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• Out-of-Town” is processed through our APECS system. 

• The “Rules and Regulations” for out-of-town travel remains 
the same. Please note only 3 people to a Conference

• If you want your Registration/Hotel to be paid directly, please 
make sure that they are loaded as a MSCS vendor. If not, that 
will delay your process. 

• Once your travel requisition has been approved. Your next 
step is to complete the expense report for the 
Registration/Hotel to be paid in advance. Make sure that 
your invoices have the correct mailing address. If not, it will 
delay the process.

• Please allow 30 to 60 days for approval.
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Step 1:
Navigate to Finance/Requisition/Travel Requisition
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Step 2:
Complete highlighted areas by typing or selecting from
dropdown menu if available. Req Center(Department or School), Name(employee that is traveling),
Type(Out of State), Training(Staff Development), Purpose(Conference Full Name), Out of State(City), 
State(Location). Meeting dates/time(is the date/time of the Conference), Trip dates/time(is the 
date/time the employee will be traveling to get to the Conference). Note that your meeting 
dates/time can’t be the same as your trip dates/time. You must allow traveler time to get to the 
Conference.
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Step 2 (cont’d):
Complete travel cost estimates or check “No Cost” if applicable.
The “Direct Pay box should be checked to pay vendors directly(vendor must be on file) and the hotel/ 
registration invoices must have the correct remit to address. If meals are included in the registration 
make adjustment to the meals cost. Make sure that everything is completed for the travel requisition. 
The “P-Card” box should be checked for airfare(vendor used American Express).
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Step 3(cont’d):
Click the paperclip in the top left corner and the attachments box will show. Attach all documentation 
for traveler. Your hotel/registration must have the correct mailing address that matches the vendor, 
make sure you have the filename for each document. For example, Tanika Jennings-Registration or 
Tanika Jennings-Hotel.
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Step 4 (cont’d):
Enter account number and your object code should be 52400 and the amount for travel 
expenditures. Click the Save and Post. 
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Step 5:
Travel requisition will route for approval. Once the Account and Reporting office has approved 
APECS will generate a travel PO. You must go back in and create an expense report for the 
hotel/registration to be paid.
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Step 6:
To pay expenditures directly (hotel, registration) navigate to the
Finance/Travel/Expense Report
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Step 7 :
“Pay” to process direct payment for the Hotel & Registration. Please make sure that 
the right vendor is selected with the correct address for the Hotel & Registration, also make sure
the address is on the invoices. If the information is not correct it will delay the process for payment.
Only attach the hotel/registration invoices for payment. Make sure you have the filename for each        

document. For example, Tanika Jennings-Registration or Tanika Jennings-Hotel.
The request will route for approvals.
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Step 8:
Reimbursement for the employee is done when they return from the Conference, navigate to the 
Finance/Travel/Expense Report. 
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Step 9:
Enter final expenditure amounts for the employee, attach all receipts, 
and check the “Pay” box. If the hotel was paid in advance, please make sure that you have 
the itemize hotel receipt attach. The final expense report will route for approvals.
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Notes:

• Make sure that all documentation is attach to the travel requisition.

• Please make sure on the front end of selecting the hotel. That they will take a check, if they don’t
the employee will have to pay and be reimbursed.

• Hotel/Registration invoices must show the mailing address and make sure 
you only attach hotel/registration invoice for payment on the expense report

• Make sure you have the correct vendor selected for payment, if the vendor you selected is 
not a MSCS vendor. They will have to go online fill out W-9 form with Procurement Dept.

• When your travel requisition has been approved. You will still need to create an expense report for the 
hotel/registration to be paid in advance.
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Notes:

• Make sure you have enough money to cover any extra charges. Some parts of the travel is estimated cost.

• Only 3 people to a Conference. You can’t have the same person going to 2 or more Conferences at the end of 
the school year. Because that will have to be approved by the Accounting and Reporting office.

• If it’s cheaper to fly and you have an employee that wants to drive. We will only reimburse the cost of the 
airfare and the quote must be attached to the travel requisition.

• Please note that travel is a process.
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