


Common Errors

Attendees

Applies to: PCard, Travel, & General Reimbursement Expense Reports

• Complete BOTH 
    “Attendees” fields

Attendees are individuals
who benefitted from or
participated in the expense
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Common Errors

Attendees

Applies to: PCard, Travel, & General Reimbursement Expense Reports

• Add or remove attendees 
   on the Attendees field
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Common Errors

Attendees

Applies to: PCard, Travel, & General Reimbursement Expense Reports

• When the report owner/user is not an attendee, they should 
be removed:
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Common Errors

Attendees

Applies to: PCard, Travel, & General Reimbursement Expense Reports

• When attendees are UF employees, you can search for them 
to quickly add them as an attendee:
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Common Errors

Attendees

Applies to: PCard, Travel, & General Reimbursement Expense Reports

• Click on Advanced Options to add additional attendees:
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Common Errors

Attendees

Applies to: PCard, Travel, & General Reimbursement Expense Reports

Under Advanced Options you can:

• Search for attendees
• Utilize recently used attendees
• Add Attendee Groups
• Indicate the number of 
     No Show attendees
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Common Errors

Attendees

Accurately adding Attendees adjusts the Attendee Count and Amount per Attendee
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Common Errors

Want To Learn More? 

• See the Info Session from November 2024:

Common Errors on Travel Reports
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https://procurement.ufl.edu/uf-go/info-sessions-events/#:%7E:text=Common%20Errors%20on%20Travel%20Reports%3A%20November%2014%2C%202024


Questions?



Contact Form: PCard and Travel Support

We are happy to help!

CONTACT US!

UF Travel Department: 352-294-1114

UF PCard Team:  352-392-1331

https://uf.tfaforms.net/729

