Search for Travelers a user can enter for

Use this guide to find all the travelers a specific user is authorized to enter travel on behalf of.
You can also see how to enter additional travelers the user can enter for if the travelers are

unable to enter that information themselves.

1. Go to Travel Admin WorkCenter.

2. Click on Review Authorized Exp Users.
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3. Select the User ID radio button.
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4. Enter or search for the User ID of the person for whom you are checking who
they can enter on behalf of.
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5. Click Search.

borts Search By
ify Expense Report

se Report

O Employee ID ® User ID

Search Value |J038204 Q

on
file
pproval Work

ransactions

Pxpense History
horized Exp Users

Made with Tango.us

6. A new screen will display showing all of the travelers the user listed at the top
of the page can enter on behalf of. If you need to enter additional travelers, click

on the + button at the right end of the bottom row of names.
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7. Click on Look up Empl ID

“*Empl ID Name
110000003403 Q |  Shelley Whiteside | | Edit 8 S
2 10000038204 Q | Jamie Sisco | | Edit & Sy
3 Q | Edit & S
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8. Change the operators, if needed, to help locate the correct traveler.

Look Up Empl ID

Employee ID | begins with v
Name | bogins with v

s e

Search Resuts

Oy tho first 300 results can be displayed.

View 100 « 4 [iS0earsn »
Employee 1} Name Last Name
(taniy (hank) (blarik)

0003 Dahner Dearna L DOHNER
0004, donaldsen Linda DONALDSON

027381852 Jones Beverly JONES

OHEW Naik Satyaiit NAIK

10000000001 | Bayh Evan BAYH

10000000002 | O'Bannon Frank | OBANNON Made with Ta ngo.us
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9. Type in your search criteria.

Look Up Empl ID

Employeo 1D egins with

Hame | Begins with v

==

LastName | conlains.

Soarch Rosulls

nly the frst 300 resuls can be displayed

View 100 4 ¢ [Se0efses » ¢
Lasi Hame:
(bhank)

Employee 1D Hameo
(biart) {blaak)
0003 Dohner Deannal.

0004 danaldson Linda
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10. Click Search.

Look Up Empl ID.

Employee 1D | begns with
Namo | beging with v

LastNama | comtains | |Mogman
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Ventura Linda Kay
Hogsett Joseph H
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11. Click on the Peoplesoft ID or name of the correct person. That person
information should populate on the line.

Look Up Empl ID

Employee 1D | begns with v
Name | begins with v

Last Namo | contains v | MOORMAN

Saarch Results
Viaw 100 < < [Hgelis » >
Employee 1D Name Last Name
10000354390  BanrigerMoorman, Brittany © | BARRIGERMOORMAN
10000002017 Moarman. R MOORMAN

o | woorsun
10000002156 Moormn fiebecia® g & | MOORMAN
10000904433 Moorman, Dennetla MOORMAN
10000038628 Moarman, Steven | mooRman
10000045723 Moorman, Jeanne £ MODRMAN
10000045975 Moarman, Carelyn MOORMAN
10000046247 Moorman,Temence  MooRMAN
10000053682 Mooman, Tylsa MOORMAN
| 10000054725 Wosrman Eurok | MooRMAN
10000064260 Moorman, Shanda H MOORMAN
10000064421 Moorman, Kelly L .MDORMM
10000244264 Moorman, Diane M. MOORMAN
10000268773 | Moorman, Whiney R MOORMAN
10000276723 Mooman Tacocia Renee MODRMAN

10000297193 Moorman Kelly MODRMAN
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12. Choose the Authorization level for that traveler.

4 { 130f3 v » B

Name *Authorization Level

Shelley Whiteside | Edit & Submit v

Jamie Sisco | Edit & Submit v ]

Gregory Moorman 1 Edit vl
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13. Click Save.
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