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TRAVEL APPLICATION

Approvals

HEeLPFUL HINTS

Q Approvers have the option to approve or approve and forward a non-travel expense.

PROCEDURE

Locate and open the submitted non-travel expense from the Approvals Workflow Inbox tile.

Employee 1D: 228198 Name: MICHELLE THOMPSON Campus: UNCA Report Number: 6900010518

[E Approval Log Approval Flow  Approve  Approve & Forward ~ Return for Changes

Expense Date: | 12/05/2022 To: | 12/06/2022 Amount: | 200.00 usb

#Rucinose Durn BonkeMidonc/ote Cammani-

Click -‘ W8] to approve the non-travel expense report. The system will automatically forward to the next person

in the approval process. Click Approve & Eorward s approve the non-travel expense report. A pop-up box
appears. Click ™ to search for an employee.

Forward Request
Employee Id

[=]

Comments

Ok Cancel

Neﬁﬁg]OF Copyright © University of Nebraska Board of Regents @>> Nebraska State

System Page 1 College System



Travel Quick

APPROVE AND FORWARD: NON-TRAVEL EXPENSE Reference Guide

Updated January 19, 2023

Enter search criteria and click FeSisazliedl
Employee Details
Personnel Number: Company Code: | 1000
Last name: Campus Code:
First name: Max hits: | 200
ltems (2) @
Persho. Last name First name CoCode Campus

Select the button to the right of the name and click .

Personnel Number: Company Code: | 1000
Last name: | Grauer Campus Code:
First name: Max hits: | 200
ltems (2) w
PersMNo. Last name First name CoCode Campus
00092003 GRAUER TRACY 1000 UNCA E

Employee Id
00092003 (=

Comments
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A confirmation message appears. Click .

[¥] Message

] Trip 6900010519 Approved and Forwarded Successfully

Ok

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

Approval Flow

O -

Supervisor Financial Approver AP Audit
Shannon M Melody Stark
Poppe 179351
43081
Approved  beoeeen > Approval = Ty Approval
PR T Pending " Pending

Approval Date:
12/15/2022

Tracy M Grauer
92003

(T Ld
(1) InProcess
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