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Partners in Campus Business Operations
Simplified Adobe Sign Travel Request Process

Sent On behalf of:  CSUSM Travel Office

Dear PCBO Community,

The Travel Office has simplified the Adobe Sign Travel Request process, based on feedback from
frequent users.

Please note that this ONLY applies to users that are not in Concur, which currently includes
auxiliary employees, stateside employees using auxiliary funds, and stateside employees using
split funding between state and auxiliary.

We have retired our previous Travel Request Adobe Sign form, and replaced it with just the signature
routing function of Adobe Sign. In addition, we have combined the Travel Request and Travel
Expense Report (Excel form) into one form. 
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This allows users to fill out the form once for the Request, upload and route it for approval through
Adobe Sign, and just update that same form when they have the actual amounts for reimbursement
and route for final approval through Adobe Sign.
 
You will find step-by-step instructions for this process on our Travel Forms page.
 
In addition, we have a new Booking Tool where users can schedule quick 15-minute appointments
with a Travel Analyst, for help on any travel topic.
 
Please contact traveloffice@csusm.edu for help with these new processes, or any travel-related
questions!
 
Thank you, 
CSUSM Travel Office
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