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 Creating a TA report – job aid 

From CCC.edu, access the “Faculty & Staff” menu at the top and select “Travel and Expense 

Reimbursement.” Then click “Get Started Online” from the reimbursement page. 

 

Login using user info 
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Under Employee Self-Service, Travel and Expenses, select “Travel Authorizations”

 

 

Select “Create/Modify”

 

Please note this panel is always defaulted to the “Add a New Value” tab, your Employee ID is auto 

populated.  To create TA please click the “Add” button
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Begin creating a TA request; please note it is recommended to click “Save for Later” periodically as 

information being added

 

 

The request is now saved and has a pending status; pending status means the TA request is always with 

the employee/requestor. 

 

 

Please click the attachments blue hyperlink and “Add attachments”.  It is recommended that all 

attachments be in a PDF format, legible and in order by date
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Click the “Browse” button and select document you’d like to upload

 

Once document is selected click the “Upload” button

 

Next click the “OK” button to attach document to the TA
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The window will close and the number attachments will be noted in the TA.  Next click the “Summary 

and Submit” in order to initiate the TA submission.

 

 

Review the TA request to confirm everything is accurate as possible before clicking the certified check 

box below.

 

After clicking the check box the “Submit Travel Authorization” button will become available
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Click the “Submit Travel Authorization” button to submit the request and another window will pop up 

for a final confirmation; click the “OK” button to submit TA

 

After the final confirmation a new window will appear informing the TA request has been submitted for 

approval.  Please click the “Refresh Approval Status” button

 

The window will refresh to reconfirm the TA submission that includes the approval workflow
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To review progress of a request at any time please follow the navigation below then click search or type 

in the TA number

 

 

TA is now approved that list the approvers, dates and times;  Please note employee should receive an 

email informing their request has been approved

 


