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INTRODUCTION 
The purpose of this document is to walk the user through the steps to perform the following functions: 

• Approve Out-of-State Travel Authorization using the email link. 
• Approve Out-of-State Travel Authorization using Push Notifications. 
• Approve Out-of-State Travel Authorization using Approval tile. 
• Push Back Out-of-State Travel Authorization using the email link. 
• Push Back Out-of-State Travel Authorization using Push Notifications. 
• Push Back Out-of-State Travel Authorization using Approval tile. 
• Deny Out-of-State Travel Authorization using the email link. 
• Deny Out-of-State Travel Authorization using Push Notifications. 
• Deny Out-of-State Travel Authorization using Approval tile. 
• Approve In-State Travel Authorization using the email link 
• Approve In-State Travel Authorization using Push Notifications. 
• Approve In-State Travel Authorization using Approval tile. 
• Push Back In-State Travel Authorization using the email link. 
• Push Back In-State Travel Authorization using Push Notifications 
• Push Back In-State Travel Authorization using Approval tile. 
• Deny In-State Travel Authorization using the email link. 
• Deny In-State Travel Authorization using Push Notifications. 
• Deny In-State Travel Authorization using Approval tile. 
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OUT-OF-STATE TRAVEL AUTHORIZATION PROCESS FLOW 
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Approvals - Out-of-State Travel 
Approve Out-of-State Travel Authorization using the email link 
 

 Setup/Usage 
Instructions 

Screen Prints 

   
1. Email received for Out-of-State 

Travel Authorization approval. 

 
   
2. Select the link in the email. If 

you are already logged into 
PeopleSoft, it will take you 
directly to the approval screen. 
If you are not logged in, you will 
get the login prompt. 
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3. Once logged in, the approval 
screen displays. 

 

 
   
4. 

Select the  button. 
 
 
Approval comments box 
displays. Comments are not 
required for approval. 
 

 
However, it is always 
best practice to enter a 

detailed comment while 
approving Out-of-State Travel 
Authorization, so that you can 
review prior approvals. 
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5. 
Select the button. 

 
If you are the director 

(final approver), the Out-of-
State Travel Authorization is 
finalized upon approval. If you 
are a budget analyst/ 
departmental/divisional 
approver or CFO, the Out-of-
State Travel Authorization is 
routed to the next approver. 
 
Refer to OUT-OF-STATE TRAVEL 
AUTHORIZATION PROCESS FLOW. 
 

 
Out-of-State Travel Authorization is approved. 
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Approve Out-of-State Travel Authorization using Push Notifications 
 

 Setup/Usage 
Instructions 

Screen Prints 

   
1. Log into PeopleSoft. 

 

   
2. At right under Notifications, 

select the travel authorization to 
approve under the Actions 
panel. 
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3 The approval screen displays. 

 

 
4. 

Select the button. 
 
 
Approval comments box 
displays. Comments are not 
required for approval. 
 

 
However, it is always 

best practice to enter a detailed 
comment while approving the 
Out-of-State Travel 
Authorization, so that you can 
review prior approvals. 
 

 

   
5. 

Select the  button. 
 
If you are the director (final 
approver), the Out-of-State 
Travel Authorization is 
finalized upon approval. If you 
are a budget analyst/ 
departmental/divisional or CFO 
approver, the Out-of-State 
Travel Authorization is routed 
to the next approver. 
 
Refer to OUT-OF-STATE TRAVEL 
AUTHORIZATION PROCESS FLOW. 

 
Out-of-State Travel Authorization is approved. 
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Approve Out-of-State Travel Authorization using Approval tile 
 

 Setup/Usage 
Instructions 

Screen Prints 

   
1. Log into PeopleSoft. 

 

   
2. From the top left, select My 

Homepage, then select 
Employee Self Service from 
the drop-down menu. 
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3. Employee Self Service displays 
the Approvals tile. 

 
   
4. Select the Approvals tile. 

 
   
5. Select the travel authorization 

to approve. 
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6. The approval screen displays. 

 

 
7. 

Select the  button. 
 
 
Approval comments box 
displays. Comments are not 
required for approval. 
 

 
However, it is always 
best practice to enter a 

detailed comment while 
approving Out-of-State Travel 
Authorization, so that you can 
review prior approvals for the 
Travel Authorization(s). 
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8. 
Select the  button. 

 
If you are the director 

(final approver), the Out-of-
State Travel Authorization is 
finalized upon approval. If you 
are a budget analyst/ 
departmental/divisional 
approver or CFO, then Out-of-
State Travel Authorization is 
routed to the next approver. 
 
Refer to OUT-OF-STATE TRAVEL 
AUTHORIZATION PROCESS FLOW. 
 

The Out-of-State Travel Authorization is approved. 
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Sendback - Out-of-State Travel 

Sendback Out-of-State Travel Authorization using the email link 
 

 Setup/Usage 
Instructions  

Screen Prints 

   
1. Email received for Out-of-State 

Travel Authorization approval. 

 
   
2. Select the link in the email. If 

you are already logged into 
PeopleSoft, it will take you 
directly to the approval screen. 
If you are not logged in, you will 
get the login prompt. 
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3. Once logged in, the approval 
screen displays. 
 
 

 
More button will appear 

only for the following approvers 
for Out-of-State Travel 
Authorization: 
 

• Departmental approver. 
• Divisional approver. 
• CFO. 
• Director.  

 
   
4.  

Select the  button. 
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5. Select the  button. 
 
 
Sendback comments box 
displays. Comments are 
required for Sendback. 
 
 

It is always best practice 
to enter a detailed 

comment while sending back 
Out-of-State Travel 
Authorizations, so that the 
traveler can review and correct 
the Travel Authorization(s). 
 

 

   
6. 

Select the  button. 
 
 
The Out-of-State Travel 
Authorization is sent back to 
the traveler who also receives 
an email notification. 
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Sendback Out-of-State Travel Authorization using the Push Notification 
 

 Setup/Usage 
Instructions  

Screen Prints 

   
1. Log into PeopleSoft.  

 

   
2. At right under Notifications, 

select the travel authorization to 
Sendback. 
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3. The Travel Authorization 
Approval screen displays. 
 
 
More Button will appear only for 

the following approvers 
for Out-of-State Travel 
Authorization: 

 
• Departmental approver. 
• Divisional approver. 
• CFO. 
• Director.  

  
 

 

4.  
Select the  button 
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5. Select the  button. 
 
 
Sendback comments box 
displays. Comments are 
required for Sendback. 
 
 

It is always best practice 
to enter a detailed 

comment while sending back 
Out-of-State Travel 
Authorizations, so that the 
traveler can review and correct 
the Travel Authorization(s). 
 

 

   
6. 

Select the  button. 
 
 
Out-of-State Travel 
Authorization is sent back to 
the traveler who also receives 
an email notification. 

 

 
 

  



Travel Authorization Approval User Guide v2.0 Page 21 of 65 

Sendback Out-of-State Travel Authorization using the Approval Tile 

Setup/Usage 
Instructions 

Screen Prints 

1. Log into PeopleSoft. 

2. From the top left, select My 
Homepage, then select 
Employee Self Service from 
the drop-down menu. 
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3. Employee Self Service displays 
the Approvals tile. 

4. Select the Approval tile. 

5. Select the Travel 
Authorization for Sendback. 
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6. After selecting the Travel 
Authorization action, the Travel 
Authorization Approval screen 
displays. 

More button appears 
only for the following 

approvers for Out-of-State 
Travel Authorization: 

• Departmental approver.
• Divisional approver.
• CFO.
• Director.

7. 
Select the  button. 
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8. Select the  button. 

Sendback comments box 
displays. Comments are 
required for Sendback. 

It is always best practice 
to enter a detailed 

comment while sending back 
Out-of-State Travel 
Authorizations, so that the 
traveler can review and correct 
the Travel Authorization(s). 

9. 
Select the button. 

The Out-of-State Travel 
Authorization is sent back to 
the traveler who also receives 
an email notification. 
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Deny – Out-of-State Travel 

Deny Out-of-State Travel Authorization using the email link 

Setup/Usage 
Instructions 

Screen Prints 

1. Email received for Out-of-State 
Travel Authorization approval. 

2. Select the link in the email. If 
you are already logged into 
PeopleSoft, it will take you 
directly to the approval screen. 
If you are not logged in, you will 
get the login prompt. 
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3. Once logged in, the approval 
screen displays. 

4. 
Select the  button. 

The Deny comment box 
displays. Comments are 
required for denied travel. 

It is always best practice 
to enter appropriate comment 
while Denying an Out-of-State 
Travel Authorization, so that 
traveler can understand why it 
was denied. 
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5. 
Select the   button  
 
Out-of-State Travel 
Authorization is denied and an 
email notification is sent to the 
traveler. 
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Deny Out-of-State Travel Authorization using the Push Notification 

Setup/Usage 
Instructions  

Screen Prints 

1. Log into PeopleSoft. 

2. 
On the right side, locate the 
Notifications Bell and select the 
travel authorization to Deny. 
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3. After selecting the Travel 
Authorization action, the Travel 
Authorization Approval screen 
displays. 

4. 
Select the   button  

Deny comment box displays. 
Comments are required for 
Denied Travel. 

It is always best practice 
to enter appropriate comment 
while Denying an Out-of-State 
Travel Authorization, so that 
traveler can understand why it 
was denied. 
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5. 
Select the  button. 

Out-of-State Travel 
Authorization is denied and an 
email notification is sent to the 
traveler. 
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Deny Out-of-State Travel Authorization using Approval Tile 

Setup/Usage 
Instructions 

Screen Prints 

1. Log into PeopleSoft. 

2. From the top left corner, select 
My Homepage, then select 
Employee Self Service from 
the drop-down menu. 
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3. Employee Self Service displays 
the Approvals tile. 

4. Select the Approvals tile. 

5. Select the Travel Authorization 
to Deny. 
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6. The approval screen displays. 

7. 
Select the   button 

Deny comment box displays. 
Comments are required for 
Denied Travel.  

It is always best practice 
to enter appropriate comment 
while Denying an Out-of-State 
Travel Authorization, so that 
traveler can understand why it 
was denied. 
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8. 
Select the   button 

Out-of-State Travel 
Authorization is denied and an 
email notification is sent to the 
traveler. 
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IN-STATE TRAVEL AUTHORIZATION PROCESS FLOW 
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Approvals – In-State Travel 
Approve In-State Travel Authorization using the email Link 

Setup/usage 
instructions  

Screen prints 

1. Email received for In-State 
Travel Authorization approval. 

2. Select the link in the email. If 
you are already logged into 
PeopleSoft, it will take you 
directly to the approval screen. 
If you are not logged in, you will 
get the login prompt.  
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3. Once logged in, the approval 
screen displays. 

 

 
   
4. 

Select the  button. 
 
 
Approval Comments box 
displays. Comments are not 
required for approval. 
 

 
However, it is always 
best practice to enter a 

detailed comment while 
approving the In-State Travel 
Authorization so you can 
review prior approvals. 
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5. 
Select the  button. 

 
If you are the director 

(final approver), the Out-of-
State Travel Authorization is 
finalized upon approval. If you 
are a budget analyst/ 
departmental/divisional 
approval or CFO, then the In-
State Travel Authorization is 
routed to the next approver. 
 
Refer to IN-STATE TRAVEL 
AUTHORIZATION PROCESS 
FLOW. 

 
In-State Travel Authorization is approved. 
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Approve In-State Travel Authorization using the Push Notification 
 

 Setup/usage 
instructions  

Screen prints 

   
1. Log into PeopleSoft. 

 

   
2. At right under Notifications, 

select the travel authorization to 
approve under the Actions 
panel. 
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3. The Travel Authorization 
Approval screen displays. 

 

 
 

4. 
Select the  button. 
 
 
Approver Comments box 
displays. Comments are not 
required for approval. 
 

 
However, it is always 
best practice to enter a 

detailed comment while 
approving In-State Travel 
Authorization so you can 
review prior approvals. 
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5. 
Select the  button. 

 
If you are the director 

(final approver), the Out-of-
State Travel Authorization is 
finalized upon approval. If you 
are a budget analyst/ 
departmental/divisional 
approver or CFO, the In-State 
Travel Authorization is routed 
to the next approver. 
 
Refer to IN-STATE TRAVEL 
AUTHORIZATION PROCESS 
FLOW. 

 
In-State Travel Authorization is approved. 
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Approve In-State Travel Authorization using Approval tile 
 

 Setup/usage 
instructions  

Screen prints 

   
1. Log into PeopleSoft. 

 

   
2. From the top left, select My 

Homepage, then select 
Employee Self Service from 
the drop-down menu. 

 
   



Travel Authorization Approval User Guide v2.0 Page 43 of 65 

3. Employee Self Service 
displays the Approvals tile. 

 
   
4. Select the Approvals tile. 

 
   
5. Select the Travel 

Authorization to approve.  
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6. The Travel Authorization 
Approval screen displays. 

 

 

 
7. 

Select the  button. 
 
 
Approver Comments box 
displays. Comments are not 
required for approval. 
 

 
However, it is always 
best practice to enter a 

detailed comment while 
approving In-State Travel 
Authorization so that you can 
review prior approvals. 
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8. 
Select the  button. 

 
If you are the director 

(final approver), the In-State 
Travel Authorization is 
finalized upon approval. If you 
are a budget analyst/ 
departmental/divisional 
approval or CFO, then the In-
State Travel Authorization is 
routed to the next approver. 
 
Refer to IN-STATE TRAVEL 
AUTHORIZATION PROCESS 
FLOW. 

 
In-State Travel Authorization is approved. 
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Sendback – In-State Travel 
Sendback In-State Travel Authorization using the email link 
 

 Setup/usage 
instructions  

Screen prints 

   
1. Email received for In-State 

Travel Authorization approval. 

 
   
2. Select the link in the email. If 

you are already logged into 
PeopleSoft, it will take you 
directly to the approval screen. 
If you are not logged in, you will 
get the login prompt. 
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3. Once logged in, the Approval 
screen displays. 
 
 
 

 

The  button will 
appear only for the following 
approvers for In-State Travel 
Authorization: 
 

• Departmental approver. 
• Divisional approver. 

 

 

 

 
   
4.  

Select the  button. 

 



Travel Authorization Approval User Guide v2.0 Page 48 of 65 

5. Select the   button. 
 
 
Approver Comments box 
displays. Comments are 
required for Sendback.  
 
 

It is always best practice 
to enter a detailed 

comment while sending back 
In-State Travel Authorizations 
so the traveler can review and 
correct the report. 
 
 

 

   
6. 

Select the     button. 
 
 
The In-State Travel 
Authorization is sent back to 
the traveler who also receives 
an email notification. 
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Sendback In-State Travel Authorization using the Push Notification 
 

 Setup/usage 
instructions  

Screen prints 

   
1. Log into PeopleSoft. 

 
 
 
 
 
 
 
  

 

   
2.  

At right under Notifications, 
select the travel authorization to 
approve under the Actions 
panel. 
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3. After selecting the Travel 
Authorization action, the 
Travel Authorization 
Approval screen displays. 
 

 

The  button will 
appear only for the following 
approvers for In-State Travel 
Authorization: 
 

• Departmental approver. 
• Divisional approver. 

 

 

 

  
 

 

4.  
Select the  button. 
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5. Select the  button. 
 
 
Approver Comments box 
displays. Comments are 
required for Sendback. 
 
 

It is always best practice 
to enter a detailed 

comment while sending back 
In-State Travel Authorizations 
so the traveler can review and 
correct the report. 
 
 

 

   
6. 

Select the  button. 
 
 
In-State Travel Authorization 
is sent back to the traveler who 
also receives an email 
notification. 
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Sendback In-State Travel Authorization using the Approval Tile 
 

 Setup/usage 
instructions  

Screen prints 

   
1. Log into PeopleSoft. 

 

   
2. From the top left, select My 

Homepage, then select 
Employee Self Service from 
the drop-down menu. 
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3. Employee Self Service 
displays the Approvals tile. 

 
   
4. Select the Approvals tile. 

 
   
5. Select Travel Authorization to 

approve.  
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6. The Travel Authorization 
Approval screen displays. 
 

 

The  button will 
appear only for the following 
approvers for In-State Travel 
Authorization: 
 

• Departmental approver. 
• Divisional approver. 

 

 

 

 
7. 

Select the  button. 
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8. Select the  button. 
 
 
Approver Comments box 
displays. Comments are 
required for Sendback. 
 
 

It is always best practice 
to enter a detailed 

comment while sending back 
In-State Travel Authorizations 
so that the traveler can review 
the report. 
 

 

   
9. 

Select the  button. 
 
 
The In-State Travel 
Authorization is returned to 
the traveler who also receives 
an email notification. 
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Deny – In-State Travel 
Deny In-State Travel Authorization using the email Link 
 

 Setup/usage 
instructions 

Screen prints 

   
1. Email received for In-State 

Travel Authorization approval. 

 
   
2. Select the link in the email. If 

you are already logged into 
PeopleSoft, it will take you 
directly to the approval screen. 
If you are not logged in, you will 
get the login prompt. 
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3. Once logged in, the Approval 
screen displays. 

 

 

 
   
4. 

Select the  button. 
 
 
Approver Comments box 
displays. Comments are 
required for denied travel.  
 

 
It is always best practice 

to enter a detailed comment 
while denying an In-State 
Travel Authorization so the 
traveler can understand why it 
was denied. 
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5. 
Select the  button. 
 
The In-State Travel 
Authorization is denied, and 
an email notification is sent to 
the traveler. 
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Deny In-State Travel Authorization using the Push Notification 

Setup/usage 
instructions  

Screen prints 

1. Log into PeopleSoft. 

2. At the right under Notifications, 
select the travel authorization to 
deny from the Actions panel. 
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3. The Travel Authorization 
Approval screen displays. 

4. 
Select the   button. 

The Approver Comments box 
displays. Comments are 
required for denied travel.  

It is always best practice 
to enter a detailed comment 
while denying an In-State 
Travel Authorization so the 
traveler can understand why it 
was denied. 
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5. 
Select the  button. 
 
The In-State Travel 
Authorization is denied, and 
an email notification is sent to 
the traveler. 
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Deny In-State Travel Authorization using Approval Tile 
 

 Setup/usage 
instructions  

Screen prints 

   
1. Log into PeopleSoft. 

 

   
2. From the top left, select My 

Homepage, then select 
Employee Self Service from 
the drop-down menu. 
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3. Employee Self Service 
displays the Approvals tile. 

 
   
4. Select the Approvals tile. 

 
   
5. Select Travel Authorization to 

deny.  
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6. The Travel Authorization 
Approval screen displays. 

 
 

 
7. 

Select the  button. 
 
 
The Approver Comments box 
displays. Comments are 
required for denied travel. 
 

 
It is always best practice 

to enter appropriate comment 
while Denying an In-State 
Travel Authorization so the 
traveler can understand why it 
was denied. 
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8. 
Select the  button. 
 
The In-State Travel 
Authorization is denied, and 
an email notification is sent to 
the traveler. 
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