
Davis, Nikki
Departure Date

Davis, Nikki
Return Date

Davis, Nikki

Davis, Nikki

Davis, Nikki
Business Purpose/Justification

Davis, Nikki

Davis, Nikki

Davis, Nikki
Autopopulates - KEEP

Davis, Nikki
Autopopulates - KEEP

Davis, Nikki

Davis, Nikki

Davis, Nikki
Selection “TRAVEL - Conference/Training” from drop down menu

Davis, Nikki

Davis, Nikki

Davis, Nikki

Davis, Nikki
Stay in the “Spend Authorization Lines” Tab
Click on “+Add”

Davis, Nikki

Davis, Nikki
SAs can be saved as drafts



Davis, Nikki
Choose Expense Item from the drop down menu. 
Once an expense item is selected, this page will populate with fields that pertain to the expense item.

Davis, Nikki

Davis, Nikki
Worktags are codes indicating particular funding sources.

Davis, Nikki

Davis, Nikki

Davis, Nikki
Autopopulates as departure date - KEEP

Davis, Nikki



Davis, Nikki
“AIRFARE”

Davis, Nikki
Estimate based on Anthony Travel administered quote

Davis, Nikki

Davis, Nikki
Departure Date

Davis, Nikki
RETURN Date

Davis, Nikki

Davis, Nikki

Davis, Nikki
“Coach/Economy” ONLY

Davis, Nikki
“Anthony Travel” ONLY

Davis, Nikki



Davis, Nikki
“CONFERENCE REGISTRATION”

Davis, Nikki
Cost found on website

Davis, Nikki
Spell out the organization throwing the conference

Davis, Nikki



Davis, Nikki
As you add “Spend Authorization Lines” below, this number will calculate the total of your SA

Davis, Nikki



Davis, Nikki
“LODGING”

Davis, Nikki
These 3 lines speak to each other. Make sure “Quantity” is number of nights and “Total Amount” is the Total

Davis, Nikki

Davis, Nikki

Davis, Nikki

Davis, Nikki

Davis, Nikki
explaining “Total Amount”

Davis, Nikki



Davis, Nikki

Davis, Nikki
SA Total = Total Funds

Davis, Nikki
Click on “Attachments” Tab & add supporting documentation below

Davis, Nikki



Davis, Nikki
Proof of Conference Registration Cost

Davis, Nikki
Proof of Conference Dates and Location

Davis, Nikki
Proof of Conference Hotel Rates

Davis, Nikki
Anthony Travel administered flight estimate

Davis, Nikki
Graduate Plan of Study showing proof of 2 Dept Events attended/will attend

Davis, Nikki
Proof of OSU funds awarded

Davis, Nikki
Notification of Paper Acceptance

Davis, Nikki
When done, click “Submit”

Davis, Nikki




