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Non-Employee Guest Travel
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Pay:

For more please see I

Requests Travel

The California
State University

Process Reports

TEST: Employee Recruitment

11/08/2022

$243.75

Create New Report

(1] Fraud Transaction o
071812022

$56.00

Approvals

Reporting * App Center

-

New

9 View: [Actwe Reports v ]‘ © Create New Report

Create From an Approved Request

* Required field
(2] Non-Employee Name * (2]

Policy * Business Unit for Supplier *
*CSU-Non-Employee Expense Policy v ‘ ‘ Y v | Search by Text
*CSU-Non-Employee Expense Policy
*CSU-Expense Policy Trip Type *

Traveler Type *

‘ None Selected

v ‘ ‘ None Selected v ‘

Travel End Date *

Trip Purpose *

Travel Start Date *

‘ None Selected

v | | mmmpDryyy ‘\

Destination City/State

Personal Dates of Travel-If none enter NA *

| MMIDDIYYYY

Cancel Create Report



https://forms.humboldt.edu/payee-data-record-form-std-204
https://forms.humboldt.edu/payee-data-record-form-std-204
https://forms.humboldt.edu/payee-data-record-form-std-204
mailto:travel@humboldt.edu
mailto:travel@humboldt.edu

Select the
business unit as
HMCMP, then
you can select
the guest from
the Non-
Employee
Name drop
down.

Choose “Non-
Employee”
from the
Traveler Type
drop down
menu.
Continue to fill
in pertinent
expense report
information as
applies to the
trip.

Once all the
information is
filed out, click
“Create
Report”

When the
Expense Report
is created, you
can go in and
add/itemize
expenses as
you would for
a standard
expense
report.
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