I'm getting a few inquiries regarding the status of claims and I just found out about a little task that should be
helpful to find this information on your own:
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After you log into CalATERS, a window will come up with a 0 = & 5
list of travel claim(s) you have submitted into CalATERS. Mew Open Print\ Status ) Profile  Help

This is called the “Work Queue”.
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If you clickon the claim to highlight it,

then go up to the task bar and find “Status”. 1
It has an envelope icon above it.

Click on “Status” and another window will pop up to display

exactly where your claim is at and who it is with. = S e T : el Lichtning] a1
It may be awaiting your supervisor's approval. OIS LR LIS e ars o sana S U Bbnme)
It may be in the accounting office waiting on receipts. n
Look at the “Action Taken” column to see the status of your Mame:| Joe Schmoe Finishedl
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means that the claim has been sent for approval. | lessam—tL e pclon Taken ey Date L Acion Dl D|

] | 109 09,2309 E

o . ) “Action” Ellgggrrt]rﬁ:mM?'ZZhnician Graup ?gﬁgﬂg 13%2%2 a

means that the claim is awaiting the review of your Final Approver 106D 10603
supervisor or Departmental Accounting Office. AP YREMT STATUS =

“Action” may be needed if you need to submit receipts or
other documentation to DAO before payment can be made.

“Returned”
means that the claim has been sent back to your
\Work Queue for additional information.

“Completed”
means that the claims had gone through the approval
process and has been scheduled for payment.




