
OnBase Travel Web Version 

 

Step 1: Log into OnBase:  onbase.louisville.edu  

 

 

 

Step 2: Click on the 3 lines next to Document Retrieval 

 



 

 

Step 3: Click on New Form 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Step 4: Click on FI -Travel- Travel & Expense this will give you a blank 
form and a Travel request number for you to reference if you have 
questions. You  must fill in anything that has a red star beside it.  

 

 

 

 

 



 

 

Step 5: Click Submit at the bottom of the form 

 

 

 



 


