Instructions for Denying the E-Travel Online

Step 1:   Access E-Travel Worklist via email:

From the Email sent by PeopleSoft Finance to the Primary Approver, click the hyperlink on bottom to go to Worklist.
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Alternate Step 1:   Alternative way to Access E-Travel Worklist:
From PeopleSoft Finance, click on the Worklist hyperlink in the upper right corner to bring up the E-Travel Worklist.
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Step 2:   From E-Travel Worklist Screen:

Click on the hyperlink for the Travel Request Number for the traveler.  Their legal name is displayed, because it is used on official Travel Documentation.	

[image: ]






Step 3:  From Travel Request Approval Screen:
Change the drop down for “Approval Action” to Deny.  
Comments are required for Denied Travel, so to traveler or person entering travel can take appropriate action. 
Click SAVE Button shown on next page. 
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As soon as the Primary Approver or one of the other E-Travel Approvers DENY the travel, the request will drop off everyone’s Worklist.  











Sample Email for Denied Travel: 
Email is sent to Traveler  and person entering travel.
[bookmark: _GoBack]
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Travel Request Approval

Travel Request Number: 80192 Business Unit: UMBC1

*Approval Action: Approval Status:

Add Approver Comments

Approver Comment History

Added By: RSTRUCK On: 11/02/2017-13:51
Traveler: Griggs Kaeko

Approval is pending...

Traveler

Agency: Globetrotter

Employee ID 3000401718 Griggs Kaeko

Distribution Of Charge

Fund: 1111 State Support (CUR) Dept: 10429 FS Operations

P-Fin: 061 Institutional Supt - Gen Admin Account: 7040100 In State/Routine Operations
Project:
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Primary Approver

User ID: GB71054 E-Mail: RSTRUCK@umbc edu
Name: Sasha Hudson

Costs

Air/Rail/Bus: 600.00 Air?: Y Rail?: N Reimbursable Expenses: 935.00

Airline: Southwest Other:

Sponsored Funds:

Departure Date:  10/06/2017 Retumn Date: 10/06/2017
origin:  BWI Destination: Las Vegas, Nevada

Purpose:  Attend HEUG Conference
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UMBC-FINANCE@umbc.edu

E-Travel Request #80192 Denied

E-Travel Request #80192 has been denied by: Benjamin Lowenthal (blowenth@umbc.edu)

Traveler Name: Griggs.Kaeko
Department: 10429

Depart Date:  11/03/2017
Return Date:  11/04/2017
Origin: Baltimore, MD
Destination:  Tokyo, Japan
Comments Related to Denial:

Added By: BLOWENTH On: 11/03/2017-09:29
Traveler: Griggs.Kaeko

There are not enough funds for a trip to Japan.

Please have the original requestor retrieve the denied travel request, make appropriate changes, and submit a new E-Travel request. (If applicable)

***Automated Email, Do Not Reply***
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avel Request #80192 is ready for approval

UMBC-FINANCE@umbc.edu

E-Travel Request #80192 is ready for approval

E-Travel Request Number #80192 is ready for general approval.
There should be an entry in your worklist for that approval.

Traveler Name: Griggs,Kaeko
Department: 10429

Depart Date:  11/03/2017
Return Date:  11/04/2017
Origin: Baltimore, MD
Destination:  Toyko, Japan

https:/fsprd-web.ps.umbc.edu/WebAuth/workList

***Automated Email, Do Not Reply***
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UMBC Peeplefoft

Home | Workiist
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Worklist

Worklist for BLOWENTH: Benjamin Lowenthal

Detail View Worklist Filters < Feed -

Worklist Items

From Date From Work Item Worked By Activity Link

Tim Kuonen 10/05/2017 m&&m eTRAVEL Approval - Ww | MarkWorked | | Reassign J
Tim Kuonen 1010612017 m&&m GTRAVEL Approval [ | JavelRoquest 460215 for | MarkWorked | | Reassign J
Kaeko Griggs 101772017 m&&m eTRAVEL Approval - %‘{s‘;ﬂmm | MarkWorked | | Reassign J
Kaeko Griggs 101772017 m&&m TRAVEL Approval - [LovelRequest#50220 for [ MarkWorked | | Reassign J





