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To Enter a No Cost Trip
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External or No Booking Needed
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Day/Overnight/Blanket
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Create expense for your trip
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You will see an error message saying you need to add an expense before you can submit your request.
  
Add an expense item and choose, “no cost trip.” 

That will allow you to save and submit the request. 
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Select No Cost Trip
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Add the expense, No Cost trip.  No amount is needed in the Transaction Amount field.
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Requests need the correct COA (find this in your request details area).  Check that area next.
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COA: Location must be (0000) Default Location
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Correct Entries:  TCNJ/100000/1600/100/0000/0000/0000
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Correct to 100000
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Correct to 100
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This is your request details area, just below the type of trip, rationale, etc. 
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Remember to submit your request once the COA has been updated.


