FRONTLINE PROCEDURES

Pasadena ISD

ENTRY POINT:
Approve Mileage

Reimbursement Request

REVISED DATE: 05/31/2023

SUBJECT: Approve Mileage Reimbursement Request

Frontline Dashboard

e Click on the Workflow Approvers tab located on the left-hand side of the

dashboard
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This screen will show all pending approvals
e C(Click on Mileage Reimbursement Request
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SUBJECT: Approve Mileage Reimbursement Request

You will see the Requestor name along with the Month of the mileage routes

Approve Mileage Reimbursement Requests

Approve As: Thomas, Jorly
Requestor “ Year ' Month “ Mumber of Requests
Ryan Pesl 2022 October 24
Ryan Peel 2022 September 26
Ryan Pesl 2022 Decamber
Ryan Pesl 2022 Novembear 14
& View
To view all of the routes
e Highlight a month
e Click View
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All of the routes entered for that month will be displayed

Approve Mileage Reimbursement Requests
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If you need to open the route in more detail
e Highlight a route
e Click View
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Mileage Reimbursement Requests to Approve
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Approve a route one at a time
e Highlight a route
e Click Approve Selected

* Dupariurs Location

To approve all of the routes at once
e Click Approve All
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