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Travel Application 

Expense 

Helpful Hints 

• This process should only be used when a Blanket Travel Authorization (BTA) is rendered 

inactive due to a locked cost object. The BTA needs to be recalled so it is in Open status. 

• A new expense report will be created from the previously used/locked BTA and can be 

used until the end of fiscal year. 

Procedure 

To start a new BTA expense from the inactive BTA, click the checkbox to the left of the BTA. 

Click the New Expense – BTA button. 

 

The BTA header opens without a report number. Update the cost object number. 
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Enter new expense lines. 

 

Click Save. A new report number has been generated. Reopen the report. 

 

If all expenses have been entered, submit the report for approval. 

 

Once the BTA has been fully approved and status of Payment Processed, new expense lines 

can be added/submitted. 
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For a full report of what expenses are included on this BTA and the previous/locked BTA, click 

Related Expenses button. 

.  

The pop-up will display all expenses. 

 


