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Where do I go to complete my Travel Authorizations and Expense Reports? 

 https://onesource.uga.edu/ 

Then click on UGA Financial Management System 

 

 

Click on Login to UGA Financial Management System 

 

Enter your Username & Password  

https://onesource.uga.edu/


 

Delegating Responsibilities for Travel Authorizations and Expense Reports 

How do I delegate responsibilities for Travel Authorizations and Expense Reports? (NOTE: This does not 

mean that the office staff creates or submits Travel Authorizations (TA) and Expense Reports (ER) for you. 

Creating a TA and ER is your responsibility. You will add Adrian (acrabtre) and Allyson (ac90189) as delegates 

so that they can input the accounting information.  

 Click the TE Profile & Delegation tile.   

 

 The Authorize Users page is displayed. If you are hired on or after July 2nd, 2018, you will need to follow 

these next steps to set up your own authorization levels. This will only have to be done once.  

 Your MyID should appear in the Authorized User ID field. 

 To select a Document Type, click the Expenses Document Type list. 

 

The drop-down menu items are displayed. Click the appropriate Document Type. 

 

The Authorization Level indicates the actions that the Authorized User ID in this row can take on the selected 

Expenses Document Type.  

 

To add a new row, click the + button. 

 

A new row is created within the Authorized Users table. You will enter your MyID again into 

the Authorized User ID field.  

Click the Expenses Document Type list. 

 



 

The drop-down menu items are displayed. Click the appropriate Document Type. 

 

The Authorization Level again indicates the actions that the Authorized User ID in this row can take on the 

selected Expenses Document Type. 

 

When accessing the page after the initial set up, you will see a page similar to this. Your authorization level 

for both Expense Reports and Travel Authorizations will be displayed within the Authorized Users table. 

To add a delegate, click the + button. 

 

To search for a user to whom you assign the authority, enter the delegate's MyID (acrabtre) into 

the Authorized User ID field. You will need to complete the following steps twice in order to add both Adrian 

and Allyson as delegates. (ac90189) 

A name list will appear at which time you can click on the appropriate name.   

Click the Expenses Document Type list. 

 

In the Expenses Document Type field, click Expense Report list item. 

 

 Click the Authorization Level list. 

 

The drop-down menu items are displayed. Click the appropriate Authorization Level. 

     NOTE: Delegates will not be able to submit Expense Reports on your behalf. 

      In the Authorization Level field, click Edit. 

       

To insert a new row, click the + button.  

 

To add a delegate to another Expenses Document Type, enter the delegate's MyID into the Authorized User 

ID field again. 

A name list will appear at which time you can click on the appropriate name.  



 

Click the Expenses Document Type list. 

 

In the Expenses Document Type field, click the Travel Authorization list item. 

 

The Authorization Level again indicates the actions that the delegate in this row can take on the selected 

Expenses Document Type. 

NOTE: Delegates will only submit Travel Authorizations on your behalf if you are unable. 

 

Click the Save button. 

 

You should now see the Save Confirmation page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

What is a Travel Authorization? 

A Travel Authorization is a form that an employee submits to acquire the permissions needed to receive 

reimbursement for travel and provide the University with some expense estimates. Travel Authorizations will 

be required for all out-of-state (which includes international) travel and for in-state travel. UGA 

policy considers travel out-of-state if the travel is more than 50 miles outside of Georgia. 

  

For Domestic trips, complete the Domestic Pay by Employee and Domestic Direct Bill UGA lines. 

  

For International trips, complete the International Pay by Employee and International Direct Bill UGA lines. 

  

Failure to complete the details sections accurately will result in your travel authorization being denied. You will 

then need to create a new travel authorization and begin the approval process again. 

Travel Authorizations MUST be submitted BEFORE the trip has taken place. 

Creating a Travel Authorization 

 On the Employee Self Service page, click the Travel Authorizations tile. 

 

 The Travel Authorizations Search page is displayed. This page allows you to view and add travel 

authorizations. 

 

 Click the Add Travel Authorization to create a new travel authorization. 

 

 The Travel Authorization page allows you to add information to create a new travel request. 

The first field to populate is the Description field.  Users should enter a brief description of what the trip is 

for.  Be specific as to the event (Attend <insert name of conference> etc.).  

 In the Business Purpose field, click the drop-down list to choose the travel purpose.  

Note: The Business Purpose field, and other header defaults, can be defaulted by traveler by updating the 

traveler's profile defaults. 



 

 

 Click the appropriate Business Purpose list item. 

 Note: You would choose "Out-of-State Travel" for International travel as well. 

 

 The Comments field is utilized for additional comments for the trip.  

 In the Billing Type field, click the drop-down list to choose the billing type. 

 Note: The Billing Type should always be set to Default Value. This is another profile default that can be saved 

on the traveler's profile defaults if desired. 

 

 Click the Default Value list item. 

 

Skip Accounting Tag and Accounting Default. Adrian or Allyson will enter this information. 

 

 The Notes feature allows the initiator to add additional information to validate the critical nature of the 

travel. (How does this trip benefit you as well as the University?) Note: You will not be able to create a note 

until the Travel Authorization has been saved. 

 

If you attempt to click the Notes button before saving the TA, the following message will appear. 

 

The Travel From and Travel To fields should be completed. The Travel From field can be utilized to 

search for the location that the traveler is leaving from (i.e. Georgia, Athens-Clarke) or the From location can be 

set as Headquarters as a default on the traveler's profile.   

 Enter appropriate information into the Travel From field. Always enter as Headquarters. 



 

The Travel To field can be utilized to search for the destination for the trip. If the traveler makes trips to the 

same destination repeatedly, the Travel To location can be set as a default on the traveler's profile. 

 Enter appropriate information into the Travel To field.  

 

The travel dates should be selected using the calendars in the Date From and Date To fields.   

 

Note: In the Details section of the Travel Authorization, employees should provide estimates for anticipated 

spend for the trip.  

For DOMESTIC trips, use rows one and two to provide the estimates. 

For INTERNATIONAL trips, use rows three and four to provide the estimates. 

 

In the Description field next to Domestic Pay by Employee, input the anticipated expenses, such as lodging, 

car rental, per diem, conference registration etc. 

 

Enter appropriate information into the Amount field. 

 

For any domestic charges being direct billed to UGA by a travel agency, list those on row two. 

 

Enter appropriate information into the Description field. 

 

This row will also require a Merchant to be selected. Utilize the drop down-menu to select the UGA 

Authorized Travel Agency that the traveler is using to make airfare arrangements. 

Select the appropriate travel agency from the list.  

Enter appropriate information into the Amount field. 



 

Note: The total amount is reflected on the bottom. 

If you would like to save the travel authorization to review and submit at a later time, click the Save button.  

After saving, you can access the saved authorization under the Pending link on the Travel Authorization 

Search page. NOTE: Pending does not mean it has been submitted. The pending status refers to the creation of 

the TA.  

 

Now that the TA has been saved, you can add notes. 

 Click the Notes button. 

 

Click the Add Notes button. 

 

Enter appropriate information into the Notes field. 

When you are done entering information, click the Done button. 

 

Your notes have been saved. 

 Note: The Edit function on the Travel Authorization Notes window allows you to delete a selected note and 

add a new one. You will have to click Save on the Travel Authorization page after clicking the Done button to 

save the new note. 

 Click the Done button. 

 

Before submitting your travel authorization. Verify that you have completed the correct lines in the detail 

section. Domestic trips should use the first two lines, while international trips use the last two lines. Also, before 

submitting you must email Allyson or Adrian to let them know that you have created a TA. (*See Sending 

Notifications for Travel Authorizations and Expense Reports*)They will enter appropriate accounting 

information and check TA for any errors. Once they have completed this step, they will email you to let you 

know that you may now submit your TA.  

Failure to do this correctly will result in your travel authorization being denied. Click the Submit button to 

request approval for the travel authorization. NOTE: Remember, this must be completed before travel has 

taken place.  The travel authorization has been submitted for approval. 



 

Exploring Expense Types Part 1 (some in-state examples) 

 

Click the Expenses tile. 

Click the Create Expense Report tile. 

You will enter the appropriate information into the Description field. 

You will enter the appropriate location into the Travel To field. 

From the search results menu, click the appropriate travel location. 

(Example location) 

Click the Add Expense button. 

 

To explore all the expense types, click the Expense Type lookup magnifying glass. 

 

 

The Expense Type Search page is displayed. The Frequently Used section of the page will build over time 

based off your recorded activities. 

Click the All Types button. 

 

To view the expense categories, click the Collapse All link. 

 

The four main expense categories are displayed.  

Employee Domestic Travel and Employee International Travel are the most comprehensive of the expense 

categories. 

Entertainment is defined as the expenses incurred by an employee while hosting a non-employee (ex. an 

employee taking a guest speaker out to dinner). 

To explore the expense types within the domestic travel category, click the Employee Domestic Travel link. 

 



 

Click the D-Air Travel Expense Type. 

 

By keeping Employee Paid as the input in the Payment field, you report that you paid out of pocket. 

 To change this option, click the Payment list. 

 

Employees of UGA have the option to work with an approved travel agency to have airfare expenses direct 

billed to UGA.  This eliminates the need for the employee to incur this expense out of personal funds.  The 

approved travel agency will collect the traveler's travel authorization number and bill the University directly by 

submitting an invoice to Accounts Payable directly. 

 Click the Travel Agency list item. 

 

You will enter the appropriate payment amount into the Amount field. 

If you went through an approved travel agency, click the Direct Billed to UGA checkbox. 

If you select travel agency and fail to click this checkbox, the traveler will be erroneously reimbursed for price 

of the ticket and your funding source will be charged for the ticket again.  

 

In order to verify that the ticket already purchased by the university has been used, the ticket number must be 

collected. This is a new requirement for UGA to verify that the ticket has been utilized.   

If the ticket number is not available, enter the itinerary number and specify that in the Description field. 

Enter appropriate information into the Ticket # field.  

Click the Save button. 

 

To add a new expense line, click the Add Expense button. 

 

Click the Expense Type lookup magnifying glass. 



 

 

Click the D-Car Rental Expense Type. 

 

You will enter the appropriate payment amount into the Amount field. 

The state of Georgia has two mandated contractors, Enterprise and Hertz. To choose between these mandated 

merchants, click the Preferred Merchant list. 

 

Click the Enterprise Car Rental list item. 

 

If you did not utilize one of the mandated contract providers, open the Merchant list and click the Non-

Preferred list option. 

 

Upon selecting a non-preferred merchant, it will require you to fill out the merchant information and provide 

a justification as to why you didn't choose a preferred merchant. 

You will enter appropriate merchant information into the Non-Preferred Merchant field. 

To review the justifications provided by the UGA Financial Management System, click the Non-Preferred 

Justification list. 

 

Click the Save button. 

 

Click the Add Expense button. 

 

Click the Expense Type lookup magnifying glass. 

 



 

Click the All Types button. 

 

When considering meals, it is necessary to consider the location of the travel.  The state-wide travel 

regulations provide per diem rates for travel within Georgia.  There are a small number of high cost areas that 

offer a higher per diem rate.  

With the USG policy change effective July 1st, 2018, UGA will no longer provide Per Diem reimbursement for 

Day Trips (non-overnight travel). So you would only choose between D-GA Meals High Cost Overnight and 

D-GA Meals Regular Overnight. 

Click the D-GA Meals High Cost Overnight Expense Type. 

 

The Amount field imports the appropriate per diem amount.  

Note: The Amount field will not display correctly if your expense report header lists a non-high cost location 

and you select the high cost expense type. 

If you go out to dine at a restaurant outside of the area of the report, you can edit the Expense Location field. 

 

Click the Add Expense button. 

 

Click the Expense Type lookup magnifying glass. 

 

Click the All Types button. 

 

Click the D-Lodging Expense Type. 

 

You will enter the appropriate payment amount into the Amount field. 



 

If you stayed in a hotel outside the city in which your conference is, you can edit the Expense Location field 

to reflect that (similar to meals). 

Lodging Expenses are to be reported on a per day basis. If your trip is for multiple nights. You would 

complete the entry for one night with attachment, then split the receipt or copy the line as many days as 

necessary. 

Click the Save button. 

 

Click the Add Expense button. 

 

Click the Expense Type lookup magnifying glass. 

 

Click the All Types button. 

 

We are now going to address group travel, which is where reporting can get complicated.  

What you pay out of pocket for another employee, you would report that with the D-Group Trav Pd By Emp 

for Emp Expense Type. 

What you pay out of pocket for a non-employee, you would report that D-Group Trav By Emp For Non Emp 

Expense Type. 

Click the D-Group Trav Pd By Emp For Emp Expense Type. 

 

You will enter the total amount between you and the other employee(s) into the Amount field. 

To report how many people and who you paid for, click the Add Additional Attendees link. 

To record another person beside yourself, click the Add button. 

 

To search for the desired employee, click the lookup magnifying glass below the Name field. 



 

 

The Lookup menu is displayed. To select an employee, click within the appropriate field. 

After selecting an employee, you will enter the appropriate company information into the Company field.  

Enter "University of Georgia". 

You would then enter the appropriate amounts spent by each employee in the group. Then you would click 

the Done button. 

When reporting a group expense, a description is required. Enter appropriate information into 

the Description field. 

NOTE: This process is identical to reporting group travel with non-employees. 

 Click the Save button. 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Exploring Expense Types Part 2 (Some out-of-state/international travel examples) 

Click the Expenses tile. 

Click the Create Expense Report object. 

To explore the applicable business purposes, click the Business Purpose list. 

 

Click the Out-of-State Travel Business Purpose. 

 

You will enter the appropriate information into the Description field. 

You will enter the appropriate location into the Travel To field. 

From the search results menu, click the appropriate expense location. 

 

Click the Add Expense button. 

 

To explore all the expense types, click the Expense Type lookup magnifying glass. 

 

Click the All Types button. 

 

If you are reporting an expense on the day during which you departed or returned, click the D-Meals Out of 

State Deprt/Rtn Expense Type. 

 

Take note that the Amount field auto-populates to reflect 75% of the Per Diem granted for Out of State 

Meals. 

To change the Expense Type, click the Expense Type lookup magnifying glass. 

 

Click the All Types button. 



 

 

Click the D-Meals Out of State Full Day Expense Type. 

 

Note that the Amount field now auto-populates to reflect the full Per Diem amount granted for Out of State 

Meals. 

Click the Save button. 

 

Click the Add Expense button. 

 

Click the Expense Type lookup magnifying glass. 

 

Click the All Types button. 

 

If you wish to have your driving miles reimbursed, there are two ways to go about it. 

You would choose D-Mileage Reduced Rate if you drove when it was not your most advantageous method of 

travel. 

Otherwise, you would choose D-Mileage Standard. 

Click the D-Mileage Standard Expense Type. 

 

You will find that the Miles field is not directly editable. The rate displayed is based on the Statewide Travel 

Regulations allowable reimbursement rate based on the reported date. 

To populate the Miles field, you will need to click the Mileage Calculation object. 

The Mileage Calculation window is displayed, asking for the date on which the driving took place, the total 

miles traveled, and how many of those miles traveled were commute or personal miles. 



 

Enter appropriate information in the Total Miles Traveled field. 

In the Commute/Personal Miles field, enter any miles that should be excluded from your trip. 

Click the Done button. 

 

The Miles field now populates with the difference of the total miles traveled and the number of reported 

commute/personal miles.  

You will enter appropriate information into the Originating Location field.  

Click the Save button. 

 

Click the Add Expense button. 

 

Click the Expense Type lookup magnifying glass. 

 

Click the All Types button. 

 

If you feel your expense does not fall under any of the provided Expense Types, click D-Miscellaneous. 

 

If you choose D-Miscellaneous as your Expense Type, then you are required to fill out the Description field. 

You will enter appropriate information into the Description field.  

You will enter the appropriate payment amount into the Amount field. 

Click the Save button. 

 

Click the Add Expense button. 



 

 

Click the Expense Type lookup magnifying glass. 

 

Click the All Types button. 

 

To display the four expense categories, click the Collapse All link. 

 

To view the provided Expense Types concerning International Travel, click the Employee International 

Travel link. 

 

The Expense Types for Domestic and International travel function in similar manners, with the exception of 

air travel. 

Click the I-Air Travel Expense Type. 

 

You will enter the appropriate payment amount into the Amount field. 

To view the preferred merchants for international air travel, click the Preferred Merchant list. 

NOTE: UGA will use the Preferred Merchant selection to track compliance with the Fly America Act. 

 

With accordance to the Fly America Act, if you are flying with federal funds, US and Code Share Airlines are 

the only preferred merchant for the University. 

Click the US and Code Share Airlines list item. 

 

If you flew with any other airline, you would need to open the Merchant list and click the Non-

Preferred list item. 

 



 

Similar to a car rental, the system will proceed to ask you for the name of your chosen merchant and a 

justification. 

Enter appropriate information into the Non-Preferred Merchant field.  

To view the provided justifications, click the Non-Preferred Justification list. 

 

Click the Not Flying on Federal Funds justification. 

 

You are required to enter the ticket number of your flight. You will enter the appropriate ticket information 

into the Ticket # field. 

Click the Save button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Creating Expense Reports 

If you are an employee and you wish to receive reimbursement for any travel or non-travel expenses, you will 

need to create and submit an expense report. If the expense is airfare, conference registration, or any large 

expense that you paid out of pocket, you can submit a report prior to the proposed travel. If the expenses 

concerns mileage, meals, or any expenses that is incurred during travel, you will need to submit an expense 

report within 45 days after the expenses occurred. If you wish to report a non-travel expense, you will choose 

the appropriate business purpose and set the location to "HEADQ" or headquarters. 

Click the Expenses tile 

Click the Create Expense Report tile. 

Click the Business Purpose drop-down list.  

Users can choose from In-State Travel, Out-of-State Travel, Group Travel Paid by Employee or Non-Travel 

Reimbursement. It is important to remember that non-travel related reimbursements due to employees are also 

submitted using an expense report. For the purpose of this demonstration, we will select a travel related option. 

 

You can select the appropriate option from the list. 

 

 

In the Description field, you enter a description for the expense reimbursement. Examples include things like 

conference presentation, studies abroad, etc. for travel related reimbursements. A description for a non-travel 

reimbursement may include something like ziploc bags used in research lab. 

The Travel To field is the destination for the trip.  

Enter appropriate information into the Travel To field. 

Note: For US states, type the State Name first, i.e. FLORIDA. For international locations, type the country first, 

i.e. FRANCE. 

A window will appear as you are typing to display possible options. 

Click the appropriate location. 

 

Note: Reference field provides a drop-down menu for additional reference types that departments can use for 

internal reporting. It is NOT a required field. 

Skip the Accounting Tag field. Adrian or Allyson will input this information. 

 



 

Note: Files can be attached at the expense header for all receipts or at each expense line level for each 

individual receipt. 

Click the Attach Receipt link to add a receipt. 

To browse your device for the attachment, click the My Device button. 

 

Click the file that you want to upload. 

Note: When attaching at the header level, you can only have one attachment. To work around this, you can 

attach a pdf document with multiple receipts together. 

To upload the attachment, click the Open button. 

 

Click the Upload button. 

 

You can enter a description for the attachment in the Description field. 

Once you are finished entering the description, click the Done button. 

 

Note: The message under Expense Report states that the attachments have been saved. 

Click the Add Expense button. 

 

The Expense Entry page is displayed. Click the Add button to add a new expense. 

 

You can select the date using the calendar icon. 

 



 

Use the look up magnifying glass to the right of the Expense Type field to select the appropriate expense 

type. 

 

The Expense Type Search dialog box is displayed. You can choose the type of expense from the list. 

Note: Expense Types are categorized to show D for Domestic Travel, I for International Travel, and O for Other 

which can be used for Non-Travel related expenses. 

 

When you use the Expense Type Search for the first time, the Frequently Used list is empty. This list will 

build as the traveler uses different expense types. 

To view all types of expenses, click the All Types button. 

 

To view the expense categories, click the Collapse All link. 

 

The four main expense categories are displayed.  

To reveal the expense type within a category, click the appropriate link. 

 

Click the appropriate expense type. 

 

Enter appropriate information into the Description field. 

The Payment field defaults to Employee Paid. Leave the default for this field. 

 

Enter appropriate information into the Amount field. 

Note: The amount automatically formats according to the selected currency. 

 



 

Enter appropriate information into the Ticket # field. 

Note: Ticket numbers are required for airfare expense types. 

To attach a related receipt, click the Attach Receipt button. 

Click on the Add Attachment button to upload an attachment to the expense. 

 

To browse your device for the attachment, click the My Device button. 

 

Click the file that you want to upload. 

Press [Enter] to continue. 

Click the Open button to upload the appropriate attachment. 

 

To complete the attachment upload, click the Upload button. 

 

A status bar will appear below the attachment(s) indicating if the upload was a success. 

Once the upload is successful, click the Done button 

 

You can enter a description for the attachment in the Description field. 

Once you are finished entering the description, click the Done button. 

 

Note: The attachments have been saved. 

Click the Save button. 



 

 

You can click the Add Expense button to add other expenses to the report.  

 

Once you have entered all of the required information you will need to email Adrian or Allyson to let them 

know you have a Pending Expense Report. (*See Sending Notifications for Travel Authorizations and 

Expense Reports*) Once they have entered the Accounting Details they will email you to submit. Once you 

have received this email, click the Review and Submit button. 

 

  To review the notes attached to an expense report, if any, click the Notes button. 

 

The Notes window is displayed. From this window, you can add new notes, or view or delete existing notes. 

 Click the Add Notes button. 

 

After typing in your notes, click the Done button. 

 

The inserted note is now visible within the Notes window. 

Click the Done button. 

 

A green bar will appear across the top of the screen to notify you that the note has been successfully saved. 

The Expense Summary page summarizes the number of expenses and the amount due to the employee. 

Once you are done reviewing Additional Information on the Expense Report, click the Submit button. 

Note: The Submit button will not work for a delegated user (Adrian and Allyson). The employee whose 

expenses are being submitted must login and submit the report. 

 The selected Expense Report has been submitted for approval. 



 

Linking (Associating) a Travel Authorization to an Expense Report 

In an effort to help match up travel expense predictions with those on the expense report, it is advised that you 

associate a travel authorization to the report. The system will allow you to associate multiple travel 

authorization to an expense report as long as those TA's are not older than 6 months. This linking allows 

approvers to expedite approval by easily allowing them to view expenses and their predictions/justifications. 

Click the Expenses tile. 

Click the My Expense Reports tile. 

The My Expense Reports Page is displayed. From this page, you can view and edit expense reports that have 

not been submitted. 

Click the appropriate expense report. 

The Expense Report detail page is displayed. Review the information for the expenses. 

After review, click the Review and Submit button. 

 

The Expense Summary page is displayed. Within the Additional Information section, the Travel 

Authorization menu item lists the number of travel authorizations that can be associated with the selected 

report. 

Click the Travel Authorization menu item. 

 

The Travel Authorization window is displayed. Only Approved Travel Authorizations for the last 6 months 

are visible for association to the expense report. 

Click the Associate button next to the appropriate Travel Authorization. 

 

Within the Travel Authorization menu item, it now displays that the selected Authorization is associated with 

the report. Please note that associations can also be created during the initial creation of an expense report. 

Click the Home button. You have completed the steps to associate a Travel Authorization to an Expense 

Report. 



 

Creating an Expense Report for a Non-Travel Expense 

Click the Expenses tile. 

Click the Create Expense Report tile. 

Click the Non Travel Reimbursement list item. 

 

Note: In the description field, you can enter a description for the expense reimbursement. Examples for a 

non-travel reimbursement may include something like copies, printing or Ziploc bags used in a research lab. 

In the Description field, enter "Lab Supplies". 

 

Leave the Travel To field blank. 

Press [Enter] to continue. 

 

Note: Reference field provides a drop-down menu for additional reference types that departments can use for 

internal reporting. It is not a required field. 

For the purpose of this demonstration, in the Reference field, enter "sup". 

 

Select the SUPPLIES list item. 

 

Note: Files can be attached at the expense header for all receipts or at each expense line level for each 

individual receipt. 

Click the Attach Receipt link to add a receipt. 

To browse your device for the attachment, click the My Device button.  



 

To upload the attachment, click the Open button. 

 

Click the Upload button. 

 

You can enter a description for the attachment in the Description field. 

In the Description field, enter "Lab supplies receipt". 

 

Click the Done button. 

 

Click the Add Expense button. 

 

You can select the date using the calendar icon. 

Click [Enter] to continue. 

 

Use the look up magnifying glass to the right of the Expense Type field to select the appropriate expense 

type. 

 

The Expense Type Search page is displayed. The Frequently Used section of the page will build over time 

based off your recorded activities. 

Press [Enter] to continue. 

Click the All Types button. 

 

To view the expense categories, click the Collapse All link. 



 

 

The four main expense categories are displayed.  

Press [Enter] to continue. 

Click the Supplies and Other link. 

 

The different Expense Types under Supplies and Other are displayed. 

Click the O-Instructional/Lab Supplies option. 

 

Enter appropriate information into the Description field.  

For example, enter "Lab Supplies for the Spectroscopy Lab". 

 

The Payment field defaults to Employee Paid. Leave the default for this field. 

Press [Enter] to continue. 

 

 

Enter amount in the Amount field. 

Under Additional Information section leave the Billing Type as displayed. 

 Click the Attach Receipt button. 

To upload the attachment, click the Add Attachment button.  

 

To browse your device for the attachment, click the My Device button.  

Click the file that you want to upload. 



 

Press [Enter] to continue. 

Click the Upload button. 

 

Click the Done button. 

 

You can enter a description for the attachment in the Description field. 

Click the Done button. 

 

Note: The attachments have been saved. 

Click the Save button. 

 

You can click the Add Expense button to add other expenses to the report. Click [Enter] to continue. 

 

Once you are done adding all the expenses to the report, email Adrian or Allyson to let them know you have 

a Pending Expense Report. (*See Sending Notifications for Travel Authorizations and Expense Reports*) 

Once they have entered the Accounting information they will email you to submit. Click the Review and 

Submit button. 

 

Click the Submit button. 

 

A dialog box confirms your decision to submit the Expense Report.  

 Click the Submit button to complete the submission. 

 

The selected Expense Report has been submitted for approval. 



How do I access OneSource if I am off campus? 

First, go here: https://eits.uga.edu/access_and_security/infosec/tools/vpn/

Choose the appropriate file for your computer type.

Follow instructions to download the Cisco VPN Client.

We recommend using either Firefox or Google when downloading the AnyConnect for Windows installer.

There are known issues associated with both Internet Explorer and Microsoft Edge when used to download the

AnyConnect version for Windows. If you have any questions or need assistance, please email the EITS Help

Desk or call 706-542-3106.

To log in to the VPN, you will need to use ArchPass, UGA’s two-step login solution powered by Duo. You

can enroll devices in Duo through the Self-Service Portal on the ArchPass website.

To connect to the VPN:

1. Open your VPN client and type remote.uga.edu

2. Choose a VPN Group

3. Enter your MyID and Password

4. In the “Second Password” field, either enter a passcode generated by your Duo Mobile App or type in your

authentication method:

 Push – receive push notification

 SMS – receive passcode via text message

 Phone – receive phone call to mobile or landline

You can find screenshots and complete instructions for using ArchPass with the VPN on the EITS Help 

Desk site. 

On the next box, make sure Group is set 

to 01, Username is your myID, Password 

is your myID password, and choose how 

you want to receive authentication on 

your Archpass Duo then click ok 

https://eits.uga.edu/access_and_security/infosec/tools/vpn/
mailto:helpdesk@uga.edu?subject=
mailto:helpdesk@uga.edu?subject=
https://confluence.eits.uga.edu/display/HDSH/ArchPass%2C+powered+by+Duo
https://eits.uga.edu/access_and_security/infosec/tools/duo/portal/index.html
https://eits.uga.edu/access_and_security/infosec/tools/archpass/index.html
https://confluence.eits.uga.edu/display/HDSH/Using+ArchPass+to+access+the+VPN
https://confluence.eits.uga.edu/display/HDSH/Using+ArchPass+to+access+the+VPN


 

Sending Notifications for Travel Authorizations and Expense Reports 

Click the Travel Authorizations tile. 

The Travel Authorizations Search page is displayed. This page allows you to view and add travel 

authorizations. 

To view all pending travel authorizations, click the Pending link. 

 

To view the performable actions, click the green Actions button next to any travel authorization. 

 

For a pending travel authorization, you can choose between Delete Travel Authorization and Send 

Notification. 

To send an email to Adrian or Allyson concerning the selected travel authorization, click the Send 

Notification menu item. 

 

The Send Email window is displayed. This window is structured to reflect an email with a To field, CC and 

BCC options, Subject line, and Message box. 

Enter the email of who you wish to notify into the To field. (Either Adrian or Allyson) 

The Message field is where you would enter the context or body of your notification.  

To send the email, click the Send Email button. 

The recipient will receive an email from: onesource-do-not-reply@uga.edu 

 

Click the Close button. 

 

 

Note: The above steps also work for Expense Reports. 

 

 

 

 



 

Adding a Quick Expense to My Wallet 

If you incur an expense that you wish to save for later and include in a future expense report, you can add a 

quick expense. These entries will be saved in My Wallet section of the Expenses menu. When you are filling 

out the expense report later, you can import those quick expense to the report. 

Click the Expenses tile. 

Click the Add Quick Expense tile. 

The My Wallet page is displayed. From this page, you can add, delete, or filter individual expenses. 

Click the Add Expense button. 

 

A new expense page is created and displayed. Note that the Date field will automatically populate with the 

current date. You will enter appropriate date into the Date field.  

To search for an Expense Type, click the Lookup magnifying glass within the Expense Type field. 

 

The Expense Type Search page is displayed. Please note that when selecting an Expense Type for a Quick 

Expense, mileage and per diems are not to be selected. Mileage and per diems are added directly to an expense 

report for calculated amounts. 

To view all Expense Types, click the All Types tab. 

 

Click the appropriate expense type. 

 

You will enter appropriate information into the Description field. 

You will enter appropriate information into the Amount field. 

If your expense is for a car rental, it will prompt you to select your used merchant. To select a preferred 

merchant, click the Preferred Merchant list. 

 

Click the appropriate merchant. 

 



 

To select and attach a receipt to the expense, click the Attach Receipt link. 

The Attachments page is displayed. 

 Click the Add Attachment button. 

 

NOTE: This example only takes you through the perspective of a desktop user. The displays will be slightly 

different for phone users. 

Click the My Device button. 

 

A File Explorer window will appear. Locate and click the appropriate file for attachment. 

 

Once selected, click the Open button. 

 

Click the Upload button. 

 

After your upload is complete, click the Done button. 

 

You will enter appropriate information into the Description field. 

Click the Done button. 

 

Click the Save button. 

 

 



 

Applying My Wallet Transactions to Expense Reports 

If you previously saved some expense entries in your Wallet, you can save yourself some time and avoid 

duplicating work by importing those expenses from My Wallet during the creating of the expense report. 

Click the Expenses tile. 

Click the Create Expense Report tile. 

The Expense Report page is displayed. From this page, you can complete the steps to create an expense 

report by inputting the appropriate information into the corresponding fields. To select the Business Purpose, 

click the Business Purpose drop-down box. 

 

Click the appropriate business purpose. 

 

Enter the appropriate information into the Description field. 

Enter the appropriate information into the Travel To field. 

Your Search results appear beneath the search criteria. Click the appropriate Location. 

 

Enter the appropriate information into the Reference field. 

Your Search results appear beneath the search criteria. Click the appropriate Reference. 

 

If recommended, to attach a receipt to your Expense Report, click the Attach Receipt link. 

If you choose to set the accounting defaults for an expense, click the Accounting Defaults link. 

To import your expenses from My Wallet, click the Add from My Wallet button. 

 

The My Wallet page is displayed. From this window, you can choose the expenses that you wish to be 

imported to the expense report. 

Click the Import button.  

The expense report is saved. To view the report with the imported expense information, click Update 

Details.  Notice that the selected expense is now located along the side of the Expense 

Entry page. 



 

Things to Remember 

 When assigning a delegate: For Expense reports the office staff is authorized to Edit and for Travel 

Authorizations the staff is authorized to Edit and Submit 

 Travel Authorizations MUST be submitted BEFORE the trip has taken place. 

 Pending status does not mean the report has been submitted and is pending approval. Pending status 

means the creation of the report (done by you) is pending. 

 You cannot be reimbursed for lodging until you return from the trip.  

 You can be reimbursed for airfare and the conference registration fee before the trip takes place. 

 

























Policy Statement 
Group travel exists when a third party is being paid for travel expenses of an employee or paid non-employee on 
official UGA business.  More than one individual does not have to be involved to qualify for group travel. A third party 
may refer to a business or another individual. The documentation required to process group travel provides the 
Accounts Payable and Accounting departments with the necessary information to complete the reporting 
requirements of the State. 

Reason for policy 
This policy is to defi
reporting requirements set forth by the State Accounting Office, Board of Regents, and the Internal Revenue Service. 
The University maintains an accountable plan for travel reimbursement. By complying with the IRS rules for an 
accountable plan, travel reimbursements generally are not taxable income. All travel reimbursement requests must 
be filed within forty-five (45) days of the completion of the travel or be accompanied by a letter of justification. 

Procedures 
Direct Billing of Travel Expenses: The University will pay vendors for travel expenditures on behalf of employees 

and/or non-employees who are traveling on official business for the University under certain circumstances. 

If no provisions exist to direct pay the vendor then: 

 University employees are responsible for seeking reimbursement of travel expenditures through University 
procedures as stated in the UGA Travel Policy. A link to this policy is provided under Related Information. 

 Non-employees should seek reimbursement through the sponsoring UGA department, as appropriate, via 
honorarium payment. An honorarium payment may be made in cases where the non-employee was a speaker 
or invited guest who has provided a service. Please reference the Non-Employee Travel Policy link provided 
under Related Information. 

If provisions exist to direct pay the vendor: 

 After travel is completed, the department should submit an electronic check request(s) payable to the third 
party vendor with an invoice from the vendor. A link to the Electronic Check Request System is provided under 
Related Information. 

Note: If both employees and non-

requests: one with employee expenses and one with non-employee expenses. Each should reference the other 

request and the two requests together should equal the total amount of the invoice. 

Employee Reimbursement for Group Travel: In the event an employee covers travel expenditures for another 

employee or non-employee, the request for reimbursement must be treated as group travel. 

If all parties involved are employees, the department should submit one check request with receipts and complete the 

travel distribution within the electronic check request indicating the amount to be reported for each traveler. 

In the event there are employees and non-employees, submit two separate check requests. One check request 

should include the employee portion and a separate check request for the non-employee portion. 

The employee portion check request should include receipts. The travel distribution within the electronic check 

request should be completed with the amount to be reported for each traveler. 

The non-employee portion check request should include receipts. 



Both check requests should be made out to the individual that covered all of the associated costs, and the check 

requests should reference each other. 

Note: For any individual who pays for another individuals travel, a separate reimbursement request for the expenses 

that he/she incurred individually should be submitted as a normal travel reimbursement and not as group travel. 

More instructions regarding group travel can be found within the Travel Regulations at UGA, Training & Development 

Course Powerpoint, specifically slides 63 through 65. A link to this Powerpoint is provided under Policy Appendices. 

Additional contacts 
Patricia Sims 

Phone Number: (706) 542-2786 

Responsibilities 
Responsible University Senior Administrator: Vice President for Finance & Administration 

Responsible University Administrator: Associate Vice President & Controller 

Policy Owner:Accounts Payable 

Policy Contact: Patricia Sims 

Phone Number: (706) 542-2786 

Record Retention 
Research Grant Records 

Number 0472-09-006 

These records relate to funded research grant proposals and research activity associated with grant funded 

projects.  Examples of records include:  supporting statistics, demographic data, draft proposals, suggested revisions, 

final proposals, forms, protocols, applications, research/activity reports, progress reports, and summary reports. 

Retention:  Final research report is permanent.  All other records: 7 years after the end of the grant period. 

  

Accounting Records 

Number 0472-03-001 

This series includes bank statements, purchase requests, purchase orders, requisitions, financial reports, accounts 

payable and receivable records, write-off records, discrepancy, payment schedules, operating statements, year-end 

projections, reconciliation and expenditure reports, cancelled checks, check stubs, moving expense records, cost 

accounting reports, refund/disbursement request records, returned checks, deposit slips, travel records, credit 

voucher requistion records, cash balances and reconciliations, sales and cash reconciliation records, journal entries, 

outstanding obligations, refund/disbursement requests, receipts and invoices. 

Retention:  Monthly and quarterly reports: 1 year.  All other records:  5 years. 

Policy Appendices 
Travel Regulations at UGA, Training & Development Course Powerpoint 

Related information 
UGA Travel Policy 

Non-Employee Travel Policy 

Electronic Check Request System  

 Non-Employee Travel Authorizations | Purchasing and Payment Processing  

Policy Dates 
Effective Date: 



Date Last Updated: 06/22/2016 

Date of Last Review: 

Date of Approval: 

Previous Version of Policy: 
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