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How to Set User Defaults         
 
This job aid outlines the steps to set User Defaults for a traveler. 
 

  

Overview 
When setting User Defaults for a Traveler, perform the following 
steps: 

1. Refer to Expense Report Job Aid 
2. Process an Expense Report 
3. Set User Defaults 
 
 

Step 1 – Refer to Expense Report Job Aid 
� Complete an Expense Report 

Using the How to Create an 
Expense Report Job Aid  

� You may also be setting User 
Defaults through a T-Auth – See 
How to Create a Travel 
Authorization to create a T-Auth 

 
 
 
 

 

 Step 1 – Refer to Expense Report Job Aid 
 

 
 
 
 
 
 
                                       
 

Something to Think About 
You must set User Defaults for each of your 
travelers. 
 
 
. 
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Step 2 – Process an Expense Report 
� After following the steps in the Expense Report Job Aid, your screen should look similar to this  
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Step 3 – Set User Defaults 
 

� Click the User Defaults hyperlink (see arrow) 
 
 

 
 

� The User Defaults page will pop up in a new window 
 

Something to Think About 
Make sure to turn off your pop-up blocker 

 
 
. 
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� Enter Expense Defaults for the traveler  
o Select Occasional User (See item 1) 
o Enter CSH for Payment Type (See item 2) 
o Select In-State Travel for Billing Type unless the traveler usually travels out-of-state (See 

item 3) 
� Click Save (See item 4) 

 


