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TRAVEL APPLICATION 
 
Non-Travel Expense 
 
HELPFUL HINTS 
 
A non-travel expense does not require pre-approval. A non-travel expense reimbursement must be submitted by 
the employee within the University expense management application no later than sixty (60) calendar days after 
the expense was incurred. 
 

 Supported browsers: 
• PC: Chrome and Edge 
• Macintosh: Chrome and Safari 

 
PROCEDURE 
 
Within Firefly, click on the Travel and Expense Reporting tile. 
 

 
 
The travel page appears. Click Non-Travel Expense Report. 
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The application opens and displays reports per the individual employee. 
 

 
 

1. Banner defaults to All. Click other options to sort by open, submitted, approved, or sent for payment. 
2. Sort columns. 
3. Displays existing reports. 
4. Status of the report (open, submitted, or approved).  Approved status can be at any step within the 

approval process. 
5. Act as a delegate for another employee. 
6. Create a new non-travel expense. 

 
Click  to create a new non-travel expense report. Select a business purpose from the dropdown options. 

To add an expense, click . 
 

 
 
  

https://nebraska.edu/-/media/projects/unca/docs/travel/travel-resources/quick-reference-guide/del_act_as_delegate_non-travel.pdf
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Enter the expense information. Required fields are noted with an *. 
 

 
 
Adjust the cost object type and cost object if applicable. The expense can be split funded by clicking on  and 
adding another cost object. 
 
To add an attachment, click . 
 

 
 

Search for the file and click . The attachment has been added to the expense. 

 multiple receipts for this expense line should be combined into one image file (PDF, .jpeg, .png, etc.) 
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Click . Continue to add expense lines if needed. If the expense is complete, several options are available. 
 

 
 

1. Approval log: will display any approval is acted on for this expense report. 
2. Approval flow: displays the approval steps and personnel to act on this expense report including 

supervisor, financial approver, and A/P audit. 
3. Print: preview and print the report.   
4. Save: save the report and return to it later. 
5. Submit to Approver: submit the report to start the approval process. 

 
Click . A confirmation box appears. Click ok. 
 

 
 
Once the expense has been submitted, the save and submit for approval buttons are no longer active. 
 

 
 
RECALL A REPORT 
 
To recall a report, click . This can occur at any time before the report has been processed by A/P audit 
(accounts payable/payment services) and sent for payment. An employee or a delegate can recall the report. 
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CANCEL A REPORT 
 
To cancel a report, it will need to be recalled and set to Open Status. 
 

 
 
Check the box to the left of the expense report and click . 
 

  
 
The cancelled report will remain in the non-travel expense application. 
 
VIEW THE APPROVAL LOG AND APPROVAL FLOW 
 
Approval log records the status, date, and time for the approval process. Click  to review the 
approval log. 
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The approval flow shows the approval steps and personnel to act on this expense report including supervisor, 
financial approver, and A/P audit. Click  to review the approval flow. 
 

 


