
No Cost to ASU Trip (Formerly known as “Zero TAR”) 
Pre-Approval: 

1.) When filling out the Pre-Approval Header, be check the “No Cost to ASU” box and select 
a fund/org related to your department.  

2.) No funds will be used for this trip since it is checked as “No Cost to ASU”.  

  



3.) In the “Add Pre-Approval Types” pane, select the “Miscellaneous” expense tile  

 

NOTE: If at any time you do not see the “Add Pre-Approval Types” pane, select the PLUS icon in the 
left-hand pane to open the “Add Pre-Approval Types” pane.  

 
4.) Since this is a trip with no reimbursement requested, leave the amount as $0.00 and  
5.) Note in the “Additional Comments” section this is a “No Cost to ASU” trip.  
6.) Select “Other” in the “What was this charge for?” dropdown menu. 
7.) Click “Save”.  

 

 

 

 

 

 

 

 

 

 

8.) Submit Pre-Approval.  

Expense Report:  
No further action needed by the traveler since this is a “No Cost to ASU” trip. 
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