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Introduction

All university travel must be approved by the appropriate personnel before the trip begins, and
reviewed again after the trip has concluded so that the traveler can be reimbursed for out of
pocket expenses.

Super Users help to maintain the travel approval structure in FTS by identifying Reviewers,
Approvers, Backups, and Alternate Approvers for each department in their respective areas.

Responsibilities
Super Users are responsible for:

e Having an in-depth understanding of the SJSU Travel Guide.
* Having an in-depth understanding of the review/approval process in ETS.

Roles Defined

* Reviewer - This role is optional. An individual set up as a Reviewer can:

0 Review and upload supporting documents, verifying compliance with both SJSU
travel policy as well as department specific rules.

0 View the status of travel authorizations/reimbursements to determine their
location in the approval process.

0 Return a travel authorization/reimbursement request if there is insufficient
supporting documentation.

e Approver — An individual set up as an Approver can:

o0 Approve, pend for clarification, return, or not authorize travel authorization/
reimbursement requests.

0 Review and upload supporting documents.

o0 View the status of travel authorizations/reimbursements to determine their
location in the approval process.

e Backup - This is an optional role that can be designated for both Reviewers and
Approvers. Backups would be responsible if the primary Reviewer/Approver does not
take action on travel authorization/reimbursement requests after 4 calendar days, or
whenever necessary.
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Using FTS

Super Users must be granted the Super User Role in FTS in order to maintain their
departments’ travel approval structures. This access can be granted using the Finance System
Access Request. It will require approval from your division’s Finance Advisory Council
Representative.

FTS Navigation

Once you are granted Super User access, you will find three travel structure pages located on
the FTS menu under “Setup Data.”
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Approval Structure Errors — This page provides a list of instances where approval structures
are invalid. The list only displays errors for Dept IDs to which the Super User is granted access.

Alternate Approvers — This page allows you to update the designated Alternate Approver for
each individual Approver. The Alternate Approver will be triggered when a traveler is requesting
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approval from a department in which they are also listed as an Approver. Employees highlighted
in yellow are no longer valid approvers and need to be replaced with a new Alternate Approver.

Approval Structure — This page allows you to setup and maintain Travel Authorizations and
Reimbursements.

Managing Alternate Approvers

1. Loginto FTS.
2. Go to Menu > Setup Data > Alternate Approvers.
3. Review the Approver List (presented in alphabetical order.)
4. If there is a missing Approver, you can add them as follows:
a. Click on the magnifying glass for Approvers.
i. Select an approver.
b. Click on the magnifying glass for Alternate.
i. Select an alternate.
c. Click on the “+” sign to add these employees to the list. c.
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9. Consider how you want to structure your reviewers and approvers.

a. Department Approval Routing — This section is used for all travel destinations.
You can consider it to be the baseline department approval structure for all travel
within your department. Depending on your division, the last row in this section
should end with an AVP or Dean approver.

b. Out of California Approval Routing — This section will add on additional
reviewers and approvers for all domestic travel outside of California. Depending
on your division, the last row in9 (t)2 5 (n,)4.3 ()]TJ-0.0TJ-0.004 Tw 18.176d_d13.7e27ut Tw O
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