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Approve Travel Authorizations  
 
There are a number of ways to Approve Travel Authorizations:  

1. Use the Approval Requested email received from the Submitter and click on the email link included  
2. In Evolve navigate to Manager Self Service>Travel and Expenses>Approve Transactions 

 
Approve from Email Link 
 
Click on the link included in the email notification.  The link will take you to the Evolve Login page.  Sign in and 
you will be taken directly to the Travel Authorization Summary Page of the request. 
 
 

 
As an approver, you 
should ensure that 1) 
there is sufficient 
budget available and 2) 
the correct account and 
department are 
assigned to the 
expenses. 
 
To see further details 
for an expense, click on 
the Expense type. 
 
In this example, 
Hotel/Motel Intl was 
selected and the line 
details which open are 
shown on the next 
page. 
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Click on View 
Accounting. You 
will see the 
account number 
and department 
number 
 
 
 
 

 
 
 

 
Close the screen by 
clicking on X on the 
upper right corner 
and click on Back to 
Header as in below 
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Once you have reviewed, On the Summary page the approver can do the following actions:  
Approve, Deny, Click on more for Send Back (see below) 

 
   
No  Action  Description  
1  Approve  Click Approve and request will be routed to next approver  
2  Send Back  Click Send back and request will return to requestor for more information  
3  Hold  Put request on Hold and will not be processed or routed   
4  Deny  Decline request and return to requestor  
 
To approve a Travel Auth, Select all lines to approve and Click on Approve 
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Enter Comments if needed and click on Submit 
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Approve Using Approve Transactions 
 
Navigate to Manager Self Service>Travel and Expenses>Approve Transactions 
 

 
 
At this page you originally land on the Overview tab which lists all Expense transactions awaiting approval. 
 
 
Click on the Travel Authorization tab to see only Travel Authorizations.  Click on the Transaction Id to open the 
Travel Authorization Approval page 
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Click on the any of the expense lines, to see the description, attachments as well as the GL account and 
Department 
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To return to the approval page, click on Return to Travel Authorization Summary 
 

 
 
Click on Approve, or one of the other options as appropriate. 
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Delegate Approval Authority  
  
The following steps demonstrate how to create a delegation request for expense reports and travel 
authorizations.  Once a request is created, the appointed delegates will need to accept the request. 
Delegation is routed to the delegate if an Expense Request or Travel Authorization submit date is within the 
range of the delegation request.  
 

1. Navigate to Manager Self Service >Finance Delegations.  
2. Click on the Create Delegation Request tile.   

 

 
 

 
 

 
3. Enter a start date, end date, and comment.  Click Next 

 
 

4. Select delegates or click Add Delegate if necessary.   Please ensure that the delegate selected is an 
existing approver.  Otherwise they will not have the security access to approve transactions. 
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5. Select the transaction(s) to delegate.  Click Next. 

 

 
6. Review and submit delegation request.   

 
7. The appointed delegates will receive an email stating that they have been requested as a delegate 

together with a link to accept the delegation.  Delegates must click the link and accept the delegation 
to complete the process.  

 
  

 
 



Page 11 of 11 
 

 


	Approve Travel Authorizations
	Approve from Email Link
	Approve Using Approve Transactions

	Delegate Approval Authority

