
  

 

 
  

 
 

   

 
  

 

 

 

 
 

Traveler submits 
Expense Report for 

approval 

Expense Report is 
Budget Checked 

Does Exp Rpt have Valid 
Budget Check Status? 

Expense Report 
Budget Check Errors 

corrected 

Traveler corrects 
Expense Report 

Traveler creates 
Travel Authorization 

No 

No 

No 

Expenditure is created 
and Approvers act on 

Expense Report. 
Is Expense 

Report approved 
for payment? 

Expense Report 
Liabilities are Posted 

Approver sends back 
Expense Report to 

Traveler for 
correction 

Expense Report 
Payments are 

Staged 

Accounts Payable 
runs Expense Pay 

Cycle picking up all 
EX staged payments 

Expense Report 
Payments are 

Posted and Update 
Paid Statuses is run 

Employee Notification 
Batch Process is run to 
notify end users of paid 

Expense Reports 

Traveler is 
Reimbursed 

No 

Yes 

No 

Yes 

Traveler submits 
TAUTH for approval 

TAUTH is Budget 
Checked 
(Optional) 

Does TAUTH have 
Valid Budget Check 

Status? 

TAUTH Budget 
Check Errors 

Corrected 

Encumbrance is 
created and 

Approvers act on 
TAUTH 

Is TAUTH 
approved? 

Does TAUTH 
require 

correction? 

Approver denies TAUTH and 
travel is not authorized 

Approver Sends 
Back TAUTH to 

traveler for 
correction 

Traveler corrects 
TAUTH 

Did Traveler 
complete travel? 

EX Administrator cancels 
TAUTH. TAUTHs are not 

encumbered 

Traveler creates 
Expense Report 
from approved 

Travel Authorization 

Yes 

Yes 

Yes 

No 

Yes 
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