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As an approver, you are responsible for reviewing and approving travel requests in 
accordance with company policy. Please ensure approvals are completed within the 
designated time frame to prevent fare increases or loss of seat availability. Below are 
the available options for approving a trip. 

1. Approval Via Email: 
• An approval email will be sent to the relevant approver/s when approval is 

required. The email will be sent from notifications@travelit.co.za. 
• Select the hyperlink in the body of the email (Click here to Approve or Reject 

booking) to be directed to the Approval inbox. 

 

 

 

 

 

mailto:notifications@travelit.co.za


 

Title: 

            AV8R – Approval Manual 

Number: 

BSD252 
Revision: 

1 

Effective 
Date: 

19-06-2025 

 
 
 

  
APPROVAL MANUAL 3 

 

• After clicking the link in the email, the approval inbox shown below will open. All 
relevant trip details and cost information will be displayed for your review. 

• Any missed savings & policy breaches will be indicated if applicable. 

 

• The approver can select the approve or reject icon to approve or reject the trip. 
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• The approver can access any attached documents by selecting the attachments 
icon at the bottom of the page. 

 

 

• If the trip is rejected, the system will prompt you to provide a reason before 
proceeding.

 
 

• The below confirmation message will display after approval or rejection of the 
trip. 
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Travel documents will issue automatically after approval to both the booker and the 
traveller. If the trip is rejected, the requestor will be notified via email. 

 

2.  Approval via SMS 
- SMS approval requests will be sent only to the relevant approver(s) when action 

is required. 
- Each SMS is unique and linked to a specific trip and can be used only once. 
- The SMS will contain a link to view the reservation awaiting approval. 
- To respond, simply reply with Y (to approve) or N (to reject). 
- Standard SMS and data rates apply. 
- Note: Do not include any comments or reasons in your reply, as this will cause 

the SMS to fail. 

 

• Ensure that you receive an acknowledgment SMS that your response has been 
received. 
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• If you prefer, you can tap the link in the SMS to open the approval inbox on your 
phone. The trip details, including relevant costs, will be displayed. Simply select 
the Approve or Reject icon to action. 
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• The approver can access any attached documents by selecting the attachments 
icon at the bottom of the page. 

 

 

Travel documents will issue automatically after approval to both the booker and the 
traveller. If the trip is rejected, the requestor will be notified via email. 

3. Online AV8R Approval  
 

• Log into AV8R.   
• On the home page select the Travel Approval Inbox icon to view any pending 

approvals. 
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• The list of trips awaiting approval from the approver signed into AV8R will display. 
• Open the trip by selecting the Waiting for approval icon. 

 

 

 

• Select the Approval icon to open the approval inbox. 
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• Inside the approval inbox the trip details with all relevant services & cost will 
display 

• Missed savings & out of policy services will be indicated if applicable. 
• Select the approve or reject icon to approve or reject the trip. 

 

 

 

 

Travel documents will issue automatically after approval to both the booker and the 
traveller. If the trip is rejected, the requestor will be notified via email. 
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4. Set Up Out of Office  
• As an approver, please ensure you delegate your approval rights while you are 

away or on leave. 
• To do this, log in to AV8R and select the Out of Office icon on the landing page. 

Note: The Out of Office icon is only visible to users with approver access. 

 

 

• Search for the applicable substitute approve by typing their name and select 
from the dropdown list. 
Note: Only users with approval rights will display.  
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• Select the dates for first & last day from the calender. 

 

 

• Ensure to select the out of office on/off box at the top. 
• Select the update icon to activate. 

 

 

All trips will be escalated to the Substitute Approver during the dates specified. 
The approval will auto reroute to you after the dates have expired. 

 


