personal Expense to the right.

3 Accounting

Exceptions

*Payment Out of Packet v

*Amount |72.00 |luso q
Additional Information
Billing Type | FIU Expense v
“Expense Location | Florida Jacksonville Q

‘ B Recaipt Spit

Personal Expense | ]

No Receipt |

~ Ifaline is entered with the incorrect Payment type, it must be deleted and re-entered.
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9. If a Cash Advance was provided to the traveler, apply it to the ER following the steps outlined in the
Link a Cash Advance section of this document.

10. Complete the required Travel Certification by following the steps in the Travel Certification section of
this document.

11. If the trip was to one or more foreign countries, use the International Travel link to provide additional
details such as payments and/or honoraria received and, if requied, Foreign Country of Concernn
destinations visited. Follow the steps outlined in the Foreign Destination Expense/Post Travel
Compliance Report Requirements section of this document.

i, View Analytics >
Benefits to FIU or Projects 1
KA
International Travel = >
¥,
| Travel Certification >
Q View Printable Report >
Receipts
Attach Receipts
ImageNow

12. Print the Expense/Post Travel Compliance Report, which much be signed by the traveler, by following
the steps in the Obtain Required Printable Expense/Post Travel Compliance Report section of this

document.
i), View Analytics >
Benefits to FIU or Projects 1>
wA
International Travel =FF >
iy
Travel Certification >
Q View Printable Report >
Receipts
Attach Receipts
ImageNow

13. Scan and attach the signed copy of the ER as well as all required supporting documentation in a single
PDF document as outlined in the Attach Documents section of this document.

W), View Analytics >
Benefits to FIU or Projects 1
KA
International Travel —FFy >
Y
a Travel Certification >
g View Printable Report »
Receipts
Attach Receipts
ImageNow

Version9.14.0 | September2026 91



FLORIDA
u INTERNATIONAL
UNIVERSITY

Travel and Expense
Office of the Controller

14. Submit the completed Expense/Post Travel Compliance report by following the steps in the Submit a
Completed Expense/Post Travel Compliance Report section of this document.

Expense Summary

Update Details

Last Saved 04/24/2023 11:41AM

Approval Status

100.00 USD
100.00 USD

Repeort ID 0000412415

0.00USD

Pending

Travel Certification Requirements

When creating an Expense/Post Travel Compliance Report linked to a Travel Authorization, Travel Certification

guestions must be answered on the ER prior to submission.

1. Navigate to the Expense Summary page of the Expense/Post Travel Compliance Report and click on

the Travel Certification link.

Expense Summary

< Expense Entry

Additional Information

Travel Autherization

0000123456 is associated to this report.

i, View Analytics >
Benefits to FIU or Projects 13
= KA

International Travel =FEA >
i

' Travel Certification 3
G View Printable Report 3

Receipts

Attach Receipts
ImageNow

International TED Conference E Submit
ROARY PANTHER © o Last Saved 12/12/2023 11:45AM
Expense Report Summary Approval Status
Total (5 Items) 1,040.00 USD Repert ID 0000123456 Pending
Due to Employee 1,040.00 USD
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2. Select either Yes or No in response to the first question.

If Yes is selected, click the OK then Done buttons to complete the certification.

Certification %

Travel Certification

This Expense Report has an attached Travel Authorization 0000123456 . Was this trip completed?
® Yes

O No
OK

If No is selected, enter details in the Reason field and click Certify then Done to complete the
certification.

Certification x

Travel Certification

This Expense Report has an attached Travel Authorization 0000123456 . Was this trip completed?
O Yes

® No
Certify

You have stated that the Trip in the TA attached to this expense report did not take place. Please certify below.

@® | certify that trip did not occur but expenses were incurred

When No is selected, additional certification verbiage will appear on the Expense/Post Travel
Compliance Report printout as shown below.

FLORIDA

INTERNATIONAL

UNIVERSITY PeopleSoft Expenses EXC4500

Expense/Post Travel Compliance Report
Employee Report
Roary Panther 0000123456
Reference Business Purpose
Meeting

Expense Lines

Date | Expense Type Non- No Receipt Payment Type Transaction Amount Exchange Rate Amount
Reimbursable

| Additional Information | Merchant | Location |

| certify that the information provided above is an accurate record of expenses incurred and the trip did not occur.

Employee Signature Date

Approved By Date
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| ForeignDestinationExpensAost Travel Compliané&eport Requirements

When creating an Expense/Post Travel Compliance Report (ER) for a trip with one or multiple foreign
destinations, additional questions must be answered on the ER prior to submission. These are accessible on
the Review and Submit page via the International Travel link.

< Expense Entry Expense Summary

International TED Conference | [ Update Details Submit
ROARY PANTHER (& —
Last Saved 12/12/2023 11:45AM
Expense Report Summary Approval Status
Total (5 Items) 1,040.00 USD Report ID 0000123456 Pending
Due to Employee 1,040.00 USD

Additional Information

Travel Authorization

0000123456 is associated to this report.

o, View Analytics >
Benefits to FIU or Projects 1>
= KA
International Travel =FFR, 3
e
© | Travel Certification >
6 View Printable Report >
Receipts

Aftach Receipts
ImageMNow

Requirements for completing the questions in this link depend on whether a foreign Destination is not a
Foreign Country of Concernn (scenario 1) or is a Foreign Country of Concernn (scenario 2). See below.

Scenario 1 7 Foreign Destination s NOT Designated as Foreign Countries of Concern n

If none of the visited countries are designated as a Foreign Countries of Concernn (FCC / Restricted
Countries) the following four (4) questions wil!/ nee

International Travel

Report D 0000123456

Travel Authorization ID 0000123456

Payments and Honoraria Received
Please report any payments or honoraria directly (i.e., paid directly) or on the traveler's behalf(i.e., to cover some or all expenses) by an international entity
or person, including travel, food, or lodging at any time related to this trip. Payments on the traveler's behalf may include some or all expenses, or other

complimentary items provided, that are not promotional items customarily given at conferences such as pens, plaques etc.

Do you have Items to report for Travel | :' No
Do you have items to report for Foed [ ) No
Do you have items to report for Lodging () No
Do you have items to report for Other | ) No
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Any response set to AYesodo will expand to show more

[ cance International Travel

Report ID 0000123455

Travel Authorization ID 0000123456

Payments and Honoraria Received

Flease report any payments or hanoraria directly (i.e., paid directly) or on the traveler's behalf(i.e , to cover some or all expenses) by an international entity
or person, including travel, food, or lodging at any time related to this trip. Payments on the traveler's behalf may include some or all expenses, or other

complimentary items prowided, that are not promotional items customanily given at conferences such as pens, plaques etc

Do you have items to report for Travel | _ No

Do you have items to report for Food | yes [

Detailed Description

Total USD Amount

Name of payor (person or entity)

Do you have items to report for Lodging | | No

Do you have items to report for Other No

I f any fields for fiYesd responses are |left blank,

International Travel
If you have items to report the following fields are required. Detailed Description, Total Amount and Mame of Payer.

Responses to these questions will be included on the Expense/Post Travel Compliance Report Printout. Click
here to see a sample.

Scenario 2 1 Foreign Destination s Designated as Foreign Countries of Concern n

If one or more of the visited countries is a Foreign Country of Concern (FCC / Restricted Country) the following
four (4) questions must be answered. Additionally, each foreign institution/organization visited within an FCC
during the trip must be listed.

[cancel| International Travel Done [

ReportID 0000123456
Travel Authorization ID 0000123458

Payments and Honoraria Received
Please report any payments or honoraria directly (i €., paid directly) or on the traveler's behalf(i e, to cover some or all expenses) by an intemational entity
or person, including travel, food, or ledging at any time related to this trip. Payments on the traveler's behalf may include some or all expenses, or other

complimentary tems provided, that are not promotional tems customarily given at conferences such as pens, plaques etc

Do you have Items to report for Travel | No
Do you have items to report for Food () No
Do you have items to report for Lodging () No
Do you have items to report for Other () No

Foreign Countries of Concern (FCC) Locations

Details of visits to FCC locations 1row
FCC Expense Location = FCC Destination < Institution/Organization Name © Institution/Organization Street Address ©
1 0755 Q Russia Moscow Moscow Museum 123 STREET, MOSCOW + -
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Additional rows may be added for each institution/organization visits using the + button.

|'.a'rr‘ | International Travel m x

ReportID 0000123456

Travel Authorization ID 0000123456
Payments and Honoraria Received

Please report any payments or honoraria directly (ie., paid directly) or on the traveler's behalf{i.e., to cover some or all expenses) by an international entity
or person, including travel, food, or lodging at any time related to this tip. Payments on the traveler's behalf may include some or all expenses, or other
complimentary items provided, that are not promational items customarily given at conferences such as pens, plagues efc.

Do you have ltems to report for Travel | _ No
Do you have items to report for Food () No
Do you have items to report for Lodging (| No
Do you have items to report for Other No

Foreign Countries of Concern (FCC) Locations

Details of visits to FCC locations

FCC Expense Location © FCC Destination < Institution/Organization Name © Institution/Organization Street Address <

1 0785 Q, | Russia Moscow Moscow Museum 123 STREET, MOSCOW -

Use the lookup glass for the FCC Expense Location field on the new row. Only those FCC locations approved
on the Travel Authorization will be available

DO NOT delete an FCC location from this list. Each FCC location visited must be listed here.

Responses to these gquestions as well as the FCC count
Expense/Post Travel Compliance Report Printout. Click here to see a sample.
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