VIEW APPROVED REQUESTS AND EXPENSES

Updated October 3, 2018

Once a travel request or expense report has been acted upon, it no longer appears on the current approval
screen. To view reports that have been approved, click on the Approvals tab at the top of the screen.

TRAVEL REQUEST APPROVALS

To view travel requests, click on the Requeststab. Click on the RE and select an option from the dropdown
menu.
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EXPENSE REPORT APPROVALS

To view expense reports, click on the Reportstab. Click on the [ View v | and select an option from the dropdown
menu.
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