Instructions for Approving 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.

[image: C:\Users\rstruck\AppData\Local\Temp\SNAGHTML649b08a.PNG]
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.	
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Step 3:  From Travel Request Approval Screen:
The drop down for “*Approval Action” defaults to Approve.  As an approver, please scroll down the page ensuring that sections have accurate information.  If it is approved, please click SAVE Button shown on next page.
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All E-Travel Approvers for the department will have the E-Travel request in their PeopleSoft Worklist, but only Primary Approver will receive email immediately.  As soon as the Primary Approver or one of the other E-Travel Approvers approve the travel, the request will drop off everyone’s Worklist.  The reminder email to approve travel will be sent after 24-48 hours to all Approvers for a department.

[bookmark: _GoBack]If needed Step 3A: Foreign or Past Date Approver: From the Email sent by PeopleSoft Finance to the Foreign or Past Date Approver, click the hyperlink on bottom to go to Worklist.  As of Dec. 1, 2017, if the Primary Approver ALSO is a Foreign Approver for the department, then Step3A-3C are accomplished with the initial Approval. 
Any E-Travel request that has the Foreign Account selected will require additional approvals from the next higher authority, unless the next higher authority is the person that was selected as the Primary Approver.  Also, any E-Travel request that has a past date will also be sent.  
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If needed, Step 3B:  From E-Travel Worklist Screen (Foreign or Past Date):
Click on the hyperlink for the Travel Request Number for the traveler. 
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If needed, Step 3C: From Travel Request Approval Screen.  Same screen as Step 3, with an additional view of the Primary Approver’s Comment History. Click SAVE Button on bottom of page to Approve.

Step 4:  Travel Department Approving Authority
The Travel Dept. receives the approved E-Travel after it has been approved by all Department Approving Authorities.
If tickets need to be issued by one of our contracted agencies, an AGENCY must be selected.  If the wrong agency is selected or if “Other” was selected in error, a Supplemental E-Travel will need to be completed and approved prior to tickets being issued by the Travel Dept.
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Travel Request Approval

Travel Request Number 80226 Business Unit: UMBC1

*Approval Action:  Approve - Approval Status:

Add Approver Comments

Approver Comment History

Added By: KGRIGGS On: 10/17/2017-08:17
Traveler: Griggs,Kaeko

Approval is pending...

Traveler

Agency: Globetrotter

Employee ID 3000401718 Griggs,Kaeko

Distribution Of Charges

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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-Travel Request #80223 is ready for foreign travel or past date approval

UMBC-FINANCE@umbc.edu

E-Travel Request #80223 is ready for foreign travel or past date approval

E-Travel Request #80223 is ready for foreign travel or past travel date justification
approval.
E-Travel Form can be approved from your worklist.

Past Travel Date Justification Required: N

Traveler Name: Alfano.John W.
Department: 10429

Depart Date:  10/14/2017
Return Date:  10/16/2017]
Origin:  bos

Destination:  bwi

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

***Automated Email, Do Not Reply™**




image8.png
UMBC Peerlelolt

Favgrites | Main Menu > Worklist > Worklist

(& New Window 2 Help [# Personalize Page
Worklist

Worklist for LSCHAEFE: Lynne C. Schaefer

Detail View Worklist Filters - Feed ~

Worklist Items

From Date From Work Item Worked By Activity Link
Benjamin Foreign Trv or —— Travel Request #80223 for =
Lowenthal joseo PastDiusty |1 VEL Approval Alfano_John W. Mark Worked | | Reassign
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UMBC-FINANCE@umbc.edu

E-Travel Request #80222 is ready for approval

E-Travel Request Number #80222 is ready for general approval.
There should be an entry in your worklist for that approval.

Traveler Name: Alfano.John W.
Department: 10429

Depart Date:  10/21/2017
Return Date:  10/27/2017
Origin:  Baltimore

Destination:  Boston

mbc.edu/WebAuth/workLi

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

Home | Workiist | Signout

Fav(lrites MainvMenu

My Page|[ Einancial Reporting

Personalize Content | Layout 2 Help
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UMBC Peeplefoft

Home | Workiist
Favorites * Main Menu > Worklist > Worklist
(& New Window 2 Help [& Personalize Page

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





