
How-To Approve a Travel Request via the WebTravel Program 

All 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 :: ...” 

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

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. 



Step 5: Click on the Select One dropdown box. 

Step 6: Click on Save 

Step 7: Click Continue 

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




