
Traveler /Delegate requests T&M card through SSC 
TDX Portal

Traveler /Delegate requests T&M card through SSC 
TDX Portal

Traveler completes required training PUR 113Traveler completes required training PUR 113

Traveler signs credit card application

Traveler monitors credit card statements and 
alerts and reports inaccurate charges 

SSC confirms supervisor in Workday and prepares 
credit card application for signatures

Travelers Supervisor approves card application

13.

Credit Card Programs (CCP) 
confirms completion of PUR 113

Credit Card is issued to Traveler

Completed

No

Not 
Complete

Traveler submits screenshot of completion 
to CCP within 1 year of application

Yes

Applying for a T&M Card

See Supevisor for guidanceNo

Yes

LEGEND:
SSC Process -Green
Unit Process/Employee- Blue
Credit Card Programs -Orange
MRC- Red

Does Traveler meet T&M eligibility criteria?Does Traveler meet T&M eligibility criteria?

https://tdx.cornell.edu/TDClient/77/Portal/Requests/TicketRequests/NewForm?ID=gsQrbUzqUlo_&RequestorType=Service
https://tdx.cornell.edu/TDClient/77/Portal/Requests/TicketRequests/NewForm?ID=gsQrbUzqUlo_&RequestorType=Service
https://www.myworkday.com/cornell/learning/offering/75941ae2e3b01001f68f6aa797cb0000?type=7c48590b5257100009485b7a25ae0068&record=88fd784658dc10021be992ce5c9b0000
https://www.myworkday.com/cornell/learning/offering/75941ae2e3b01001f68f6aa797cb0000?type=7c48590b5257100009485b7a25ae0068&record=88fd784658dc10021be992ce5c9b0000
https://finance.cornell.edu/travel/paying-expenses/travel-meal-card
https://finance.cornell.edu/travel/paying-expenses/travel-meal-card


Travel & Meal Card Business Expense Processing

Does the Traveler have an 
active T&M Card?

No

SSC reviews expense reports for 
completeness and compliance 

with applicable policies

Unit monitors outstanding 
expenses in OAS on a monthly 

basis* 

Unit monitors outstanding 
expenses in OAS on a monthly 

basis* 

Unit monitors and reconciles 
expenses  in accordance with 

applicable policies*

Legend:
SSC Process -Green
Unit Process/Employee- Blue
MRC- Red
Credit Card Programs-Orange

*In accordance/subject to SLA with SSC.
**60 days timeframe remains applicable and does not reset 
if expense report is incomplete and is returned to the 
employee.

See Supervisor for guidance

Traveler completes unit pre-
approval process.

Yes

Traveler incurs travel business 
expenses in adherence with 

Policies 3.2 & 3.14 

Traveler incurs travel business 
expenses in adherence with 

Policies 3.2 & 3.14 

9.

End Process

Traveler/Delegate completes 
expense report

Traveler/Delegate completes 
expense report

Complete
SSC notifies University Tax 

Office when applicable

Unit KFS Org Manager /
Delegate reviews expense(s) 

are appropriate and 
reasonable*

Complete

14.

15.

Traveler submits expense 
report within 60 calendar days 

after return from travel

Traveler submits expense 
report within 60 calendar days 

after return from travel

Incomplete**

Contact SSC at Shared-Services-
Center@cornell.edu

NoYes

Unsure

No

Yes

See Applying for a T&M 
Card 

Process

Does Traveler meet T&M Card 
eligibility criteria?

Employee identifies a need to 
use a T&M Card for travel

Does the unit require 
preapproval for travel requests?

Incomplete**

SSC Processes Expense 
Report

https://oasprod.db.cornell.edu/analytics/saw.dll?Dashboard
https://oasprod.db.cornell.edu/analytics/saw.dll?Dashboard
https://policy.cornell.edu/policy-library/travel-expenses
https://policy.cornell.edu/policy-library/travel-expenses
https://finance.cornell.edu/travel/expense-reporting
https://finance.cornell.edu/travel/expense-reporting
https://finance.cornell.edu/travel/expense-reporting
https://finance.cornell.edu/travel/expense-reporting


Legend:
SSC Process -Green
Unit Process/Employee- Blue
MRC- Red
*In accordance/subject to SLA with SSC

Unit reviews incurred 
and outstanding 
transactions for 

employees 
offboarding

Unit reviews incurred 
and outstanding 
transactions for 

employees 
offboarding

Offboarding Travel and 
Meal Cards

Unit reviews annual 
cardholder listing 

from SSC 

Unit emails to notify 
SSC 

SSC terminates 
employees T&M Card

Unit follows up with 
employee to 

reconcile outstanding 
expenses prior to 

departure

Changes Needed

14

No Changes

END

SSC Process

Unit submits write-off to 
SSC for approval or 

delegate prepares expense 
report if employee is no 

longer active

SSC processes 
expense reports/
write off requests

16

https://oasprod.db.cornell.edu/analytics/saw.dll?Dashboard
https://oasprod.db.cornell.edu/analytics/saw.dll?Dashboard
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