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HEPFULHINTS

» Authorization for employee travel for trips with the same business purpose, which can consist of multiple trips
throughout a fiscal year.

* A Blanket Travel Authorization (BTA) allows travelersto submit a request for mileage to be used multiple times
throughout the designated timeframe.

+ BTA’scan be created at any time during the calendar year; however all BTA’ s expire at the end of the fiscal year
(June 30).

PRO CEDURE-FROM THE REQUEST TAB

1. Tocreatea Blanket Travel Authorization, click on new request.
2. Enter therequired fieldsfor the transaction, which are indicated with a red bar.
a. Enter any city in Nebraska you plan to visit for this business purpose. This BTA authorizes you to

travel to any city/town within the state for the same business purpose so it doesn't matter what city is
entered here.
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3. Fortherequest/ trip purpose, select Blanket Travel Authorization from the dropdown menu.
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4. Click the Expensestab.

UNIVERSITY JOF Copyright © University of Nebraska Board of Regents Nebraska State
e las College System
Page 1



ltran6
Typewritten Text
LastNameF (e.g., SmithJ)


Travel Quick

BLANKET TRAVH.AUTHORZATION (BTA) REQUEST Reference Guide
Updated September 19, 2018

Request/Trip Name: Blanket Travel 2018

Additional Information:

Request Header | Segments Approval Flow || Audit Trail

5. Select the expense type.
Select the 'Expenses tab' then expense type "Zero $ Trip' from the list of expenses

(1. Transportation 03. Food/Meals 06. Other
Fuel/Gas Meal (including tip) Misc Travel-parking/tolls/etc
Plane (state/privatefrented 04. Mileage Registration/Conf Fees
fchartered)

Team/Group Costs

Taxi/Shuttle/Train/Bus
Zero § Trip

6. Enter the funding source like 'grant funded' or 'dept funded'
into the "Trip Funded by' field and click 'Save' on the lower right.

7. Gikon
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