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Step #1 (Starting at the Edison Home Page) – Select “Self Service” then “Employee WorkCenter.” 
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Step #2 (Under the ESS Links) – Select “Travel and Expense Center.” 
 
 
 



Page 3 of 20  

Step #3 (Travel and Expense Center) – Select “Create/Modify” under Expense Reports. 
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Step #4 – From the “Expense Report” page, click on the “Add a New Value” tab; enter the Employee ID of the 
individual whose report you are entering (Note: Your own Employee ID should self‐populate; however, you will 
need to change the Employee ID if you are entering an expense report as a proxy); and click “Add.” 
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Step #6b – As shown on the previous step, select “In State Point to Point miles” from the Expense Type 
dropdown; select “Cash” from the Payment Type dropdown; then click on the “Calculate Mileage Rate” icon 
(i.e., the green arrows) to the right of “0.655” by the “Miles” field to select your to/from location(s). The popup 
window below should appear. 
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Step #6c – As shown on the previous step, click on the Magnifying Glass icon next to the Location Code field 
to find your starting point. The popup window below should appear; select “contains” from the Description 
dropdown and type in the name of the departure location (e.g., “Clarksville”). Select the City/County/State 
combination that corresponds with your starting location. This is your “starting location.” 
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Step #6d – The option for a second “Location Code” will appear. This should be your ending (arrival) location. 
Follow the instructions shown for the previous step to select your arrival location. For same day (ONLY) round 
trip mileage (i.e., traveling to and from a location or multiple locations in the same day), click on the “+” icon 
sign at the end of the line and a second line should appear as shown below. You’ll enter the location codes 
(reverse of initial or to another destination, etc.) and this will represent your total or round‐trip mileage for that 
day. If travel started/ended on different days, you’ll enter the corresponding starting & ending locations and the 
corresponding date of travel.  
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Step #9b – The Accounting Defaults screen will appear. Please enter the following information: 
Fund: “11000”; Dept: “3021800000”; Location CF: “19000”; Program: “180200” 
Once all fields have been updated accordingly as shown below, select “OK” 
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Please note the following: 

 The amounts entered for “In State Meals and Incidentals” should correspond to the meals that were NOT 
provided at the conference.   

 A completed, signed Expense Report form must be attached to the claim in Edison if a proxy (i.e., Judicial 
Assistant) is entering the claim on your behalf. 

 Select “CASH” for the payment type on ALL lines. 
 As you enter each expense line, it is recommended that you select “SAVE for Later” so that Edison does 

not time out on you. 
 You can only modify and/or delete an expense report if you withdraw it from the approval work-flow 

FIRST. 
 The travel and expense form can be found on the agency’s website (Judicial Resources – Judicial Forms & 

Documents) 
 A separate set of instructions detailing the process of setting up a designated individual as a proxy will 

also be provided. 
 Please contact Accounts Payable at AccountsPayable@tncourts.gov for any issues with entering expense 

reports. 
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HELPFUL FAQs 
 The following are a list of frequently used Location Codes (in-state point to point mileage) 

• 456 – Clarksville MONTGOMERY, TENNESSEE 
• 1611 – Nashville DAVIDSON, TENNESEE 
• 424 – Chattanooga HAMILTON, TENNESSEE 
• 1257 – Knoxville KNOX, TENNESSEE 
• 1184 – Jackson MADISON, TENNESSEE 
• 844 – Franklin WILLIAMSON, TENNESSEE 
• 1306 – Lawrenceburg LAWRENCE, TENNESSEE 
• 59306 – Johnson City WASHINGTON, TENNESSEE 
• 1476 – Memphis SHELBY, TENNESSEE 
• 1596 – Murfreesboro RUTHERFORD, TENNESSEE 
• 502 – Columbia MAURY, TENNESSEE 
• 516 – Cookeville PUTNAM, TENNESSEE 
• 1313 – Lebanon WILSON, TENNESSEE 
• 2052 – Sevierville SEVIER, TENNESSEE 
• 638 – Dickson DICKSON, TENNESSEE 
• 958 – Greeneville GREENE, TENNESSEE 
• 1243 – Kingston ROANE, TENNESSEE 
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HELPFUL FAQs (cont.) 
 The following are a list of frequently used Location Codes (In State Meals and Incidentals) 

• TNCLA – Clarksville MONTGOMERY 
• TNNAS – Nashville DAVIDSON 
• TNCHA – Chattanooga HAMILTON 
• TNKNO – Knoxville KNOX 
• TNJAC – Jackson MADISON 
• TNBRE – Franklin WILLIAMSON 
• TNLAW – Lawrenceburg LAWRENCE 
• TNJOH – Johnson Cty CARTER/SULLIVAN/WA 
• TNMEM – Memphis SHELBY 
• TNMUR – Murfreesboro RUTHERFORD 
• TNCLM – Columbia MAURY 
• TNCOO – Cookeville PUTNAM 
• TNLEB – Lebanon WILSON 
• TNSEV – Sevierville SEVIER 
• TNDIC – Dickson DICKSON 
• TNGRE – Greeneville GREENE 
• TNKIN – Kingston ROANE 
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 Create/Modify 
 If selected, at the next screen, select “Find an Existing Value” and enter Report ID 
 The expense report that you want to modify should auto-populate 
 Make any necessary modifications to it and resubmit it for processing. 




