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TRAVEL APPLICATION 

 
Expense 
 
HELPFUL HINTS 

 

 Once a travel request has been approved, it will appear in the Expense Report tile as an Approved Request. 
 
PROCEDURE 

 
Click on the Expense Report tile. 
 

 
 

 
 

1. Banner defaults to All. Click other options to sort by open, submitted, approved, or sent for payment. 
2. Sort columns by Report ID, Report Name, Business Purpose, Report Date, and Status. 
3. Status will show as Approved Request until changes are made and the expense report is saved. displays the expense types entered in the travel request. Update the information on the expense header if needed. 

 
















