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How you can prepare for the adventure 
of Academic Senate forms and 
PeopleSoft

*Parts of this presentation
were borrowed from Mesa 
College Faculty training.
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• There are 3 basic steps:
1. Program Chair and/or Dean approval
2. Academic Senate approval
3. PeopleSoft:

• TA: Travel Authorization (before travel)
• ER: Expense Report (after travel)
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• There are 3 basic steps:
1. Program Chair and/or Dean approval
• The Academic Senate Conference/Travel Pre-
Authorization form can be found on the website.

• Faculty can give the form to their PC and/or Dean.
Faculty can also email it or send it via district mail.
Talk with your PC and/or Dean.

• Faculty should include copies of supporting/travel 
documents. More on supporting documents see 
page 11, TA FAQs.

Questions?



9/10/2019

5

The pdf form is fill-able 
so you can type your 
information on the form 
before you print.

SDCE.edu  Organization  Faculty and Staff Resources  Faculty Travel and 
Conference Forms
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• There are 3 basic steps:
Program Chair and/or Dean approval
2. Academic Senate approval
• Faculty should remind/request PC and/or Dean to send 

Pre-Authorization form and supporting documents to 
Academic Senate Treasurer. Check page 11, TA FAQ's.

• AS Treasurer will review the request, usually takes 1-2
weeks.

• AS Treasurer will email Faculty with approval or clarifying
questions.

• Faculty should NOT start the PeopleSoft process until after
receiving approval from AS Treasurer.
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• There are 3 basic steps:
Program Chair and/or Dean approval
Academic Senate approval
3. PeopleSoft: TA and ER (before and after travel)

• TA: Travel Authorization (before travel)
• ER: Expense Report (after travel)
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• This is a MANDATORY form for ALL travelers before ANY
Travel Authorization can be entered in PeopleSoft:
• https://sdce.edu/organization/governance/academic-senate/resources
• Along with this form, you will need to have supporting/travel documents,

presented later in the FAQs.

• This form needs to be completed with:
• Travel costs
• All reimbursement requests must include 

supporting/travel documents. Page 11
• Signatures (or email approval) of

PC and/or Dean.
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• Travel Authorizations (TA) should be entered for approval in
PeopleSoft at minimum 4 weeks in advance

• The TA MUST be approved before the travel happens

• Please note the process is a basic workflow and does not
account for all special circumstances.

PC/Dean 
Approval

Academic 
Senate 

Approval
Create 

TA Travel Complete 
ER $
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• What is the difference between a Pre-Auth Travel Form and a TA
in PeopleSoft? Aren’t they the same?
• No!
• Your Pre-Authorization form confirms:

• What expenses are being reimbursed by Academic Senate
• Verifies PC and/or Dean approval for the travel.

• The information from the Pre-Auth is then entered into your PeopleSoft TA
• The PeopleSoft TA goes through another approval workflow to ensure

funding is secured for your travel and…
• … to account for your travel as a district employee.
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• What are considered supporting/travel documents for my Pre-
Authorization and TA?
• Conference registration (or screen capture) - showing dates, location and price
• Conference program/agenda
• Hotel reservation
• Airfare costs
• Shuttle, taxi, Lift/Uber estimates
• Mileage - Print out a mileage map from MapQuest or Google maps. (The IRS

reimbursement mileage multiplier varies and is reset by the District as needed)
• Meal receipts not required. Maximum $46/day (breakfast $10, lunch $15,

dinner $21), if meals are not included in the conference.
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• What are considered allowable expenses?
• For a list of allowable and non-allowable expenses, see district document AP

6310.1. 
• If a conference provides meals, those meals should not be included in total.

AS Treasurer may request a copy of the conference agenda.

• What needs to be attached in my TA in PeopleSoft?
• Pre-Authorization and supporting/travel documents as noted in previous slide

or on Instructions page.
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• You said my travel can’t happen without TA approval. How do I
know if it’s approved? Doesn’t entering it count?
• No!
• You will receive an email generated via PeopleSoft and/or VP/President

that your Travel Authorization has been approved.

• I entered my TA with time to spare, but it’s been a while and I still
haven’t received my approval. What should I do?
• Please contact the Acct Tech at your site to follow up on your TA.
• Academic Senate does not have access to Faculty PeopleSoft accounts.
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• I’ve completed my travel. Am I done in PeopleSoft?
• No!

• An expense report must be submitted to close out your travel
authorization.

• The expense report is a separate process and must be linked to your TA.
• The expense report is how you will be reimbursed for your actual

expenses.

• I’ve gone over my approved TA amount. Now what?
• Please contact AS Treasurer to see if additional funding is available.
• If additional funding is approved, the Pre-Auth needs to be updated to

reflect this new amount with new signatures and dates.
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• How long do I have to enter my Expense Report after I get back?
• Per district policy, you have 10 days to from your return date to enter your

expense report.
• If you go past these 10 days, please contact the Acct Tech at your site.

• What needs to be attached to my Expense Report?
• Pre-Authorization Form
• Name badge (if provided)
• Conference Agenda
• Receipts for all expenses
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The Instructions page can 
be found on the website. 
It includes contact 
information for Acct Techs 
at each site.
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