F. HOW TO APPROVE A TRAVEL REQUEST

CLICK APPROVALS

REQUEST APPROVAL HIERARCHY

CLICK REQUESTS

SELECT ONE

from "requests pending your approval"

TRAVELER

SUPERVISOR

DEAN [IF COLLEGE]

DBA/CBA

PROVOST - IF FOREIGN TRAVEL

TRAVEL OFFICE REVIEWS & SENDS TO OSP [IF NEEDED]

EXPENSE APPROVAL HIERARCHY

VERIFY REQUEST - CLICK
REQUEST DETAILS

VERIFY DOCUMENTS - CLICK
ATTACHMENTS

Traveler

Supervisor

Travel Office

Provost/ OSP if required
DEAN [IF COLLEGE]
DBA/CBA

CLICK APPROVE, or
"More Actions" if not approved
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