
Traveler’s Email to Submit Travel Request
Traveler receives this notification via email



Traveler’s POV to Submit Travel Request
Traveler click link on email and it takes them to the expense report, the can review and submit report.

Traveler’s POV
• When they receive the email and go to the expense report and click Submit Report the Report Totals window will appear. They will 

review the summary and select Submit Report again to continue.



Traveler’s POV to Submit Travel Request

• The User Electronic Agreement will appear after they submit the report.
• They will review the agreement and select Accept & Continue.
• The report will then be successfully submitted and routed through the approval process.
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