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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 . 
 

 
 
  










