
Faculty Guidelines 
RCoB Travel Procedures



Coupa Pre-Approval Required

All travel requests must be approved in Coupa before travel 
arrangements are made. An email from a Director, Chair, or Staff 
member does not mean your travel is approved!

Coupa Is An Estimate

What you enter on the dynamic form is what staff will use to 
complete your request in Coupa so please be as accurate as 
possible – however, Coupa is a pre-approval tool with estimated
expenses, so there is no need to submit additional requests if 
airline ticket prices change, etc.

Plan Ahead
Please allow a minimum of 3 weeks before anticipated dates of 
travel for Coupa processing.

Remember



Before Travel

1.You, as the traveler, enter information into the Travel Authorization 
Request Form.
Please choose your department coordinator as your Travel Assistant.

2.The department coordinator enters the request into Coupa.

3.You will be notified via email that your request is pending review and 
submission.

4.You must submit the request

5.Supervisor/Account Holder approves the request and you will be notified 
via email.

6.You will book your flight, hotel, and register for conference, etc.

https://qafederation.ngwebsolutions.com/sp/startSSO.ping?PartnerIdpId=https://sso.unt.edu/idp/shibboleth&TargetResource=https%3a%2f%2fdynamicforms.ngwebsolutions.com%2fSubmit%2fStart%2f75ddcb40-7fa9-47c5-bf2a-32034a6fa2d9


Upon Returning

1.You will return with receipts. (All receipts must have the amount, payment method, 
and date)

2.You will submit receipts to appropriate Admin Coordinator.

3.The Admin Coordinator enters the expense report in Coupa.

4.You will be notified via email that your expense report is pending review and 
submission.

5.You must submit the report

6.Supervisor/Account Holder approve expenses.

7. Coupa notices are sent at each stage and reimbursement is issued.

*All expenses should be submitted within 30 days. If an OOP expense reaches 60 days for 
any reason, then it becomes taxable*



Mileage Reimbursement Only - No 
Request Needed
• You will email appropriate Admin Coordinator upon return with 

reason for travel and the date or dates of travel.
• Per Dean Wiley's direction on mileage reimbursements:

Calculate mileage from the faculty's residence to destination
- or -
Calculate mileage from BLB to destination
RCoB will pay the lower of the two

• Those who reside in Collin County and travel to the Frisco Campus 
for business will not be reimbursed for travel.

• You must submit any toll receipts and conference agendas to the 
Admin Coordinator



Remember
• Coupa Pre‐Approval Required

All travel requests must be approved in Coupa before travel arrangements are made. An email from a Director, 
Chair, or Staff member does not mean your travel is approved!

• Coupa Is An Estimate
What you enter on the dynamic form is what staff will use to complete your request in Coupa so please be as 
accurate as possible - however, Coupa is a pre‐approval tool with estimated expenses, so there is no need to 
submit additional requests if airline ticket prices change, etc. Please be sure to include estimated taxes!

• Plan Ahead
Please allow a minimum of 3 weeks before anticipated dates of travel for Coupa processing.

• Texas Hotel-State Taxes
For lodging in Texas, Texas State Occupancy Tax shall not be assessed for any travel within the state of Texas. 
Travelers shall present the completed tax exemption form to the hotel front desk at the time of check-
in. https://www.untsystem.edu/forms-library/documents/form-hotel-occupancy-tax-form.pdf Although the 
hotels are not required to accept the exemption form, employees must present the form at check-in.

Note: If the commercial lodging establishment denies the exemption, the employee must state that fact when 
claiming the expense.

• International Travel
International travelers are required to register their travel four weeks in advance with Risk Management. Please 
visit: https://emergency.unt.edu/international-travel-registration-revised for more information.

https://www.untsystem.edu/forms-library/documents/form-hotel-occupancy-tax-form.pdf
https://emergency.unt.edu/international-travel-registration-revised
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https://cob.unt.edu/college/travel.html

https://cob.unt.edu/college/travel.html


Double Check Your Information
Please pay special attention to the travel dates – you will use the 
actual dates of travel, not the ‘event’ dates.

More is MORE
The more information you provide in the explanation field, the 
better.



Make sure to check the Per Diem box and be as detailed as 
possible



Assigning a Delegate



Setting up a Coupa Delegate

Delegates are individuals who are authorized to work on your behalf. They may submit requests and 
reports, and some delegates may even approve on your behalf.

To add a delegate to submit a request or report, follow these steps:

1. Click on your user icon in the upper right corner

2. Go to settings

3. Click on delegates

4. Under Delegate Expense Creation sections, enter the name of your chosen delegate. Do not 
use “delegates” section because it will give delegate approval authority to your reports.

5. Select the correct individual from the list that populates

6. Click Save Delegates



Do not use this section!!!

Use this!



Setting up a Deem Delegate
(only at request of department admin)

A delegate in Deem is an individual that may book travel 
arrangements on your behalf, including airfare, lodging, and 
car rentals.

To set up a delegate to book travel, follow these steps:

1. Login to Deem using your SSO credentials

2. Click the user icon in the upper right

3. Click Profile

4. Scroll down to the Organization section and click 
Delegate

5. To add a delegate for yourself, click Add Delegate, 
enter the user’s name or email address, and select 
from the drop-down list



Submitting a Request or 
Expense



Submitting your expense report for reimbursement

Click on the Employee 
Resources tile

Log in to my.untsystem.edu 
and use the drop down to 
get to Employee Self Service

Click on the Coupa Tile



On the homepage, click the three dots and select “View”. If it does not appear, make 
sure to click “Recent Activity”.



Review the expense, scroll down, and hit “Submit for Approval”.



Booking Your Flight In 
Coupa



Go to the home page and click “Deem”.



First time logging into Deem, you will have to create an account.



Fill out information 
and preferences.



Using the search bar, enter the destination and dates and click the magnifying glass.



Select the departing and returning flight.



Once both have been selected, click “Checkout”.



Continue through Checkout pages. The Travel Request ID is the preapproval number 
in Coupa. This can be found in Coupa on the Travel page under preapprovals.



For the payment card, 
“University Ghost Card” 
should auto populate in 
the payment information. 
If it doesn’t contact Travel 
and your coordinator.


