Quick Reference Card — TRIP
TRIP Workflow Tracking

Process: To determine the location of the TRIP document in workflow
and identify the required approvers.

PROCEDURES

To review the
workflow of a TRIP
document, sign into i

myUK. % Financial Services Overview
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Click on Workflow.
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Under Detailed
Navigation, click on e ;
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TRIP Workflow Tracking

The Travel Workflow
Report will open.

Two search options
are available:
Personnel Number
and Trip Number.

To review the
workflow for a single
TRIP document, type
the TRIP number in
the Trip Number
field.

To review the
workflow results for
all trips for a
traveler, enter the
traveler’s Personnel
Number in the
Personnel Number
field.

After you have
entered the
information, click

@
Execute. ¥

Travel Workflow Report
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Trip Selection

Personnel Number [

Trip Number

Report Layout
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The workflow results
will contain some
basic trip
information and the
workflow action of
each completed
level. The last level
listed will either be
the final approval for
the trip or the
pending step. Scroll
to the right to see
the Result column
for each approval
level.

Travel Workflow Report
e © : S SIA 418 BIL-T-T0- A0 B | £ S || g

Travel Workflow Report
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NOTE: The workflow result can be Approve Travel Document, Withdraw
Travel Document, Revise Travel Document, or Reject Travel Document.

Comments entered by the approvers throughout the approval process
can be seen in the Comments column.

If the Result column
is blank, the
approver identified
in the Workflow
Description has not
processed the trip
yet.

Travel Workflow Report
L L] 1 A ¥ T
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If you need to
review the
Supervisor or Budget
Officer approvers,
click on any of the
lines for the trip and
click the appropriate
button at the top of
the report.

A pop-up box will
appear with the
approvers.

B Supernvisor || 54 Budget Officers || &9 Travel Services

Supervisor:
Supervisor, subs for 22000023 trip 0000001479 X
-~
supervisor Substitute
Day Tony TMDAYOO
o [%
Budget Officers:
Budget officers, subs for 22000023 trip 0000001479 X
Department |Level Position| Budget officer Substitute
3F000 150107328 |samuel Newcomb KSHALL2
3F000 150107328 |samuel newcomb Mmelanie rizk
3F000 1|50125836 Cara Nelson N/A
& %

If the Workflow
Description contains
the message
“Workflow has not
been started for this
trip”, the trip has not
been submitted for
approval.

Travel Workflow Report

& [ | & F|F|8 0| 9|8 48] 9 | 62 cupemser | &3 Budget Ofcers || &3 Travel Senices
Parsontea  Trip o Reg
Z2000023 1396 Mary Fister- Tucker TF00ZE  US GAAC  Aoworn, A 2-DewlopmentDonor Relations uspangs

a4 nol Been stared 1or this trip
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Click the green back

button & to
return to the search
screen.

Travel Workflow Report
) || @ K| &||F| P8 E| | 8| =H|| 56 || &3 supenisor
|Ei€@..| Trip No. Workflow Description

22000023 1479 Travel Workflow

22000023 1479 Traveler Approval for trip 0000001479 Submitted by USCJNELSD

22000023 1479 Supenisor approval for trip 0000001479 from UST-FI0028

NOTE: The Change Layout button

B3 Budget Officers || 64 Travel Senvices

Result

Approve Travel Document

can be used to create and save

your preferred display of the Travel Workflow Report. Once you have
saved your preferred layout, be certain to select your layout on the

Travel Workflow Report selection screen.




