
 

Approve Travel Request 
Universal Worklist 
 
Location(s):   
 

UWL 

Purpose:  Travel requests will need to be approved by the traveler if entered by a travel administrator.  All 
travel requests can be approved, sent back for correction, or rejected via the Universal Worklist tab of 
myNKU.  

1. Log into myNKU 
a. https://myNKU.nku.edu/irj/portal 

2. Select Universal Worklist tab. 
 

 

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

 

4. A new window will open. 
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https://mynku.nku.edu/irj/portal


 

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

 

• If the approver would like to view the cost breakdown for the request, click the Attachments 
link and then click Overview 

 
 
A PDF document will display, reflecting the cost centers entered and amount to be charged. 

   

Travel Request details 
appear here.  You can 
also click the link under 
Attachments to view in 
a new window. 
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6. A confirmation will appear at the top of the window when you approve or reject. 

7. Close the window. 
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