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Approve Expense Report

Navigation: Nav Bar > Navigator > Travel and Expenses > Approve Transactions > Approve Transactions
OR

Navigation: Nav Bar > Navigator > Manager Self-Service > Travel & Expense Center > Approvals >

Approve Transactions

After using the above navigation, select the Expense Report tab and click the Transaction ID link to select a
pending expense report.
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Approve Transactions
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The expense report opens in Expense Summary View and most of the information can be reviewed on this
page.
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Approve Expense Report
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Expense Detail

Expense Lines

Approval Workflow
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Expense Detail

Use the Expense Detail View to review accounting lines. Complete the approval by following the current
CUNYfirst process.

New Window | Personalize Page

Approve Expense Report - Expense Details [ Expense Report Summary

@
Actions | Choose an Action v [ e | \

Business Purpose  Conference Report 00000 Approvals in Process GL Business Unit  HTRO1
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Report Description  UFS Senate et

Return to Expense
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Commitment Control X

Commitment Control Details .
Commitment Control X
Source Transaction Type Expense Shest

Budget Checking Header Status Mot Budget Checked Commitment Control Details

G i Control A tType Encumbrance Source Transaction Type Expense Sheet

Commitment Control Tran ID Budget Checking Header Status

Commitment Control Tran Date  11/22/2021

1 Override Transaction Commitment Control Amount Type Encumbrance

Commitment Control Tran ID 000661

| Commitment Control Tran Date 117222021
[J Override Transaction

jon Exceptions Go To Actiity Log
‘ Cancel ‘

After reviewing the information and you are ready to approve the transaction, click the Budget Options button
to access the Commitment Control Details window. Click the Budget Check button to run the budget.

Gi to [ransaction Exceptions Go To Activity Log |

[

Upon successfully running the budget (i.e., Valid status), click the OK button to return to the Approve Expense
Report window and click the Approve button to continue the submission process.

Budget Checking is required before the Expense Report can he Approved, Please click on the Budoet Options hyperlink.

Budget Status

Valid

Approve Send Back Save Changes ‘
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