
1 Locate claims awaiting certification 

• Select Approve Expense Claim tile 

• Use the filter to find travel allowance claims that are 
Awaiting Certification or locate the claim in the list 

2 Review and Certify 

• Open the claim and review the details 

• If correct select Certify 

• If  incorrect select Return

Approve a travel allowance claim 


	Approve a travel allowance claim 
	1 Locate claims awaiting certification 
	2 Review and Certify 


