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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 ï area in which the ChartField(s) associated with the transaction are entered.  
 
Activity Number  ï 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 ï free form text box found on the TA. It is a required field used to give greater detail 
of the travel and its purpose to the University.  
 
Budget Exception ï transactions that fail budget checking.  
 
Cash Advance (CA) ï Cash Advances help defray out of pocket cost when traveling outside the vicinity of the 
University. CAs are classified as ñAccounts Receivableò in the General Ledger. 
 
ChartField  ï 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 ï A ChartField that tracks revenues and expenses for a specific Faculty member. Entered in addition 
to the Activity Number.  
 
Distribution ï 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) ï The document used to reimburse travelers for expenses 
incurred while on travel and to record expenses to ledgers.  
Header ï 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 ï 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.  
 

https://controller.fiu.edu/departments/accounting-reporting/payment-services/travel/
https://controller.fiu.edu/departments/accounting-reporting/payment-services/travel/
https://controller.fiu.edu/wp-content/uploads/sites/24/2021/01/Travel_Manual.pdf
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Non-vicinity Travel ï One-way travel over 50 miles from the travelerôs headquarters 
 
Official  Headquarters  ï the University campus where the employeeôs office is located; employeeôs business 
address listed in HR. For example, MMC, PC411. 
 
Out of Pocket - should be indicated when the expense will be paid out of the employeeôs pocket.  
 
Per Diem  ï 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  ï 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  ï 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  ï 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) ï 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 ï one-way travel within 50 miles from the travelerôs headquarters 
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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 PantherSoft Financials depends on the travelerôs relationship with the 
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 ï 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 
tripôs business purpose, destination, travel dates, 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, refer to the Universityôs Travel section through the 
Office of the Controller.  
 
Travelers should plan ahead ï 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 
the Universityôs Travel section through the Office of the Controller.    
 

4. Close Out the Travel Authorization  
Every TA must be formally closed ï 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.  

https://myfs.fiu.edu/
https://controller.fiu.edu/departments/accounting-reporting/payment-services/travel/
https://controller.fiu.edu/departments/accounting-reporting/payment-services/travel/
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Travel Authorization Closure Guidelines  
 
All approved Travel Authorizations must be closedðeither by cancelling them or by copying the TA to an 
Expense/Post Travel Compliance Report and submitting it for approval. After the trip, travelersðand in some 
cases their direct supervisorðwill 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. 
 

 
 
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.  
 
 
 
 
 
 
 
 
 
 

mailto:Travel@fiu.edu
mailto:ablanco@fiu.edu
mailto:intltravel@fiu.edu
mailto:export@fiu.edu
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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 ï for example, the trip was extended or modified ï see Managing Trip 
Changes section of this document.  
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Former Employees Travel Authorization Closure 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 
still has proxy access  to the former employee. 

Cancel the Travel Authorization   

The Travel Authorization Closure Guidelines indicate 
that the TA should be canceled , but the department 
no longer has proxy access  to the former 
employee. 

Email controller@fiu.edu  with the department 
proxyôs Panther ID and the travelerôs Panther ID to 
request temporary proxy access . Once access is 
granted, cancel the Travel Authorization . 

The Travel Authorization Closure Guidelines indicate 
that an Expense/Post Travel Compliance Report is 
still needed , and the department still has proxy 
access  to the former employee. 

Create the Expense/Post Travel Compliance 
Report . 

The Travel Authorization Closure Guidelines indicate 
that an Expense/Post Travel Compliance Report is 
still needed , but the department no longer has 
proxy access  to the former employee. 

Email controller@fiu.edu  with the department 
proxyôs Panther ID and the travelerôs Panther ID to 
request temporary proxy access , then cancel the 
Travel Authorization . 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  is st ill 
needed  for the former employee. 

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

  

mailto:controller@fiu.edu
mailto:controller@fiu.edu
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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 
Å 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  
Å Travel Module closes: June 12, 2026, at Close of Business (5pm)  
Å 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: 
Å Domestic Travel Authorizations that are not fully approved  will be deleted.  
Å 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. 
Å Approved Travel Authorizations that remain open at year -end  will roll over into the new fiscal year 

and encumber against new fiscal year budgets. 
Å Approved Travel Authorizations for former employees (terminated, retired, or deceased)  will be 

canceled. 
o Refer to the Former Employees TA Closures Process grid for guidance. 
o For employees between contracts, email controller@fiu.edu to roll over the TA 

Å 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. 

Å 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. 

o 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. 

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

https://controller.fiu.edu/wp-content/uploads/2026/04/FYE26_Closing_Deadlines_Memo.pdf
mailto:controller@fiu.edu


 
   Travel and Expense
 Office of the Controller 

 

Version 9.14.0 | September 2026           12 

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 
year-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 . 

Delete the TA  if it is no longer 
needed.  
 
Obtain required approvals  if it 
is needed. 

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 .  

Delete a Travel 
Authorization  
 
Travel Authorization 
Approval Workflow 

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

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

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.   
 

Delete a Travel 
Authorization  
 
Modify a Travel 
Authorization  

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

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. 

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.  

Travel Authorization 
Closure Guidelines  

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

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

The ER may miss 
processing  in the closing 
fiscal year. 
 
Refer to the Year-End Quick 
Reference: After the Travel 
Module Reopens  section.  

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. 

https://controller.fiu.edu/wp-content/uploads/2026/04/FYE26_Closing_Deadlines_Memo.pdf
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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 yearôs 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  

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. 

Reattach the existing ER to the 
approved TA . Review the comments 
carefully and correct the ER, if needed, 
and resubmit it . Do not create a new 
Expense/Post Travel Compliance Report if 
one already exists for that travel. 

Reattach an ER to a 

TA 

Modify an 

Expense/Post Travel 

Compliance Report  

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

Review the comments carefully , correct 
the ER if needed, and resubmit it.  
 
Reattaching to a TA does not apply. 

Modify an 

Expense/Post Travel 

Compliance Report  

 
  

https://controller.fiu.edu/wp-content/uploads/2026/04/FYE26_Closing_Deadlines_Memo.pdf
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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.  

 
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.  

 

 
 
The Authorization Level  available are: 
 

Edit & Submit  provides full proxy access. The proxy can create, modify, submit, and otherwise 
manage the travelerôs documents. 
Edit  allows the proxy to only create or modify.   
View  allows the proxy to only review.  

https://myfs.fiu.edu/psp/fscm/?cmd=login&languageCd=ENG&
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Create a Travel Authorization 

 
An approved Travel Authorizations (TA) is a travelerôs permission to incur expenses and travel on behalf of 
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, and non-vicinity travel. TAôs 
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 Authorization requirements, see the Travel departmentôs Travel & Other 
Expenses Manual.  

To create a Travel Authorization  in PantherSoft Financials:  

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

 

2. Click the Travel Authorization tile. 
 

 
 
 
 
 
 
 
 

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/
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3. Click the Travel Authorizations tile. 
 

 
 

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.  

  
 

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.). 
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6. Complete all fields in the top header section of the Travel Authorization. 
 

 
 

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

B. Business Purpose  - Select the business purpose.  
 

C. Multiple Country Destination  - Select Yes when the travel involves multiple foreign countries. DO 
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: 
 

 
 

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

 
 

Use the Lookup Glass  to search for all Expense Locations. 
 

 
 

 
The following notification message will appear after each Expense Location is selected. 
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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 2nd 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.  
 

 
 
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. 
 

 
 

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

A. Expense Type  ï 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  ï 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  ï Reimbursable expenses to be paid by the traveler. The Billing Type  
auto-populates with ñFIU Expenseò. 

 
 

University Credit Card  ï Non-reimbursable expenses paid by the department using a 
University departmental credit card (aka ProCard). The Billing Type  auto-populates with 
ñUniversity Paid ï ProCardò. 

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

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

 
 

Travel and Entertainment Card  ï Reimbursable expenses paid by a University Travel 
and Entertainment Credit Card. The Billing Type  auto-populates with ñFIU Expenseò. 

 
 

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

D. Description  ï Fill in information related to the Expense Type. This field may or may not be 
mandatory depending on the Expense Type. 

E. Merchant  ï This field appears when an Airfare or Auto Rental expense type is selected. 
 

NOTE: If Non-Preferred Merchant is selected, you must enter the merchantôs name in 
the Non-Preferred Merchant  field. 
 

 
 

F. Amount  ï 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. 

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

select the type of currency. 
 

H. Line Details  ï 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 Accounting Details  for the expense line will auto-populate based on the Payment Type  selected 
for the line and are prescribed as follows: 
 

Out of Pocket and Travel & Entertainment Card  ï Expense line amounts will encumber 
from the budget(s) identified in the Accounting Details. The travelerôs default ChartField 
values populate automatically for these Payment Types  and may be overridden by entering 
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. 
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To split  the expense lineôs amount, click the + (plus) button. 
 

 
 

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

 
 

University Credit Card  ï Expense line amounts will not create encumbrances against 
departmentsô budgets. The Universityôs centralized, prepaid ChartField values populate 
automatically for these Payment Types . These are greyed out and cannot be overridden. 
 

 
 

NOTE: The ChartFields for more than one business unit (i.e., FIU01, FIU02, 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)  
 
If you need to change an individual expense lineôs accounting for Out of Pocket or Travel and 
Entertainment Card, use the Accounting Details function as shown below:   
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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). 

 

 
 

 
 

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

 

 
 
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.  

 

 
 

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 Details 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. 
 

 
 
If all required fields are complete, with no errors, an Authorization ID  will populate. The TA will 
be assigned the status of ñPendingò. 
 

 
 

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. 

 

 
 

A. A message will appear asking you to certify the information entered in the TA. Click OK. 
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B. The Travel Authorization has been submitted for approval and its status is updated to 
ñSubmission in Processò. This is a temporary status. Refresh the page to verify the TA status 
changes to ñSubmitted for Approvalò. 

 

 
 

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. 
 

 
 

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

 

 
 

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. 
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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.  
 

 
 

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

 
 
 
 
 

  

https://controller.fiu.edu/wp-content/uploads/sites/24/2021/08/BudgetExceptions.pdf
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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  questions 1-6 are answered with a ñYESò, ñNOT SUREò, or if a 
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 step of the TAôs approval workflow. 
 

A short description in the Travelerôs Additional Notes field is required for each question answered with ñYESò 
or ñNOT SURE.ò 
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The traveler will need to certify Section II: Health and Safety Risks . 
 

 
 

The traveler will also need to acknowledge Section III : Compliance with Legal and FIU Requirements: 
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:  It is encouraged that FIU travelers or proxies submit their foreign travel TAôs at least 7 business days 
before the trip to allow sufficient time for the request to be screened and approved by the Export Control Office. 
 

https://exportcontrol.fiu.edu/
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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 appear: 

 

 
 

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

 
 

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: 
 

 
 

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: 

 

 
 

4. Click the Traveler Notification  button. 
 

 
 

A notification will appear that says a link to the questionnaire has been forwarded to the traveler. Click 
OK. 
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5. The Traveler receives an International Travel Request  notification from PantherSoft Financials with a 
link to the TA. Click the link. 

 

 
 

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. 
 

 
 

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.  



 
   Travel and Expense
 Office of the Controller 

 

Version 9.14.0 | September 2026           33 

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 . 
 

 
 

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

 
 

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 step in the TAôs Approval Workflow if either 
question 1-6 of the Section I: Foreign Influence  is answered with a ñYESò or ñNOT SUREò or if the travel 
destination is considered a Foreign Country of Concern  (FCC).  
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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. 
 

 
 
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   
¶ Only the Traveler  can complete the High-Risk Destination Questionnaire. 
¶ Travelers must also complete the Foreign Travel Guidance and Screening Questionnaire. 
¶ 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 . 
 
 
 
 
 
 
 
 

https://myfs.fiu.edu/psp/fscm/?cmd=login&languageCd=ENG&
https://myfs.fiu.edu/psc/fscm/EMPLOYEE/ERP/c/FIU_TE_MENU.FIU_TA_L4_DEST.GBL
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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.  
 

 
 

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

a. Complete all fields in Step 1 ï High Risk Destination . The Trip Description and Dates must 
match the Travel Authorization.  
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b. Respond to all questions in Step 2 ï Questionnaire .  
 

 



 
   Travel and Expense
 Office of the Controller 

 

Version 9.14.0 | September 2026           37 

c. The Traveler must refer to the US Department of Stateôs travel advisory (https://travel.state.gov) 
to complete Step 3 ï Security Warning . They must provide a response to each risk relevant to 
the destination and ñN/Aò for those not applicable.   
 

 
 

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

 
 
 

https://travel.state.gov/
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3. At minimum, steps 1 through 3 must show ñCompleteò for the Traveler to submit the Questionnaire. 
 

 
 

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.  

 

 
 
Link the Travelerôs Screening to the Pending Travel Authorization (Same for Both Options)  
 
This can be completed by the Traveler or their Proxy.  

 
Return to the Pending TA. Use the magnifying glass  in the Screening ID  field to link the completed 
screening. 
 

 
 

NOTE: Printing option is available by clicking Preview  and Download Report . 
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Option 3 ï From the Appr overôs Approval Page : 
 
Approvers can locate screening and generate a PDF by clicking on Preview Screening  and Download 
Report  link on the Approve Authorization page.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Option 4 ï From the Travel Inquiry Tile:  
 
Users can access completed screening using the Travel Inquiry  tile.  
 

1. Navigate through the T&E Compliance Center  and Travel Inquiry  tiles using the Search by  criteria to 
locate the Travel Authorization. 
 

2. Click Preview Screening  link in Travel Authorization header to Download  the Report. 
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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.  
 

 

 
 

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. 
 

 
 

 

mailto:controller@fiu.edu
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Create A Cash Advance 

 
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.  
 

 
 
The Create Cash Advance screen will open in a new browser tab/widow ï keeping the Create Travel 
Authorization screen open. Complete steps 3-5 in the Create a Cash Advance section of this document.  
 

View Printable Version 

 
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 Authorization will show to use with the browserôs print feature. 
 

 
 
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. 
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Attachments 

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

 

Accounting Default 

 
Accounting Default  opens a page which displays the default accounting associated to the travelerôs profile. 
 

 
 
 
Any changes made to these values will apply to all expense lines, both new and existing, where Payment 
Type is set to ñOut of Pocketò or ñTravel & Entertainment Cardò.  
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To change the accounting, click on the Show All  tab and click on the lookup glass under the SpeedChart Key  
field. 

 
 
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. 
 

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

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

1. Click on the ñ+ò icon to the left to create a second line. On the second line, click the looking glass icon 
under SpeedChart Key. 
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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. 
 

 
 

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

 
 
 

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

 
 

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 will allow users to copy lines from a userôs previously entered Travel 
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.   

 

 
 

NOTE: You cannot populate from another userôs Travel Authorization. 
Use the From Date and To fields to search for the original TA within a specified date range. Click Select  to 
copy the TAôs line information. 

 
 

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

 

Manage Travel Authorizations 

 
Once created, Travelers and their Proxies can manage Travel Authorizations in several ways, which depend 
on the TAôs status. For Proxies, these options depend on their Authorization Level granted by the traveler.  
 
For Proxy access and Authorization Levels see the Grant Proxy Access section of this document. 
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View a Travel Authorization (Travelers and Proxies)  
 
Both Travelers and their Proxies can view Travel Authorizations for themselves or the travelerôs they manage 
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 
Financials. 

 
 

2. Click the Travel Authorization  tile. 
 

 
 

3. Click Travel Authorizations  tile. 
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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. 

 

 
 

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

5. The Travel Authorizationôs details are displayed. Click Approvals  to view the approval workflow details. 
 

 
 

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.  
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Modifying  a Travel Authorization  
 
Both Travelers and their Proxies with the right authorization level may modify Travel Authorizations for 
themselves or the travelerôs they manage via the following Employee Self Service function.  
 
A Travel Authorization can only be modified when it is not in workflow and in Pending status. If modifications to 
a TA needs to be made 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. 
 
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 tile. 
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3. Click the Travel Authorizations  tile. 
 

 
 

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

 

 
 

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 travelerôs they manage via the following Employee Self Service function.  
 
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 
Financials. 

 

 
 

2. Click the Travel Authorization  tile. 
 

 
 

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

 

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

 

 
 

Withdraw a Travel Authorization   
 

Both Travelers and their Proxies with the right authorization level may withdraw Travel Authorizations for 
themselves or the travelerôs they manage via the following Employee Self Service function.  
 
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. 
 
If a TAôs status is Approvals in Process, 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. 
 

 
 
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. 

 

 
 

2. Click the Travel Authorization tile.  
 

 
 

3. Click the Print Travel Authorization  tile. 
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4. Use the Search Criteria  options to identify and select the Authorization ID  link to print. 

 

 

 

5. A printable view of the Travel Authorization will show to use with the browserôs print feature. 
 

 
 

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. 

 

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.  



 
   Travel and Expense
 Office of the Controller 

 

Version 9.14.0 | September 2026           55 

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 
require a 2nd Level Approval from the HR Supervisor of the Travelerôs HR Supervisor and an explanation of 
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. 

 

mailto:controller@fiu.edu


 
   Travel and Expense
 Office of the Controller 

 

Version 9.14.0 | September 2026           56 

2. Click on the Travel Inquiry  tile. 
 

 
3. On the 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 ID .  

 

 
 

4. A list 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.  
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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.  
 

 

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 : 
¶ You may be able to withdraw the TA (if it was already submitted). 
¶ Approvers may also send it back for revision. 
¶ Once withdrawn or returned, the TA can be modified and resubmitted. 

 
If the TA is fully approved : 
¶ The TA cannot be edited, regardless of whether the trip occurred.  
¶ If something about the trip details changed, you may need to: 

¶ Submit a Trip Extension Form (for end date changes only) 
¶ Cancel the TA and create a new one (for start date or destination changes) 
¶ Reflect changes in the Expense/Post Travel Compliance Report (for actual expenses or 

shortened trips) 
¶ If the travel dates have passed the TA must be closed following the Travel Authorization Closure 

Guidelines. 
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Extend a Tripôs End Date 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: 
¶ Your tripôs end date extends beyond the original To Date on the Travel Authorization. 
¶ Your Travel Authorization is in Approved Status.  
¶ 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. 
 

 
 
 

2. Click on the Travel Authorization tile.  
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3. Click on the Travel Authorizations  tile.  
 

 
 

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.  
 

 
 

5. Click the Create/View Trip Extensions  button.  
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6. Click the Create New Extension button.  
 

 
 

7. Complete the form: 
a. New End Date  must be later than the existing Date To date on the TA.  
b. Why are you extending your trip : Select at least one reason. If Other is selected, a 

comment must be entered.  
c. Certification & Acknowledgement : Must be checked to submit.  

 

 
 

8. Click the Submit button.  
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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.  
 

 
 

Important Notes:  

¶ Only the Traveler can submit the form. 

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

Trip Extensions ï Frequently Asked Questions  
Q Who is allowed to certify and submit the form? 
A The Trip Extension Form must be certified and acknowledged by the Traveler. Therefore, only the 

Traveler can submit the form.  
 

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

 
Q Can a Traveler create multiple Trip Extension Forms for the same Travel Authorization? 
A 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 
 

Q How can users view an existing Trip Extension Form? 
A 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.  
 

Q Does the Trip Extension Form go through an approval workflow after it is submitted? 
A 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 
Financials. 

 

 
 

2. Click the Travel Authorization  tile. 
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3. Click the Cancel Travel Authorization  tile. 

 

 

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

reason for cancellation. 
 

 
 

5. Select the reason that applies to the cancellation. If the second reason is selected, details are required 
in the Reason  field. Click OK. 
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6. Click the Cancel Selected Travel Authorization(s) button to process the cancellation. 
 

 
 

7. A cancellation confirmation will appear.  
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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 
Employees. For help with verifying a studentôs traveler status, please call the Financial Systems and Support 
Services (FSSS) Help Desk at (305) 348-7200. 

A completed Student Travel Form creates or activates the studentôs travel profile in PantherSoft Financials. 
Default banking information is prepopulated from the studentôs account in Campus Solutions. Submitters enter 
the studentôs default ChartField information, proxy access, and HR Supervisor. 

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. 

If the student already has an active travel profile and changes are needed to the studentôs ChartField information, 
HR Supervisor, or proxy access, refer to Make Changes to a Studentôs Travel Profile. Proxy access may be 
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, refer to Make Changes to a Studentôs Travel Profile. 

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. In the Add a New Value  tab, enter the studentôs Panther ID. The Submit Date  will default to todayôs 
date. Then click Add . 

 

NOTE: If the student cannot be selected, the individual may not be eligible for a Student Travel Form. 

https://controller.fiu.edu/wp-content/uploads/2020/10/FundamentalsManual.pdf#page=19
https://myfs.fiu.edu/
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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. 

 

A. SpeedType  ï Enter the SpeedType. This will become the studentôs default accounting for travel. 
B. Proxy PID  ï 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  ï 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. 

 

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. Select the Find an Existing Value  tab, enter the studentôs Panther ID , then click Search . 
 

 
 
The Student Travel Form is displayed: 

 

 
 

A. Header Information  ï Student Travel Form ID, Submit Date, Status, Student Information 
B. Bank Information  ï Displays the studentôs current banking information from Campus Solutions. 

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

C. ChartField  Information  ï Studentôs travel default accounting 
D. Request for Proxy  ï FIU Employee serving as the studentôs proxy 
E. Person Authorizing Travel  ï FIU Employee acting as the studentôs HR Supervisor 

https://controller.fiu.edu/wp-content/uploads/2020/10/FundamentalsManual.pdf#page=21
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The Student Approval Status  tab shows completed and pending workflow actions.  
 

 
 

 

Student Travel Form Statuses 

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

 
 

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

¶ Submitted  
The Student Travel Form has been submitted but has not yet been routed for approval. 

¶ Pending Approval  
The Student Travel Form has been routed for approval. 

¶ Approved  
The Student Travel Form is fully approved and is awaiting the automated process that creates or 
updates the studentôs travel profile. 

¶ Completed  
The studentôs travel profile has been created or updated in PantherSoft Financials. 

¶ 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. 

 

Approve/Deny Through the 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.  
 

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

 

 
 
Fully approved Student Travel Forms will be processed by automated jobs that run daily. A studentôs travel 
profile is activated/updated when the status is ñCompletedò. 

 

 

https://controller.fiu.edu/wp-content/uploads/2020/10/FundamentalsManual.pdf#page=21
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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. 
 

 
 

Approve/Deny through the Student Travel Approval Navigation  

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. 

 

 
 
 
 
 
 

https://controller.fiu.edu/wp-content/uploads/2020/10/FundamentalsManual.pdf#page=21
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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. 

 

 
 
Fully approved Student Travel Forms will be processed by automated jobs that run daily. A studentôs travel 
profile is activated/updated when the status is ñCompletedò. 

 

 
 

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. 
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Make Changes to a Studentôs Travel  Profile  

Access Role 001 - Inquiry and Reporting  is required to create a Student Travel Form and update a studentôs 
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 
studentôs default ChartField information, HR Supervisor, or proxy 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 studentôs Panther ID, then click Add. The studentôs existing travel profile information will 
prepopulate on the form. 

 
 

3. Update one or more of the following, as needed: 
A. SpeedType  ï Enter the Activity Number or Project ID that should become the studentôs new 

default accounting for travel expenses. 
B. Request for Proxy  ï Click the + button to add a proxy. 

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

C. Supervisor ID  ï Enter the Panther ID of the employee who will serve as the studentôs HR 
Supervisor / Person Authorizing Travel. 
 

 
 

4. Click Submit  

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

https://controller.fiu.edu/wp-content/uploads/2020/10/FundamentalsManual.pdf#page=19
mailto:controller@fiu.edu
mailto:controller@fiu.edu
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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  What to do  

A Duplicate Entry  error  
appears when submitting a 
Student Travel Form. 

The student already has an active 
travel profile, and the form being 
submitted does not contain a 
change to the studentôs default 
ChartField  information , proxy 
access, or HR Supervisor . 

If a change is needed, follow Make 
Changes to a Studentôs Travel Profile 
and update the applicable information 
before submitting.  

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

A Pending Form error  
appears when attempting 
to submit a Student Travel 
Form. 

Another Student Travel Form for the 
student is still pending approval.  

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

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. 

 
 
  

mailto:controller@fiu.edu
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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 must be completed in an FIU employeeôs name and in the 
Benefit to FIU box , enter the non-Employeeôs information 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 description must include the prefix ñOn Behalf of [Traveler Name] ò. For example, ñOn Behalf 
of Roary Pantherò. Additional details can 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. The TA under the employeeôs name is copied to an Expense/Post 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.  
 
The ER description must include the prefix ñOn behalf of [Traveler  Name]ò. For example, ñOn Behalf 
of Roary Pantherò.  
 
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.  

 

 

 

 

https://controller.fiu.edu/wp-content/uploads/sites/24/2021/03/ReimburseTravelExpensesNon-EmployeesStudents.pdf
https://controller.fiu.edu/wp-content/uploads/sites/24/2021/03/ReimburseTravelExpensesNon-EmployeesStudents.pdf
https://controller.fiu.edu/wp-content/uploads/sites/24/2021/03/ReimburseTravelExpensesNon-EmployeesStudents.pdf
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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 TAôs that are fully approved. 
 
Cash Advanced may be requested for up to 80% of the travelerôs estimated out of pocket expenses (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. 

 

2. Click the Cash Advance s Tile: 
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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. 

 

 
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. 

 

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

B. Advance Description  ï Provide a brief description. 

C. TAR # ï Provide the associated Travel Authorization number. Lookup is not functional. 

D. Benefit to FIU or Project ï Explain how FIU/Project benefits from the travel. This is a 

mandatory field. Once the notation is completed, click Add Notes  then select OK. 

 
 



 
   Travel and Expense
 Office of the Controller 

 

Version 9.14.0 | September 2026           77 

4. Select ñAccounts Payableò as the Source then enter a Description and Amount . When complete, 
select the I certifyé checkbox and click the Submit Cash Advance button. 
 

 
 

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. 
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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. 

 

2. Click the Cash Advance s Tile: 
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3. Select View and use the Search Criteria  options to find and select a Cash Advance. 

 
 

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

 
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 travelerôs they manage via the following Employee Self Service function.  
 
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 
Financials. 

 

2. Click the Cash Advance s Tile: 
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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 . 

 

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 travelerôs they manage via the following Employee Self Service function.  
 
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. 
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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 travelerôs they manage via the following Employee Self Service function.  
 
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. 
 

 
 

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

 
            

4. Mark the Select checkbox for the CA that will be deleted, then click on the Delete Selected 
Advance (s) button. 
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Print  a Cash Advance  
 
To print a Cash Advance : 
 

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

 
 

2. Click on the Cash Advance s Tile. 
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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.   
 

 
  

4. A printable view of the Cash Advance will show to use with the browserôs print feature. 
 

 
 

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 submitterôs queue in ñPendingò status. 
   

Cash Advance Workflow  
  
After a Cash Advance is submitted it first routes to the travelerôs HR supervisor for approval. After it is 
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.  
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Workflow 

Status Description

Submitted

Approve

Send Back

Hold If Approver puts the CA on hold, the Traveler or Proxy will receive an email notification with comments

Cash Advance Approval Workflow

System has initiated the approval routing process and CA is waiting approval action.

CA is approved, Approver and Traveler/Proxy will be unable to make any further changes.  Final Approval triggers an email 

notification to Traveler or Proxy

If Approver Sends Back the CA, the Traveler or Proxy will receive an email with comments, Traveler or Proxy can make 

changes to the CA and resubmit for approval (if needed) 

PrepayAuditorHRSupervisor



 
   Travel and Expense
 Office of the Controller 

 

Version 9.14.0 | September 2026           87 

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. 
 

 
 

mailto:Travel@fiu.edu
mailto:ablanco@fiu.edu
mailto:intltravel@fiu.edu
mailto:export@fiu.edu
https://controller.fiu.edu/wp-content/uploads/sites/24/2022/09/How_to_Report_Travel_Expenses_Paid_by_a_Third_Party.pdf
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2. Click the Expenses  tile. 
 

 
 

3. Click the Expense Report with TA tile.  
 

 
 

4. Locate the Travel Authorization for the trip that requires the Expense/Post Travel Compliance Report 
(ER) on the Travel Authorization Search page.  
 
If creating an ER as a Proxy for another Traveler, select ñChange Employeeò from the Related Actions 
(green dropdown) button found next to the name of the logged in user at the top, left-hand corner of the 
screen. 
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5. Once identified, select ñCopy to Expense Reportò from the Actions dropdown menu on the line of the 
Travel Authorization.  
 

 
 

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.  
 

 
 

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. To return to the Expense Entry  page and manage the ERôs Expense Lines and Accounting Details, 
click either the Update Details button or the Expense Entry back button. Both are found at the top of 
the page. 
 

 
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. 
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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.  
 

 
 

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.  
 

 
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.  
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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.  
 

 
 

Travel Certification Requirements 

 
When creating an Expense/Post Travel Compliance Report linked to a Travel Authorization, Travel Certification 
questions 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. 
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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.  
 

 
 

 
If No is selected, enter details in the Reason field and click Certify  then Done to complete the 
certification. 

 

 
 

When No is selected, additional certification verbiage will appear on the Expense/Post Travel 
Compliance Report printout as shown below. 
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Foreign Destination Expense/Post Travel Compliance Report 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.  
 

 
 

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 ï 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 will need to be answered. By default, responses are set to ñNoò.  
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Any response set to ñYesò will expand to show more required fields.  
 

 
 

If any fields for ñYesò responses are left blank, the following message will appear.  
 

 
 
Responses to these questions will be included on the Expense/Post Travel Compliance Report Printout. Click 
here to see a sample.  
 
Scenario 2 ï 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.  
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Additional rows may be added for each institution/organization visits using the + button.  
 

 
 
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 questions as well as the FCC countriesô insitituions/organizations will be included on the 
Expense/Post Travel Compliance Report Printout. Click here to see a sample. 
 
 
 
 
 
 
 
 










































































































