
New Spendvision Travel Processing Coding Wizards 

New Coding Wizards have been created for the allocation of official University business travel expenses; 

 My International Travel and My Domestic Travel 

 All travel related expenses such as Airfares (including associated booking service fees), Accommodation, 

Meals and Ground Transport and can be allocated using the one of these wizards.  

 All International Travel requires an Approved Travel Requisition, it is now mandatory for the Travel 

Requsition  No. to be recorded against associated international travel expenses in the Comments Tab 

section, e.g. 12345. Information recorded in the Comments Tab is then automatically inserted into the 

Cardholder Mandatory Desciption on the Coding Screen – You can add this this description, but DO NOT 

REMOVE the Travel Requisition No. as this information will be passed to the financial ledger with the 

transaction details. 

 All international travel requires the completion of a Travel Diary, a link to the Travel Diary is provided on 

the travel wizard allocation screens with instructions on submission requirements. 

Coding an International Travel Expense 

Click on the link My International Travel 

 



Click on the   equal button to insert the full amount of the transaction, and then enter a relevant description.  

Click on the link to Travel Diary and complete the diary and submit as directed for all International travel.  

 

Click on the Comments Tab, enter the Approved Travel Requisition No. Then Click on Save. 

 



The Coding screen is then displayed, the Account Code and GST codes are automatically populated and the Travel 

requisition No. is inserted at the beginning of the Cardholder Description (you can add to the description after the 

number if you wish – but please do not remove the Travel Requisition No.) 

Update the Cost Collector as necessary and confirm Yes or No in the Invoice / Receipt check box.  

(Please note all business expenses must be supported by detailed itemised Tax Invoices/Receipts)  

Once completed Click on Save. 

 



 

Domestic Travel Expenses 

 All travel related expenses such as Airfares (including associated booking service fees), Accommodation, 

Meals and Ground Transport and can be allocated using the one of these wizards.  

 All Domestic Travel requires an Approved Travel Requisition, it is now mandatory for the Travel Requisition 

No. to be recorded against associated domestic travel expenses in the Comments Tab section, e.g. 12345. 

Information recorded in the Comments Tab is then automatically inserted into the Cardholder Mandatory 

Desciption on the Coding Screen – You can add this this description, but DO NOT REMOVE the travel 

Requisiotn No. as this information will be passed to the financial ledger with the transaction details. 

 Domestic travel greater than 5 consecutive nights requires the completion of a Travel Diary, a link to the 

Travel Diary is provided on the travel wizard allocation screens with instructions on submission 

requirements. 

 

Coding a Domestic Travel Expense 

Click on the link My Domestic Travel 

 



Click on the   equal button to insert the full amount of the transaction, and then enter a relevant description.  

 

Click on the Comments Tab, enter the Approved Travel requisition No.  If travel was greater than 5 nights, Click on 

the link to Travel Diary and complete the diary and submit as directed.  Then Click on Save. 

 



The Coding screen is then displayed, the Account Code and GST codes are automatically populated and the Travel 

requisition No. is inserted at the beginning of the Cardholder Description (you can add to the description after the 

number if you wish – but please do not remove the Travel Requisition No.) 

Update the Cost Collector as necessary and confirm Yes or No in the Invoice / Receipt check box.  

(Please note all business expenses must be supported by detailed itemised Tax Invoices/Receipts)  

Once completed Click on Save. 

 


