[bookmark: _GoBack]Grizmart Travel Entry Instructions
Prior to entry in Grizmart all Travel Expense Report/Request and Authorization to Travel must be completed and signed.
Select Travel Form
Enter Vendor
[image: ]
Select Type of Request that you are entering from the Dropdown Menu, either Per Diem/Travel Advance or Travel Reimbursement.
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Enter Trip Description-Maximum of 50 Characters (This is the information that will feed into Banner and Print on the Check)
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Enter Departure Date as the vendor invoice number
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Enter Today’s Date as the invoice Date
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Enter amount of Travel Reimbursement/Per Diem Request  in amount box
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You can enter any additional comments in the additional comments box.
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Attach RAT for a per diem request.
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Attach TER/RAT with all backup receipts if entering a Travel Expense Report.
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Enter Today's Date (for Invoice Date below):
Invoice Date 5/9/2014
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Additional Comments:
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Internal Attachments.
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ATTACHMENT AREA SECTION
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Enter name or Banner ID for Traveler here:
Enter Vendor
Vendor search | nter manually
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GENERAL SECTION

Type of Request

Please select. v

To request a Per Diem Advance; attach the completed, signed and authorized Travel Authorization form within the attachment area section at the bottom of this form.

To request a Travel Reimbursement ; attach the completed, authorized Travel Authorization form and the completed, signed and authorized Travel Expense Report with all itemized
receipts and backup documentation within the attachment area section at the bottom of this form.
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Enter Trip Description below (limited to 50 characters) .
Product Description

Reimb 5/1-6 San Diego, CA
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Enter Departure Date (for Vendor Inv # below):
Vendor Inv # 114




