
 

 

  

 

      

  



Processing Status  

A good way to see where your travel request is in the process is to check the Processing 
Status and Approval Status sections first. 

  

“In processing” – Travel request is still being edited (not submitted for approval) 

“Released for Approval” – Travel Request is in the process of being approved (revert to 
page 1 to see how to check where it may be stuck). 

“Transferred to FI” – Travel request is approved and Create icon should be generated 
under “Expense Report” to create a travel expense. 

 

Displaying Trips 

If you are unable to create an expense from a submitted Travel request, always check 
first to make sure everyone has approved the trip. To do this you see instructions below.  

1. Go to Employee self-service or Fiori Self Service  
2. Travel Management  
3. My trips and expenses 
4. Go to “All my Travel requests”  
5. Find the trip you are looking for  
6. Check the box to the far left  
7. Press Display/Print 
8. Scroll to the very last page of the file and find the approval log. 

This will show you if it is waiting for anybody to approve. 

 



If there is a “W” under workflow approval status that means it is not approved if there is an 
“A” that means it is approved. The approval log goes in order, so it will not be sent to the 
next person until the person before them on the log has approved. 

 

Error Email 

Sometimes the cost center you are trying to use for the trip is out of money, you will get an 
email from workflow and it will give you the cost center this is exceeded. In this instance 
you will need to either move money to cover the cost center or use a different cost center 
before you can create a travel expense. 

If there is money left in the cost center, you will need to work with budget to find a solution. 

 

 

 

 

 



Estimated Costs 

Hotel and Subsistence are automatically generated based on the location. If you need 
to remove these or change the total, you will need to use the “Z: Unfunded Travel Costs” 
section at the bottom of the estimated cost entry fields.  

  

Cost assignments. 

The estimated cost associated with this request will be in BI under the cost center you 
have entered. They will be held as a commitment until the travel expense is completed 
and paid out. 

Out of Country Trips 

When creating a travel request for an out-of-country trip, If the estimated costs are zero it 
will not be automatically pushed to the out-of-country manager. You will need to email 
accounting to have it manually pushed by PASSHE to the Out-of-Country Manager. 

Other  

Please allow the PASSHE sweep to happen. If a trip is approved before 11 am you will 
not be able to create a travel expense until after 11 am. 

And any trip that is approved after 11 am will not be able to create a travel expense 
until after 3:15 pm. 

DO NOT CREATE A TRAVEL EXPENSE UNTIL YOUR TRAVEL 
REQUEST IS APPROVED. THIS WILL CREATE MULTIPLE 
TRIPS IN YOUR COST CENTER.  


