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Travel and Expense 
Module Overview

    



Benefits of the Travel and Expense Module

• This powerful, yet easy to use module 
dramatically reduces the amount of time 
and effort required to submit, approve, 
process, and pay expense reports. 

• Encumbers the Travel Authorization on 
your budget.

• Note: The Travel and Expense Module is 
for Employees only. Student and non-
employee travel is processed via an eForm 
Travel Authorization and Travel 
Reimbursement Voucher. 



Updating Banking Information
• First step to using the Travel and Expense module is entering 

bank account information.

• Entering banking information validates the traveler, allowing 
transactions to be completed on their behalf.

 
• Be sure banking information is correct and update when 

necessary.

• ALL payments will be made via direct deposit.



Overview of Expense Transactions

Travel Authorization Report ID starts with a 1

Travel Advance Report ID starts with a 2

Expense Report Report ID starts with a 3



Travel Expenses

 



Travel Authorization (TA)
• A TA is an “estimate” of what the employee’s travel costs – lodging, 

registration, meals, etc. 

• A Travel Authorization (TA) must be completed and fully approved before travel 
occurs in the following circumstances:

 Individual travel expenses are expected to be $5,000 or greater.
 All foreign travel.
 All travel advances

• After the TA is submitted, budget checked and approved, the amount on the TA 
is encumbered on the budget; i.e., ‘set aside.’ 

• The Travel Office performs final approval if created for the criteria stated 
above.



Travel Advance
• To minimize the impact of business travel on employee personal finances, you can 

create a travel advance to pay for items such as hotel/lodging and meals.

• Travel Authorization is required for a Travel Advance.

• A Travel Advance can be created for 70% of total estimated expenses of 
Hotel/Lodging and Meals up to $3,000 without requiring pre-authorization.

• Only one advance can be requested at a time.

• The advance must be applied to an expense report or repaid before any additional 
expense report can be paid.

• The Travel Office performs final approval.



Expense Report
• An Expense Report makes it easy to transform travel receipts into a final document for the 

reimbursement of travel expenses.
  
• Create an Expense report for Travel:

 by not associating a Travel Authorization (does not meet the requirements)
 by associating a Travel Authorization (foreign or $5,000 and greater)
 by associating a Travel Authorization and applying a Travel Advance (travel advance requested)

• Reimbursement to an employee prior to traveling is not allowed.  There are the following 
options:

Travel Card: Individual or Department
Payment directly to the Supplier (using Payment Request)

• Create an Expense Report for Employee Reimbursement (non-travel)



Expense Transactions Status

Status Description

Pending Status
Not submitted for approval. This transaction can be modified and 
deleted.

Submitted for Approval
The transaction is submitted, waiting for Traveler approval.

Approvals in Process
The transaction is in approval workflow.

Approved
Approval for the transaction is complete and is waiting on 
payment.

Paid The transaction is paid and complete. 



Per Diem Meal Allowance 
• In-State, Out-of-State, & Canada follow the below rates.

• Foreign: U.S. Department of State Foreign Per Diem Rates based on country, location, & date 
for current meal per diems.

• Use Appendix B for the M&IE Rate for breakfast, lunch, dinner, and incidentals. 

• Meal allowance for one day travel is not reimbursable. Meal per diem is only reimbursable 
when travel includes an overnight stay and destination is greater than 50 miles from 
employee’s official headquarters or residence. 

https://allowances.state.gov/web920/per_diem.asp?


Meal Allowance Example 
You are scheduled for a three-day business trip outside of South Carolina, traveling 
within the United States. 

• On the first day, you depart at 2:00 pm. For this day, your maximum per diem 
allowance will be $25 for dinner. 

• The second day of your trip had per diem allowance of $25. This covers $10 for 
breakfast, $15 for lunch, and $25 for dinner. Your dinner is provided by the 
conference or a vendor, so this is deducted and not part of your reimbursement. 

• On the third and final day, you return at 2:00 pm. The maximum per diem allowance 
for this day was $25, with $10 allocated for breakfast and $15 for lunch. 

Total meal reimbursement for this trip is $75.



Employee 
Reimbursement 
(non-travel)

  



Expense Types for Employee 
Reimbursement (non-travel)

The expense types available for employee reimbursement are:  

 Athletic Supplies
 Computer Hardware under 

$5000
 Computer Software under $1000
 Food or Catering (routed to 

Purchasing for Approval)
 Furniture
 Internet Monthly Services
 Licenses and Fees

 Miscellaneous Supplies
 Non-Travel Registration
 Postage
 Professional Membership Fees
 Study Abroad – PLEF
 Subscriptions
 Office Supplies
 Telephone



Employee 
Reimbursement 

(non-travel) 
Matrix



Key Considerations
• Like travel-registration fees are not reimbursed until 

after/conference/workshop has been completed.

• Expense date on report matches date on the corresponding receipts.

• Attach all receipts as one attachment in the same order as the lines on the 
report.

• Payments to supplier providing a service is not a reimbursable expense. 

• Gift cards are not reimbursable.

• Students who work for USC will be reimbursed through the travel expense 
module.



Resources & 
Contacts

  



Where to Find the 
Resources

For accounts payable 
resources, visit the Accounts 
Payable and Travel pages in 

the General Accounting 
section.

https://sc.edu/about/offices_and_divisions/controller/general_accounting/accounts_payable/index.php
https://sc.edu/about/offices_and_divisions/controller/general_accounting/accounts_payable/index.php
https://sc.edu/about/offices_and_divisions/controller/general_accounting/travel/index.php


Where to Find 
the Resources 

For AP Upload training 
resources, visit our 

Business Manager page.

https://sc.edu/about/offices_and_divisions/controller/toolbox/business_manager/index.php


Resources
• Employee Reimbursement (non-travel) Matrix
• Preparing an Employee Reimbursement (non-travel)
• Update Banking Information
• Expense Module Correction Form
• Travel Advance Settlement Form
• Travel Advance Form
• Travel Advances - Requests and Settlements Instructions
• Travel Authorization and Travel Reimbursement Voucher eForm Job Aid
• Travel and Expense Quick Reference Guide
• Finding a Pending Expense Report for Travel
• Approving Expense Transactions – Traveler JobAid
• Approving Expense Transactions – Approver JobAid

https://sc.edu/about/offices_and_divisions/controller/documents/employee_reimbursement_non-travel_matrix_v4.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/employee_reimbursement_non-travel_matrix_v4.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/employee_reimbursement_non-travel_matrix_v4.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/employee_reimbursement_non-travel_matrix_v4.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/preparing_an_employee_reimbursement_nontravel_8_21_2019.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/preparing_an_employee_reimbursement_nontravel_8_21_2019.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/preparing_an_employee_reimbursement_nontravel_8_21_2019.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/preparing_an_employee_reimbursement_nontravel_8_21_2019.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/updating_banking_information.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/updating_banking_information.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/expense_module_correction_form.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/expense_module_correction_form.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/traveladvancesettlementform_2016.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/traveladvancesettlementform_2016.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/traveladvanceform.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/traveladvanceform.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/ps_traveladvances_requestsandsettlements_2.9.23.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/ps_traveladvances_requestsandsettlements_2.9.23.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/ps_traveladvances_requestsandsettlements_2.9.23.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/ps_traveladvances_requestsandsettlements_2.9.23.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/ta_trv_eform_job_aid_10_30_23.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/ta_trv_eform_job_aid_10_30_23.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/ta_trv_eform_job_aid_10_30_23.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/ta_trv_eform_job_aid_10_30_23.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/travel_expense_quick_reference.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/travel_expense_quick_reference.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/pending_travel_exp.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/pending_travel_exp.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/approving_expense_transactions_travelerv5.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/approving_expense_transactions_travelerv5.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/approving_expense_transactions_travelerv5.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/approving_expense_transactions_travelerv5.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/approving_expense_transactions_travelerv5.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/approving_expense_transactions_v4.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/approving_expense_transactions_v4.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/approving_expense_transactions_v4.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/approving_expense_transactions_v4.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/approving_expense_transactions_v4.pdf


Questions



Controller’s Office Contact List
General Accounting (JEs, JVs, Apex, GL issues/Questions) Email Address

General Email Address genacctg@mailbox.sc.edu

Cash Advance Settlement cashadvc@mailbox.sc.edu

Payroll Retro Journal Entries retroje@mailbox.sc.edu

Chartfield Maintenance cfmaint@mailbox.sc.edu

Moving & Relocation Mailbox moving@mailbox.sc.edu

PeopleSoft Finance Security Requests pssecure@mailbox.sc.edu

Accounts Payable Email Address

General Email Address ap@mailbox.sc.edu

AP Uploads apupload@mailbox.sc.edu

Supplier Maintenance apsupplr@mailbox.sc.edu

Travel Office Email Address

General Email Address teoffice@mailbox.sc.edu

Student/Non-employee Travel Authorizations and Travel Reimbursement Vouchers tesubmit@mailbox.sc.edu

mailto:genacctg@mailbox.sc.edu
mailto:cashadvc@mailbox.sc.edu
mailto:retroje@mailbox.sc.edu
mailto:cfmaint@mailbox.sc.edu
mailto:moving@mailbox.sc.edu
mailto:pssecure@mailbox.sc.edu
mailto:ap@mailbox.sc.edu
mailto:apupload@mailbox.sc.edu
mailto:apsupplr@mailbox.sc.edu
mailto:teoffice@mailbox.sc.edu
mailto:tesubmit@mailbox.sc.edu


Controller’s Office Contact List 
Capital Assets Email Address

Physical Inventory physinv@mailbox.sc.edu

Capital Leases lease@sc.edu 

Cash Management and Treasury Email Address

General Treasury Email Address treasury@mailbox.sc.edu

Program Expense Card cards@mailbox.sc.edu

Team Card teamcard@mailbox.sc.edu

Travel Card travelcard@sc.edu 

Compliance and Tax Email Address

General Compliance Email Address controllercompliance@sc.edu 

General Tax Email Address tax@mailbox.sc.edu

Research/Development Sales/Use Tax Exemptions rdequip@mailbox.sc.edu

Time and Effort Reporting timeandeffort@sc.edu

mailto:physinv@mailbox.sc.edu
mailto:lease@sc.edu
mailto:treasury@mailbox.sc.edu
mailto:cards@mailbox.sc.edu
mailto:teamcard@mailbox.sc.edu
mailto:travelcard@sc.edu
mailto:controllercompliance@sc.edu
mailto:tax@mailbox.sc.edu
mailto:rdequip@mailbox.sc.edu
mailto:timeandeffort@sc.edu


Controller’s Office Contact List  
Grants and Funds Management Email Address

Sponsored Award Specific Questions Contact your Post Award Accountant (PAA)

Payroll Email Address

General Email Account payroll@mailbox.sc.edu

mailto:payroll@mailbox.sc.edu


THANK YOU!
 

Office of the Controller

Address:
1600 Hampton Street
Columbia, SC 29208

Alone, we can do so little; together, 
we can do so much.

Contact Number:
Phone: 803-777-2602
Fax: 803-777-9586

Email Address:
controller@sc.edu
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