
Domestic Travel 7 Days or Less

Online System

Travel Authorization/Claim Instructions

Travel Authorization (TA)

NOTE:  The online travel system can only be used for domestic travel that is seven days or less.   

1.
Visit the following website:  https://travel.asu.edu 
(Save the URL to your web browser for future travel)
2. Log in with your ASURITE and password

3. From the “My Trips” tab, click on “Request New Trip”

4. On first page (Requesting New Trip), enter information in all required fields
a. Enter “jboss2” for Department Manager ASURITE ID
b. Leave ATO ASURITE ID blank
c. Click “Save and Continue”

5. On the “Destination Details” page, enter information in all required fields.
a. Click “Save and Continue”

6. On the “Destination Details” page, “Events” tab, complete all requested information.
a. When stating public purpose and benefit to the university, be as specific as possible 

b. Do not use acronyms when referring to conference titles, etc.

c. If conference registration was paid personally, check the “Request Advance” box to be reimbursed

d. (NOTE:  The following option applies to faculty and IGERT trainees attending IGERT meetings only; all others must pay personally and be reimbursed)  To have registration paid by ASU rather than pay personally and be reimbursed, enter P-CARD in the “Voucher” field.  Coordinate with the Accountant Associate in advance to ensure processing of the registration payment prior to the registration deadline
e. Click “Save and Continue”

7. To request funding for transportation, click the “Transportation” tab

a. Choose a method of transportation from the drop-down menu and click “Add Transportation”
b. If airfare, rental car, etc. was paid personally, check the “Request Advance” button to be reimbursed

c. (NOTE:  The following option applies to faculty and IGERT trainees attending IGERT meetings only; all others must pay personally and be reimbursed)  To have airfare paid by ASU rather than pay personally and be reimbursed, enter P-CARD in the “Voucher” field.  Coordinate with the Accountant Associate in advance to ensure processing airfare payment in a timely manner
d. Click “Save and Continue”
8. To request funding for lodging, click the “Lodging” tab

a. The lodging rate per night will be pre-populated based on the zip code previously entered
b. If the lodging rate is less than the pre-populated amount, change the amount in this field.  If the amount entered exceeds the maximum lodging rate, justification for the higher rate must be stated in the explanation field.  This is usually only acceptable when lodging at a conference hotel.  Other exceptions must be approved by the VP office
c. Click “Save and Continue”

9. To request funding for meals, click on the “Meals” tab

a. The fields will be pre-populated with the per diem amount

b. Check the appropriate boxes to exclude meals that should not be reimbursed (if meals are being provided by conference or sponsor, they should be excluded – be sure to read notes at top of page regarding this)

c. To request an advance, check the box under “Allowable Advance” (lower right corner)

d. Click “Save and Continue”

10. To request funding for miscellaneous expenses, click on the “Miscellaneous” tab

a. For specific restrictions and procedures, reference the link provided on the “Miscellaneous” page.  This is a one-page document that provides quick information on expense limits, procedures and receipt requirements
b. Once the first miscellaneous expense information is entered, click “Save Miscellaneous Expenses”

c. To add more miscellaneous expenses, click on the “Add More Misc. Expenses” button

d. Click “Save and Continue”

11. The “Add/Edit Accounts” page will now appear; leave this page blank.  This information will be completed by the unit’s Accountant Associate once the travel authorization is submitted for approval
a. Click “Save and Continue”

12. The “Trip Home” page will now appear  
a. Scroll down to the bottom of the page and click “Review and Submit” 

13. The “Final Review” page will now appear to provide an opportunity to 

make edits before the travel authorization is submitted for approval
a. If there are no changes or once the changes have been made, click on the “Printable View” link and print the travel authorization for the traveler’s records
b. Scroll to the bottom of the page and click “Submit for Approval”

Travel Claim

1. Submit all original receipts to the Accountant Associate for reimbursement.  NOTE:  Faculty meals will be reimbursed via per diem.  Students are required to submit meal receipts.  Meal receipts paid with credit/debit card must include both the itemized receipt and debit/credit card receipt.
2. Once the claim information is complete, the traveler will receive a system generated email to log in and approve the claim.

3. Reimbursements will be direct deposited into the employee’s bank account on record.  If direct deposit was not elected for payroll and reimbursements, a check will be disbursed and will be sent to AME via campus mail.  The normal processing time is ten business days from the date the completed travel claim is received by the ASU Travel Office

Notes:

· If travel includes more than one destination and/or is funded by both ASU/external funding and/or includes multiple events with one or more destinations, please attach a separate sheet explaining the circumstances.
· If attending a conference, include copy of the conference brochure or printout from the website that reflects the conference dates.  Also print the conference program that reflects whether or not any meals were provided
· Meals:

Meal expenses will be reimbursed only up to the standard per diem rate for each destination.

You may only claim out-of-pocket meal expenses. Any meals included in event registration, 
or paid by someone else, may not be claimed for reimbursement.

· Miscellaneous expenses:
Miscellaneous expenses may not exceed $200 per trip and may require an original receipt. 

Parking: Airport parking or storage for personal vehicles is allowed ONLY if total cost is LESS than alternative transportation, such as shuttle or taxi. Original receipt is required for parking expenses exceeding $25. 

For full requirements regarding travel expense receipts and itemization, please see 
the Financial Services Policies and Procedures Manual. 

· If renting a car:
All rental car requests require an explanation and ATO approval. Renting vehicles while in travel status should be held to a minimum. Rental vehicles may be used on a trip when other means of transportation are not available or cannot be used economically. The use of rental vehicles may be authorized only when it is to the advantage of the university and not for the personal convenience of the traveler. Car rental may not exceed $50/per day.
Prior to renting a vehicle, the traveler is required to attend a defensive driver training program approved by Environmental Health and Safety within the last 4 years and must have submitted the Driver Authorization Form along with a copy of his or her current Arizona driver’s license (or valid driver’s license specific to work location) to OHR. For additional information please visit SPP319: Driver’s License Monitoring and Driver’s License Monitoring FAQ’s. For more information about the defensive driver training program, please see EHS119: Motor Fleet Safety at EH&S. Purchase of additional rental car insurance by the traveler will NOT BE REIMBURSED as per policy FIN 512.
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