
 

 

 

My Inbox – Checker Only 

Note:-  

 A Checker is set up on behalf of a Manager to review Travel Claims and Travel Privilege Documentation 
 

 A Checker reviews the Travel Claims and Travel Privilege documents and if all information submitted is correct 
then the item is sent to Manager for approval (Validated), for travel claims/documents which required  
updating they are sent back to the Employee.(Change Required) 

 

1. Logon with your user id which is your personnel number preceded by C 

2. Click the “My Inbox” tile 

 

Note: -Click on the filter icon – on the left hand side of the Inbox at the bottom.   Select Approve 

document and click on OK to view/review the Travel Documents or Approve Expenses to view/review the 

Travel Claims 

 

 

  



 

3. To review Travel Documents – e.g. Insurance Certificate.  Select to view the 

document.    This opens on the bottom left of your screen. 

 

 

 

4. Ensure that the information listed matches what is on the document. Example below; 

                                 

  



5. To forward the document to a Manager for approval select the  button at end of the 

screen – the following pop up box presents.  (Do not enter comment as approval comments are not 

visible to the Manager.) 

 

6. If updates are required to the information relating to documents select the  button 

at end of the screen – the following pop up box presents 

 

Reason for decision must be populated to inform the employee of the reason for rejection of the attached 

document/travel claim. 

7. To review Travel Expenses – click on the claim 

           



8. Review the dates and reasons for travel and review each Expense Type by clicking on each line; 

          

 

                      

 

*Select to view the receipt attached to an expense type.    This opens on the bottom left of your 

screen. 

9. Continue this process until all Travel Documents/Claims have been reviewed and Validated (Sent to 

Manager) or sent for a Change Required (Returned to Employee).  

 

 


