Guide on how to add student's LewisihcLaRK
traveling with LC Faculty or Staff to
Pre-Approval in Emburse

These steps will show you what information is needed when selecting "Student
traveling with LC Faculty or Staff is selected.

2  Start by creating your Pre-Approval.
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4 Make sure to fill in Start & End dates



5  Make sure to add Business Purpose
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6 Make sure to select correct Report Type
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If students are traveling with LC Faculty or Staff Check the 'Student Travel with LC
Faculty or Staff' box.
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8 Notice once the box is selected a message will appear with what information is
required below
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9 Type in required student information from above warning in the blank area next
to Student Information. If lodging stay occurs provide name, address and dates of
stay in field.
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10  This shows an example of Warrior ID number and name added
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11  Typein cost center to use
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13  Ifyou need to add to Pre-Approval after cover sheet is created use steps below

14  Click 'View All Submitted' in the Pre-Approval section.
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15 Select the specific report from the list.

B Emburse Enterprise X | G Squriel - Google Search % B Emburse Enterprise x 4+

€ C % ga-app.cal.chromeriver.com/index#preapprovals/submitted

= [ emburse enterprise

Pre-Approval

|| D

Testin/ for student tiavel 05/06/2026
QADO0D24 6

TEST PER DIEM 05/05/2026

Qan0D. 86

Student Travel with Staff Example 05/01/2026
QAD002377125
Boise ID 030126 1234567 03/23/2026 1,103.73

Q40002330021

Boise ID 020126 1234567 03/03/2026 2,074.23
QAD0D2188323 usD

(ko BxPiRen)
Routing of 145602 02/26/2026 1.00
QAD002186280 usD
Bniea 1 A3M12 1924887 manme 5 1m0 50

16 Scroll down on the right hand side of the screen until you get to comments. Type
in the information into the 'Add Comment' field.
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17 Click 'Post' to submit the comment.
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