
Preauthorize travel: Required, initiated by 
travel preparer (can be initiated by traveler), 
reviewed and approved by department 
approver

Request prepayment(s): 
Optional, for hotel or 
registration fee

Book Travel in Connexxus: 
Employee traveler or travel 
preparer can book, airfare paid by 
UCSD Travel

Submit a MyTravel claim: 
Employee traveler or travel 
preparer

Review claim in 
MyApprovals: Departmental 
approver

If approved, reimbursement 
issued next business day to 
traveler and/or Travel Card

Apply for UCSD Travel Card: 
Optional for employees

Communication & agreement between 
departmental business office and traveler: 
Travel for official UCSD business is necessary

Travel at UCSD: Process Overview

If applicable: Academic leave approval coordinated 
with appropriate departmental contact

(Business travel, departure to return)

Review processed claim in 
MyTravel Query: Optional

http://blink.ucsd.edu/Blink/External/Topics/How_To/0,1260,2883,00.html
http://booktravel.ucsd.edu/
http://blink.ucsd.edu/Blink/External/Topics/How_To/0,1260,2338,00.html
http://blink.ucsd.edu/Blink/External/Topics/How_To/0,1260,2155,00.html
http://blink.ucsd.edu/Blink/External/Topics/How_To/0,1260,17430,00.html
http://blink.ucsd.edu/Blink/External/Topics/How_To/0,1260,15058,00.html
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