
Navigating the Travel & Expense Center 

1) When you first log into the system, you should see a blue home page. On the top right 

of the screen, select the  icon and you will see the navigation bar expand.  

 

2) On the navigation bar, select the  option (1) and another navigation bar will 

expand. On this new navigation bar, select the “Employee Self Service” option (2) and 

then the “Travel and Expense Center” option (3). (There is an option called “Travel and 

Expense Center” in the “Travel and Expenses” option, however, you will want to use the 

direct link in “Employee Self-Service” instead.) 

 

 



3) On the Travel and Expense Center screen, there are two main areas that you can utilize 

(The other functions on this screen are not supported).  

a. “Travel Authorizations” (1) – Provides the opportunity to create, modify, view, 

delete or cancel travel authorizations.  

b. “Profiles and Preferences” (2) – Provides the opportunity to set up a delegate to 

create travel authorizations on your behalf or give access to view the travel 

authorizations that you create (“Delegate Entry Authority”) 

 

4) If you would like to have quicker access to specific pages when clicking on the navigation 

bar, you can set a specific page as a favorite. To do this, open the page you want to save 

(Travel and Expense Center) and select the  icon at the top right and select “Add to 

Favorites”. The page will now show up under “My Favorites” on the navigation bar. 

 

 

 

 

 

 

 

 



5) There is also an option that can be selected in the navigation bar that will allow you to 

reassign your workflow to another individual. To find this option, open the navigator bar 

and select “My System Profile”. (You may need to select the back arrow to go back to 

the main navigation menu if you are still in “Employee Self-Service”) 

 

 


