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How to Enter a Travel Authorization 
(Replaces Travel Funding Request Form) 

 
Background: A travel authorization secures the necessary approvals prior to traveling or booking travel. This is 
an automated process within CUNYfirst. A travel authorization details the purpose of the trip, destination, 
transportation method, and anticipated costs. To optimize pricing, trips should be booked several weeks prior 
to traveling. The completed travel authorization will be routed to your supervisor for approval. Supervisors 
must be alerted of the upcoming trip; they will approve upon entry. Pre-authorization request forms will no 
longer be required. Prior to submitting a travel authorization, first time travelers should ensure that they have 
a CUNYfirst profile and a signed travel policy. Please contact accountspayable@sps.cuny.edu for this 
information. 
 
Step one: Log onto to CUNYfirst and click on “Employee Self Service.” 
 

 
 
Step two: Click on “ESS Travel and Expenses.” 
 

 
 
 

https://www.cuny.edu/wp-content/uploads/sites/4/page-assets/about/administration/offices/cis/information-security/cunyfirst-peoplesoft-security/CF_Travel-Expenses_Access_Form.pdf
https://media.sps.cuny.edu/filestore/4/8/7/4_fecd9b9c57af669/4874_02bf19b970c1d94.pdf
mailto:accountspayable@sps.cuny.edu


2 
 

Step Three: Under travel authorizations select “create/modify”. Your employee ID (empl ID) should be 
automatically populated under “add a new value”. Click add. 
 

 
 
Step Four: Required fields include business purpose, description, default location, and date from and to. 
“Business purpose” will always be conference. “Description” is the name of the conference. “Default location” 
includes the capitalized two letter state abbreviation and city. “Date from” and “Date To” are the dates of the 
conference and should always be future dated. Travel authorizations cannot be entered for past dates. 
 

 
 
Note: search the default location by description 
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Step Five: Enter your expected expenses. “Expense types” are categorized under PSC or Non-PSC, it is 
important to know your title prior to submitting a travel authorization. For the purposes of this guide, I will 
use my title (PSC). The most frequently used expense types are commercial air travel, conference registration 
fee, receipted lodging, taxi/car service, per diem breakfast, and per diem dinner. Please remember that the 
amounts are expected expenses, as the trip has not yet occurred. If you would like to include other expense 
types, please contact Accountspayble@sps.cuny.edu or Purchasing@sps.cuny.edu.  
 

 
 

- Payment type is selected from the dropdown menu. 
- CUNY Card are expenses covered by SPS issued purchasing card. 
- Empl Paid (employee paid) are expenses paid up front and reimbursed after the trip once qualified 
expenses have been reconciled. 
- Non-reimbursable expenses are rejected by Central at expense report level.  
- TCard expenses are expected to be covered by SPS issued travel credit card. 
 
*CUNY Card and non-reimbursable are not to be used as payment type when entering travel 
authorization, it is for central use only. * 

 
Step Six: Calculate your expected expenses by doing the following: 
 

- Commercial air travel: Browse flights on Concur by searching for the conference city and dates. 
 

- Taxi/Car Service: Browse rates on uber or lyft. Cabs are only allowed between home, airport, 
conference hotel. Trips normally require four uber/lyft rides (home to airport, airport to conference 
hotel, conference hotel to airport, airport to home). Include each trip in your travel authorization. 

 
- Receipted Lodging: Search for the city, state, and fiscal year of your conference on the GSA website. 

On CUNYfirst use the dropdown menu to include number of nights and nightly rate. 
 
 
 
 
 

mailto:Accountspayble@sps.cuny.edu
mailto:Purchasing@sps.cuny.edu
https://us2.concursolutions.com/registration/register_form.asp?plslookup=true&regcode=CUNY218147
https://www.gsa.gov/travel-resources
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- Per diem breakfast/dinner: Using the same link you used for receipted lodging GSA website scroll 
down after your city, state, fiscal year search.  
 
 

 
 

https://www.gsa.gov/travel-resources
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Note the M&IE total only. Refer to the M&IE matrix below to identify the breakfast and dinner 
amount. In this example we are using the M&IE total of $69 which is separated into $14 
breakfast/$55 dinner. Breakfast and dinner expense lines will need to be added for every conference 
day you are not provided with a meal. For example, a five-day conference would require ten expense 
lines on CUNYfirst. 
 

 
 
 

Step Seven: Back on CUNYfirst, click “save for later” on the upper right-hand side of the screen, a travel 
authorization number will be auto generated. Make a note of your Authorization ID, as it will be needed 
for future steps. 
 
 

 
 
 
Step Eight: Click “summary and submit” and you will be directed to the submission page. Under notes add 
your rationale for attending the conference. 
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Step Nine: Below is an example of a justification. Click “add notes” and “OK”. 
 
 
 

 
 
 

Step Ten: Check the box below and submit. 
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Step Eleven: Your supervisor will receive a notification to their email to approve your travel authorization. 
To view your workflow, secure your travel authorization number and click view. 

 
 

 

 
 

 
Step Twelve: Enter your authorization ID and click search. 
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Your supervisor and Washington Hernandez will appear under “approval history.” 
 

 
 
 

After Submitting your Travel Authorization 
 
1. Email Andy Collado (andy.collado@cuny.edu) and Accounts Payable (accountspayable@sps.cuny.edu) 

stating that you submitted a travel authorization and include the Authorization ID on subject line. 
 

2. Follow up with your Supervisor/Washington for revision and approval. 
 

3. Once the travel authorization is fully approved you may begin booking conference registration, 
transportation, and hotel. Please contact Andy Collado and Accounts Payable if you would like to use 
an SPS issued travel credit card for these purchases.  

 
4. Note: conference registration may also be booked through the purchasing department by filling out a 

funding request form. Please send the completed form with signatures to purchasing@sps.cuny.edu.  
 

5. All forms and guidelines can be found on the SPS Business Office site. 
 

 
 

mailto:andy.collado@cuny.edu
mailto:accountspayable@sps.cuny.edu
https://media.sps.cuny.edu/filestore/4/8/7/7_c73ee1f58ae1d96/4877_0ae5835ac8aa589.pdf
mailto:purchasing@sps.cuny.edu
https://sps.cuny.edu/about/directory/office-fiscal-and-business-operations/accounts-payable-and-purchasing

