Instructions for Approving Travel
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| Log in:

You may sign in with
= O-Key usemame and password
« O-Key email address and password
= PRISM usermame and password

Usemame

Password

Go to airs.okstate.edu.
Login with your O-key username and password.

The AIRS menu will appear. Click on the travel icon to bring up the travel menu.
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Administrative Information Resource System

28:56 until automatic logoff.

| AIRS = Travel Menu |

New Trip

Pending Trips/Requests
My Trips

View Trips

Awaiting Approval _

Admin

e P08 C

Pre-Routing

Click Awaiting Approval

Administrative Information Resource System

28:37 until automatic logoff.

| AIRS = Travel = Awaiting Approval |

Requests Approval Vouchers Approval Claimaint Approval Grants Approval Accounting Approval

= Vouchers Awaiting Claimant Approval

Trip

Number Type Description

180 Out of State Chicago Process

188 In State OKC Process
1

Click Claimant Approval Tab

Click Process to approve the travel Voucher
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Trip Infermation

Trip & 265 Clalmant: WCTOY CHARLES E
Description: MWeCop-ORC UNIVERSITY ACCOUNTING
Aeeount ;. AAZ10100 304 WHITEHURST

Travel Typa: In State STILLWATER. O 740781027
Start Date:  10ET000 Duty Seation: Silbwate

End Dwie: 10008

Nature of Official Busingss:
Ba0ulD Mg

Expanseas
Total Trip Cost: 5496.53 View Ca
Total Available for Reimbursemant: $310.00
Total Amount Reimbursable to Claimant: $300.00

Type At m“‘ Account  Resmiburse ‘;:f'" Assigned To
Ussage $5250 59250 AAZ0100 Trsk

Par Coem 1550 S105.50 AAZ-10000 Trse

Regiskaton Fab $10000  S100.00 AAZ-A0400 Trse

Pariing 1200 S1Z200 AAZ-10M00 Troe

Lusging 18653 $18653 AAZ-10M00 Faise

Approval

ot UCCOY CHARLES E | upon oath, 85 dépads 3nd say It | have Al Enowladdgs of Be about and isdegoing Stoount thal 3380 actount i jusl comes, dus and
BEOEdng b law; and hal T amoun claamed aler dlowing a8 jus credits. is now due and wholly unpaid, and hat | am duly aulhornized 12 make his 3Mdait

Choosn Tine: Huobesc

2 Approve
O Rejoct

ED

The link for “View Trip Information” under Trip Information will allow the
user to view the submitted travel voucher. The expenses for the voucher
are listed beneath the View Trip Information link.

Under the Approval section, the claimant should check all boxes beneath
Approval. Then the claimant should check the button next to Approve or
Reject. If Reject is chosen, the claimant should type a note in the text
section to let the submitter know why the voucher is being rejected.

Finallv click the Save hutton.



