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Travel and Expense Control System User’s Guide 

 
Access to the Travel and Expense Control System 
 

1) The system is a web-based application and can be accessed via any web browser that has Coaster’s 

Intranet connection. 

 

2) The web-site address of the system is: http://web.coaster/ExpenseControl/Default.aspx. 

 

3) The user can type the web-site address in the web browser’s address box and click the “Go” button.  

For convenience, the user can save the address in the “Favorites” folder. 

 

4) If the user successfully accesses the system, the following login page will appear. 

 

 

 
 

 

http://web.coaster/PurchaseOrder/Login.aspx
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Log into the System 
 

1) Before using the system, all users must log into the system. 

 

2) The User ID and Password will be assigned and provided by the Accounting department. 

 

3) If the user has the valid user ID and password, he or she can type the ID number and password in 

the User ID and Password boxes and click the Login button. 

 

 
 
4) If the user successfully logs into the system, the name of the user will be displayed in the title bar 

as below. 

 

 

Type the user ID and 

password here 

Click the Login button 

The user’s name is 

now displayed here 
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Submit a Travel Authorization Request 

 
1) Open a new travel request form 

 

a) Point to the Travel Request menu in the menu bar. 

 

b) Select and click New Travel Request in the dropdown menu. 

 

 
 

c) Then a new travel request form will be displayed as below. 

 

 
 

 

 

 

Select and click New 

Travel Request from the 

dropdown menu 
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2) Fill out the information in the travel request form 

 

a) The fields marked with an asterisk are the required fields.  Input all the related information 

accordingly. 

 

 

 

 
 

 

 

 
 

Click the calculator icon 

and the Day(s) of Trip 

will be automatically 

calculated.  Then select 

the Type of Travel from 

the dropdown list 

Input all the related 

information accordingly. 

The fields marked with an 

asterisk are the required 

fields.   



 7 

b) Provide the travel instruction and preference accordingly. 

 

 

 
 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

These two fields will 

become required fields 

while Lodging and 

Car Rental Requested 

are selected to “Yes” 

respectively 

This field is optional and the user’s own travel 

preference can be preset in the system.  The function 

will be introduced in the Setup User Travel Preference 

section 
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c) For the budget item(s), the system will automatically generate the “Per Diem” line for the user.  

If the user selects the Advanced Requested to “Yes” in the Instruction and Preference section, 

the system will also generate the “Cash Advance” line for the “Per Diem” automatically. 

 

 

 
 

 

d) Then the user needs to input the other budget item(s) manually, if any.  The following shows 

how to input a budget item line. 

 

 

 
 

 

 

 

 

 

 

 

These two lines are 

generated by the 

system automatically 

Select the Budget Item and 

Type, and input the Amount 

accordingly 
If there is any reference 

for the Budget Item, 

input the information in 

the Reference field   
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e) For how to choose a correct budget type, click the Ref hyperlink and a pop-up window will 

show the explanation for all budget types. 

 

 

 
 

 

 
 

 

 

 

 

 

 

 

 

 

 

Click the Ref hyperlink 

and a pop-up window 

will show up 
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f) If everything is correct, click the Add button to add the budget item line. 

 

 

 
 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click the Add 

button and the 

budget item line 

will be added to 

the budget list 

Now the new budget 

item line is added to the 

list 
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g) Continue to do the same procedure until all the related budget item(s) are added to the budget 

list.  If there is any change for the budget items in the list, click the Edit button to show the item 

details in the input boxes and then click the Update button again after the change is finished. 

 

 

 
 

 

 
 

 

Click the Edit button 

and the item details 

will show back in the 

input boxes 

Modify any information 

as needed and click the 

Update button 

The revised budget item 

now shows in the list 

again 
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h) When the inputs of budget items are completed, the Total Budget, Advanced and Prepaid 

Amount will show in the relative fields. 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Total Budget, 

Advanced and 

Prepaid Amount will 

show here 
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i) The next step is to select the relative approval manger and/or VP. 

 

 
 

 

j) Now, the manager’s name is added to the approval list.  Continue to do the same procedure 

until all the approval personnel is added to the list. 

 

 
 

 

 
 

Select the approval 

manager / VP from the 

dropdown list and click 

the Add button 

Now, the manager’s 

name is added to the list 

Continue to do the same 

procedure until all the 

approval personnel is 

added to the list 
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k) If there is any notify party, do the same procedure as selecting an approval manager / VP as 

mentioned above. 

 

 
 

 
 

 

l) The Remarks field is optional, input the information in the field if any; otherwise, leaves it 

blank. 

 

 

Select the notify person 

from the dropdown list 

and click the Add button 

Now, the name is added 

to the notify list 

The Remarks field is optional, 

input the information in the 

field if any; otherwise, leaves 

it blank 
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3) Submit the travel request form 

 

a) Click the Submit button to submit the travel request.   

 

 

 
 

 

b) If the request form is successfully submitted, a message box will show the confirmation with a 

TA No.  In addition, an email will be automatically sent to all related personnel. 

 

 

 
 

 

 

 

 

Click the Submit button to 

submit the travel request 

A message box will show 

the confirmation with a 

TA No. 
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Search a Travel Request 
 

1) All users can search their travel request submission and check the status in a report.  Point to the 

Travel Request in the menu bar and select My Travel Requests from the dropdown menu. 

 

 

 
 

 

2) The report is now displayed and shows the status of each travel request.  Click the TA No. 

hyperlink to show the related travel request. 

 

 

 
 

 

 

Select My Travel Requests 

from the dropdown menu 

The report shows 

the status of each 

travel request 

Click the TA No. 

hyperlink to show 

the PR 
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Approve a Travel Request 
 

1) After the requester submits the travel request, the related approval manager(s) / VP(s) will receive 

a notification that requested for approval via email. 

 

2) In order to approve the travel request, all the approval managers / VPs must use their own login to 

log into the system. 

 

3) The approval manager / VP can check the pending travel requests by a report.  To show the 

approval report, point to the Travel Request menu in the menu bar and then select and click My 

Travel Approvals in the dropdown menu. 

 

 

 
 

 

4) Then the report will be displayed as below. 

 

 

 

Select and click the 

My Travel Approvals 

menu from the 

dropdown menu 
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5) All the travel requests in the report are pending for approval and the approval manager / VP can 

select one of them to approve at a time by clicking the TA No. hyperlink. 

 

 

 
 

 

6) Once the hyperlink is clicked, the travel request will be displayed as below and there is a label 

showing that whether the request form has been fully approved or not. 

 

 

 
 

 

 

 

Click the TA No. hyperlink 

to show the travel request 

The label will show 

the approval status 
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7) The approval manager / VP can scroll down the screen and check the details.  If everything is 

correct, the approval manager / VP can click the Approve button in the Approval section to 

approve the travel request. 

 

 

 

 
 

 

8) Once the Approve button is clicked, the confirmation box will be displayed. 

 

 

 

Click the Approve 

button to approve 

the travel request 

The confirmation box will 

confirm the approval  
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9) If the approval manager/VP needs to check back the details of the approved travel request(s), he or 

she can use the My Travel Approvals report again. 

 

10) Once the report shows up, click the Approved radio button and all approved travel request(s) will 

be displayed in a report.  If the approval manager/VP needs to read the details of the approved 

travel request, click the TA No. hyperlink. 

 

 

 
 

 

11) The approved travel request is now displayed and indicates the approved date and time. 

 

 

 

Click the Approved 

radio button 

All the related travel 

request(s) that had been 

approved by the 

manager/VP are now 

displayed in the report 

Click the hyperlink to show 

the approved travel request 

The approved date and 

time are showed here 
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Setup User Travel Preference 
 

1) Each user may setup his or her travel preference by using the User Travel Preference page.  To 

show the page, point to User and select User Travel Preference from the dropdown menu. 

 

 

 
 

 

2) The User Travel Preference page is now displayed as below. 

  

 

 
 

 

 

 

Select User Travel 

Preference to show the 

travel preference page 
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3) Type the information for the travel preference as needed and then click the Update button to save 

the information. 

 

 

 
 

 

4) A confirmation box will be displayed to confirm the update. 

 

 

 
 

 

 

 

 

 

 

 

Type the information 

as needed. 

Click the Update 

button to save the 

information 

A confirmation box 

will be displayed to 

confirm the update 
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5) After the travel preference is inputted and updated, the information will show in every new travel 

request form. 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After the travel preference is 

inputted and updated, the 

information will show in 

every new travel request form 
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Submit an Expense Report 

 
1) Open a new expense report form 

 

d) Point to the Expense Form menu in the menu bar. 

 

e) Select and click New Expense Report in the dropdown menu. 

 

 
 

 

f) Then a new expense report form will be displayed as below. 

 

 

 
 

 

Select and click New 

Expense Report 

from the dropdown 

menu 



 25 

2) Fill out the information in the expense report form 

 

m) The fields marked with an asterisk are the required fields.  Input all the related information 

accordingly. 

 

 
 

 

n) If the expense report is related to the travel authorization request, select the TA No. from the 

TA No. dropdown list. 

 

 

 
 

 

 

 

 

Input all the related 

information accordingly. 

The fields marked with an 

asterisk are the required 

fields.   

Select the related TA 

No. from the TA No. 

dropdown list   
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o) Once the TA No. has been selected, the related information will be copied from the travel 

request to the expense report.  Modify the information if needed. 

 

 

 
 

 

p) For the expense item(s), the system will automatically copy all the budget items from the travel 

request to the expense report when the TA No. is selected as above.  Check each item and 

modify it as needed.  To modify the expense item, click the Edit button to show the item details 

in the input boxes and then click the Update button again after the change is finished. 

 

 

 

Information will be 

copied from the travel 

request to the expense 

report. .  Modify the 

information if needed 

 

Click the Edit button 

and the item details 

will show back in the 

input boxes 
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q) Then the user needs to input the other expense item(s) manually, if any.  The following shows 

how to input an expense item line. 

 

 

 

Select the Expense Item and Type 

Modify the information 

as needed and click the 

Update button to save 

the change 

The expense item is now 

updated and shows back 

in the expense list 

Input a date 

If there is a receipt for the 

expense, select “Yes”; 

otherwise, select “No 

Input an amount 
If there is any reference 

for the Budget Item, 

input the information in 

the Reference field   
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r) For how to choose a correct expense type, click the Ref hyperlink and a pop-up window will 

show the explanation for all expense types. 

 

 

 
 

 

 
 

 

 

 

 

Click the Ref hyperlink 

and a pop-up window 

will show up 
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s) If everything is correct, click the Add button to add the expense item line. 

 

 

 
 

 

 
 

 

 

 

 

 

 

 

Click the Add 

button and the 

expense item line 

will be added to 

the expense list 

Now the new expense 

item line is added to the 

list 
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t) Continue to do the same procedure until all the related expense item(s) are added to the expense 

list.  When the inputs of expense items are completed, in the Expense Summary section, it will 

show the total expense, balance due and etc. for the user’s reference.  In addition, the user can 

choose the pay option from the dropdown list. 

 

 

 
 

 

The next step is to select the relative approval manger and/or VP.  Select the approval manager / VP 

from the dropdown list and click the Add button. 

 

 

 
 

 

u) Now, the manager’s name is added to the approval list.  Continue to do the same procedure 

until all the approval personnel is added to the list. 

 

 

 
 

Select the approval 

manager / VP from the 

dropdown list and click 

the Add button 

Now, the manager’s 

name is added to the list 

Expense summary for 

the user’s reference 

Select the pay option 

from the dropdown list 
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v) Continue to do the same procedure until all the approval personnel is added to the list. 

 

 
 

 

w) If there is any notify party, do the same procedure as selecting an approval manager / VP as 

mentioned above. 

 

 

 
 

 
 

 

 

Continue to do the same 

procedure until all the 

approval personnel is 

added to the list 

Select the notify person 

from the dropdown list 

and click the Add button 

Now, the name is added 

to the notify list 
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x) The Remarks field is optional, input the information in the field if any; otherwise, leaves it 

blank. 

 

 

 
 

 

3) Submit the expense report form 

 

c) Click the Submit button to submit the expense report.   

 

 

 
 

 

 

 

 

 

 

 

 

The Remarks field is optional, 

input the information in the 

field if any; otherwise, leaves 

it blank 

Click the Submit button to 

submit the expense report 
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d) If the expense report form is successfully submitted, a message box will show the confirmation 

with a Ref. No.  In addition, an email will be automatically sent to all related personnel. 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A message box will show 

the confirmation with a 

Ref. No. 
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Search an Expense Report 
 

3) All users can search their expense report submission and check the status in a report.  Point to the 

Expense Form in the menu bar and select My Expense Reports from the dropdown menu. 

 

 

 
 

 

4) The summary report is now displayed and shows the status of each expense report.  Click the 

Report No. hyperlink to show the related expense report. 

 

 

 
 

 

 

 

 

Select My Expense Reports 

from the dropdown menu 

The summary report 

shows the status of each 

expense report 

Click the Report No. 

hyperlink to show the 

expense report 
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Approve an Expense Report 
 

12) After the requester submits the expense report, the related approval manager(s) / VP(s) will receive 

a notification that requested for approval via email. 

 

13) In order to approve the expense report, all the approval managers / VPs must use their own login to 

log into the system. 

 

14) The approval manager / VP can check the pending expense report by a summary report.  To show 

the approval report, point to the Expense Form menu in the menu bar and then select and click My 

Expense Approvals in the dropdown menu. 

 

 

 
 

 

15) Then the summary report will be displayed as below. 

 

 

 

Select and click the My 

Expense Approvals from 

the dropdown menu 
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16) All the expense reports in the summary report are pending for approval and the approval manager / 

VP can select one of them to approve at a time by clicking the Report No. hyperlink. 

 

 

 
 

 

17) Once the hyperlink is clicked, the expense report will be displayed as below and there is a label 

showing that whether the expense report has been fully approved or not. 

 

 

 
 

 

 

 

Click the Report No. 

hyperlink to show the 

expense report 

The label will show 

the approval status 
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18) The approval manager / VP can scroll down the screen and check the details.  If everything is 

correct, the approval manager / VP can click the Approve button in the Approval section to 

approve the expense report. 

 

 

 
 

 

19) Once the Approve button is clicked, the confirmation box will be displayed. 

 

 

 

Click the Approve 

button to approve 

the expense report 

The confirmation box will 

confirm the approval  
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20) If the approval manager/VP needs to check back the details of the approved expense report(s), he 

or she can use the My Expense Approvals report again. 

 

21) Once the summary report shows up, click the Approved radio button and all approved expense 

report(s) will be displayed in a list.  If the approval manager/VP needs to read the details of the 

approved expense report, click the Report No. hyperlink. 

 

 

 
 

 

22) The approved expense report is now displayed and indicates the approved date and time. 

 

 

 

Click the Approved 

radio button 

All the related expense 

report(s) that had been 

approved by the 

manager/VP are now 

displayed in the list 

Click the hyperlink to show 

the approved expense report 

The approved date and 

time are showed here 
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1.  ) Negative Amount not allow 

a) Allow multiple “Budget Item” to add on Travel Request and Expense Request 

 
 

2. Budget Summary – Advance Ratio: 

a. No on Advance Req– disable or Zero on Advance ratio-  

b. Yes – default as setup in the profile and/or allow to change. 

 
 

3. Add one more field to Admin Setting (Linda Mendez):  

a. Manager name should automatically insert base upon setting under Travel request and 

Expense report 
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b. Having 2 managers’  approval only when Las Vegas and HighPointShow is selected 

 
 

4. Type of Travel request now show up  in Expense Report: 

 
 

5. Any update to Travel request or Expense report, user, manager and administrator will get notify via 

email. 

 

 


