
Create a Pre-Approval Report for Travel 

**AIRFARE ON STATE FUNDS MUST BE PURCHASED USING A STATE TRAVEL CARD OR THROUGH GROOPLE VIA 
REQUISITION** 

1. Click the “Create” button in the Pre-Approval box on your dashboard.

2. Complete the Pre-Approval form – Trip Name, Start / End date, and Business Purpose
a. Trip Name – “Last Name City, State Departure Date”

i. Example: “Ewe Orlando, FL 06/16/19”



3. Continue with Travel Type, Trip Type, Number of people attending, Destination, etc.

4. Finish the form by designating the funds allocated for the trip. You can enter the FOAPAL or the
name of the account, and a list will appear to select the correct fund.

5. If the trip is being funded from multiple funding sources, click “Add Allocation” to add those
accounts and specify the percentages to split the funds.



 
 

 
 

 
6. Click “Save” at the top of the form when you have completed all of the items in the Pre-

Approval form. 
 

 
7. Once saved, the “Add Pre-Approval Types” page will appear for you to enter travel estimate 

details based on the expenses you expect to incur. If a tile has an arrow, that signifies there 
are sub-categories for that expense type. 

 



8. For each expense, click “Save” and the travel estimate will appear on the left-hand side of your 
pre-approval report screen. 

 
 
 
 



9. After entering all of the travel expense estimates, click “Submit”.

10. Review the Pre-Approval Certification statement and click “Submit”.

11. If an error message appears, correct the error and repeat submit until no error messages
appear.

12. The Pre-Approval will then show under the “View All Submitted” box.



13. You will receive an email notification when the Pre-Approval has been approved or returned.




