
eTravel Directions
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You will need your OSU name.# and password to access eTravel



Once you log-in, you have the options to create a “New” travel request or “Search” for a 
preexisting request.



If you click on “New”, you will be taken to your “Travel Request” page. Use the “Lookup 
Employee ID” link to find your name and OSU ID number which you can use to auto-fill the 
fields seen here.



The next section allows you to provide the business purpose of your travel.  This may take the form of, “I will be (presenting a
paper/chairing a panel) at the _________ conference.) After you provide the business purpose of your travel, please let us know what 
funding source will be used to fund your travel, the dates of your travel and the departure and destination cities.  If flying, the cities 
should match the city of the airport from/to which you will be flying.



Next, please provide us with an itemized budget.  Use the plus-button to add the first row of your 
budget.  Drop down menus will be made available to assist in creating your budget.  You also have 
fields to indicate if you will receive any funding from third parties (non-OSU) and a maximum amount 
that you will not exceed for this trip.



Here is an example of an itemized budget that can be created in eTravel.  You will see your budget 
summary to the right as you adjust your budget.  When selecting the “Transportation” type of 
“Airfare” a field will appear asking you to indicate if you will pay your airfare  through one of OSU’s 
Designated Travel Agencies.  If you plan to use the PCard or be reimbursed, select “Other”.



The next section is “Travel Chartfield Details” (accounting information)
Please enter the following: Org (05370), Fund (011000), Account (choose as appropriate).  Only tenure-track faculty 
need to submit a “Project” value which will take the form of 05-DOE-J (05-Last name-first initial).  If you experience 
any difficulty here, save your request and email English.fiscal@osu.edu for assistance.

mailto:English.fiscal@osu.edu


Next, click “Save for later” to enable the “Attachments” field which can be used to upload 
confirmation of your conference participation, airfare comparisons and/or any other 
documents that you feel may be helpful in processing your request.  You can use the 
“Comments” section to the right to let us know what arrangements you will make for any 
teaching that will be missed.  Lastly, click “Save and Continue”.



You will be directed to the “Travel Request Submission” page to review your request. If the 
information you provided appears correctly, click on “Submit for Approval” and your 
request will be routed for processing.



After submitting your request for approval, you will be taken to this confirmation page 
which provides you with a reference number (R#) for your request.  A “T Number” will be 
issued and communicated to you via email as soon as your request is approved.



You can return to the home page of eTravel by clicking on “Travel Request” at the top of 
the page.  From here, you can click on “Search” to find your past travel requests for 
reference or in order to upload receipts for reimbursement. 



From the search page, type your last name into the “Traveler Name” field and click 
“Search” to find all of your past requests.



After the results of your search populate, you can click on the link to the right of each 
request to view your travel request.



You can also search for past reimbursement requests by clicking on “Payment Request” at 
the top of any eTravel page.



By typing your last name into the “Vendor Name” field and clicking “Search” you can locate 
any of your travel payment requests.

I hope this presentation was useful to you.  Please email any questions or suggestions to 
English.fiscal@osu.edu. 
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