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LEWIS

STATE COLLEGE

Controller's Office

‘ LAR K 500 8th Avenue, Lewiston, ID 83501

208-792-2202 | COTravel@Icsc.edu

Travel Approval Delegation Form

PROCEDURE

The Travel Approval Delegation Form is used to delegate authority to approve
travel authorization and related expense claims on behalf of the President. The
employee who has been delegated authority will review and comply with the
limits and policies identified in this form.

Delegation standards, though different amounts may be approved, are as follows:
1. Department/Division Heads: Delegation up to $4,999
2. Vice Presidents: Delegation from $5,000 - $9,999
3. President: $10,000 and above to be approved by the President

INSTRUCTIONS

Download this form to your desktop and open the form in ADOBE PDF before starting. This
form will NOT work correctly in your web-browser.

Make sure the ‘Show border hover color for fields’ in Adobe PDF is ‘checked’. You will only
need to complete this requirement if you have altered the default settings of Adobe PDF on

your computer. - V/jew Instructions

Mandatory fields are highlighted in ‘RED’. All fields in this form are mandatory.

Use a Digital Id Signature when signing this Form. e (TR S

Click the ‘RED’ button with an X to stop the routing of this document, and identify why you
stopped the routing of this document.

Click the ‘GREEN’ button with a check mark to send this document to the next reviewer.

P00 (e


mailto:coap@lcsc.edu

CALENDAR
Today's Date: | |

Employee to whom authority is delegated

Name: | |

Department/Division: | |
LC State E-mail: | |
Telephone No: |

Warrior ID: | |

Authorized Uses

Travel Authorization and Travel Expense Claim approval

Maximum Authorized Limit: [ |

Notes:

| have read, will comply with, and will ensure the travelers that | approve have read and will comply with,
the following policies and procedures:

LC State travel policy 4.101 (https://www.lcsc.edu/policies).

LC State Travel Procedures Manual (https://www.lcsc.edu/controllers-office/travel).

Idaho State Travel policy and Procedures (https://www.sco.idaho.gov/LivePages/state-travel-policy-and-
procedures.aspx).

| verify that | will review all related travel expenses, determine expenses are reasonable and necessary
prior to approval, and will reconcile expenses to receipts and travel authorization.

I verify that | will retain records of all department/division-level approved no-cost and student travel, in
accordance with LCSC Record Retention Policy 4.103 (https://www.lcsc.edu/policies).

ROUTING & APPROVALS

Note: The preparer of this document is responsible for identifying all needed e-mail address. Please do not ‘Print to PDF’ or
send a scanned copy of the Travel Approval Delegation form.

Action
Signatory/Approver LC State E-mail Digital ID Signature Disapprove Approve

Department/Division head:



https://www.lcsc.edu/policies
https://www.lcsc.edu/controllers-office/travel
https://www.sco.idaho.gov/LivePages/state-travel-policy-and-procedures.aspx
https://www.lcsc.edu/policies
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Creating a Digital ID Signature: Adobe PDF

INSTRUCTIONS

1. If you do not have a ‘Digital Signature’ click on the signature line of a PDF.

o -

Mame / Signature of Principal Investigator

2. After clicking on the signature line a ‘Pop-up’ window will appear. Select “A new digital ID |
want to create now. Click ‘Next’.

Add Digital ID

T'want to sign this document using:
) My existing digital [D from:
) A file
A roaming digital 1D accessed via a server

A device connected to this computer

@ A new digital ID [ want to create now

Cancel | < Back | Next>






3. Choose how you would like to store your ‘Digital ID’ file. The most common selection is ‘New
PKCS#12 Digital ID File. Click ‘Next’.

_ - _
Add Digital ID ——— - = ey i

Where would you like to store your self-signed digital ID?

@ New PKCS#12 digital ID file

Creates a new password protected digital ID file that uses the standard PKC5212 format.
This common digital ID file format is supported by most security software applications,
including major web browsers. PKC5#12 files have a .pfx or .pl2 file extension.

) Windows Certificate Store

Your digital ID will be stored in the Windows Certificate Store where it will also be available
to other Windows applications. The digital ID will be protected by your Windows login.

Cancel | <Back | [ Next>






4. Complete the fields highlighted in red on the screen-shot below. Note that the fields ‘Name’
and ‘Email Address’ are mandatory. Click ‘Next’.

8 5
Add Digital ID - - <—— s

Enter your identity information to be used when generating the self-signed certificate.

Name (e.g. John Smith): |‘n:.m Name

Organizational Unit: IName of Department

QOrganization Name: |Name of University

Email Address: I‘FName@emailaddress.corﬂ

Country/Region: | US - UNITED STATES -
Key Algorithm: [lﬂld—bit RSA v] m
Use digital ID for: [ Digital Signatures and Data Encryption vl

o) )






5. Choose a location on your computer where you would like to save the ‘Digital ID’ (Note: it is
recommended that you use the default file location). Next, set a ‘Password’ for the ‘Digital ID’.
Click Next.

Add Digital ID M4 [

Enter a file location and password for your new digital ID file. You will need the password when
you use the digital ID to sign or decrypt documents. You should make a note of the file location
so that you can copy this file for backup or other purposes. You can later change options for this
file using the Security Settings dialog.

File Mame:

kers\i sunshare\AppData\Roaming\Adobe\Acrobat\11.0\Security\isunshare.pfx Browse...

Password:

|a—n—ma-:.—w

I Medium

Confirm Password:

—

| Finish |






6. Select your ‘Digital ID’ from the ‘Sign As:’ drop-down menu and type in your ‘Password’. Click
‘Sign’.

7 5

Sign Document X

Sign As: Your Name (Your Name) 2022,08.04 v|

Issued by: Your Name

Digitally signed
I YOU r by Your Name ||

Date: 2017.08.04
Name 16:19:46 -06'00"

Click Review to see if document content
iy afec signing

Enter certificate password and click the 'Sign' button

—

| Help [ Sign J| Cancel |

7. The PDF File ‘Save’ ‘Pop-up’ window will appear. Type a name for the signed PDF file. Click
‘Save’.

r@ Save As Mw

GU |- Desktop » - | 44 | | Search Desktep 2

Organize v Mew folder cE T @

M & L —
0 Favorites ﬂ ! ‘| Libraries

B Desktop — 1| System Folder

& Downloads
% Recent Places isunshare

& System Folder
} < M Desktop

_—— - | Computer
i Libraries ik’ System Folder

E Documents

m

J" Music ﬁf Metwork
[i| Dictiree i | _Svetem Folder T
File name: -
Save as type: IAdohe W.pdﬂ v]
i
U
|| '~ HideFolders Save to Online Account = 1 Save ] [ Cancel

e e e — pareeesy 4






8. Within the ‘Signature Line’ on the PDF you will see a blue panel of text indicating the PDF have
been signed by your ‘Digital ID’.

=> Your Name sz, <3







Show Border Hover Color for Fields: Adobe PDF

You will only need to complete this requirement if you have altered the default settings of Adobe PDF
on your computer.

INSTRUCTIONS

1. Select ‘Edit’ from the Adobe PDF Menu.

roposal Submission Approval Form_October 2019, pdf - Adobe Acrobat Rear

iew Window Help

4 Undo 'Proposal Due Date' field value change Ctrl+Z

E’ Paste Ctrl+V
Select All Ctrl+A
Deselect All Shift+Ctrl+A

Copy File to Clipboard

Edit Text & Images

E
@ Take a Snapshot
Check Spelling X
Q_ Find Ctrl+F
Advanced Search e e
Protection )
Accessibility X F

Manage Tools

Preferences... Ctri+K






2. Select ‘Preferences’ at the bottom of the ‘Edit’ options.

DRAFT 7_Proposal Submission Approval Form_October 2019.pdf - Adobe Acrobat Rea

File View Window Help

Hag ‘3 Undo 'Proposal Due Date’ field value change Ctrl+Z
[g Redo Shift+Ctrl+Z
Cut Ctrl+X
@ Cop Ctrl+C
H Paste Ctrl+V
u Delete
@ Select Al Ctri+A
Deselect All Shift +Ctrl+A
Copy File to Clipboard
Edit Text & Images
@ Take a Snapshot
Check Spelling L
Look Up Selected Word...
Q Find Ctrl+F
Advanced Search Shift+Ctrl+F
Protection b
Accessibility L
Manage Tools
Preferences... Ctri+K






3. After you have selected ‘Preferences’ at the bottom of the ‘Edit’ options, a window titled
‘Preferences’ will open.

Preferences
Categories: General
Commenting ~ [ Automatically calculate field values
Documents
Full Screen
General [A Show focus rectangle

Page Display [] Show text field overflow indicator

30 & Multimedia
Accessibility
Adobe Online Services

Email Accounts Highlight Color
Forms

_— Show border hover color for fields
Identity
Internet Fields highlight color: O
JavaSeript
Language Required fields highlight color: | [l

Measuring (207
Measuring (30)
Measuring (Geo)

Auto-Complete

Multimedia (legacy) Off ~ Remember numerical data (e.g., telephone number)
Multimedia Trust (legacy)

Reading Edit Entry List...

Reviewing

Search The auto-complete feature is now off. Mo suggestions will be made while you type in form fields, Choose Basic or Advanced from the drop-
Security down box to turn the feature on.

Security (Enhanced)

Signatures

Spelling

Tracker

Trust Manager v Form Tracker Preferences

| Inite

SR






4. On the open ‘Preferences’ window, under the heading ‘Categories’ select ‘Forms’.

Preferences

Categories:

Commenting A
Documents

Full Screen

General

Page Display

3D & Multirnedia
Accessibility
Adobe Online Services

Internet

JavaScript
Language
Measuring (20)
Measuring (301
Measuring (Geo)
Multimedia (legacy)

Multimedia Trust (legacy)
Reading

Reviewing

Search

Security

Security (Enhanced)
Signatures

Spelling

Tracker

Trust Manager
nite

General

Automatically calculate field values

Show focus rectangle

Show text field overflow indicator

Highlight Color

Show border hover color for fields

Fields highlight celor:

Required fields highlight color:

Auto-Complete

Off ~

Edit Entry List...

|
|

Remember numerical data (e.g., telephone number)

The auto-cemplete feature is now off. Mo suggestions will be made while you type in form fields. Choose Basic or Advanced frem the drop-

down box to turn the feature on.

Form Tracker Preferences

Cancel






After selecting ‘Forms’ make sure the field labeled ‘Show border hover color for fields’ is

‘CHECKED'.

Preferences

Categories:

Commenting
Documents
Full Screen
General
Page Display

30 & Multimedia
Accessibility
Adobe Online Services
Email Accounts
|dentity

Internet

JavaScript
Language
Measuring (207)
Measuring (307
Measuring (Geo)
Multimedia (legacy)
Multimedia Trust (legacy)
Reading

Reviewing

Search

Security

Security (Enhanced)
Signatures

Spelling

Tracker

Trust Manager

| Inite

General

Automatically calculate field values

Show focus rectangle

Show text field overflow indicator

Highlight Color

Show border hover coler for fields I

Fields highlight color:

Required fields highlight color:

Auto-Complete

Off

Edit Entry List...

0
|

Remember numerical data (e.g., telephone number)

'The auto-complete feature is now off. Mo suggestions will be made while you type in form fields. Choose Basic or Advanced from the drop-

down box to turn the feature on.

Form Tracker Preferences

Cancel






6. Now that the field labeled ‘Show border hover color for fields’ is checked click ‘OK’ on the
bottom right hand corner of the ‘Preferences’ window.

Preferences

Categories: General

Commenting ~ [ Automatically calculate field values
Documents
Full Screen
General Show focus rectangle

Page Display [ Show text field overflow indicator

30 & Multimedia
Accessibility

Adobe Online Services
Email Accounts Highlight Color

_
— [ Show border hover color for fields

|dentity
Internet Fields highlight color: O
JavaScript
Language Required fields highlight color: |l
Measuring (207)
Measuring (3D) Auto-Complete
Measuring (Geo)
Multimedia (legacy) Off ~ Remember numerical data (e.g., telephone number)
Multimedia Trust (legacy)
Reading Edit Entry List...
Reviewing

Search 'The auto-complete feature is now off. Mo suggestions will be made while you type in form fields. Choose Basic or Advanced from the drop-
Security down box to turn the feature on.

Security (Enhanced)
Signatures

Spelling

Tracker

Trust Manager Form Tracker Preferences
| Inite

_ cancel
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