Search for who is authorized to enter on

behalf of a traveler

Use this guide to find or add users who have been authorized to view, enter, or enter and submit

on behalf of a traveler.

1. Go to Travel Admin WorkCenter.

2. Click on Review Authorized Exp Users.
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3. Verify or select the Employee ID radio button.
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To authorize employees for one user, enter the User ID.

O UserlID

Search Value [[ 10000038204 Q ]
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4. Enter or search for the Employee ID of the traveler.
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To authorize employees for one user, enter the User ID.
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5. Click Search.
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6. The names displayed are all of the employees authorized to enter for the
traveler listed at the top of the page. To add a new authorized user, click the +
button at the right end of the bottom row.
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7. Click on Look up Authorized User ID

Return to Search

2 | N003698 Q | Reid Natalie-00061

3 15003403 Q  Whiteside Shelley-061-IDOA
4 |T004326 Q  CarrTodd-061
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8. Choose the operators you want to use in your search.

Look Up Authorized User |

User ID ‘ begins with v{ |

Description i contains v I |

Search Results

View 100

User ID
.!Hammer‘1 2345
#Power18
000000

0000001896

0000006065

Only the first 300 results can be displayed.
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9. Enter the search information related to the operators you chose.
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10. Click Search.
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11. Click anywhere on the row for the correct user.
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Look Up Authorized User ID

SUSEPIE VTR

| 4313851
K253260
| K243452

‘ Joseph Werner Rust
Karen A Werner

‘ Kelli S Wemer

| K207902

| 1308449

| Kerri A Wemer

| Lynette Kay Wemer-00800

| EXS0000006278  Mark Werner

| EXT0000049428 ‘ Mark Wernert

| M259441
| 320384
| M336593

N262073
| Nzsos07
| No23716
| P307125

| R244094

Mary Katherine Werne

 Matthew W Werner

"

: Megan Elisabeth Werner

\ Nicholas Carrinﬁ'gner

Nickolas Alar&amar
‘ Nora B Werne® %
I L]
Paul P Wemer

| Rachel N Werner

| R373543
| R271014
| R250581

Rebecca Wermner
‘ Richard Wemer

Roger Alan Werner

R291958

‘ Roger W Werner

EXTO000013114 | Steve Werner

| ED51200

‘ Terry Werner

' Thomas Scotten Werner - 00800

| Timothy D Werner
| Wemer Elizabeth-405

‘ Wemer Jeania-061

EXT0000036893 | lance werner

12. Choose the correct Authorization Level for that user.

Made with Tango.us

mie Sisco - 00061 * Edit & Submit v/ E
id Natalie-00061  Edit & Submit v B
hiteside, Shelley-061-IDOA | Edit & Submit v B
2rm, Todd-061 | ' Edit & Submit v = B
bmer,Jeania-061 [ Edi v] E [EI

Made with Tango.us

Page 6 of 7



13. Click Save.

315003403 Q  Whiteside, She
4 | T004326 Q  CarrTodd-061
5 | J005563 Q  Wemer,Jeania

Save

Return to Search
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