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TRAVEL APPLICATION 
 
Expense 
 
HELPFUL HINTS 
 

 A Blanket Travel Authorization (BTA) report/report ID will be reused each time a traveler submits a new expense 
report. Note: if an expense report has been submitted using a BTA, it must be sent for payment prior to the next use. 
 

• BTA’s provides authorization with one approved travel request for trips with the same business purpose   
• BTA’s are generally used for mileage and meals, however depending on the circumstances of the trip, a BTA may 

contain lodging. 
• A BTA can consist of any combination of travel within city limits, a 100-mile radius of the Traveler’s respective 

campus (or assigned work location), and/or State limits. 

 
PROCEDURE 
 
From the expense application, click on the approved BTA travel request. The report opens to the expense header 
and displays the expense types entered in the BTA travel request.  
 

 
 

Several fields on the expense header are greyed out (start date/time, end date/time, and business purpose). All 
entries on the BTA will be entered per expense line.  
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Once saved, a confirmation window appears. Click .  
 
The expense report status is now displayed as Open. Click anywhere on the expense row to review the report. 
 

 
 

Click . A confirmation statement appears. Click .  
 

 
 
A confirmation message appears. The status of the report changes to Submitted. 
 
  






