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CWU travelers can add comments after submitting their travel authorization or 
expense report.  There are situations where approvers may ask you to provide 
additional justification.  This option allows you to update your travel authorization 
or expense report.   
 
The below instructions provide you the steps required to add your comments. 
 

1. Find your existing travel authorization or expense report.  Below are examples of how to 
navigate to view them.  Note: Once you submit your transaction you will NOT be able to find it 
under Create/Modify. 
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2. Find your existing transaction by clicking on the Search button.  Select the appropriate 

transaction. 
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3. Once you select your transaction, click on the notes icon 

 

 
 
 
 
 

4. Add text to the notes box.  Click Add Notes icon  
 
 
Click  
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5. This is an example screenshot before you would click the OK button 

 

 
6. You are complete.  You can verify if notes have been included by clicking on  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If you have any questions, please contact the Travel Desk 
(traveldesk@cwu.edu). 
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