
 

Business Process Document
PS FIN Travel Expenses: Approving Travel 

Authorizations for Past Travel Dates 
 

Last changed on: 8/12/2009 9:37 AM  
 
 

Page 1

 
  
Department  

Responsibility/Role  

File Name Approving Travel Authorizations for Past 
Travel Dates_BUSPROC.doc 

Version  

Document Generation Date 8/12/2009 

Date Modified 8/12/2009 

Last Changed by  

Status  
 
 

Approving Travel Authorizations for Past Travel Dates 
Trigger: 
 
 
 
Required Field(s) Comments 
  
 
Output - Results Comments 
  
 
Additional Information 
 
 
 



Business Process Document 
PS FIN Travel Expenses: Approving Travel 
Authorizations for Past Travel Dates   

 
 

Page 2 Last changed on: 8/12/2009 9:37 AM

Procedure 
 
As a Manager: 
 
In this topic, you will learn that its not possible to approve a TAR that has happened in 
prior dates. 
 
  

 

 
Step Action 

1.   Click the Manager Self-Service link. 
 

2.   Click the Travel and Expense Center link. 
 

3.   Click the Approvals link. 
 

4.   Click the Approve Transactions link. 
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Step Action 

5.   Click the Travel Authorizations tab. 
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Step Action 

6.   Click an entry in the Transaction ID column. 
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Step Action 

7.   Click the More Options list. 
 

8.   Click the GO button. 
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Step Action 

9.   Click the Return to Travel Authorization Summary link. 
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Step Action 

10.   Click the scrollbar. 
11.   Click the Approve button. 

 
  

 
 

Page 7



Business Process Document 
PS FIN Travel Expenses: Approving Travel 
Authorizations for Past Travel Dates   

 
 

Page 8 Last changed on: 8/12/2009 9:37 AM

 

 
Step Action 

12.   Click the OK button. 
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Step Action 

13.   Click the Missing or invalid information was found. Click this icon to view 
button. 

 
14.   Notice: The flag alerts you as to past date. 
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Step Action 

15.   Click the Return to Travel Authorization Details link. 
 

16.   Congratulations. You have approved a Travel Authorization for a past date. 
End of Procedure.
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