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Travel expense reports must be attached to an approved travel request. If the expense report contains an error 
icon   with the action shown on the screenshot below, a correction needs to be made before the report can be 
submitted. 
 

 
 
HELPFUL HINTS 

 
�x Travelers or delegates should always create a travel expense report from the approved travel request. 

 

 
 
PROCEDURE 

 
If an expense report was created from the expense tab, it must be attached to the approved travel request. From 
within the expense report, click on Details and select Report Header from the dropdown menu. 
 

  




