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APPROVING TRAVEL IN FLUID PAGES 

All the links that you use to navigate to the travel approvals queue, point to the same 
approvals page’ 

From the email, Email, the notification Bell or from the landing page (the page you see when 
first logging in to MyCWU) 

Notification Bell 

Approvals link from landing page 
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This will take you to ALL travel approvals (TA’s & ER’s) 

You can select a TA or ER from here, or you can click on Expense Reports or Travel 
Authorization options on the left 

This will take you to the approval page for either the Travel Authorizations (TA’s) or Expense 

Reports (ER’s) 
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Approving Travel Authorizations 

After clicking on the TA from the approvals page, you will be at this screen: 

This page shows the pertinent information: dates of travel, the total amount, trip 
description, the expense lines and the attachments. 

  

Click on the Exceptions and Risks link to see additional information. 

To close the pop up window, click on the x in the upper right corner. 
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To view the accounting, click on the arrow to the right of one of the lines, then click on 

the View Accounting box. 

Another pop-up window will open and it will show the chartfields, not the speedkey: 

After closing the pop-up window, click the link ‘Back to Header’ to get back to the 

approval page. 
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When ready, click the ‘Approve’ button (upper right). You will get a pop-up window – all 
that it shows is that the budget check is Valid. Close the pop-up. 

Another pop-up window appears (just like it does when approving Time). You can 
leave a comment if you wish, and then click ‘Submit’. 

You should then be back at your Pending Approvals page. 
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Approving Expense Reports 

From the Approvals page, click on Expense Reports on the left: 

Click on an Expense Report to approve. 

This is slightly different than the TA approval page, but the general information is still the 

same as it has been. 
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Expense Report approval page 

To view any attachments, click on ‘View Attachments’ 
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This will open another pop-up window. Click on the links to view the attachments. 

To view any Notes, click on ‘View Notes’. 
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A pop-up window will open. Any notes will be shown. 

To view the Accounting information, you will need to click on the expense line (same 
as from the TA), then click the ‘View Accounting’ box: 

  

Just like the TA, the chartfields will be shown, not the speedkey. 
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After closing the Accounting window, click the Back To Header link below the View 
Accounting box. 

When you are ready to approve the ER, you will need to select the lines to be 

approved. We recommend clicking the box above the rows as that will select all of 
them, then click the ‘Approve’ button: 
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The Budget Check box will appear – close it. The Travel Desk runs the budget check, and this 

just shows that it was valid. 

The Approve box will appear – click ‘Submit’. 

After the ER is approved you should be back at the approvals page 
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*NOTE – currently, the navigation for clicking on ‘Expense Details’ is tricky. 

If you want to view the details (also known as Header information), click on Expense Details 

You will end up out of the approvals, and at the expense report. Click the button with a pencil 

(upper left) next to the name 
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When you are done, click the Back Arrow in the black menu bar in MyCWU – NOT the web 

browser back button! 

You will need to click this at least twice before you are back at the approval page 
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For any questions or assistance, please contact the Travel Desk – by email at 
TravelDesk@cwu.edu 

Phone Olivia x2621; Melissa x1985; Lisa x1986 

mailto:TravelDesk@cwu.edu

