How to Rurthe Travel Authorization Report:
TU_ Travel Auth_CampusVersion

Thisreport lists all of the details fotravel authorizations

Log into Stratus. Go to ToatReports and Analytics



Select Share#olders > Custn > Campus Reporting > Transaction Details Report: Travel Expense Reports

Then selecDpenunder the report name

4 B8 Shared Folders




Your report will download to an Excel file.

You can filter you column headings here:

Understanding the fields on TU_EXP_AUTH
Expense Templatd This is the template type used on the authorization. Travel expenselétesainclude in state
travel, out of state travel or notravel reimbursement. The Procurement Card template is only used when reconciling
charges on your Procurement card asttbuldnot be used on a travel authorization.

Employee Mme t Name of employee on the authorizatiod3hisreport will only include Faculty or StaffStudent
Travel is not in Stratus.

Employee IDt Employee identification number.

Spend Authorization Number



"% v JVP Jv JA] B 0 %o %o (H joutes dirgdly to}thie imm@diate supervisor. No action is needed by
the traveler.

x Pending Manager Approvat The form is pending immediate supervisor approval.

x Request INFGAN approver selected request information and the form is pending an emaibnsg from the
traveler. When request information is selected by an approver, the traveler receives a notification that includes
the reason for the request and specific instructions.



Expense Report Approval Statushis field will display the status of an expense report tied to an authorization, if
applicable.

X

MGR Rejected The immediate supervisor, cost centeanager or financial steward rejected the form. The

form will go back to the traveler for corrections and will need to be resubmitted through the approval process
again.

PAID t The paid status means it was sent to the State of Maryland for payment @iage§rom that date, it

can take approximately 121 days to receive payment either via Direct Deposit or Check.

Pending Individual Approvat When an expense report is created by a delegate the form will route to the
traveler so they can review, edit, drsubmit.

Pending Manager Approvat dZ (}@&Eu ] % v JvP 8Z SE A o E[* Juu ] 8§ ep% EA]s
and/or financial steward approval.

Pending Auditt The expense report is pending expense auditor approval (Business Travel Office).



