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Travel Expense System 

 

Things you will need: 

 

 

 User id and password- This is the same information used to access the Shortôs Travel portal to 

enter roster information and flight preferences. 

 File travel exceptions before departure date 

 Departure and return date 

 Dates of competition 

 Site location 

 Names and events of travelers (individual/team sports only) 

 Departure and return airports (if applicable) 
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TRAVEL EXPENSE SYTEM  

 

Go to https://web1.ncaa.org/TES/exec/login 

 

All Championship reimbursement and exceptions must be submitted through the NCAA Travel Expense 

System in order to receive reimbursement for competing in NCAA championship events.   

 

MILEAGE CALCULATOR  

1. The NCAAôs mileage calculator will be used to determine mileage for all reimbursement purposes.  

To access the calculator, click on Mileage Calculator, either from the login screen, or from any 

screen in the system where the link appears.  Please note, this calculator is provided as a reference 

tool for institutions.  By using the calculator, you are not logging into the system, nor are you 

submitting anything. 

 

 
 

 

2. Choose your parameters (i.e. From: Institution; To Airport) and click submit.  The 

 

https://web1.ncaa.org/TES/exec/login
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3. The mileage calculation will appear at the top of the screen. 
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REQUEST TRAVEL EXCEP TION  

 

1. Enter your school user name and password.  This is the same user name and password you use to 

access the Shortôs Travel portal.  If you have misplaced your user name or password please contact 

the NCAA Travel Department at 317/917-6757. 

 

 

 

 

 

 

 

 

 

 

 

 

2. If you wish to request an exception the request MUST BE COMPLETED PRIOR to departure for 

competition.  Once logged in click on, Request Travel Exception and click Continue.  

 

 
 

3. Once on the Travel Exception Details screen: 

a. Select the Championship Year from the dropdown list. 

b. Select the Championship you are requesting an exception for (make sure the correct division and 

sport is selected). 

c. Select the Round you are requesting the exception for. 

d. Choose the Reason for Exception request from the dropdown list. If none of the selections apply, 

select other. 

e. Select your Departure Date from the calendar, which is located to the right of the text box.  

Departure date refers to the date the team or individual departed from campus. 

f. Select the Departure Time from the dropdown list.  Departure time refers to the time the team or 

individual departs from campus.  Next specify AM or PM by clicking on the related circle.   

g. Select the First Day of the Competition from the calendar, which is located to the right of the text 

box.  This is the first day the team or individual competes in the championship. 

h. In the Additional Per Diem Requested and Explanation of Request field, write a brief description 

of what additional per diem is being requested and the reason the institution is requesting the 

exception. 
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i. Lastly fill in your name next to the Submitter Name, and corresponding email address next to the 

Submitter Email field.  

j. Click Submit. 
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CREATE A NEW EXPENSE REPORT 

 

1. Enter your school user name and password.  If you have misplaced your user name or password 

please contact the NCAA Travel Department at 317/917-6757. 

 

 

 

 

 

 

 

 

 

 

2. Click the circle next to Create New Expense Report  

a. Select the desired Championship from the dropdown menu 

b. Select the appropriate Round from the dropdown menu  

c. Click Continue. 

 
 

3. Verify that the pre-populated information is correct.  You want to verify that you are filling out the 

correct expense report for the correct round.  Once you have verified that the pre-populated 

information is correct click Site Information. 

 

 
 


