1. Go to Applications, Purchasing, Order, Paid Travel Advances
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2. Add the following filters and hit Enter
a. State:Pending
b. Vendor : Traveler's Name
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3. Hit Convert on the trip and select Trip Reconciliation
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4. Change date to the last day of travel. Updated Travel Start Date, Travel Start Time, Travel End
Date, and Travel End Time to be the correct value per travel/trip report actual times.



5. Match Funding Source/Item ID/ Quantity/and Price per trip report valid receipts

a.

Funding Seurce

If the traveler was advanced funds they did not use, do NOT delete that line item.
Instead, zero out the amount.

These should only be items personally paid for by employee ex. Baggage fees, parking,
cab/taxi/Uber/Lyft, rental car, etc.

This should NOT include any food paid for with Per Diem or any expenses paid on a WTN
credit card.

If you have to use just a general 5200-Travel account, please hit “Show Details” on the
line item and explain the expense in the “Memo” area.

Quantity * | Unit Price * Extended price

1 nance--Finance 23 Each 15.250 35075
2 | pEiitFinanceFinancs - Each . D545 1384
3
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DETAILS
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6611--IDC-Finance
Program Vendor
620-Finance ADKE--Machacek, Melissa.
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6. Click on the paperclip next to the Attachment number, and add Trip Report

a.
b.

Trip report should be ONE file
Trip report should include ALL receipts that should be paid for by WTN, including

baggage, hotel, parking, etc. If the report it missing any receipts/information, the report
will be declined back to be fixed.
Please include “Trip Report” when naming your file.






