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Entering Travel Authorizations as a Delegate 
 

 
This job aid is designed to provide instructions on how to enter Travel Authorizations as a delegate 

using the GeorgiaFIRST 
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	1. Select the Travel Authorization tile found on your Employee Self Service homepage.
	3. In the Employee Search box that appears, choose an employee to create a Travel Authorization for.
	Note: Only employees for whom you are an authorized delegate will appear.
	4. Click Add.
	1. Navigate to Employee-Self Service > Travel and Expenses > Travel Authorizations >
	Create a Travel Authorization
	2. Select the magnifying glass next to the Empl ID field.
	3. In the Employee Search box that appears, choose an employee to create a report on behalf of.
	Note: Only employees for whom you are an authorized delegate will appear.
	4.Click Add.

