
PA STATE SYSTEM OF HIGHER EDUCATION 
Shared Administrative System 

TM – Travel Management 
Create Travel Expense Report against a Request 

 
All Travel Expense Reports will be entered by either the Traveler or Travel Assistant via the portal. 
 
Log into the portal… 
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PA STATE SYSTEM OF HIGHER EDUCATION 
Shared Administrative System 

TM – Travel Management 
Create Travel Expense Report against a Request 

 
From the ESS tab, click on either of the 2 provided Travel Management links. 
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PA STATE SYSTEM OF HIGHER EDUCATION 
Shared Administrative System 

TM – Travel Management 
Create Travel Expense Report against a Request 

 
Click on one of the “Available Applications” to get started. 
 
We’ll start from the “My Trips and Expenses” overview screen. 

 
 
*The “My Employees” link will only be available if the employee is a Travel Assistant. 
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This screen provides you with an overview of trips previously entered and allows you to create a new Travel Request or 
Expense Report, change existing Travel Requests or Expense Reports, and create a Travel Expense Report against a 
Request. 
 
Under Recommended Actions, the system will prompt you to Create a Travel Expense Report against a Travel Request if 
the trip end date has passed. 
 
Click on Create Travel Expense Report to get started. 

 
 
Select a schema from the list and then click on Start. 
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Alternatively, you can get started by clicking on Create Expense Report under Available Applications. 
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Create Travel Expense Report against a Request 

 
The system will propose Travel Requests that are available for Expense Report creation.  If you wish to create an 
Expense Report for one of the proposed requests, click on the line, select a schema and then click on start. 
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The system will automatically populate all fields on the main screen from the Travel Request.  You may override any field 
as necessary. 

 

 
 
Follow the directions for “Create Travel Expense Report” from this point forward. 
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Note: In the Enter Receipts section, you must delete the line item for Estimated Costs that was pulled over from the 
Travel Request.  The system will prompt you to do this.  Highlight the line item and then click on Delete.  This must be 
done before moving on to the Review & Send step. 
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