ON-CAMPUS TRAVELER LOG-IN AND SIGNING/APPROVING INSTRUCTIONS

1) When a document is ready for your approval, you will receive an e-mail notification from
bfs kuali_implementation@mail.colostate.edu with the subject line: KFS Action List Reminder.

2) Once you open the email, follow the steps below:
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3) Loglin
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4) Check the traveler certification
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5) Review the attachment (click on icon) for easy reading of expenses. Click on the approve button for
submission. Contact Sue Sidinger prior to approving if you have questions on expenses listed on the
attachment. 970-491-7950 susan.sidinger@colostate.edu
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