How-To Approve a Travel Request via the WebTravel Program

AllI SBCISD travel requests will be entered via the WebTravel Program. You may access the WebTravel Program from
the San Benito CISD main page --> Technology Department --> Mileage and WebTravel Programs page (purple section).

When a user enters a travel request that requires your approval, you will receive an email notifying that you a travel
request is awaiting your approval, see email screenshot below. To

Step 1: Click on the Approvals link in the “Travel ID ## is awaiting your Approval ::...”
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There is an Employee Travel for Technology Advisory Council (TAC) Meeting pending your approval

The Travel ID# is: 21

Short Details:

Travel From: 9/27/2022 To: 5/27/2023
City: Mission

Employee: LECNILA PENA

HEmps: 4

Please use the following link to approve this request: Approvals w

Step 2: Enter your SBCISD login credentials: username and password and Click Login

r .|

@ WebTrave b4 ==

“ C Y @& travelsbcisdnet/default.. o = * ® & O & :

WebTravel Program
/
SANSENITO

username | lpena
Enter SBCISD

rmt addr: 10.4.51.15 Iogin credentials

paSSWOI’d BEEEEBERERE

= Login




Step 3: Click on Approvals on the main menu or View on the notification window at the bottom right corner to view
requests pending approval.
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Step 4:

To Approve or Reject, Click on the Action icon at the end of the row of the travel request from the list.
To Print/View the travel request, Click on the Print icon, this will download a PDF copy of the travel request.
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Step 5: Click on the Select One dropdown box.
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Step 6: Click on Save
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Step 7: Click Continue

Thank you
LEONILA PENA

You have approved Request ID #21
and this travel is now Finalized

Click the button below to complete the transaction
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Step 8: Click Back to Main to continue reviewing requests or Close the Window if you are finished reviewing travel
requests.
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