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Changes to CSU Travel Policy & SJSU Changes to FTS   
Please see the related Finance Connect announcements for details and links to resources: 

 Travel Meal and Incidental Expense [M&IE] Reimbursements [Jan. 2, 2024] 
 Changes to Travel Reimbursements in FTS [Jan. 8, 2024] 

Use the step-by-step process below based on the departure date of the traveler. 

If the trip took place entirely in 
2023 or began before  

January 1, 2024: 

Follow the 2023 Travel Process for claiming Travel Reimbursement 
for SJSU Employees, detailed below. 

1. Complete the Daily Charges 
section in FTS with Daily 
Expense details: 

 Enter actual daily 
expenses: meals, 
taxi/shuttle/parking, 
incidentals, and other 
business related expenses. 

 Click the + button to create 
a row for each trip date. 

 Meal cannot be claimed if 
conference provided one. 

 Enter Business Expense 
Explanation if amount was 
entered in Business 
Expense field. 

 

2. Complete the Daily Charges 
section in FTS with Daily 
Mileage details: 

 Enter mileage if Traveler 
drove personal vehicle for 
trip. 

 Click the + button to create a 
row for the start and end 
dates. 

 Use resources such as 
Google Maps to determine 
mileage. 

 Starting point will be either 
SJSU or Traveler’s home, 
whichever is the shortest 
distance to the destination. 
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3. Under File Upload, attach all 
documentation supporting the 
travel reimbursement claim: 

 IMPORTANT !  
Click Save prior to 
uploading backup files. 

 Upload supporting backup 
documentation associated 
with the reimbursement 
[e.g. receipts]. 

 Related Files will include 
backup documentation 
already uploaded in the 
Travel Authorization. 

 

4. Click Submit to start the 
approval process. 

 

If the trip will begin on or after 
January 1, 2024: 

Follow the 2024 Travel Process for claiming Travel Reimbursement 
for SJSU Employees, detailed below. 

1. Using the new SJSU Travel 
Claim Worksheet, itemize your 
daily trip expenses for Meals & 
Incidentals Expenses [M&IE], 
and Mileage: 

 Use the worksheet for 
Employee [shown, in blue] 
as applicable. 

 Follow the Instructions tab in 
the worksheet. 

Video: How to use the new Travel 
Claim Worksheet with examples 

 

2. As before, complete the One 
Time Charges section with 
individual rows for airfare, 
lodging, registration, and 
transportation e.g. rental car. 
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3. In the Daily Expenses section, 

enter Total Daily Expenses 
[Meals, Incidentals, and 
Mileage, excluding One Time 
Charges in Step 2] based on 
the total amount calculated on 
the Travel Claim Worksheet [in 
Step 1]. 

 

 
4. In the Total Calculations 

section, FTS will calculate 
totals from all amounts 
entered.  

 Amount Approved is what 
is owed to Traveler as 
reimbursement. 

 

5. Under File Upload, upload 
NEW Travel Claim documents: 

 Click Save prior to 
uploading backup files. 

 Select Document Type 
Daily Expenses. 

 Upload other supporting 
documentation associated 
with the reimbursement 
[e.g. receipts]. 

 Related Files will include 
backup documentation 
already uploaded in the 
Travel Authorization. 

5. Click Submit to start the 
approval process. 
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For any SJSU-related travel claim 
submitted after January 1, 2024: 

Follow the 2024 Travel Process for claiming Travel Reimbursement 
for Non-Employees [including students], detailed below. 

1. Using the new SJSU Travel 
Claim Worksheet, itemize all of 
your travel expenses, including 
Meals & Incidentals Expenses 
[M&IE] using Per Diem rates: 

 Use the worksheet for Non-
Employee [in beige]. 

 Follow the Instructions tab in 
the worksheet. 

 Be sure to provide: Name, 
SJSU ID [if applicable], 
Mailing Address, Private 
Vehicle License Number [if 
applicable], and the SJSU 
department information. 

Video: How to use the new Travel 
Claim Worksheet with examples 

 

2. Once complete, route for 
signatures:  

a. Traveler must sign to certify 
the information is accurate 
and true. Electronic 
Signatures are acceptable. 

b. Department must enter 
chartfields for posting the 
reimbursement then route to 
an approving official for 
signature. Electronic 
Signatures are acceptable. 

 

 

3. Save the signed travel claim 
as a PDF and send it to non-
employee-travel@sjsu.edu.  

a. Attach additional back-
up/supporting documentation 
as identified with asterisks * 
on the worksheet. 

b. Documentation is not 
required for expenses 
claimed under M&IE Per 
Diem rates. 

 


