Conference Attendees or Participants

Updated March 27, 2026
Travel Application

Expense

Helpful Hints

e A conference agenda needs to be included in the expense report, which is required for
audit by Payment Services.

¢ |f the Registration/Conference Fees was prepaid (e.g., on a PCard), be sure to select
Reg/Conf Fees — Paid by UNIV.

Procedure

Attachments saved in the travel request transfer to the expense report. Note: if the conference
agenda was not yet available when the request was submitted (traveler attach a registration

confirmation or something similar), the traveler will need to add the conference agenda.

When editing or adding the expense type Registration/Conf Fees, click + to add the required

attachment. Multiple attachments can be added to an expense type.

Expected Expense Cost Distribution Attachments

Expense Type:* Reg/Conf Fees-Paid by Univ v

Reg/Conf Fees-Paid by Univ

Date:*  01/28/2026 B Commen t:

City:*

Entered Amount: * | 0.00 USD - American Dellar ~
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