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TRAVEL APPLICATION 
 
Approvals 
 
HELPFUL HINTS 
 

 Approvers have the option to approve and forward a travel request or expense report. 
 
PROCEDURE 
 
Locate and open the submitted travel request or expense report from the Approvals Workflow Inbox tile. 
 

 
 

Click . 
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A pop-up box appears. Click  to search for an employee. 
 

 
 
Enter search criteria and click . 
 

 
 

Select the button to the right of the name and click . 
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The employee ID appears in the pop-up box. Enter a comment if desired and click . 
 

 
 

A confirmation message appears. Click . 
 

 
 
The approval flow displays the added-in approver and a notification email will be sent. 
 

 


