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

1 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. 

3 Report Name Format is Location, First Date of Travel, & Warrior ID # 
Example Billings MT 120125 1234567 

4 Make sure to fill in Start & End dates 
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5 Make sure to add Business Purpose 

6 Make sure to select correct Report Type 
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7 If students are traveling with LC Faculty or Staff Check the 'Student Travel with LC 
Faculty or Staff' box. 

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. 

10 This shows an example of Warrior ID number and name added 
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11 Type in cost center to use 

12 Click "Save " when done 
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13 If you 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. 

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. 




