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TRAVEL APPLICATION

Expense

HELPFUHINTS

Q Once a travel request has been approved, it will appear iExpense Repdite as anApproved Request

PROCEDURE

Clickon the Expens&eportile.

1. Banner defaults tél/. Click other options to sort byen, submitted, approvedr sent for payment.
2. Sort columnby Report ID, Report Name, Business Purpose, Report Date, and Status.
3. Status will show a&pproved Requeshtil changes are made andetteel é@x plea seavep oensaspdatedisplmfort
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