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Travel and Expenses Approval 
A request for approval is triggered when an employee or their proxy submits an expense report, 
a cash advance, or a travel authorization for approval. Employee expenses require several 
levels of approval. Some approvals are required (i.e. Supervisor, Expense Coordinator); and 
some approvals are conditional, based on certain criteria (i.e. District/Division Administrator, HR 
Representative, Chief, Agency Head, DOA Pre-Audit approvers). A Non-Travel approver is also 
required for Expense Reports with the non-travel expense type. 
 

Expense Coordinator Approval: 
The Expense Coordinator approves all Cash Advances, and Expense Reports except for expense type 
Other Employee Reimbursement (non-travel). Expense Reports for the non-travel expense type are 
approved by the Non-Travel Approver. 

Expense Coordinators are responsible for ensuring that travel policies/guidelines have been followed and 
that the expense transactions have all the required attachments for supporting documentation. 

Expense Coordinators should validate that each transaction on their worklist has been or will be routed to 
all the appropriate levels of approval.  

If the Expense Coordinator sees that an approval level was missed, they need to contact the Expenses 
Security Administrator. If for example an expense report contains an education reimbursement expense 
type and the transaction was not routed to the HR Representative, they would contact the Expenses 
Security Administrator. The Security Administrator would need to research why the transaction was 
routed incorrectly, update configuration accordingly, and reassign the transaction as appropriate. 
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This is an example of the Approve Expense Report page in Cardinal. 
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Reassign Approvals: 
Expense Coordinators can assign individual employee travel and expense items to another approver for 
processing. The Reassign Approval Work page is used to reassign these items.  Please note that security 
might restrict the employees you are able to reassign the employee expense to. 
 
You can navigate to this page using the following path:  
 
Main Page > Travel and Expenses > Manage Expenses Security > Reassign Approval Work 
 
 

 

To reassign employee expense approvals: 

• Search by User ID. Enter the user ID of the current approver in the begins with field. 
• Click the Search button to view the list of travel and employee expense items requiring approval. 
• Enter or select the new approver in the Reassign Work To field. 
• In the Transaction Information section, click the Select checkbox for each item you want to 

reassign to the approver. 
• Click the Reassign button. 

 

Note: If you need to reassign approvals to more than one approver, complete the above steps for each 
approver. 
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Central Office Expense Coordinator – Additional Tasks: 

1 Review Expense transactions for CFO Directorate. 

2 Navigate using the following path: 

Travel and Expenses > Manage Expenses Security > Reassign Approval Work 

3 Enter Central Office Expense Coordinator approver User ID, and search for worklist transactions. 

4 Select transactions to reassign (>$1,000, and/or >$ allowable, requiring Chief approver). 

5 Reassign Work to CFO approver User ID. 

6 Once the CFO approves the transactions, the transactions are Approved (unless additional approval 
is required for DOA PreAudit). 


	Expense Coordinator Approval:
	Reassign Approvals:

