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Navigating to the Travel and Expense Center 
In this topic you will learn how to navigate through Edison to the Travel & Expense Center to see where 
Travel transactions are entered and managed. 

Step 1:  
Click the Main Menu link and then select FSCM. 

 

 

Step 2:    
Click the Employee Self-Service link. 

 
 

Step 3:    
Click the Travel and Expense Center link. 
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Step 4:     
In future topics, we will begin on this page and use the options seen here to create and manage Expense 
Reports and Travel Authorizations. 

 

 

Step 5:     
You have successfully navigated to the Travel and Expense Center. 

End of Procedure. 
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Creating an In State Travel Expense Report 
In this topic you will learn how to create a basic In State Travel Expense Report. 

For this scenario, you have traveled to Knoxville for a training seminar.  You stayed for two nights in 
Knoxville.  

Step 1. 
Click the Expense Report link. 

 

 

Step 2. 
Click the Create/Modify link. 
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Step 3. 
To access creating a new travel claim you must enter an Employee ID for who the claim is for. 

Select the Add a New Value tab and enter the Employee ID in the Empl ID field. 

 

 

Step 4. 
Click the Add button. 
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Step 5. 
Business Purpose is a required field.  You will select the item from the dropdown menu that closely 
describes the purpose of your travel. 

Click the Business Purpose dropdown menu. 
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Step 6. 
Select "State Training" from the dropdown menu. 

 

 

Step 7. 
The Report Description field is a required field. Describe the reason for your travel. In this scenario, you 
went to a training seminar. 

Click in the Report Description field. 
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Step 8. 
Enter "Training Seminar" into the Report Description field. 

 

 

Step 9. 
The Destination is required for Expense Reports with lodging or meal expenses.  This is the location where 
you incurred the lodging expense.  Selecting this location will allow the system to generate the allowable 
lodging expense rate. 

Click the Look Up Destination icon. 
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Step 10. 
On the Look Up Destination page, click in the Description begins with field so you can search by the city 
name. 

 

 

Step 11. 
Enter "Knoxville" into the Description begins with field.  
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Step 12. 
Click the Look Up button. 

 

 

Step 13. 
The Search Results for Knoxville only resulted with Knoxville, Tennessee.  If there were results from 
multiple states, you could find Tennessee by looking at the first two letters of the Expense Location.  All of 
Tennessee's Expense Locations will begin with TN. 

 

Step 14. 
To select Knoxville, click the Knoxville Knox link. 
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Step 15. 
Next, you will enter the expenses incurred during the travel in the Expenses section of the Expense Report. 

 

 

Step 16. 
First, click the Calendar Icon and select the date the expense took place on. 
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Step 17. 
Select from the dropdown menu for the type of expense. 

Click the Expense Type dropdown menu. 
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Step 18. 
Select "In State Meal and Incidentals" from the dropdown menu. 
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Step 19. 
Click the Payment Type dropdown menu. 

   

Step 20. 
Select "Cash" from the dropdown menu. 

  



 
 
State of Tennessee – Edison Project        
End User Training Material – Travel Manual: Employees 

16 

Step 21. 
The State of Tennessee Travel Policy only allows 75% of the per diem rate to be claimed on the first and last 
day of travel for overnight travel. 

The per diem rate will default in based on the Destination, so you will need to change the amount to reflect 
75% of that rate (which in this example is $42.00). 

 

Step 22. 
Click in the Amount field and delete the Current Value. 

 

 



 
 
State of Tennessee – Edison Project        
End User Training Material – Travel Manual: Employees 

17 

Step 23. 
Enter "42.00" into the Amount field. 

  

Step 24. 
Now that you are finished with the first expense line, click on the Downward Arrow to the left of the line to 
collapse the line details. 
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Step 25. 
Next, you will enter the lodging expense incurred for the night of October 21, 2015. 

Click on the Plus (+) sign to the right of the first expense line to add a new line. 

 

 

Step 26. 
Click the Expense Type dropdown menu. 
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Step 27. 
Select "In State Lodging" from the dropdown menu. 

  

Step 28. 
Click the Payment Type dropdown menu. 
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Step 29. 
Select "Credit Card" from the dropdown menu. 

 

Step 30. 
Now that you are finished with the second expense line, click on the Downward Arrow to the left of the 
line to collapse the line details. 
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Step 31. 
The In State Lodging expense is the rate of the room for that night.  The state rate will default in because 
the Destination has been inputted. 

Your hotel receipt will have additional taxes for that room, this expense will be shown on an additional line, 
only the room rate will show on this line. 

Click on the Plus (+) sign to the right of the second expense line to add a new line. 

 

Step 32. 
Click the Expense Type dropdown menu. 
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Step 33. 
Select "In St Lodging Taxes/Surcharges" from the dropdown menu. 
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Step 34. 
You will calculate the remaining amount you were charged that night for taxes and enter that amount here. 

Click in the Amount field. 

 

Step 35. 
Delete the current value and enter the desired information into the Amount field.  

Enter "14.32" in the Amount field. 
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Step 36. 
Click the Payment Type dropdown menu. 

 

 

Step 37. 
Select "Credit Card" from the dropdown menu. 
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Step 38. 
Now that you are finished with the third expense line, click on the Downward Arrow to the left of the line 
to collapse the line details. 

 

 

Step 39. 
Click on the Plus (+) sign to the right of the third expense line to add a new line. 
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Step 40. 
The following day is your final travel day. You will need to claim reimbursement for meals and incidentals 
on your final day of travel. Click the Calendar Icon and change the date to October 22, 2015. 
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Step 41. 
Click the Expense Type dropdown menu.  

   

Step 42.  
Select "In State Meal and Incidentals" from the dropdown menu. 
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Step 43.  
Click the Payment Type dropdown menu. 

 

Step 44.  
Select "Cash". 

  



 
 
State of Tennessee – Edison Project        
End User Training Material – Travel Manual: Employees 

29 

Step 45.  
The State of Tennessee Travel Policy only allows 75% of the per diem rate to be claimed on the first and last 
day of travel for meals. 

The per diem rate for Knoxville is $56.00, which will default in because the Destination has been 
inputted.  You will need to change the amount to 75% of that rate, which is $42.00. 

 

Step 46.  
Click in the Amount field. 
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Step 47.  
Delete the current value and enter "42.00" into the Amount field. 
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Step 48.  
Now that the report is complete, you will need to review the summary details prior to submission. 

Click the Summary and Submit blue hyperlink once you have completed your Expense Report and you’re 
ready to review the summary details before final submission. 
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Step 49.  
On the Create Expense Report Summary page, you can review the expense report totals and verify accuracy 
of the claim. If the report does not appear to be accurate, you may click on the Expense Details blue 
hyperlink to return to the Create Expense Report Details page to make any adjustments needed. 

If the report appears to be accurate, proceed to the next step. 
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Step 50. 
Prior to submitting your report, there is an optional place called “Notes” located on the Summary page 
where you may enter any comments related to your travel for the Expense Report. Using the Notes will 
allow you to give any additional information needed about this travel. 

Click on the Notes link. 

Note:  Some agencies require specific information in the Notes; please verify what your agency policy is 
before submitting your Expense Report. 

 

Step 51. 
On the Expense Notes page you may enter any additional information needed about this travel.  

Click in the Notes box. 
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Step 52. 
Enter any additional information related to your travel in the Notes box. 

Click Add Notes button. 

 

 

Step 53.  
Once the report appears to be accurate, place a Checkmark in the box to confirm the report details being 
submitted are accurate and complies with expense policy. 

Select the box to place a Checkmark in the box. 
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Step 54.  
Once a Checkmark has been placed in the box to confirm accuracy, the Submit Expense Report button will 
no longer be gray. 

Click the Submit Expense Report button once you have completed your Expense Report. 

  

 

Step 55.  
Click the OK button to confirm submission. 

Note:  If you do not click the OK button, your Expense Report will not be submitted. 
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Step 56.  
Once you submit your Expense Report, Edison will assign it a Report ID number.   

The approval workflow will also be created after you submit it.  Once that workflow is created, the report 
will be routed to your supervisor for approval. 
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Step 57.  
After submitting your Expense Report the system updates the status to “Submission in Process” to show 
the claim is in the process of routing to the approver’s worklist. You may refresh the status by clicking on 
the Refresh Approval Status button. 

Click on the Refresh Approval Status button. 
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Step 58.  
The Expense Report status updated to “Submitted for Approval” to show the claim has reached the 
approver’s worklist. 

 

 

Step 59.  
You have now successfully created an In State Travel Expense Report containing lodging and meal 
expenses. 

End of Procedure. 
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Creating an Expense Report with Mileage 
In this topic you will learn how to create a Travel Expense Report for mileage only.  

In this scenario, you are creating an Expense Report for two weeks’ worth of mileage you have driven to 
perform your job functions. 

Step 1. 
Click the Create/Modify link. 

 

 

Step 2. 
To access creating a new travel claim you must enter an Employee ID for who the claim is for. 

Select the Add a New Value tab and enter your Employee ID in the Empl ID field. 
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Step 3. 
Click the Add button. 

 

 

Step 4. 
Business Purpose is a required field.  You will select the item from the dropdown menu that closely 
describes the purpose of your travel. 

Click the Business Purpose dropdown menu. 
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Step 5. 
Select "Inspections" from the dropdown menu. 

 

 

Step 6. 
The Report Description field is a required field. Describe the reason for your travel. In this scenario, you 
went to a training seminar. 

Click in the Report Description field. 
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Step 7. 
Enter the desired information into the Report Description field. Enter “December Site Visits". 

  

 

Step 8. 
An Expense Report without lodging and meals & incidentals expenses is not required to enter a 
Destination. 

Note:  Verify with your agency that there are no specific agency requirements for Destination on an 
Expense Report for mileage reimbursement. 

 

Step 9. 
Next, you will enter the actual expenses incurred under the Expenses section of the Expense Report. 
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Step 10. 
First, select the date the expense was incurred. 

Click the Calendar Look Up icon. 

 

Step 11. 
Select the date of October 12, 2015. 
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Step 12. 
Select the type of expense from the dropdown menu. 

Click the Expense Type dropdown menu. 

  

Step 13.  
When traveling from one City to another Point to Point Miles Expense Type should be used. 

Select "In State Point to Point Miles" from the dropdown menu. 
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Step 14. 
Payment Type is a required field.  The only options are Cash or Credit Card.  This selection indicates how 
you paid for this expense. 

Click the Payment Type dropdown menu.  

 

 

Step 15. 
Select "Cash" from the dropdown menu. 

 

 

 

 



 
 
State of Tennessee – Edison Project        
End User Training Material – Travel Manual: Employees 

46 

Step 16. 
Now, you will need to calculate the mileage driven that day. 

Click the Calculate Mileage Rate icon. 

 

 

Step 17. 
Point to Point Mileage is the mileage between cities.  On the Point to Point Mileage Calculation page you 
will select your starting city and ending city, then the mileage between those points will be automatically 
calculated. 

Note:  If the miles driven were all within one city, you will NOT use point to point mileage.  Instead use 
vicinity mileage, which we will cover later in this exercise. 
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Step 18. 
Click the Look up Location Code icon to search for the starting location. 

  

 

Step 19. 
Enter the desired information into the Description begins with field. Searching by Description will allow you 
to search by the name of the city. 

Enter "Nashville" into the Description begins with field. 

  

 

Step 20. 
Click the Look Up button. 
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Step 21. 
Find the correct city in the list of Search Results. 

Click the Nashville DAVIDSON, TENNESSEE link. 

NOTE: If your city does not appear in the list, please contact the Edison Help Desk @ 615-741-HELP or 
866-376-0104 to file a remedy ticket in order to have the city added. 

   

 

Step 22. 

Click the Look up Location Code button to search for the ending location. 
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Step 23. 
Click in the Description begins with field. 

  

 

Step 24. 
Enter the desired information into the Description begins with field.  

Enter "Dickson". 

 

 

Step 25. 
Click the Look Up button. 
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Step 26. 
Find the correct city in the list of Search Results. 

Click the Dickson DICKSON, TENNESSEE link. 

NOTE: If your city does not appear in the list, please contact Edison Help Desk @ 615-741-HELP or 866-
376-0104 to file a remedy ticket in order to have the city added. 

  

 

Step 27. 
Now that both the beginning and ending locations have been entered, the miles between those cities has 
been calculated. 
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Step 28. 
If this was the only mileage driven on October 12, 2015, then click the OK button and input the next day's 
mileage on a new expense line. 

In this scenario, you drove from Nashville to Dickson, completed your job task, and then returned to 
Nashville in the same day.  You will need to add the return trip here since it took place on the same day. 

 

 

Step 29. 
Click the Plus (+) sign button to Add a new row. 

 

 

Step 30. 
The ending location on the previous line always defaults as the beginning location. 
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Step 31. 
Because the Location Code for Nashville is shown on the line above as 1611, you do not need to look up the 
code again, you can simply type in the Location Code. 

Click in the Location Code field. 

  

 

Step 32. 
Enter the desired information into the Location Code field.  

Enter "1611". 

 

 

Step 33. 
In order to populate the Description, you will need to click your Tab key on your keyboard. 

Press [Tab] on your keyboard. 
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Step 34. 
To return to your Expense Claim, click the OK button. 

  

 

Step 35. 
The miles from Nashville to Dickson and Dickson to Nashville have populated beside the Miles field. 
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Step 36. 
The total number of miles calculates the Amount and automatically populates the Amount field. 

 

 

Step 37. 
Now that you are finished with the first expense line, click on the Downward Arrow to the left of the line to 
collapse the line details. 
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Step 38. 
Now, continue on with the next day's mileage. 

Click on the Plus (+) sign to the right of the first expense line to add a new line. 

 

 

Step 39. 
Click the Calendar Look Up icon. 
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Step 40. 
Click the 13 link for October 13, 2015. 

   

Step 41. 
Click the Expense Type dropdown menu. 
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Step 42. 
Select "In State Vicinity Miles" from the dropdown menu. 

 

Step 43. 
In State Vicinity Miles are not used when traveling from one city to another, but rather when the mileage is 
within one city. 

In this scenario, your office location is in Nashville and the building you need to inspect is also in Nashville. 
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Step 44. 
Click the Payment Type dropdown menu. 

  

Step 45. 
Select "Cash" from the dropdown menu. 
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Step 46. 
Unlike Point to Point Miles, when you select Vicinity Miles as your Expense Type, you must enter the 
number of miles you drove. 

Click in the Miles field. 

Note:  Some agencies require further documentation for vicinity mileage.  Check with your agency to 
receive the guidelines for vicinity miles. 
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Step 47. 
Enter "15" into the Miles field. 

  

Step 48. 
In order to populate the Amount, you will need to click your Tab key on your keyboard. 

Press [Tab] on your keyboard. 
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Step 49. 
The Description field on the expense line allows you to type additional information that is required for 
mileage expenses. 

 

Step 50.  
Now that the report is complete, you will need to review the summary details prior to submission. 

Click the Summary and Submit blue hyperlink once you have completed your Expense Report and you’re 
ready to review the summary details before final submission. 
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Step 51.  
On the Create Expense Report Summary page, you can review the expense report totals and verify accuracy 
of the claim. If the report does not appear to be accurate, you may click on the Expense Details blue 
hyperlink to return to the Create Expense Report Details page to make any adjustments needed. 

If the report appears to be accurate, proceed to the next step. 

 

Step 52. 
Prior to submitting your report, there is an optional place called “Notes” located on the Summary page 
where you may enter any comments related to your travel for the Expense Report. Using the Notes will 
allow you to give any additional information needed about this travel. 

Click on the Notes link to add a comment to the report. 

Note: Some agencies require specific information in the Notes; please verify what your agency policy is 
before submitting your Expense Report. 
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Step 53.  
Once the report appears to be accurate, place a Checkmark in the box to confirm the report details being 
submitted are accurate and complies with expense policy. 

Select the box to place a Checkmark in the box. 

 

 

Step 54.  
Once a Checkmark has been placed in the box to confirm accuracy, the Submit Expense Report button will 
no longer be gray. 

Click the Submit Expense Report button once you have completed your Expense Report. 
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Step 55.  
Click the OK button to confirm submission. 

Note:  If you do not click the OK button, your Expense Report will not be submitted. 

 

 

Step 56.  
Once you submit your Expense Report, Edison will assign it a Report ID number.   

The approval workflow will also be created after you submit it.  Once that workflow is created, the report 
will be routed to your supervisor for approval. 
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Step 57. 
To refresh the status of your report, click on the Refresh Approval Status button 

 

 

Step 58. 

You have successfully created an Expense Report with mileage.  

End of Procedure. 
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Creating an Expense Report for MVM Fuel Reimbursement 
In this topic, you will learn how to enter an Expense Report to receive reimbursement for MVM Fuel 
expenses incurred during travel with a State of Tennessee vehicle. 

Step 1. 
In this scenario, travel was done on December 2, 2015 in a State of Tennessee vehicle.  The fuel for this 
vehicle was paid for with your own credit card. 

Now, an Expense Report needs to be entered for reimbursement of that fuel amount. 

 

 

Step 2. 
Click the Expense Report link. 
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Step 3. 
Click the Create/Modify link. 

 

 

Step 4. 
To access creating a new travel claim you must enter an Employee ID for who the claim is for. 

Select the Add a New Value tab and enter the Employee ID in the Empl ID field. 
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Step 5. 
Click the Add button. 

 

 

Step 6. 
Business Purpose is a required field.  You will select the item from the dropdown menu that closely 
describes the purpose of your Expense Report. 

Click the Business Purpose dropdown menu. 
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Step 7. 
Click "MVM Fuel Reimbursement" from the dropdown menu. 

 

 

Step 8. 
The Report Description field is a required field used to describe the nature of travel. 

Click the Report Description field. 
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Step 9. 
Enter "Fuel Reimbursement" into the Report Description field.  

 

 

Step 10. 
Next, enter the expense for MVM Fuel Reimbursement under the Expenses section. 
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Step 11. 
Click the Calendar Look Up icon for Expense Date.  

 

Step 12. 
Select the date the expense was incurred. 

For this scenario, the expense was incurred on December 2, 2015.  

Select December 2, 2015. 
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Step 13. 
Click the Expense Type dropdown menu. 
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Step 14. 
Scroll down the menu. 
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Step 15. 
Select "MVM Fuel Reimbursement" from the dropdown menu. 
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Step 16. 
Click the Payment Type dropdown menu. 

 

 

Step 17. 
Select "Credit Card" from the dropdown menu. 
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Step 18. 
Notice, unlike other Expense Types discussed in this manual, MVM Fuel Reimbursement allows for the 
entry of the exact amount that was spent. 

 

 

Step 19. 
Click in the Amount field. 
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Step 20. 
Delete the current value. 

 

 

Step 21. 
Enter "36.45" into the Amount field. 
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Step 22. 
Make sure any scanned documents needed for this Expense Report are attached. 

You will learn how to attach a document in the upcoming topic Adding Attachments. 

 

 

Step 23.  
Now that the report is complete, you will need to review the summary details prior to submission. 

Click the Summary and Submit blue hyperlink once you have completed your Expense Report and you’re 
ready to review the summary details before final submission. 
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Step 24.  
On the Create Expense Report Summary page, you can review the expense report totals and verify accuracy 
of the claim. If the report does not appear to be accurate, you may click on the Expense Details blue 
hyperlink to return to the Create Expense Report Details page to make any adjustments needed. 

If the report appears to be accurate, proceed to the next step. 

 

Step 25. 
Prior to submitting your report, there is an optional link called “Notes” located on the Summary page 
where you may enter any comments related to your travel for the Expense Report. Using the Notes will 
allow you to give any additional information needed about this travel. 

Click on the Notes link to add a comment to the report. 

Note: Some agencies require specific information in the Notes; please verify what your agency policy is 
before submitting your Expense Report. 
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Step 26.  
Once the report appears to be accurate, place a Checkmark in the box to confirm the report details being 
submitted are accurate and complies with expense policy. 

Select the box to place a Checkmark in the box. 

 

 

Step 27.  
Once a Checkmark has been placed in the box to confirm accuracy, the Submit Expense Report button will 
no longer be gray. 

Click the Submit Expense Report button once you have completed your Expense Report. 
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Step 28.  
Click the OK button to confirm submission. 

Note:  If you do not click the OK button, your Expense Report will not be submitted. 

 

Step 29.  
Once you submit your Expense Report, Edison will assign it a Report ID number.   

The approval workflow will also be created after you submit it.  Once that workflow is created, the report 
will be routed to your supervisor for approval. 

 

Step 30. 
You have successfully entered a new Expense Report for MVM Fuel reimbursement. 

End of Procedure.  
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Creating an Out of State Travel Expense Report  
In this topic you will learn how to create an Out of State Travel Expense Report. 

 

Step 1. 
In this scenario, you are creating an Expense Report for an Out of State conference. 

You have traveled to Louisville, KY for a conference which required an overnight stay. 

 

Step 2. 
Click the Expense Report link. 

 

 

Step 3. 
Click the Create/Modify link. 
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Step 4. 
To access creating a new travel claim you must enter an Employee ID for who the claim is for. 

Select the Add a New Value tab and enter the Employee ID in the Empl ID field. 

 

 

Step 5. 
Click the Add button. 
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Step 6. 
Business Purpose is a required field.  You will select the item from the dropdown menu that closely 
describes the purpose of your travel. 

Click the Business Purpose dropdown menu. 

   

Step 7. 
Select "Conference" from the dropdown menu. 
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Step 8. 
The Report Description field is required.  In this field you will enter a description for what type of travel the 
Expense Report will be reimbursing. 

Click in the Report Description field. 

 

 

Step 9. 
Enter the desired information into the Description field.  

Enter "Out of State Conference". 
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Step 10. 
Click the Look up Destination button to search for a Destination. 

 

 

Step 11. 
On the Look Up Destination page, click in the Description begins with field so you can search by the city 
name. 
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Step 12. 
Enter the desired information into the Description begins with field.  

Enter "lou". 

  

 

Step 13. 
Click the Look Up button. 
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Step 14. 
Click the Louisville Jefferson link. 

 

 

Step 15. 
Next, you will enter the actual expenses incurred under the Expenses section of the Expense Report. 
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Step 16. 
The Date field contains the date that the expense was incurred. 

Enter the desired information into the  Date field. Enter "12/02/2015". 

 

 

Step 17. 
Click the Expense Type dropdown menu. 
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Step 18. 
Select the “Out of State Lodging” from the dropdown menu. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
State of Tennessee – Edison Project        
End User Training Material – Travel Manual: Employees 

91 

Step 19. 
Click the Payment Type dropdown menu. 

  

Step 20.  
Select “Credit Card” from the dropdown menu. 
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Step 21. 
The actual expense for lodging that was spent was $105. The per-diem amount automatically populated 
into the field based on the Date and Destination used, so now you must manually change the amount to 
equal the actual expense amount for lodging (in this example it is $105). 

Enter the desired information into the Amount field. Enter "105". 

 

 

Step 22. 
Now that you are finished with the first expense line, click on the Downward Arrow to the left of the line to 
collapse the line details. 
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Step 23. 
Next you will enter an additional expense item. 

Click on the Plus (+) sign to the right of the first expense line to add a new line. 

 

 

Step 24.  
Notice the Date automatically populated on the new expense line. This may be changed, if needed. For this 
scenario it can remain as is. 

Click the Expense Type dropdown menu. 
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Step 25.  
Select “Out of State Meals & Incidentals” from the dropdown menu. 

 

Step 26.  
Click the Payment Type dropdown menu. 
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Step 27.  
Select “Credit Card” from the dropdown menu. 

  

Step 28. 
The State of Tennessee Travel Policy only allows 75% of the per diem rate to be claimed on the first and 
last day of travel for meals. 

The per diem rate will default in based on the Destination, so you will need to change the amount to reflect 
75% of that rate (which in this example is $45.75). 
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Step 29. 
Click in the Amount field and delete the Current Value. 

 

 

Step 30. 
Enter "45.75" into the Amount field. 
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Step 31. 
Now that you are finished with the second expense line, click on the Downward Arrow to the left of the 
line to collapse the line details. 

 

 

Step 32. 
Next, you will enter an additional expense line item. 

Click on the Plus (+) sign to the right of the first expense line to add a new line. 
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Step 33.  
Notice the Date automatically populated on the new expense line. The following day is your final travel day. 
You will need to claim reimbursement for meals and incidentals on your final day of travel.  

Click the Calendar Icon and change the date to December 3, 2015. 
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Step 34. 
Click the Expense Type dropdown menu.  

   

Step 35.  
Select "Out of State Meal and Incidentals" from the dropdown menu. 
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Step 36.  
Click the Payment Type dropdown menu. 

 

Step 37.  
Select "Credit Card" from the dropdown menu. 
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Step 38.  
The State of Tennessee Travel Policy only allows 75% of the per diem rate to be claimed on the first and 
last day of travel for meals. 

The per diem rate for Louisville is $61.00, which will default in because the Destination has been 
inputted.  You will need to change the amount to 75% of that rate which is $45.75. 

 

Step 39.  
Click in the Amount field. 
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Step 40.  
Delete the current value and enter "45.75" into the Amount field. 

  

Step 41. 
Make sure any scanned documents needed for this Expense Report are attached. A document can only be 
attached prior to submission. Submit report AFTER documents are attached. 

You will learn how to attach a document in the upcoming topic Adding Attachments. 
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Step 42.  
Now that the report is complete, you will need to review the summary details prior to submission. 

Click the Summary and Submit blue hyperlink once you have completed your Expense Report and you’re 
ready to review the summary details before final submission. 
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Step 43.  
On the Create Expense Report Summary page, you can review the expense report totals and verify accuracy 
of the claim. If the report does not appear to be accurate, you may click on the Expense Details blue 
hyperlink to return to the Create Expense Report Details page to make any adjustments needed. 

If the report appears to be accurate, proceed to the next step. 

 

Step 44. 
Prior to submitting your report, there is an optional place called “Notes” located on the Summary page 
where you may enter any comments related to your travel for the Expense Report. Using the Notes will 
allow you to give any additional information needed about this travel. 

You may click on the Notes link to enter a comment on the report. 

Note: Some agencies require specific information in the Notes; please verify what your agency policy is 
before submitting your Expense Report. 
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Step 45.  
Once the report appears to be accurate, place a Checkmark in the box to confirm the report details being 
submitted are accurate and complies with expense policy. 

Select the box to place a Checkmark in the box. 

 

Step 46.  
Once a Checkmark has been placed in the box to confirm accuracy, the Submit Expense Report button will 
no longer be gray. 

Click the Submit Expense Report button once you have completed your Expense Report. 
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Step 47.  
Click the OK button to confirm submission. 

Note:  If you do not click the OK button, your Expense Report will not be submitted. 

 

 

Step 48.  
Once you submit your Expense Report, Edison will assign it a Report ID number.   

The approval workflow will also be created after you submit it.  Once that workflow is created, the report 
will be routed to your supervisor for approval. 
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Step 49.  
After submitting your Expense Report the system updates the status to “Submission in Process” to show 
the claim is in the process of routing to the approver’s worklist. You may refresh the status by clicking on 
the Refresh Approval Status button. 

Click on the Refresh Approval Status button. 
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Step 50.  
The Expense Report status updated to “Submitted for Approval” to show the claim has reached the 
approver’s worklist. 

 

 

Step 51.  
You have successfully created an Out of State Expense Report. 

End of Procedure. 
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Exceeding Per Diem Limit on Expense Report 

Step 1. 
In this scenario, due to various circumstances you were not able to book a hotel in the Destination listed 
within the per-diem limit allowed, which is $106.  

The per-diem amount automatically populated into the field based on the Date and Destination used, so 
now you must manually change the amount to equal the actual expense amount for lodging (in this 
example it is $110). 

Enter the desired information into the Amount field. Enter "110". 

 

 

Step 2. 
Now that you are finished with the first expense line, click on the Downward Arrow to the left of the line to 
collapse the line details. 
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Step 3. 
Next you will enter an additional expense line item. 

Click on the Plus (+) sign to the right of the first expense line to add a new line. 

 

 

Step 4.  
Notice the red flag  indicating an error on the first line.   

Click on the red flag to identify the error. 
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Step 5.  
Error message states, “Authorized Amount -- You entered an amount over your authorized limit of 106.00 
USD.  Explain why.”   

You will need to enter an explanation to bypass the error.  

Click Return to go back to the report page.  

 

 

Step 6.  
Click on the “Location Amount Exceed Comment” icon located beside the Location field in the expense line 
details. 
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Step 7.  
Type in the appropriate explanation in the box. 

   

Step 8.  
Click the OK button to return to expense report. The red flag error will now be cleared. 

 

Step 9.  

You have successfully created an expense report exceeding the per diem limit. 

End of Procedure. 
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View an Expense Report 
In this topic, we will view a submitted expense report to check the status and see where it is located in the 
approval process. 

Step 1. 
Click the Expense Report link. 

 

Step 2. 
Click the View link. 
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Step 3. 
Enter the Report ID (if you know it) or leave it blank (to select an available report in the list). Search by the 
Report ID to locate the expense report you wish to view.  

Enter the Report ID. 

  

Step 4. 
Click the Search button. 
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Step 5. 
Review the Approval History section visual train. This section displays a Visual Train showing the full 
workflow process of the expense report and where the report is at in the process. 

 

 

 

 
 

 

 

 

 

 

 

 

The Approval History Visual Train shows the following: 

• What steps have been completed in the approval process 
• Where a claim is located in the approval process 
• What steps are left to be completed in the approval process 
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Step 6. 
Approval History Visual Train Guidelines 

• The colored icon displays a green checkmark when approval action has been completed. 
 

• The report is located at the workflow level that contains a colored icon with no green checkmark 
 

• Icons in black and white are pending actions and the report has not yet reached those particular 
workflow levels. 

 

Step 7. 
Notice in the expense report shown below the Approval History Visual Train displays the “HR Supervisor” 
icon in color along with the name of the approver the report routed to.  

The “HR Supervisor” colored icon does not display a green checkmark like the “Submitted” icon does, so 
this approval level has not been completed. The report is awaiting approval in the HR Supervisor’s worklist. 

 

Note:  If a few days have passed since you submitted your claim and it has not been approved by your 
supervisor, please contact your supervisor. 

 
 

This report is waiting for supervisor 
approval. The icon is in color and there 
is no green checkmark indicating it has 
been completed.  

The green checkmark indicates 
this action has been 
completed. 

Black and White icons indicate 
the report has not reached 
these workflow levels yet. 
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Step 8. 
Report Routes to Incorrect Supervisor 
If your claim routes to an incorrect supervisor, call your Agency’s Fiscal Office to have your claim re-
routed/reassigned.  Please provide them with your name, report id, the incorrect approver, and the 
approver that it should be routed to.   

Look under the “Verify HR Supervisor (Reports To)” section in this document to verify who is set up to 
approve your claims in Edison. If this individual is incorrect, please contact your Agency’s HR Department 
to have this information updated to the correct approver.  

Note:  If your claim routed to Sarah Lunsford (the travel system administrator), it means either the 
supervisor is blank on the organizational data tab or your supervisor is on leave.  If this applies to you, 
please contact your Agency’s Fiscal Office and request for the claim to be reassigned.  

If further assistance is needed, please contact the Edison Help Desk (741-HELP) and request the claim to be 
reassigned.  You must tell them that the claim is in Ms. Lunsford’s approval list and provide them with your 
acting supervisor’s name and Edison Login ID. 
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Step 9. 
Below the Approval History Visual Train section is a list of approval actions, where you can review actions 
that have been taken on your travel claim. 

 

 
 

Step 10.  
You have successfully viewed an expense report. 

End of Procedure. 

 
 
 
 
 
 
 
 
 
 
 

The Action History List shows the following: 

• Who submitted the report and the date and time it was submitted. 
• Who took approval action on the report and the approval level the 

action was taken at. 
• If the report was approved, denied, or sent back and the date and 

time of their action.  



 
 
State of Tennessee – Edison Project        
End User Training Material – Travel Manual: Employees 

119 

Withdraw an Expense Report from Workflow 
In some circumstances an employee may submit an expense report, and realize afterward something is 
incorrect on their report (Example: forgot to add an expense, wrong amount entered, duplicate claim, etc.) 
or the report is no longer needed.  

If this situation occurs, the employee may withdraw their expense report to remove it from workflow and 
allow them to have access to modify or delete the report.  

Guidelines 

• An expense report can only be withdrawn from workflow to return to the employee if it has not 
been approved at the first approval level.  
 

• If the report has been approved by the first approval level, the report will not be available to 
withdraw. 
 

• Only the employee or proxy have access to withdraw their expense report. 

 

Step 1. 
Click the Expense Report link. 
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Step 2. 
Click the View link. 

 

 

Step 3. 
Search by the Report ID to locate the expense report you wish to withdraw.  

Enter the Report ID. 
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Step 4. 
Click the Search button. 
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Step 5. 
Verify the report has not been approved at the first approval level. 

Review the Approval History section. Notice the first approval level is “HR Supervisor”  and the icon does 
not have a green checkmark to show it has been completed. Additionally, below the visual train the claim 
does not state it has been approved. The report has not been approved yet and is available to withdraw. 
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Step 6. 
Another indicator that the report has not been approved at the first approval level is the Withdraw 
Expense Report button is visible on the page to the employee. If the report was not available to be 
withdrawn, this  button would not be visible. 

Click on the Withdraw Expense Report button to return the report to the employee, which will remove it 
from the approver’s worklist. 
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Step 7. 
The page displays a message in red text stating the report has been withdrawn from the approver’s 
worklist. 
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Step 8. 
Click on the Refresh Approval Status button to update the status of the report. 
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Step 9. 
Notice the status of the report has updated to Pending, and is now available to the employee to modify or 
delete through Employee Self-Service. 

Additionally, the Approval History section updated displaying the action taken by the employee to 
withdraw the report with the date and time the action took place. 

 

 

Step 10.  
You have successfully withdrawn an expense report from workflow. 

End of Procedure. 
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