Travel Quick

ZERO $ REQUEST Reference Guide

Updated August 27, 2025

TRAVEL APPLICATION

Request

HEeLpFUL HINTS

Q A zero dollar request is created so a traveler can have an approved request, yet there will be no
reimbursement (e.g. outside entity will pay for travel expenses).

PROCEDURE

From within the travel request tile, click XD Eover the required information in the report header.
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Expected Expense Personal/International Travel Cost Distribution Expense Types
Start Date:*  08/15/2025 B StartTime:* 0500 Q) End Date:* 08/17/2025 B EndTime:* 22:00 @
Trip Type:* Domestic v Request/Trip Name:*  Boulder trip
Country:* United States Approver:  Timethy A Gibbons
State:* Colorado v Business Purpose:*  Other v
City:* Boulder Amount:  0.00 usb
User Defined: eimbursable Amount:  0.00 usp
Comment:

Previous Comments: |

Are any costs funded by an external entity?:* No v

Scroll down to Expense Types and click + to add.

Expense Types

& 1::'

(] Transaction Date Expense Type City Entered Amount Amount

No data
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ZERO $ REQUEST

From the expense type dropdown, select Zero $ Trip.

Expected Expense

Expense Type:*

Airfare

Attachments Airfare-Paid by Univ

Baggage Fees

Car Rental

PRV R R S B

Registration/Conf Fees
Taxi/Shuttle/Train/Bus

Team/Group Costs

Zero § Trip

Click Save.

Expected Expense  Attachments
Expected Expense

Zero s Trip

Start Date:* 08/15/2025 =]

Entered Amount:* 0.

Amount: 0.

Attachments

Document Class Title

[oEy| x concet

Comment:

Date created File Size (MB)

No data

Save the request to generate a report ID number.

@ Employee ID: 43081

Name: SHANNON POPPE Campus: UNCA Report Number: 0000000000

Expected Expense  Personallinternational Travel  Cost Distribution
Start Date:*  08/15/2025 B StartTime:* 0500 @
Trip Type:*  Domestic v
Country:* United States v

State:*  Colorado

S

© 0 D YD €D B T

Expense Types

End Date:* 08/17/2025 B EndTime:* 2200 @

Request/Trip Name:*  Boulder trip

Approver:  Timothy A Gibbons

v Business Purpose:* Other

City:*  Boulder

Amount:  0.00 usD

Reopen the request and click Submit for Approval.

Expected Expense ional Travel  Cost Distri

Start Date:*  08/15/2025 E) StartTime:* 0500 @}

Trip Type:* Domestic v

Country:* United State v

State:*  Colorado

00 XD D EXD G [T

Expense Types

End Date:* 08/17/2025 £ EndTime:* 2200 @

Request/Trip Name:* Boulder trip

Approver:  Timothy A Gibbons

v Business Purpose:*  Other

City:*  BOULDER

User Defined:

Amount: 0.0

Reimbursable Amount: 0.
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