
Initiator/Arranger 
completes the travel 

request, including 
the full budget

Department 
approves:

Business purpose, 
absences, budget 

and chartfield

Travel Office/Agency 
Prepayment

Agency charges the 
card

PCard/Travel 
reallocate and 

approve the charge 
in People Soft

Pay Personally No action, save 
receipts for 

reimbursementMethod of Payment

Purchase Order
eRequest initiated 

by department. 
Include the T#

Go through normal 
PO process

Registration through 
eTravel

Department email 
Service Center 

registration and 
other needed info

Service Center 
complete eTravel 
payment request, 
and sends email 
when complete

Auto feeds into prep 
in People Soft

New Vendor: shows 
up in prep in Vendor 
Maintenance, they 

then add vendor and 
release payment 

Voucher is created 
and payment is sent 

to AP

Existing Vendor:
Will reactivate /
update vendor

Email Accounts 
Payable mailbox 
with registration 

form and t#

Hold for pick up, the 
department will pick 

up at Accounts 
Payable 

(Blankenship)

Travel Process – Prepayment with Non PCard Methods


