Credit Card and Travel Purchase Requisitions

Travel Request
You will have to create three Purchase requisitions for one travel:

1. Requisition for reimbursement to employee (Employee should be listed as the vendor)
a. You must add one line for meal reimbursements
b. One line for mileage if employee is taking their own vehicle(miles from mapquest
times 2 times .555 per mile.
c. Cabfare, bus fare, subway, etc.
2. Requisition for Any Credit Card items, vendor is Union bank ( Airfare, or anything that you

cannot buy with a purchase order or check). | will show you have to make a credit card

purchase request!
3. Requisition to vendor for registration fees.

Please look under the View Vendor Screen to see if your vendor is listed. Only Use New Vendor if it is
truly a new vendor.
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Once You add all lines, one for each vendor or
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