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TRAVELAPPLICATION

Request

HELPFULHINTS

• Authorization for employee travel for tripswith the same businesspurpose, which can consist of multiple trips
throughout a fiscal year.

• A Blanket Travel Authorization (BTA) allowstravelersto 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’sexpire at the end of the fiscal year
(June 30).

PROCEDURE -- FROM   THE   REQUEST    TAB

1. To create a Blanket Travel Authorization, click on new request.
2. Enter the required 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. 

3. For the request/ trip purpose, select Blanket Travel Authorization fromthe dropdown menu.

4. Click the Expensestab.
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5. Select the expense type.

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. Click on

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




