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TRAVEL APPLICATION 
 
Request 
 
HELPFUL HINTS 
 

 All the required fields and at least one expense type needs to be filled out to save the travel request. 
 
PROCEDURE 
 

Click the Travel Request tile. 
 

 
 
The main Travel Request screen appears. 

 

  
4. Status of the request (open, submitted, or approved).  

Approved status can be at any step within the 
approval process. 

5. Act as a delegate for another employee. 
6. Create a new travel request. 

https://nebraska.edu/-/media/projects/unca/docs/travel/travel-resources/quick-reference-guide/del_act_as_delegate.pdf




https://nebraska.edu/travel/international-travel/aig-travel-protector-insurance
https://workflow.nebraska.edu/travel_insurance.html
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Expense Types 
Add an expense type by clicking . 
 

 
 
Select an option from the expense type dropdown menu. 
 

 
 

Enter the required information and click .  
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Continue to add expected expenses to the travel request. 
 
Meals per diem 
To enter meals per diem, add an expense and select Meals (Per Diem) from the dropdown menu. To determine 
meals per diem, click Calculate Amount button.  
 

If the Calculate Amount button is not visible, collapse the Firefly left menu (click on three horizontal lines at 
top left) or reduce the browser zoom. 

 

 
 
If desired, checkmark meals which are anticipated to be excluded. Click on Refresh to calculate all days/meals. 
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If a day/location needs to be changed (e.g., multiple stop trip), select  next to the State and search for the 
location. 
 

 
 
Click OK to return to expense entry. 
 

 
 

The amount will be calculated and auto-fill into the field. Click . 
 

 
 








