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PUM Travel Authorization Procedure 

 
1. Log into PeopleSoft using: https://myportal.sdccd.edu 

 
 

2. Click on the Finance Dashboard tile on the main portal.  
 
 

 
 

3. Click on Travel & Expense 

 

https://myportal.sdccd.edu/
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4. Choose Travel Authorization

 
 

5. There are two tabs: ‘Find an Existing Value’ and ‘Add a New Value.’ 
a. Click on the ‘Find an Existing Value’ tab if you are looking for a travel 

authorization that was submitted. You can search by the Authorization ID 
number. . 

b. You can also ‘Search by:’ Name of the employee or the employee ID number 

 
c. Click on the ‘Add a New Value’ tab, if you are creating a new travel authorization 

for yourself or another employee you are authorized to arrange travel for.  
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i. The Empl. ID field will default to your Employee ID from your PeopleSoft 
profile 

ii. You can click on the magnifying glass to search for an Empl.ID if necessary 

 
 
 
 

iii. Click on “Add” to choose your TA creation option. 

 

 

First, add your attachments. *Note: Please combine receipts (hotel confirmation, flight 
itinerary, conference registration confirmation) into one PDF. 
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*Click “Attachments” 

 

 
d. Click “Add Attachment” 

 
 

e. Click “Browse”  

 
f. Choose document as attachment 
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g. Click “Upload”  

 
h. Click “OK” 
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19. You now see the number of Attachments in parentheses.  

*Note: Please combine receipts (hotel confirmation, flight itinerary, conference 
registration confirmation, Google Maps of distance if traveling by car) into one PDF.* 

 

 

6. If errors occur, correct the budget number by expanding the Accounting Detail. Click 
the gray arrow to the left to expand, make corrections.  

 
 
 
 

7.  Click on “Save for Later” to obtain a TA # and to ensure work is saved 
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8.   Make any necessary changes or updates then click on the “Summary and Submit” 
button 

 
9.   Check the compliance box confirming accuracy and compliance, then press ‘Submit 

Travel Authorization’ 

 
 
23. Click ‘OK’ to submit 
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10. Confirm that the TA was “Submitted for Approval” 

 


