
Travel Authorization Approver Setup 
Step 2 – Travel Approver Setup 

 
 

Once security has been granted (Step 1) the authorized users will have access to the Travel Approver 
Setup page. 
 
Navigation within the Portal: Financial Systems >> Travel >> Travel Approval Setup 
 

 
 
 

• User will click the Department search box to get a listing of their authorized OUC’s 
 

 
 
 
 



• User will proceed to choose the applicable Department and will then be taken back to the main page.  
User will then click Search to generate the employees to the results grid. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



• User will choose an Approver from the “Approver to Assign” drop down list. 
• Employees that show up in the approver box are those that have OUC access to the first two digits of 

the department selected.  This allows for flexibility in those situations where an approver is in a 
different OUC (ie: Ernie Murphrey-450101 set as the approver for Cliff Flood-451001) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



• For assigning an Approver Type of Final Approver, the user will ‘check’ the checkboxes for the 
needed employees and then click the Apply/Save button.  A Final Approver is required for each 
employee. 

 
 
 
• Upon saving, the user will get a confirmation of the update and the Approver Employee ID and 

Name will be populated on the grid. 

 
 
 



• If the Approver is not listed in the drop down list, use the “Alternate Search” list to find the correct 
approver.  Click the Alternate Search radio button to activate the field, then proceed to click the 
search button.  Enter the last name of the Approver in the name field and click lookup, click the 
needed Approver. 

 

 
 
 
 
 
 
 
• Once you are returned to the main page select the applicable employees and click Apply/Save 

 
 
 
 
 
 



 
• Upon clicking Save the selected employees have been updated with the approver from the Alternate 

Search. 

 
 
 
 
• For quicker entry the Select All link can be used in place of individual selection 
• The Clear All can also be used to deselect all users 

 



 
 
• A message comes up when a user tries to assign an approver to an employee when they are the same 

person (ie: Gwen Hazlehurst cannot be the approver for herself). 
• When this situation happens, the approver is not updated to the employee and the user must choose 

someone else. 

 
 
• If a user sets an approver for an employee that has pending and unapproved travel, the travel 

worklist request will be removed from the previous approver and added to the worklist of the new 
approver. 

 
 

 
 
NEW FEATURES – Admin Approver and Admin Reviewer functionality 
 
New features now allow for admin (or bookkeeper) approvers to be added, as well as admin reviewers.  
Both of these layers of approval/review are optional.  If your department wishes to have just a final 
approver, this is all that is required. 
 
To add an admin approver, choose the Approver to Assign from the dropdown list, or use the Alternate 
Search.   
 
Next, click the Admin Approver radio button.  Lastly, click Apply/Save. 

 
 
 
 



• Upon clicking Save the selected employees have been updated with the approver into the 
Administrative Approver column. 

• The same process is done for assigning reviewers.  To do so click the Admin Reviewer radio button, 
choose a Reviewer to Assign, and click Apply/Save. 

 
 
 
 
• An employee cannot have the same Final and Admin approver.  The system will prompt an error 

message if the user tries to assign the same for both. 
• Just as an employee cannot be a Final approver for themselves, an employee also cannot be an 

administrative approver for themselves as well. 
 


