
Travel 
Advance 



Travel Advance Steps:
1. International Travel Registration

2. Concur expense report-Travel Authorization

3. Check request

4. Picking up check

5. Settling trip expenses-After you return

*Travel Advances can only be taken out if you are traveling internationally or with students



Step One: International Travel 
Registration

International Travel Registration is found on the 

MyNMU website

● Click on the link, then click Register Now

● Complete the Travel Registration completely

● Click next

● You will have to agree to the terms then click 

Submit

Note:  Both your supervisor and the International 

Programs office will have to approve your travel 

registration prior to submitting the travel 

authorization expense report

If you are not traveling internationally, you will skip this step



Step Two:  Concur Expense Report-Travel Authorization

● Policy: Travel Authorization

● Travel Type: Faculty or Staff Travel

● Report Name: Reason for travel 

advance

● Departure & Return: Date of 

travel

● Destination: Place of travel

● Business Purpose: Reason for 

travel

○ Click Create report



      

● Click Add Expense 

● Add Expense: Travel Authorization

● Expense Type: Travel Authorization

● City: County traveling to

● Payment Type: Authorization request

● Amount: Amount of Travel Advance 

request

○ Click Save Expense, then click 

Submit Report

Note:  The expense report will need to be 

approved by the Org Code owner AND the 

Controller’s office prior to the check 

request being processed

Step Two continued :  Concur Expense Report-Travel Authorization



Step Three:  Check Request
Located on the Finance and Administration website (Internal 

Resources, Forms)

● Payee: Your information  
● Reason for Disbursement: Travel related 

prepayments…
○ P.O. #:  Travel Authorization

● Account Distribution Information: 
○ Organization Number:  Dept Org
○ Account Code: 7300 Faculty Travel or 

7310 Staff Travel
○ Amount: Amount of Travel Advance

● Line 2: Put the date you want to have the 
check ready for pick up

● Financial Manager MUST sign the check 
request 
○ Email signed request with the 

APPROVED supporting 
documentation to venpay@nmu.edu

Note: Supporting documentation is the 
International Travel Registration and Concur 
Expense Report



Step Four: Picking up your check

● You pick up your check in the Controller’s 

office/Vendor Payable office

● You must have a picture ID to pick up your check

● You will sign a Travel Advance Acknowledgement 

form

○ This form authorizes the University to put 

the amount of the travel advance on your 

Faculty/Staff account until your trip is 

complete and you settle your expenses



Step Five:  Settling your Trip Expenses

● Policy: Travel and Entertainment
● Travel Type: Faculty or Staff Travel
● Report Name: Reason for travel 

advance
● Departure & Return: Date of 

travel
● Business Purpose: Reason for 

travel
○ Click Create report



Step Five continued:  Settling your Trip Expenses

● Click Add Expense 
● Add Expense: Enter the expense type
● Transaction Date: Date on receipt
● Payment Type: Cash/Personal Credit Card
● Amount: Enter the amount of expense
● Upload a copy of the receipt

○ Click Save Expense
○ If  you have multiple expenses; Click 

Save and Add Another



      

● Click Add Expense again

● Add Expense: International Travel 

Advance

● Transaction Date: Date of travel

● Payment Type: Cash/Personal Credit Card

● Amount: Enter the amount of travel 

expense as a NEGATIVE amount

● Click Save Expense

Step Five continued:  Settling your Trip Expenses



      

● The report total MUST equal ZERO dollars

● Click Submit Report

Note: Once approved, the report shows that the 

money was used for the purpose intended and 

will balance out the charge that was placed on 

your faculty/staff account

Step Five continued:  Settling your Trip Expenses



Any questions?

reach out to 
Vendor Payables 

at venpay@nmu.edu
or ext 2339


