Business Class Approval due to Length of travel:

Step 1: Create request and add internal comment
a. Example: | am requesting to travel via business class due to the duration of this trip which falls
under travel guidelines.

Edit Request Header

Hong Kong Conference  Request ID: 3E6Y

Trip St Daie * @ Trip End Date *@

[ Hong Kong Conference | [ oz062023 (@) [o202023

st Sy @ Sesinsion Couny @

Trip Purpose *

o
| Conference ] [ v [Hongkong, HONG KONG | | HONG KONG (HK)

) Doss i rp contain sersons! raver? *

| 1- State Employee (includes students on State payrol) v | Domestic V| [N

Trsveter Type Domesticintamatons!

Dates of Personal Travel @

etailed Description of Trip Purpose * @

Funding Source ™

[y~ ‘ Search by Text

Fiszal year " @
[ Ju 1512022 - Jun 30th 2023

Intemal Comment @

1 am requesting to travel via business class due to the duration of this trip which falls under travel guidelines

Step 2: Provide special request (ex.business class) approval from Area VP or Dean
a. Receive approval via email and attach to the request:
i.  Select Attachments, Attach Document and Upload file (as you would a receipt)

Hong Kong Conference
Not Submitted | Request 1D: 3EBY

Request Details w Print/Share w Attachments

EXPECTED EXPENSES [mmmomm

Document Upload and Attach x

+

Upload and Attach
5MB limit per file




or
b. Add Area VP or Dean to the request approval workflow:
i Select Request Details, and Request Timeline

Hong Kong Conference
Not Submitted | Request ID: 3E6Y

Request Details w Print/Share Attachments w

IPENSES

Request

Edit Request Header

Request Timeline
Audit Trail
Linked Add-ons

) Ac
Travel Advisory
ii. Edit Approval Flow
Request Timeline
Hong Kong Conference | $0.00
Approval Flow Request Summary

Risk Management Approval
Intemational Travel (NYS Request Comment
Paolicy, Div. of Enterprise Risk Jashfar, Kacey 01/06/2023
Manageme | am requesting to travel via business class due to the duration of this trip which falls under travel guidelines.
Supervisor Approval
Paduano, Gerardina C. Add Comment
Account Approval




iv. Add step and type in and select the appropriate Dean or Area VP

Edit Approval Flow

+Add Step

Risk Management Approval

International Travel (NYS Policy, Div. of Enterprise Ris

+Add Step

Supervisor Approval

Paduano, Gerardina

User-Added Approver

Y

Search by Last Name Delete

+Add Step

Account Approval

+Add Step

Step 3: Add estimated expected expenses to the request and submit the request.

Hong Kong Conference $3,806.00 @

Mol Sibemitiesd

Henuest Dtalls w Frinbshara » Alachmans

EXPECTED EXPENSES

e

Expense type = Details T) Date T fAmount 7], Requested T
Arfara M York (JFE) - Hong Kong JHEG) © Round Trip 02062023 31,546.00 1, 54600
] Car Sanica D 0720E3 31000 512000
u Car Sarvics NFIE2033 12000 81200
T Lodging Hong Kong, HONG KONG 0200672023 5800.00 £800.00

teals Mer Dem {Indvidual)

Regisiraton'Confsrance Fes {Inwarmational)

Hong Kong, HONG KOMG

02062023 E5720.00 120,00

02/06:2023  5500.00 E500.00

$3,506.00

Step 4: Once the request is approved you may book travel arrangements for your trip via the agent
assisted line at (800) 774-0655 or highered@dt.com. Provide Direct Travel with your approved Request
ID and they will contact SBU Travel to confirm the approval steps were taken.


mailto:highered@dt.com

Special Request Approval due to medical necessity:

Step 1: Create request and add internal comment
a. Example: | am requesting to travel via business class due to medical necessity on file with the
Office of Equity and Access.

Edit Request Header x

San Francisco Conference Request ID: 3873

* Required field

Funding Source - moliey @

“STATE-NIT
Trip Name Q@ Trp Start Date @ Trip Ena Date T @

| san Francisco Gonference | | 03062023 ‘ E| | o3n02023 | = |
Trip Purpose * Destnation City * @ Destination Country @

| conference v e~ ‘San Francisco, California | UNITED STATES (US)

Traveler Type * Domastie/intamational * @) Does tis tnp contain parsonal raver?

| 1- State Employee (includes students on State payrol) ~ ~ | | Domestic ~| | ne v

Dates of Personal Travel @

Justification/Detailed Description of Trip Purpose * @

SAP Concur Conference

Funding Source (=] Account * (=) A A - ® o
|y ~ ‘ Search by Text |

Fisesl year " @

| Jul 1512022 - Jun 30th 2023 ~ |

Internal Comment @

1 am requesting to travel via business class due to medical necessity on file with the Office of Equity and Access|

Step 2: Provide special request (ex.business class) approval from Area VP or Dean
c. Receive approval via email and attach to the request:
i.  Select Attachments, Attach Document and Upload file (as you would a receipt)

San Francisco Conference i
Mot Submitted | Request I1D: 3E73

Reguest Details Print/Share Attachments ~

EXPECTED EXPENSES

Document Upload and Attach x

[ Attach Documents l

+

Upload and Attach
5MB limit per file




or

d. Add Area VP or Dean to the request approval workflow:
i Select Request Details, and Request Timeline

San Francisco Conference

Bl

Mot Submitted | RequestID: 3E73

Reguest Details

Request

Edit Request Haader

Request Timeline
Audit Trai
Linked Add-ons

Travel Advisory

ii. Edit Approval Flow

Request Timeline

San Francisco Conference | $0.00

Print/Share Attachments

PENSES

Add expects

Approval Flow

Supervisor Approval
Paduano, Gerardina C.

Account Approval

Request Summary

Request Comment
Jashfar, Kacey 01/06/2023

| am reguesting to travel vis business class dus to medical necessity on file with the Office of Equity and Access.




iii. Add step and type in and select the appropriate Dean or Area VP

Edit Approval Flow x

+ Add Step
Supervisor Approva

aduano, Gerardina

(&=

User-Added Approwver

| Y ~ | Search by Last Name Delete

+ Add Step

Account Approva

+ Add Step

C aqce' “

Step 3: Add estimated expected expenses to the request and submit the request.

San Francisco Conference $2,186.00 @

Not Submitted | Request ID: 3EAH

———
Submit Request

Request Details v Print/Share w Aftachments

EXPECTED EXPENSES

==

] Expensetype = Details T| Date T| Amount T|  Requested T|
] Registration/Conference Fee (Out-of-State) 02/13/2023 $150.00 $150.00
O  Meals-Per Diem (Individual) San Francisco, California 02/13/2023 $316.00 $316.00
O Lodging San Francisco, California 02/13/2023  $1,200.00 $1,200.00
O  Car Service 02/17/2023 $120.00 $120.00
] Car Service 02/13/2023 $120.00 $120.00
O Awfare New York (JFK) - San Francisco (SFO) - Round Trip 02/13/2023 $280.00 $280 00

$2,186.00

Step 4: Once the request is approved you may book travel arrangements for your trip via the agent
assisted line at (800) 774-0655 or highered@dt.com. Provide Direct Travel with your approved Request
ID and they will contact SBU Travel to confirm the approval steps were taken.



mailto:highered@dt.com

