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Approve Travel Expense

Universal Worklist Tab
Location(s):
uwL
Purpose: Travel expenses will need to be approved by the traveler if entered by a travel administrator.
All travel expenses can be approved or rejected via the Universal Worklist tab of myNKU.
1. Loginto myNKU

a. https://myNKU.nku.edu/irj/portal
2. Select Universal Worklist tab.

( Universal Worklist D))

3. Click the underlined subject for the travel expense to approve/send back for correction.

Tasks (73/74) I Notifications I Tracking

Show: [New and In Progress Tasks (723/74)[= ][4l [=]
Subject | From
Parked Vendor Invoice 1900033135 ] Training23, Student

i —

Parked onde et Training22, Student

Travel Expenses for Trip 0000004751 for Training 25 ] Training25, Student
mpryge raining 24 = Training24, Student

Travel Expenses
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4. A new window will open.

g N

5. Click Approve Travel Expense to approve or Send Travel Expense Back for Correction to return to the

initiator.

Travel Expenses for Trip 0000013303 for Training 16

Sent Date:  Apr 23, 2014 by Training16, Student

Status: MNew

Description:

Personnel Number: 00004322
Trip Number:0000013303
Destination:Lexington

Reason:Retention and strategies for honors students

Departure:

Return:

Cost (Estimated): 0.00
Cost (Reimbursed): 88.54

Required Reading:

Priority: Medium

Substituted For:  Mary Beth Dawson

Please approve or send back for correction the travel expense

Click this link to view the\
expense details. A new

window will open and
the PDF breakdown will
be displayed.

Type | Title Crea

3 EmployeeTrip: 0000013303 - Display Object /
Attachments:

Type | Title Created On | Created By

EmployeeTrip: 0000013303

B

Travel Expenses for Trip 0000013303 for Training 16:
[ Approve Travel Expense || Send Travel Expense Back for Correction |

If the approver would like to view the cost breakdown for the expenses, click the Required

Reading link, and then click Simulate
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[Menu « | P [Back|[ Ext|[ Cancel | [ System 4 |

[ Simulate | [ dccount Assignment | [ History | [ Infocenter: Col

0 A PDF document will display, reflecting the expense information.

3 Training 16
NORTHERN Personnel Number: 4322
KENTLCKY Trip:0OCO03303
" Aprz3, 2014
Travel Expense Report
General Trip Infformation
St of Trip: Apr 18,2014 Time: 10:00:00 AM
End of Trip:  Apr 18,2014 Time 500:00 P
Country us Region Kr
Destination:  Lexington
Reason: Retertion and strategies for honois students
Additional Trip Information
Settermnent Resulte and Cost Assignment
Amaunt Type Amaurt (USD)
Trawel Mileage 2004
Sum of Recaipt to be Reimburzed 250
Raimburrement Amount 2854
f Cost Assignment:
Coet Cast Canter Business
Center  |Description Grant Order Fund frea  |[Ameunt
O of the NOT RELEVANT o1ooon 100 $9427
Comptrall
< n Shident Ascount |y T RELEVANT o1fomaion |00 $H.27
Receipt Summarny:
Faper |
Doc. |Experse Type D ate Receipt| "™ To Amount
1 |Paking, Tols ApriB. 2014 | arara [anai1a %850
. Sum of Receips % e [anai1a 50
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6. A confirmation will appear at the top of the window when you approve or reject.
7. Close the window.

Task | History, Back Forward |=,

Successful

penses for Trip 0000004751 for Training 25 You can also:
Sent:  Mowv 30, 2011 by Training25,  Priority: Mormal View History
Student

Status: MNew

Please approve or send back for correction the travel expense.

Personnel Number: 00004148
Trip Number: 0000004751
Destination:louisville, Ky
Reason:Meeting

Departure:

Return:

Co=st (Estimated): 0.00

Cost (Reimbursed): 94.00
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