
 
myEMS (SAP) QUICK REFERENCE GUIDE 

TRAVEL - REVIEW AND PRE-VERIFICATION FUNCTIONALITY 
 
 

 

 

This document illustrates how travel reviewers (recommenders) can pre-verify a Travel Request or Expense 
Report before it is approved.   

 
 

 

 
 It allows for reviewer to audit and enter comments to confirm pre-verification  
 Reviewer can set the status to ‘Save & Send’ to trigger the approval without returning to the employee 
 It does not issue an approval request to manager prior to review 
 Manager receives approval request only once reviewer has actioned 
 Comments entered by the reviewer are visible to the manager when reviewing the trip details 

 

 

 

 

1) Reviewer must have “Travel Arranger” role in myEMS (SAP)  

2) Employee creates request/claim and selects “Save Draft” (request not yet submitted) 

3) Employee informs Reviewer of pending request/claim (via email or phone) 

4) Reviewer updates trip document with comments for the approver 

5) Reviewer selects “Save and Send for Approval” which triggers approval request 

6) Manager receives approval notification 

7) Manager approves 

NOTE:  If the reviewer determines that there are corrections to be made, he can make them himself OR  
 request the employee to make the changes and re-save (save draft) the request/claim. 

 

Refer to the step-by-step “Quick Reference Guide”  

PURPOSE 

REASONS FOR USING THIS OPTION 

OVERVIEW OF STEPS 
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Travel Arranger Role in myEMS (SAP) - System Access Requirements 
 

 To proceed with Travel Request and Expense Report reviews, a reviewer must have been assigned the  
Travel Arranger role. 

 To obtain the Travel Arranger role, you must first register via the Learning Management System (LMS) for the 
following required online training: 

 TM01e – Travel Management Business Overview 

 TM02e – Manage Travel Requests and Expense Reports 

 Then submit a request online via “Report an incident” in myEMS (SAP) Portal in order to have the Travel Arranger 
role assigned to reviewer’s profile 

 

 

 

 

 

 

 

 

 

 

 Once the user has the role, a new ‘tab’ called ‘Travel Arranger’ will appear in the myEMS (SAP) Portal.   

 

 

 

 This area allows to process, review, and monitor travel transactions for any employee.  

  

http://iservice.prv/eng/esrp/erp_sap/topics/roadmap2.shtml
http://nspkipws.service.gc.ca/gm/folder-1.11.3052?mode=EU
http://nspkipws.service.gc.ca/gm/folder-1.11.3052?mode=EU
http://nspkipws.service.gc.ca/gm/folder-1.11.3108?mode=EU
http://nspkipws.service.gc.ca/gm/folder-1.11.3108?mode=EU
https://masge-myems.service.gc.ca/irj/portal
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1. TRAVELLER creates Travel Request/Claim and saves as ‘DRAFT’ 
 
 Traveller creates Travel Request / Expense Report in myEMS (SAP).  

 At the end of the process, Traveller selects the ‘Save Draft’ option. 
This will ensure that the request/claim is saved but NOT yet routed to the approving manager.    

 
(REMINDER:  ‘Save & Send for Approval’ routes the Travel Request immediately for manager approval). 
 
 

 
 

 

 

 

 

 

 

 

 

 

 

2. Ready for Review 
 
 Once the Travel Request / Expense Report is saved, the Employee then informs his reviewer of the Travel 

Request/Expense Report number he has created and which is ready for review.   
 
 
 
 
 
 
 
  

Travel Process Flow to be followed 
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3. Adding traveller to Travel Arranger List 
 
 Reviewer must add traveller to Travel Arranger Processing List.   

 To add employee, click on the ‘Travel Arranger’ link. 

 
 
 
 
 
 
 
 
 
 
 

 “Employee List” displays previously-added employees. 
   

NOTE:  This list DOES NOT already come pre-populated so it may not contain any names the first time you display it.   
You must add and remove employees as required.  There are no restrictions as to whom you can add to the list.  
 

 
 

 To add a new employee for travel review, click ‘Add Employee(s)’. 
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4. Selecting the employee 
 

 Once the employee name has been added, select the employee. 
The employee’s trip history will be presented below. 

 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Reviewing a Travel Request / Expense Report 
 

 Review Travel Request 
To review a Travel Request, you must ensure that you are selecting trip data from the ‘Travel Requests’ tab 

 
 
 
 
 
 
 
 
 
 
 

 Review Expense Report 
To review an Expense Report, you must ensure that you are selecting trip data from the ‘Expense Reports’ tab 
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5. Reviewing a Travel Request / Expense Report – Cont’d 
 

 Select the Trip Number to be reviewed 

 Click ‘Change’  

 
 
 
 
 
 
 
 
 
 
 
 
 

 Review the document and if required, make the necessary adjustments 

 Add comments to the document by using the ‘Comment’ field to note review comments & confirmation.   
These comments will be visible to the approving manager once the trip document is submitted. 
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6. Save and Send for Approval 
 

 Once review is complete, set the status to ‘Save and Send for Approval’  
to trigger the approval request to the manager. 
 

NOTE: Employee will be notified via email that you have submitted a request or claim on his behalf. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


