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AGENDA

ÅOverview of the Process

ÅTravel Requests

ÅBooking Travel

ÅCollecting Receipts

ÅExpense Reports

ÅIntegration of PCards



What am I helping to accomplish?



Unified PCard and Travel System

Units may need to cross train support staff on both PCard
and Travel in addition to streamlining processes.

ÅPCardand Travel processed inONEplace

ÅUser centric



Å¢ǊŀƴǎŀŎǘƛƻƴǎ ŀǊŜ ǳƴŘŜǊ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ŀƴŘκƻǊ PCardƘƻƭŘŜǊΩǎ ƴŀƳŜ

ÅtǊƻǾƛŘŜǎ ŀƴ ƻǇǇƻǊǘǳƴƛǘȅ ǘƻ άǎƘŀǊŜ ǘƘŜ ǇǊƻŎŜǎǎΣέ ƎƛǾŜǎ ǘƘŜ ǳǎŜǊ ƳƻǊŜ 
accessibility and autonomy, and potentially reduces wait time

ÅA shared process increases flexibility and traveler options

ÅSystem still has the same capabilities to support the PCardholder 
and/or traveler

What Is a User Centric System?



RECEIPTS 

ARE UPLOADED



PCARD IS SWIPED 

TO MAKE PURCHASE

RECEIPTS 

ARE UPLOADED
TRANSACTION LOADED 

INTO UF GO AS 

AVAILABLE EXPENSES

EXPENSE REPORT

(NON -TRAVEL 

PCARD ONLY)



Current State (myUFL or PeopleSoft):

Å Travel Authorizations
ÅNow called a Travel Request

Å Travel Expense Reports

Å PCardReconciliation

Å Generic Employee Reimbursements



System View



EXPENSE

Å Travel Report

Å Non-Travel (PCardOnly)

Å Non-Travel (General Reimbursement)

REQUESTS

Å Travel Request

Å Formerly Travel Authorizations 



ÅCurrently most areas use some method 

for collecting the information for travel 

authorizations such as:

ÅWeb form

ÅEmail or PDF

ÅTeams message 

ÅDrop by to tell the Travel 

Processor (BA/Delegate). 



Travel Request Header

Can be completed by delegate or traveler



Travel Request Header: ChartFields



Travel Request: Estimated Expenses



International Travel Request
International Travel Attestation

Must be completed by Traveler



Travel Request 

Started by the traveler, completed by the delegate, submitted by traveler

Traveler 
inputs dates, 
times,and 
business 
purpose

Traveler 
emails the 
delegateor 

delegate runs 
report to see 

pending 
request

Delegate adds 
ChartFieldinf

ormation, 
reviews, and 
clickssubmit

UF GO sends 
email to 

traveler for 
submission

Traveler 
submits travel 
request in UF 

GO

UF GO routes 
ǘƻ ǘǊŀǾŜƭŜǊΩǎ 

supervisor for 
approval

UF GO routes 
to the 

financial 
approver for 

approval

Started and completed by the delegate, submitted by traveler

Traveler 
emails or tells 
the delegate 
their travel 

plans

Delegate 
inputs dates, 
times,and 
business 
purpose

Delegate adds 
ChartField

information, 
reviews, and 
clickssubmit

UF GO sends 
email to 

traveler for 
submission

Traveler 
submits travel 
request in UF 

GO

UF GO routes 
ǘƻ ǘǊŀǾŜƭŜǊΩǎ 

supervisor for 
approval

UF GO routes 
to the 

financial 
approver for 

approval



Travel Request 

Traveler inputs 
dates, times, 

business 
purpose

Traveler adds 
ChartField 

Information

Traveler 
submits travel 

request

UF GO routes to 
ǘǊŀǾŜƭŜǊΩǎ 

supervisor for 
approval

UF GO routes 
to the financial 
approver for 

approval

Started, completed, and submitted by the traveler





QUESTIONS

on Travel Request



ÅCurrently across UF, Travel is booked 

using any tool of choice. 

ÅBoth Travelers and Delegates decide 

whether to use a service such as 

Expedia. 

ÅUF GO offers a centralized way to book 

with built-in features and added 

benefits. 





ÅUnlike other outside booking tools, UF Go will automatically 
alert users of allowability

ÅThis built-in policy compliance prevents errors that can delay 
approvals

ÅIf travelers choose to initiate request, can have more control 
over aspects such as flight time and more

ÅCentralizes campus wide booking 

ÅWorld Travel Agent support

ÅAbility to share itinerary

ÅάhƴŜ ǎǘƻǇ ǎƘƻǇέ ςKeeps track of points and miles

ÅUse the Air Card in the Booking Tool

Benefits of the Booking Tool



Stretch Break




