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Travel Expenses 
Total allocated time: 45 minutes, including questions 
 
Session Objective 
Provide an overview of Travel capabilities including; requests, authorization, expense reporting, 
reconciliation and reimbursement, routing & approvals, and reporting. 
 
Items to Demonstrate 

1. Respond to this scenario: A supervisor decides to send one of her staff members to a 
national conference in Chicago, Illinois. Show how 
the software functionality supports the following: 

a. Routing and approval of the pre-travel authorization. 
b. Encumbering travel expenses based on the estimated budget. 
c. Pre-trip advance (payment to traveler for trip expenses). 
d. Demonstrate how trip related details are tracked/captured (e.g., contact, purpose 

of trip, restrictions/caps on what is allowable (i.e. capping mileage rate), 
locations(s), etc.). 

2. Demonstrate how to process travel expense reports, including: expense report preparation 
and submission, review and approval, and final audit and processing. 

3. Show how the software displays and summarizes a single trip. 
4. Show how travel advances are accounted for within the expense report. 
5. Demonstrate how software features support the following: 

a. Report expenses related to a specific business trip. 
b. Electronically save receipts to specific expenses, or to the trip as a whole. 
c. Set controls and thresholds based on expense types. 
d. Set policies to ensure compliance with applicable regulations. 
e. Allow for edits/adjustments in the audit stage prior to processing. 
f. Limit the travel reimbursement amount. 

6. Demonstrate how software features support the following: 
a. Load the GSA per diem tables, for both US and foreign rates. 
b. Show how the breakfast, lunch and dinner rates can be customized. 
c. Track and clear travel advances with actual expenses reported. 
d. Reopen and edit an already processed expense report for adjustments. 
e. Flag certain types of expenses for further review. 
f. Identify duplicate reports based on similarity of user defined fields (i.e. traveler, 

location, and trip dates match on two different reports). 
7. Demonstrate features to: 

1. Liquidate the pre-trip encumbrance once payment is processed. 
2. Void a payment and reverse accounting transactions. 
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