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 Course Overview 
Course 
Description 

This course provides a comprehensive review of the Travel Authorization processes. 
This course consists of the following modules: 

• Module 1: Course Introduction 
• Module 2: Travel Authorization 
• Module 3: Course Summary 

  

Training 
Audiences 

The following audience(s), by INFORMS Security role(s) are required to complete this 
course prior to being granted related INFORMS access: 

• Expense Employee 
• Department Expense Liaison (Travel Liaison) 
• Department Expense Approver (Employee ePar HR Supervisor) 
• Department Expense Approver 2 (Department Director) 
• Department Expense Approval Chief 
• Central Expense Travel Processor 
• Central Finance AP Travel Expense Approver 

  

Prerequisites Participants are required to complete the following End-User Training courses prior to 
starting this course: 

• N/A 

  

Delivery 
Method 

This course is intended to be delivered through Instructor-led Training. 

  

Estimated 
Duration 

The total duration of this course, when delivered through Instructor-led Training, is 2 
hours. 
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 Module 1: Course Introduction 
Topics This module covers the following topics: 

• Course Administration and Logistics 
• Learning Objectives 
• Roles and Responsibilities 
• Navigation 
• Purpose and Benefits of the Business Process 
• The End-to-End Business Process 
• Introduction to Demonstrations and Exercises 
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 Module 1: Course Introduction 
Course 
Administration 
and Logistics 

To receive credit for completing this course, which is necessary to be granted INFORMS 
access for performing related tasks in INFORMS, participants must: 

• Actively participate in class, and ask questions as needed 
• Please turn off cell phones, and refrain from the use of email and the Internet 
• Take breaks as scheduled and return to the classroom promptly 
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 Module 1: Course Introduction 
Course Learning 
Objectives 

At the conclusion of this course, participants will be able to: 

• Create and Submit Travel Authorization Overview 
• Travel Authorization Workflow Overview (process, approve, deny, push back, etc.) 
• Maintain Travel Authorization Overview 
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 Module 1: Course Introduction 
Training 
Audience: Roles 
and 
Responsibilities 

The following roles are associated with this course and will play a part in conducting the 
related business processes for the County: 

• Expense Employee: The Expense Employee Creates, Modifies and Submits Travel 
Authorization Requests and Expense Reports. 

• Department Expense Liaison (Travel Liaison): This role is responsible for reviewing 
Travel Authorizations and Expense Reports to ensure the travel transactions adhere 
to the County’s Travel Policy. Additionally, this role has the capability to create the 
Travel Authorizations and Expense Reports “on behalf of” the employee. They can 
only submit the Travel Authorization on behalf of the employee for approval. 

• Department Expense Approver (Employee ePar HR Supervisor): The employee 
supervisor is responsible for reviewing/approving employee Travel Authorization 
and Expense Reports for the Department. 

• Department Expense Approver 2 (Department Director): The Department Director 
is responsible for reviewing/approving Travel Authorization and Expense Reports for 
the Department. 

• Department Expense Approval Chief: The Chief Approver is responsible for 
reviewing/approving travel authorization request. 

• Mayor: The Mayor is responsible for reviewing/approving the travel request for 
international, legislative and group travel. 

• Central Expense Travel Processor: The Central Expense Travel Processor is 
responsible for reviewing Travel Authorizations and Expense Reports document 
in the system. Ensures that the travel request adheres to County’s Travel Policy. 
This role is also responsible for processing Travel Authorization, Cash advances 
as requested. 

• Central Finance AP Travel Expense Approver: The Central Finance AP Travel 
Expense Approver is responsible for Reviewing and Approving Cash advances. 
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 Module 1: Course Introduction 

Navigation Below are the steps to navigate to the Travel Authorization menu, which will be used 
for navigation in the rest of this course: 
 
1. Login to INFORMS and select Employee Self-Service from the home landing page 

below. 

 
2. Select Travel and Expenses. 

 
3. Select Create Travel Authorization. 
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 Module 1: Course Introduction 
Purpose and The purpose and benefits of the Travel Authorization business process include: 

Benefits of the • A comprehensive understanding of the Travel Authorization business processes 
Business 
Process 

which include: 
o Introducing the Application of INFORMS to end-user 
o Create and Submit Travel Authorization Overview 
o Understanding the Travel Authorization Workflow Overview (Approve, Denied, 

 Pushback) 
 o Maintaining the concept and processes of Travel Authorization 

o Automation of process 
o Transparency and accessibility to the transactions and supporting 

 documentation 
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 Module 1: Course Introduction 
The End-to-End 
Business 
Process 
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 Module 1: Course Introduction 
Introduction to 
Demonstrations 
and Exercises 

Users will take part in three types of hands-on learning throughout this course: 
Instructor Demonstrations, Training Activities, and Training Exercises. The definitions 
and descriptions of each are below. 

  

Instructor Demo 
 

 

Instructor demonstration activities involve a walk-through of tasks and processes in 
INFORMS. Instructors will demonstrate how to perform these activities while users 
follow along. 

  

Training Activities 
 

 

Users will perform tasks and processes in the INFORMS training environment by using 
the Training Activity and Data Sheet provided, and by using this training guide as a 
reference. 

  

Training Exercises 
 

 

The Instructor will ask questions related to the lecture content and training activities, 
which are used to check users’ knowledge and understanding of course content. 
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 Module 1: Course Introduction 
Module 1: 
Course 
Introduction 
Summary 

The following key concepts were covered in this module: 

• Course Administration and Logistics 
• Learning Objectives 
• Roles and Responsibilities 
• Navigation 
• Purpose and Benefits of the Business Process 
• The End-to-End Business Process 
• Introduction to Demonstrations and Exercises 
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 Module 2: Travel Authorization 
Lessons This module includes the following lessons: 

• Create and Submit Travel Authorization Overview 
• Travel Authorization Workflow Overview 
• Maintaining Travel Authorization Request 
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Lesson 1: Create and Submit Travel Authorization Overview 
Lesson 1: 
Overview 

At the conclusion of this lesson, you will be able to: 

• Create and submit a travel authorization 
o View travel authorization status 
o Update a travel authorization 
o Cancel or delete a travel authorization 
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Lesson 1: Create and Submit Travel Authorization Overview 
Lesson 1: 
Introduction 
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Key Terms The following key terms are used in this module: 

Lesson 1: Create and Submit Travel Authorization Overview 

Term Definition 

Travel 
Authorization 

Permission for work related travel is required for all travels 
outside the immediate vicinity of MDC. It requires prior approval 
from a supervisor, administrator, or applicable department 
head. 

Travel and 
Expenses 

Uses standard permission list security and may be used for 
centralized or delegated entry of expense reports. 

Employee Self- 
Service 

Incorporates special security for authorized users. 

Cash Advance A request made by an employee for an advance on an 
anticipated expense. 

Employee Profile Employee data that is set up and used to correctly route 
employee Travel Authorizations and Expense Reports through 
workflow for approval and also to send related payments to the 
correct mailing address or bank (if employee is set up for 
electronic payments). An Employee Profile must exist to 
process any expense transactions. 

Expense Type A field on Travel Authorizations and Expense Reports that 
identifies the category of expense. 

Expenses Any costs incurred by the employee related to business travel 
and reimbursed to the employee. 
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Lesson 1: Create and Submit Travel Authorization Overview 
Lecture 1: 
Create and 
Submit Travel 
Authorization 
Overview 

To create a Travel Authorization, access the Travel Authorization page, using the 
following path: 
 
1. Navigate to: Employee Self-Service > Travel and Expenses > Create Travel 

Authorization. 

 
 
2. Select Add. 
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Lesson 1: Create and Submit Travel Authorization Overview 
Lecture 1: 
Create and 
Submit Travel 
Authorization 
Overview 

3. Start with a blank authorization. 
• Note: There are two Quick Start selections: 
o A Template: This option allows the employee/traveler to copy from an existing 

template. 
o An Existing Authorization: This option allows copying from an existing travel 

authorization. If you use the Quick Start menu, Select the Go button to access. 
 

 
 

General Information Section: 
4. Select an appropriate Business Purpose from the drop - down menu options. 
 
Departments not under the Mayor’s purview must select Non-Mayoral Business 
Purposes.  
 
5. Note: You must clearly indicate the reason for the travel and how it benefits the 

County by entering a note/comment or uploaded as an attachment. 
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Lesson 1: Create and Submit Travel Authorization Overview 
Lecture 1: 
Create and 
Submit Travel 
Authorization 
Overview 

5. In the Description field, enter a brief description of the travel purpose. 
• The Default Location is the location to where the employee is traveling to. When 

populated, it populates the location to the expense lines that require location and 
can be changed as appropriate. If Default Location is not in the system, please 
submit a Remedy Ticket to the INFORMS Financial Travel Expense group 
requesting to add the location. 

• In the Date From and Date To fields, enter the estimated beginning and end dates 
of the trip. If the travel is for a single day, enter or select the same day in both 
fields. 

• The Reference field is used to select Group, International or Legislative related 
travel. 

• Note: The above selection will set an additional approval step requiring the 
Mayor’s approval.  This does not apply to the Business Units/Offices that are not 
under the Mayor’s purview.  

• Use the Attachments link to add attachments to the Travel Authorization that can 
be viewed by the approver. 
Note: Attachments are mandatory for travel authorization and can be attached at 
the header and expense detail lines. Attachments are used for audits; it is 
considered public records and must adhere to the County’s Travel Policies and 
Procedures. 

 
 

Entering Projected Expenses 
6. The Projected Expenses section of the Travel Authorization Entry page is where travel 

expense information is entered. Select or enter the Date associated with the 
anticipated expense. Use the Expense Type drop-down menu to select the type of 
expense (e.g., mileage, hotel, meals, fees, rental car). 
 
For travels in which there is no cost to the County, (entire travel or specific expense 
line), Non Cost Travel Expense Type must be selected for all lines and a description 
of the expense entered in the Description field. 
 
Note: Some rates will populate based on US General Services Administration Per Diem 
Rates (Lodging, Per Diem First/Last Day and Per Diem Full day for meals). See Travel 
Policies for “conference hotel” guidelines. 
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Lesson 1: Create and Submit Travel Authorization Overview 
Lecture 1: 
Create and 
Submit Travel 
Authorization 
Overview 

• Once the Expense Type is selected, all required fields for that expense type 
display on the expense line. 
• In the Description field, enter information about the expense. 
• In the Payment Type field, select Check, Prepaid Expenditure or Non Cost 

Travel. 
• Check is any expenditure paid by the traveler (out of pocket expenses) for 

which a cash advance or reimbursement is to be generated.  
• Prepaid Expenditure should be used for all expenses that should not be 

considered for employee reimbursement, as detailed in the County’s Travel 
Procedures and guidelines (ex. Travel expenses covered with County funding)    

•  If Prepaid Expenditure is selected, you must indicate whether it was paid via 
P-Card or County Check on the Description field.  

• Non Cost Travel should be selected for those travels in which it is no cost to 
the County (ex Other Agencies, etc).    

• For some Expense Types, the Amount field auto-populates based on County’s 
standard travel guidelines. 

• In the Billing Type select Internal.  
• The Location field populates based on the Default Location information 

entered in the header section of the page.  
• Note: This can be changed if necessary.  
• The Lodging rate is prepopulated based on the location; however, the user can 

overwrite the rate.  The system requires a comment explaining the reason for the 
difference in rates. Supporting documentation for the rate difference is also 
required.  

 
Viewing the Accounting Detail Line 
7. The Account value defaults based on the employee’s profile setup in INFORMS. These 

default ChartField values can be modified, when needed. Enter any additional 
accounting details required for each expense line. 
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Lesson 1: Create and Submit Travel Authorization Overview 
Lecture 1: 
Create and 
Submit Travel 
Authorization 
Overview 

Adding a Line 
8. Enter all anticipated expenses, one per line, on the Travel Authorization. To add a 

line, Select the plus (+) button and a new line display. 
• Use the Attachments link to add attachments to the Travel Authorization that can 

be viewed by the approver. All travel documents attached must adhere to the 
County’s Travel Policies and Procedures. 

 

 
 

Saving a Travel Authorization 
The Traveler can save and/or submit the Travel Authorization for approval after all 
projected expense lines have been entered. If the Travel Liaison creates the Travel 
Authorization on behalf of the traveler, the form can be saved for later or submitted on 
behalf of the employee. The Traveler will be required to review and submit the 
authorization for approval. 
 
9. Select the Save for Later link at the top of the page and return to the form at a later 

time. 
10. INFORMS auto-assigns an Authorization ID and the request is saved with a Pending 

status. The page header changes from Create Travel Authorization to Modify Travel 
Authorization.  

11. The Travel Authorization does not route for approval until it has been submitted 
successfully.   

 



End-User Training Guide – FIN 214: Travel & Expense: Travel Authorization 

24 

 

 

 

Lesson 1: Create and Submit Travel Authorization Overview 
Lecture 1: 
Create and 
Submit Travel 
Authorization 
Overview 

Submitting Travel Authorization 
12. To submit the authorization, Select the Summary and Submit link at the top of the 

page. 

 
 

13. Select on the Notes link to indicate if the traveler is requesting a Cash Advance.  
Note: Central Finance will not process a Cash Advance if the Department fails to add a 
note requesting it.   

 
14. Check the certification checkbox to enable to Submit Travel Authorization button. 
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Lesson 1: Create and Submit Travel Authorization Overview 
Lecture 1: 
Create and 
Submit Travel 
Authorization 
Overview 

15. Select the Submit Travel Authorization button. 
• Note: A confirmation pop-up window displays. 

 
 

16. Select the OK button to confirm the submission. 
• INFORMS assigns an Authorization ID. 
• A message displays in red indicating the travel authorization number have been 

submitted for approval. 
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Lecture 1: 
Create and 
Submit Travel 
Authorization 
Overview 

Travel Authorization Approval Routing 

INFORMS workflow routes the authorization to the appropriate approver’s worklist. If 
more than one approval is required, the authorization automatically routes through 
the appropriate levels. 

The approver may approve, deny, or send the authorization back to you for updates. If 
the request is not approved, the approver must provide comments explaining why. 

Viewing the Travel Authorization Status 

Liaisons or an employee can view the Travel Authorization once it has been saved or 
submitted. 
1. To view a Travel Authorization, access the View Travel Authorization Details page using 

the following path: Menu>Navigator> Finance/Supply Chain>Travel and Expense > 
Travel Authorization > View or Menu>Navigator> Finance/Supply Chain>Employee 
Self Service>Travel Authorization>View.    
 
Note: Users viewing a Travel Authorization other than the employee will have to be a 
Delegate Authorized User under the employee.  Please refer to How to Create a Travel 
Delegate Job Aid. 
 

 
2. Search for a Travel Authorization using any of the Search by drop-down menu 

options. Enter the information and Select the Search button. 

Lesson 1: Create and Submit Travel Authorization Overview 
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Lesson 1: Create and Submit Travel Authorization Overview 
Lecture 1: 
Create and 
Submit Travel 
Authorization 
Overview 

3. The status displays next to the Authorization ID at the top of the page. After the 
authorization is approved, the status changes to Approved. 

 
 

4. The Approval History section of the page provides information about the 
processing status and the approval flow. 

5. The individual approvers will display in the Actions box once they are approved. 
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Lesson 1: Create and Submit Travel Authorization Overview 
Lecture 1: Updating/Canceling and Deleting a Travel Authorization 

Create and 
Submit Travel 
Authorization 
Overview 

Navigation: Menu>Navigator> Finance/Supply Chain>Employee Self Service > Travel 
Authorization  
 
A Travel Authorization can be updated if: 

• An incomplete authorization was saved and needs to be completed 

• The Travel Authorization was sent back and changes are required 

A Travel Authorization can be withdrawn if: 
 • It has not been approved and is not associated to an Expense Report 
 • For example, an authorization can be withdrawn if an employee’s trip is cancelled 
 after approval. Cancelled authorizations are not deleted from INFORMS and can still 
 be viewed. 
 A Travel Authorization can be deleted if it: 
 • Has not been submitted 
 • Has been withdrawn 
 • Was returned or denied by the approver(s) 
 • If the travel was cancelled and Travel Authorization was not fully approved 
 • Deleted authorizations cannot be viewed 
 Note: If travel was cancelled and expenses incurred an Expense Report must be completed.  

Please contact Central Finance Travel Group for further instructions. 
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 Lesson 1: Training Activity 1 
Demonstration The Instructor will now demonstrate how to execute the business process through the 

INFORMS training environment. 

  

Scenario A Travel Liaison can create Travel Authorization and submit for approval. 

  

Instructions This activity is will be performed individually; you must complete it on your classroom 
workstation using the INFORMS training environment. Your Instructor will tell you how 
to log into INFORMS. 
You will determine how to perform the activity by following the data sheet, and by 
using the training materials as reference tools. 
There are Instructors in the room to assist if you have questions. 
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 Lesson 1: Training Exercise 
Debrief 

 

 
 
 
 
 
 
 
 

1. At what point are you unable to update travel authorization? 

a) After you saved the authorization 

b) When it is in the approval process 

c) After it is sent back by the approver 

d) Once it submitted and approved in the approval process you cannot update it 

2. A travel authorization must be entered, submitted, and approved prior to the start 
date of the travel. 

a) True 
b) False 
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 Lesson 1: Lesson Summary 
Objectives 
Achieved 

 

 
 

Now that you have completed the Create and Submit Travel Authorization Overview 
lesson, you should be able to: 
Create and submit a travel authorization 
• View travel authorization status 
• Update a travel authorization 
• Cancel or delete a travel authorization 
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 Lesson 2: Travel Authorization Workflow Overview 
Lesson 1: 
Overview 

At the conclusion of this lesson, you will be able to: 

• Identify the Travel Authorization Workflow Overview 
o Process 
o Approve 
o Denied 
o Push Back 

• Demonstrate the steps in navigation for Travel authorization and its process 
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 Lesson 2: Travel Authorization Workflow Overview 
Lesson 2: 
Introduction 
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Key Terms The following key terms are used in this module: 

Lesson 2: Travel Authorization Workflow Overview 

Term Definition 

Travel 
Authorization 

Permission for work related travel is required for all travels 
outside the immediate vicinity of MDC. It requires prior approval 
from a supervisor, administrator, or applicable department 
head. 

Travel and 
Expenses 

Uses standard permission list security and may be used for 
centralized or delegated entry of expense reports. 
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Le sson 2: Travel Authorization Workflow Overview 
Lecture 1: 
Travel 
Authorization 
Workflow 
Overview 

Travel Authorization Workflow Overview-Approve 
 
1. Begin by navigating Menu > Navigator > Finance/Supply Chain > Travel and 

Expense > Approve Transactions > Approve Transactions 

 
 
 
2. Select the Travel Authorization Tab to review and approve multiple travel 

authorizations. 
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 Lesson 2: Travel Authorization Workflow Overview 
Lecture 1: 
Travel 
Authorization 
Workflow 
Overview 

3. Select the Description or Transaction ID link to navigate to the Travel Authorization 
Summary page to review a summary of travel authorization expenses and select an 
approval action. Approvers who have authority to approve travel authorizations use 
this page. 

 
 

4. Select the Accounting Defaults link to access page and view, add or modify line 
accounting distribution for the travel authorization. 
Note: Only Travel Liaison will have access to modify accounting details. All other 
approvers have View access only. 
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 Lesson 2: Travel Authorization Workflow Overview 
Lecture 1: 
Travel 
Authorization 
Workflow 
Overview 

5. Select OK to go back to the main Travel Authorization Summary Page. 

 
 

6. Use the More Options list to navigate to different pages associated with this travel 
authorization 
• Travel Authorization Details: Select to access the Travel Authorization 

Details page 
• View Exception Comments: Select to access the View Exception Comments page 
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Lecture 1: 
Travel 
Authorization 
Workflow 
Overview 

7. Use the Expense Detail page to view the travel authorization request details. 
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Lecture 1: 
Travel 
Authorization 
Workflow 
Overview 

8. Uncheck the Approve option if an expense line is not approved, and a corresponding 
reason must be selected from the drop-down list box. 
 

Note: All Travel Authorizations are not considered fully approved until all expense lines 
have been reviewed by Central Finance Travel.  Cash Advances will not be generated 
until the Travel Authorization is fully approved (all lines). 
 

• Clear the Approve option if you do not approve the expense line. 
• The drop-down list box is displayed next to the Approve option. 
• Enter a comment in the Approval Detail section to provide detailed information. 

 

 
9. You can navigate to the next expense line from this page. 

• Select the Next in List button to advance to the next expense line. 
• Select the Previous in List button to go back to the previous expense line. 
• Select the Return to Approvals List link to return to the summary page. 
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Less on 2: Travel Authorization Workflow Overview 
Lecture 1: • 
Travel 
Authorization 
Workflow 
Overview 

 
 
 
 
 
 
 
 

•  

The Pending Actions section displays the names of approvers who needs to 
review and approve the travel authorization. 

 
 
The Action History section displays the transaction submittal and approval 
activities that have occurred, as well as the approver's name and the date changes 
were made. 
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Lecture 1: 
Travel 
Authorization 
Workflow 
Overview 

• Use the Comments field to enter relevant information regarding the travel 
authorization (i.e., If denied, provide an explanation as to why). 
o If you enter comments and send the travel authorization back to the employee, 

INFORMS displays your comments when the employee modifies the travel 
authorization. 

o INFORMS does not display comments to the employee in the view mode 
• After the travel authorization is resubmitted, INFORMS displays comment 

history only to all approvers. 

 
 

• After reviewing the Travel Authorization and Expense lines, the Travel 
Authorization can be approved, denied, or sent back. 
o Proceed to Step 10 to send the Travel Authorization back to the employee. 
o Proceed to Step 11 to deny the Travel Authorization. 
o Proceed to Step 12 to approve the Travel Authorization. 

 
10. Select the Send Back button to return the travel authorization to the employee for 

correction or revision. 
• This action changes the status to Pending. If you send the travel authorization 

back to the employee, you must also provide an explanation in 
the Comments field. 

 

Lesson 2: Travel Authorization Workflow Overview 
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 Lesson 2: Travel Authorization Workflow Overview 
Lecture 1: 
Travel 
Authorization 
Workflow 
Overview 

11. Select the Deny button to deny the entire travel authorization and change the 
status to Denied. 

• If you deny the request, you must also provide an explanation in 
the Comments field. INFORMS does not route denied travel authorizations 
to subsequent approvers. The document will be terminated, and a new 
request will have to be created if the travel is still needed.   

 
 

12. Select the Approve button to approve the travel authorization document. The 
status changes to Approved. INFORMS automatically enters the approver's name 
and user ID. 
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 Lesson 2: Travel Authorization Workflow Overview 
Lecture 1: 
Travel 
Authorization 
Workflow 
Overview 

Budget Check Travel Authorization 
If you use budget checking, INFORMS deactivates the Approve button if determine the 
travel authorization request needs to be budget-checked prior to approval 

 
13. Select Budget Option button. 

• Select Budget Check 
• Select OK 
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 Lesson 2: Travel Authorization Workflow Overview 
Lecture 1: 
Travel 
Authorization 
Workflow 
Overview 

14. Use the Save Confirmation page to review a summary of the travel authorization 
before confirming the submission. Select the OK button. 
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 Lesson 2: Training Activity 1 
Demonstration The Instructor will now demonstrate how to execute the business process through the 

INFORMS training environment. 

  

Scenario An employee submits a travel authorization for approver. Approver reviews and 
approves travel authorization. 

  

Instructions This activity is will be performed individually; you must complete it on your classroom 
workstation using the INFORMS training environment. Your Instructor will tell you how 
to log into INFORMS. 
You will determine how to perform the activity by following the data sheet, and by 
using the training materials as reference tools. 
There are Instructors in the room to assist if you have questions. 
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                     Lesson 2: Training Exercise  
Debrief 

 

 
 
 
 
 
 

1. A comment is required when an approver denies a Travel Authorization. 
a) True 
b) False 

2. A Travel Authorization can be sent back to the employee using the  action. 
a) Approve 
b) Denied 
c) Sent Back 
d) Hold 
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 Lesson 2: Lesson Summary 
Objectives 
Achieved 

 

 
 
 
 

Now that you have completed the Travel Authorization Workflow Overview (process, 
approve, deny, push back, etc.) lesson, you should be able to: 

• Identify the Travel Authorization Workflow Overview 
o Process 
o Approve 
o Denied 
o Push Back 

• Demonstrate the steps in navigation for Travel authorization and its process 
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 Lesson 3: Maintain Travel Authorization Overview 
Lesson 3: 
Overview 

At the conclusion of this lesson, users will be able to: 
• Modify a Travel Authorization which was sent back 
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 Lesson 3: Maintain Travel Authorization Overview 
Lesson 3: 
Introduction 
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Key Terms The following key terms are used in this module: 

Lesson 3: Maintain Travel Authorization Overview 

Term Definition 

Send Back The Send Back button allows users to return the travel 
authorization to the employee for correction or revision. 

Travel 
Authorization 

Permission for work related travel is required for all travels 
outside the immediate vicinity of MDC. It requires prior approval 
from a supervisor, administrator, or applicable department 
head. 

Travel and 
Expenses 

uses standard permission list security and may be used for 
centralized or delegated entry of expense reports. 
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Lecture 3: 
Maintain Travel 
Authorization 
Overview 

Modify a Travel Authorization which was sent back by approver 
 
 Note: Employee, Travel Liaison or Delegate all have the ability to make corrections when the  
document is sent back and in Pending status. 
 

1. Navigate to: Menu > Navigator > Finance/Supply Chain > Employee Self-Service > 
Travel and Expenses > Travel Authorizations > Create/Modify 

 
 

2. Select Find an Existing Value and Select Search. 

 

Lesson 3: Maintain Travel Authorization Overview 
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 Lesson 3: Maintain Travel Authorization Overview 
Lecture 3: 
Maintain Travel 
Authorization 
Overview 

3. Select a Pending Authorization that was sent back by the approver. 

 
 

4. Review the Travel Authorization for Comments. 

 
 

5. If comments are addressed an no further action is needed, Select the Summary and 
Submit. 
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 Lesson 3: Maintain Travel Authorization Overview 
Lecture 3: 
Maintain Travel 
Authorization 
Overview 

6. Check the box. Select the Submit button to show the Confirmation pop-up window. 

 
 

7. Select OK. 
• Note: Travel Authorization page is displayed and submitted for approval. 

Authorization ID has been assigned. 
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 Lesson 3: Training Activity 1 
Demonstration The Instructor will now demonstrate how to execute the business process through the 

INFORMS training environment. 

  

Scenario Find an existing Travel Authorization, modify the authorization by inserting a new line 
for Taxi services and submit for approval. 

  

Instructions This activity is will be performed individually; you must complete it on your classroom 
workstation using the INFORMS training environment. Your Instructor will tell you how 
to log into INFORMS. 
You will determine how to perform the activity by following the data sheet, and by 
using the training materials as reference tools. 
There are Instructors in the room to assist if you have questions. 
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Training Exercise: Maintain Travel Authorization Overview 
Debrief 

 

 
 
 
 

1. An existing Travel Authorization that has not been submitted for approval cannot be 
modified. 

a. True 
b. False 

2. Can a Travel Authorization be Sent Back by the second approver? 
a. True 
b. False 
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 Lesson 3: Lesson Summary 
Objectives 
Achieved 

 

 

Now that you have completed the Maintain Travel Authorization Overview lesson, you 
should be able to: 

• Modify a Travel Authorization which was sent back by approver 
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 Module 3: Course Summary 
Objectives 
Achieved 

 

 

Congratulations! You have completed the Travel Planning course. You now should be 
able to: 

• Create and Submit Travel Authorization Overview 
• Travel Authorization Workflow Overview (process, approve, deny, push back, etc.) 
• Maintain Travel Authorization Overview 

  

Next Steps Now that you have completed the course, please make sure to complete the following 
tasks: 

• Course assessment (tests your knowledge of the content) 
• Course evaluation (collects course feedback) 
• Log off your workstation 
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 Reference Materials 
Reference 
Materials 

 

 
 
 
 
 
 
 
 

If you have further questions about any of the topics presented in this course, use the 
following resources: 
User Productivity Kits 
• Create and Submit Travel Authorization Overview 
• Viewing Travel Authorization status 
• Travel Authorization Workflow Overview for Approving 
• Travel Authorization Workflow Overview for Denying 
• Travel Authorization Workflow Overview for Send Back 
• Modify Travel Authorization Sent Back By Approver 

 
For additional Information: www.miamidade.gov/informs 
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Key Terms The following key terms are used in this course: 

Glossary 

Term Definition 

Travel 
Authorization 

Permission for work related travel is required for all travels 
outside the immediate vicinity of MDC. It requires prior approval 
from a supervisor, administrator, or applicable department head. 

Travel and 
Expenses 

Uses standard permission list security and may be used for 
centralized or delegated entry of expense reports. 

Employee Self- 
Service 

Incorporates special security for authorized users. 

Cash Advance A request made by an employee for an advance on an 
anticipated expense. 

Employee Profile Employee data that is set up and used to correctly route 
employee Travel Authorizations and Expense Reports through 
workflow for approval and also to send related payments to the 
correct mailing address or bank (if employee is set up for 
electronic payments). An Employee Profile must exist to process 
any expense transactions. 

Expense Type A field on Travel Authorizations and Expense Reports that 
identifies the category of expense. 

Expenses Any costs incurred by employees related to business and 
reimbursed to employees. These reimbursements can be for 
travel or non-travel related expenses. 

 
Send Back The Send Back button allows users to return the travel 

authorization to the employee for correction or revision. 

 


