If your expense report is prepared by a Travel Coordinator, you will receive an email requiring your action. The email
includes a link to the expense report that you are to review and either approve or reject. See examples below:

From: turk@jlab.org

To: mis-webapps@)jlab.org

Sent: Monday, April 10, 2017 6:12:55 PM

Subject: DEV SERVER EMAIL: Signature Needed for Travel Expense Report

This email would have normally been sent to:
camsonne@jlab.org

-DO NOT REPLY TO THIS EMATIL-

A Travel Expense Report has been submitted for signatures

and you are authorized to complete at least one part of the signature process.

Signature Required: Traveler signature

You may track the approval progress for this Trawvel Expense Report and possibly sign/reject this required signature here:
https://misportaldev.jlab.org/mis/apps/travel/edit expense report.cfm?exp hdr id=61&approvalVersion=1

(4

To configure which approval emails you receive, please visit:
https://misportaldev.jlab.org/approvalsManager/notification preferences

Trip Number: 2017040020
Costpoint Vendor: CAMSON
Start Date: 4/24/2017
End Date: 412772017
Total To Be Expensed: $661.18
Notes Traveling to Argonne to work on detector
Saved and submitted for spproval
JSA/Jefferson Lab Travel Expense Report o Hew DMMERT RSy
r Expeone Report Mo
Hama ALEXANORY CAMSONNG ] Costpoint Vendor IV ——— [
D [ Dt | Ext Exp hutiiar Pryieci | Expanmectal Hal (| 5084 Drigia FRANCE Stalus WAPFR
Desiinaticns. o 1) DUPAOE DONTY, IL, LS MEZAIINT By 4S2TIIHT) o perional daia) eaben [hadging: 1E2, per diem 9] Preparer Pam Turk
b 20 e W (Trip N 01 TIA00T =)
1 Perpcnal Days: Q
. B B = = [ % 6]
oo e et g | [ e | cunens | oo s T A
1 minus|
TPADE ] —
it joouerr) [ ] | T el ]| ] I | | | | =
easaon | [ ] | [ ] | | ] | | [ | =i
282077 [ {1 [ ]| I ] | I | ]| J £
wzrman 1| e | I | | |_«=f [ || [T | | | | | I—
red [ [ e [ | [ | | | e | e [ (=] |
[Eemater FRE () e CHARGED '""”"E""""'"-. [
TIC Py e m|  ames AL el [_oouw | Company patitwms [ R
'Waw Dagucon ol [ w | ] [45-005 - Traval Emsperyion Local wl e PO, R
= T
= . Appiied Advances ano:
Urapplied Advances [ 000
Total cwed fo Traveler I
Total cwed 1o JLabk I_EE

Wrimen suthorzatonn from reveler o AESEREETY 35 PAocekl W% ood-lme. Foef=tely,

HaM3 (Iravsling to Argonns To wozk on davector .| Pay Thirdparty
L P R R

rarenler Rareiy cartfen that, n ctharanse noded, e mmmm-m-mﬂﬁmm--mm
[th Browee. e Iwmhwwwwumﬂv R Jaerion Lat on the detes shown. The Travel Expenss Raport refiects 8 decsundy
reducton, Fadeimi, or oty ntahiceer, afich reduce Bhe sapenie aciually ncured

* Othar Rembursasans. Thid party [feevide oorteet nime. phoss L eveil sdéress] (Charge Asesust 1130-800). Relocatson | Crarpe
An0oUnt 24 80004}

| If Traveler signs ER, an Email is sent to Travel Services.
If Traveler rejects, an Email will be sent to the Preparer.
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