Travel Quick
APPROVALS: ACTING ON A NON-TRAVEL EXPENSE REPORT

TRAVEL APPLICATION

Approvals

HELPFUL HINTS

Once a report is approved, the approver can only view the approval log and approvalflow. An approved report
will remain in the gapprovedtab until the expense is sent for payment.

Supported browsers:
e PC: Chrome and Edge
e Macintosh: Chrome and Safari

PROCEDURE

Within Firefly, click on the 7ravel and Expense Reportingtile.

Travel and Expense
Reporting

The travel page appears. Click Approvals Workflow Inbox. “®Note: AsP processors will select Payment Services
Processing Inbox.

Approvals Workflow
Inbox
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