
Jackson State University



If you are the Approver for an Authorization or Expense 
Report, you will receive an email similar to the 
example above indicating you have something to 
Approve.
Click on the Workflow link in the email to take you 
to the Workflow Login Page.
Log into Workflow and you will be taken directly to 
the approval page.



• Username:  J#
• Password: 

received from 
bannerpaws



EDIT





Click on the Travel and Expense Page link on the Workflow 
page to take you to the report in Travel and Expense 
Management. You can navigate through this report just like 
the creator but you cannot modify it except to add 
attachments and comments. Exit back to your Workflow page 
to select your approval decision.



J00000000 (Your J#)
6 digit PAWS Pin



Review Page 



Approve (Final) – NEVER select this option.
Approve Authorization but Not Advance
Approve and Add Approver (enter approver’s 
J00#)
Deny
Return for correction (If the report is returned 
for correction, you must enter a comment to 
let the traveler know what needs to be 
changed.)
Click the Complete button to complete your 
approval process.











Stephanie Weekly, Travel Coordinator
601-979-0699

Kizmet Davis-Esco, Travel Coordinator
601-979-0869

Email: travel@jsums.edu
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