
Submit the TA, resolve any errors, resubmit 
and review approvals
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STEP 1

Ready to Submit?
After all expenses have been entered and supporting documents attached, you're ready to submit 
for approval.

STEP 2

Submit.
Click Submit.
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STEP 3

If any errors exist...

If any errors exist in the details area, an error flag displays next to the Expense Type(s) with the 
error.

Click the error flag.
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STEP R

The Travel Authorization Errors pop-up.
Read the Travel Authorization Errors pop-up message.

Click the x in the upper right hand corner of the message to close it.

STEP Y

Add or update information as needed.

You'll need to add or update the information related to the error message(s). 

Here, we need to click Details.
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STEP 6

Clear the errors on the Line Detail pop-up.

Make the required updates and click Done on the Line Detail pop-up.

STEP 9

Click Save.

After all errors have been cleared, click Save.
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STEP 8

Click Submit.

After the errors have been corrected, the error flags will be removed. 

Click Submit.

STEP "

The page will update.

A message saying, >Submission in Process> will be displayed to the right of the report number.

Under the Header information on the right hand side, the Approvals hyperlink will appear.  If you 
click it, the Approval Status pop-up will appear.
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STEP 10

The Approval Status pop-up.

Under Approval Status, you'll see the required approval steps and the status on each one.

STEP 11

The icons to the left of each step.

These will give you a quick update: a checkmark means that step is completed, an hourglass means 
that step is in progress, and an exclamation point means that step hasn't been started yet.
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