Travel Quick
CREATE AND SUBMIAN EXPENSE REPORT Reference Guide

Updated August 24, 2022

Copyright © University of Nebraska Board of Regents

Page 1


















CREATE AND SUBMIAN EXPENSE REPORT

Updated August 24, 2022
Available options from the expense screen include:

X Report Details : to view/update report header, view totals, audit trail, or allocation summary.

x Print/Share: to print the detailed expense report or the audit trail report.
X Manage receipts: view receipts or create a missing receipt affidavit (only employee can create).

Repor Details v Print'Share Travel Allowance

Manana dtarhmants

View Receipts in Mew Window )
Approwved

Missing Receipt Declaration $2:859.UO

X Travel Allowance: to view or update the available itinerary or expenses & adjustments.

Once the report is complete, click
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