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Travel Approval - Approver
Procedure

This Topic demonstrates the Travel Approval Worklist and Approver
process for travel authorizations.

For purposes of this topic, the term "Approver" includes Administrative
Approvers, Ad Hoc Approvers, and Final Approvers.

Workflow for Travel Authorizations is designated

= | hitps: ffeptrn.acs. nes pd prsp EP TRI/ENPLDNEE EMPLA =N _T4R1

File Dbt Vew Favorfes Took Hel ol - e wiB SEARCH o [ veets = ) Groups = =g

WG ek Portal G NG State Universiy
NC STATE LI T

Tinarcasl Syatums = U P 1, Leave Systam
Human Rescurces Systems =

PaaplaToals % .§' o = L Tame Reporting
My Content @ venncamn
*3 | Jom
w
A0i1 Tavvice Security Accwus for Legurated Employees
Proposals & Project Manogement Compliance Environmental Heaish & Safory
Intstioctusl Property Resources
SF mers STABAS, Vil Tha BETASAGH for Cantracts & Grants ¢ SPARCE.
Financial Sysipms . Sumimary
°| Jowmats & Project L@ Monsonng Tools & 4
o Maintenancy ﬂ@n.,,u o el
Library .
R TR Tor Tromng “3' Traved i .vuuum:aemw
Oefing Employmant System Noars, o Availatsiity Finsocis Sywtaema el Vi Wiarkint

NC STATE UNIVERSITY

wstat] (@ =W S BERE e @ Sniovell delivered... | @ view V1.3 - Mic... [[@Erwoack Porta... W Novell Groupwi... |

«@ 515PM

Step Action

1. Click the Travel Authorizations link.
[Travel Authorizations|
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Step Action

2. Approver's will have this special area called ""Travel
Approval Worklist™. Pending Travel Authorizations will
be listed here.

This needs to be worked daily.
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Step Action

3. To access a travel authorization, Click the TA# link in
this column to go to details.

A00006219

The “Travel Approval Worklist” workflow is
separate from the College-Approver workflow for
Vouchers.

Alternatively, Approvers/Reviewers receive an email
to access the Travel Authorization too. You must
log into the MyPack portal to view the authorization.
The following procedural steps are the same
regardless of how access to the authorization is
gained.

Iy Ser 0
VB FROBAITRAC/MNC _AP_PROCESSES.NC_TRAVEL CENTER.GBLPPORTALPARAM FTCNav=he 1= & | ¢l & | A

Fils Dt View Faweiss Took e | @] - [@ wen seaRcn (2 | Dl ovnis ~ ) Geoups = S [

EPE920TRMN

o o
Accounts Payabl
Acsounts Recenbh
socations
Comenitient Control
Goneral Leager
Inseepanmants
Transacwons Nomes  Kimesely H Halloy
Joumiats & Project Dupt: vty Controliar
Usetanance Emait  EADE_Financials_Caendar@ow
MarketPtac nENCIY $OY
Monitonng Tooks & Rl B o gt B} S Trtar Dalass
g Twwelbetais
Procurement =
e “Travel Type: Z
St Up Financials Supply “Ragin Data: [017RE0I0 [ ‘PegnTime: [S00M (e BAorEOGAM)  Mumberof Daye &
"I:'“'" Frct Dt 0 [ “OndTme:  [100PU  jex 5P o S00PM)
* Teaining
P —
Travel

“statn
[Boston TO=% Adg  Remevm
“UA¥il his trip include any personal taver?  [He

¥ Cvernight Traves rc Loageng and ieals)

¥ Fxceas |odging Rates
I™ Vehicle Rontal

ContRestsiaten Fans ¥ une of Pernenal Vahicls

WorkahooTeaining Fees 37500 € Fa v i
Lodaing 5500 [0
Meals [ iz @
CinarEmansss [ %3000 @
............. =
®start] |4 =W L D BEN e @ Cnewell deliversd.. | # view V1.3 - Mic... |[& Travel author... % tovell Grougii .. | «@ S:5PM

Step Action

4. The Approver has the responsibility to review every
field of data to ensure accuracy and compliance with
all University Policies.
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Set Up Financials/ Supply
Chain

* Training
Travel
+ Travel
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Step

Action

Approvers need to make sure the Travel Estimates are
reasonably accurate and fairly represent the intended
business purpose.

Travel Estimate

for the travel here by checking or un-checking the boxes.

Approvers can grant or deny the "Special Authorizations"
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Action

Scroll down....
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Step

Action

Any special comments/justifications for the travel to
support the business purpose can be documented here.
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Step Action

9. At any time, the Approver can cancel the Authorization if
it's not needed by clicking Cancel Authorization link.

Cancel Authorization

10. The Approver may "Deny" the Travel. If denied, add a
reason in the denied comments field above, and then click
the Deny button.

Deﬂ:-fl

11. Otherwise, if the Travel Authorization is complete and
ready for approval, Click the Approve button.
Approve
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Step

Action

12.

Click the OK button.
[]4

13.

Note the Date & Time stamp has been added.
|0115/2010 5:16:52PM |
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Step Action

14, Click the Go To Travel Center link.
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Step Action

15. Notice the "Worklist™ is removed when it is empty.
Compare with step #3 screen shot.

16. End of Procedure.
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