VIEW APPROVED REQUESTS AND EXPENSES Travel Tip Sheet

Updated October 3, 2018

Once a travel request or expense report has been acted upon, it no longer appears on the current approval
screen. To view reports that have been approved, click on the Approvals tab at the top of the screen.
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TRAVEL REQUEST APPROVALS

To view travel requests, click on the Requeststab. Click on the and select an option from the dropdown
menu.
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. & With v| Go
Requests you Approved this Month L
Requests you Approved last Month plbyee Name | RequestID | Request Dates ¥ ‘ Comment Date Submitted Total | Approved ... | Remaining...
Requests you Approved this Quarter  {t, fTraveler22 3cal 111472018 091202018 £1,505.00 31,505.00 5150500 A
Requests you Approved last Quarter 11182018
Requests you Approved this Year t, FTraveler2 3DPV 11132018 092572018 $1,017.50 $1,017.50 $1,017.50
Requests you Approved last Year 114162018
All Approved Requests t, fTraveler2 30YA 11132018 08/25/2018 $823.00 $823.00 $823.00
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EXPENSE REPORT APPROVALS

To view expense reports, click on the Reportstab. Click on the and select an option from the dropdown
menu.
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Reports you Approved last Month Report Name ‘ Report Date Date Submitted Total | Amount Due Emp... | Requested Amount
Books 08/20/2018 08/20/2016 $50.00 $50.00 §50.00
Reports you Approved this Quarter e,
Reparts you Approved last Quarter Books 09182018 0191182018 $50.00 $50.00 $50.00
Reports you Approved this Year DokSirGHE course)
Lunch, VC Search 09/13/2018 09132018 £250.00 £250.00 $250.00
Reports you Approved last Year feafe
All Reparts you Approved labels 08/10/2018 09M0/2018 51,200.00 51,200.00 51,200.00
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Copyright © University of Nebraska Board of Regents



