
Emburse Enterprise
Pre-Approval Process

Travel System



Creating Pre-Approval

Use Create button to start a Pre-Approval



Creating Pre-Approval

To create pre-approval click + Create 
tab under Pre-Approval to start process

Fill in the following information:

 Report Name (Location, First date of 
travel, Warrior ID number)

 Start and end date
 Business Purpose
 Report Type
 Click any boxes that apply
 Allocations (Cost Center)
 Click Save when done



Add Pre-Approval 
Estimates

Use tiles provided to add estimated 
totals to Pre-Approval

 Air Travel
 Ground Transportation
 Hotel
 Meals/Entertainment
 Dues/Fees
 Professional Development
 Miscellaneous



Add Pre-Approval 
Estimates

 Air Travel
 Airfare
 Air WIFI
 Baggage Fee
 Seat Upgrade Fee



Add Pre-Approval 
Estimates

 Ground Transportation
 Car Rental
 Car Rental Fuel
 Mileage
 Parking
 Public Transit
 Taxi/ Car Service
 Tolls
 Train / Rail



Add Pre-Approval 
Estimates

 Ground Transportation
 Mileage

 Click on Calculate Mileage



Add Pre-Approval 
Estimates

 Ground Transportation
 Mileage

 This uses google maps to 
calculate mileage

 Type start address
 Type end address
 Click on Return to Start to 

auto calculate a return



Add Pre-Approval 
Estimates

 Ground Transportation
 Mileage

 Click Save Trip



Add Pre-Approval 
Estimates

 Ground Transportation
 Mileage

 This will auto load 
 Estimated Amount
 Description
 Mileage Rate
 Miles



Add Pre-Approval 
Estimates

 Meals / Entertainment
 Meals- Per Diem Wizard
 Business Meals
 Meals per Diem (estimate)



Add Pre-Approval 
Estimates

 Dues / Fees
 Currency Exchange Fee
 Travel Agency Fee
 Visa / Passport Fee



Add Pre-Approval 
Estimates

 Professional Development
 Conference / Seminar
 Training / Education



Before Clicking Submit 
Double check report

 You will see
 Title of Pre-Authorization
 Expense Break down
 Report ID
 Total Expenses



Click Submit 



Verification Approval
 



Tracking your items 

A pre-approval can be tracked to see where it is in the process.



Tracking your 
items

 A list will appear with all reports
 Name of each report
 Report ID number
 Date Submitted
 Total of expenses
 Status of report



Tracking your 
items

Select from list and click on Tracking



Tracking your 
items

This will show you the status on where the report is sitting.  



Recall Pre-Approval

You can only recall a Pre-Approval that is not fully approved or used/expired. Click on report 
you are looking for and then click on Recall button top right-hand corner of screen. 



Let's see this in action





COTravel@lcsc.edu

208-792-2689

Thank you. Questions?

mailto:COTravel@lcsc.edu
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