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Understanding what happens when you create a Travel Request
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User is assigned a T number and an email confirming
their travel has been approved is generated



Timing Is Critical because of the routing process

Submit Request at least two weeks in Advanced
t t j ti f t l th t i ft thto prevent rejection of travel that arrive after the 
scheduled travel date. The System is not designed 
to back date Travel Requests. 

Check Lists

Advanced Approval
means approval

t thup to the 
President’s Level



Verify the Travel Request to ensure it was submitted correctlyVerify the Travel Request to ensure it was submitted correctly

2 ways to verify a travel2 ways to verify a travel



Complete a Travel Request within 10 days of your travel

Travel Reimbursement


