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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. 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 request to approve/send back for correction.

Tasks (72173) I Motifications I Tracking

Show: [New and In Progress Tasks (72/73) [+ |[Al [+]

| From
Training17, Student
Training22, Student
Travel Request 0000004738 for Training 21[=] Training21, Student

Travel Request 0000004735 for Training 17 ]

Travel Reque! aining 22 ]

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.
Travel Request 0000013304 for Training 16
Sent Date: Apr 23, 2014 by Training16, Student Priority: Medium
Status: New Substituted For. Mary Beth Dawson

Description: Please approve, send back for correction or reject the travel request.

Personnel no.; 00004322

Trip no.: 0000013304

Trip begins: 05/12/2014 05:00:00
Trip ends: 05/16/2014 19:00:00
Reason: National Symposium on Stud Retention (NSSR) 2014
Location: Knoxyville

Country: Tennessees-Knoxville
Estimated costs:1,400.00

Travel Request details \
appear here. You can

also click the link under
Attachments to view in

_/

a hew window.

Attachments:
Type | Title

[]  EmployeeTrip: 0000013304
ravel Request 0000013304 for Training 16:
| Send Travel Request Back for Correction || Reject Travel Request
/

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

On | Created By

| ——
[ Menu | P [Save |[ Back | [ Exit |[ Cancel | | System 4 |7 | Overview [[Wifocenter: Contact Person, Per Diems, Rates, ... |

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

ITraining 16

SNORTHERN Personnal Mo, 00004322
N KENTLICKY hain Campus
UNIWERAITY Off of the Comptrall

Travel Request

of Traning 16for trip number 000001334 from May 12, 2014 to May 16, 2014

Rezson for Trip: National Symposium on Stud R etention (M S5R) 2013

Start [ ate End [rate [ estination C auntry Reason [ azcription

May 12, 2098 | May 16, 2094 | Kneaville us M ational C onference
WM O

Cost Distribution

Cost Center Grant Order Fund A ea Fercent |Amount
2 HOT RELEWVANT| 0141000100 00 50 Fr00.00
2 MOT RELEWANT| 0111000100 00 50 Fr00.00
Estimated Cost: 1.400.00

Created By: TRAINING 15
(Approved By:

Changed On: Apr 23, 2014
Lazt Changed By: TRAINING 16
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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 E
Successful
avetr-REquest 0000004735 for Training 17 You can also:
Sent  Nov 30, 2011 by Training17,  Priority. Mormal View History
Student
Status: New

Pleaze approve, =end back for correction or reject the travel request.

Personnel no.: 000035028

Trip no.: 0000004735

Trip begins: 01/08/2012 00:00:00

Trip end=s: 014122012 00:00:00

Reazon: Society of Human Resources Conference
Location: Orlando, FL

Country: United States of America

Estimated costs:1,200.00
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