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My IRIS Web Portal Inbox 

Electronic Certification of a Travel Expense Report 

 

Steps to certify or reject your own Travel Expense Report in the My IRIS Web 

Portal: 

Note 1:  If you enter and submit your own travel expenses though IRIS, the Travel Expense 

Report will not be sent to you to certify.  Entering your own travel expenses and submitting 

them for approval is implicit certification on your behalf. 

Note 2:  When someone else enters your travel expenses and has submitted them for 

approval in IRIS workflow, you will receive an email from the workflow system indicating 

that you have travel expenses that need to be certified. 

Note 3:  You cannot forward the work item in your inbox to someone else.  You must 

either certify or reject the travel expenses yourself.  It is the traveler’s own certification 

that is needed.   

 

1. To certify your travel expenses in the My IRIS Web Portal, access the My IRIS Web Portal 

at: https://irisweb.tennessee.edu 

 

2. Log in with your NetID and password.  If you need assistance with your NetID or password, 

click on the button or contact the OIT Helpdesk at (865) 974-9900. 
 

 NOTE:  Make sure your Internet browser settings are set to allow pop-ups from the 
web address. 

https://irisweb.tennessee.edu/
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3. After logging in to the My IRIS Web Portal, click on the Inbox tab to access your inbox: 

 

 If there is a Travel Expense Report to be certified, it will appear in the inbox.  It is 

possible for other types of work items to be in the inbox as well.  If you are an IRIS 

reviewer or approver, all other work items will also show in this inbox.  In the example 

below, there are three Travel Expense Reports in the inbox. 

 

 Sometimes, it takes a few seconds for the inbox display to refresh and show all work 

items for certification or review/approval.  If you do not see a work item appear 

immediately, click on the Refresh icon in the upper right corner of the inbox to refresh 

the list, as shown in the screen shot below.   

 

 

4. To launch the work item for certification, single-click on the underlined portion of the line; 

in this example -  - or double-click on 

the line with the work item.   
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 A PDF of the most recent Travel Expense Report will then be displayed in a new 

Internet browser window, as shown below. 

 

 In addition, a list of attachments for the Travel Expense Report will be displayed.  This 

list will include the Travel Expense Report PDFs that are automatically attached by the 

system when a Travel Expense Report is submitted to IRIS workflow and travel receipts 

attached by the originator in IRIS, if any.  
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 Double-click on the Receipts (PDF) line to see the travel receipts that support the travel 

expenses included on that Travel Expense Report.  When finished viewing this 

information, click on the green check mark at the bottom of the Attachment list pop-

up window to close that pop-up window and continue.  

 
 

5. Next, you will be presented with a list of three actions that can be performed for this 

Travel Expense Report: ‘Certify’, ‘Reject’, and ‘Cancel and keep work item in inbox’.   

 

You can select one of these three options, all of which are described below.   

 

 

 

 



Page 5 of 8 
 

6. In addition, you can review the PDF version of the Travel Expense Report again by clicking 

on the Employee Trip link under the Objects and attachments heading.  Once an action is 

taken and completed from this below list, you will be returned to the inbox. 
 

 
 

 To certify the Travel Expense Report, click the Certify button, and the Travel Expense 

Report will be sent to the next step in the approval path.   

 

IMPORTANT TO NOTE:  The following pop-up window will be presented after you click 

Certify, and you will need to close it to return to your inbox.   

 

Do not close with the red X icon - .  Instead, close the Internet browser window 

using the X in the upper right corner of the window, as shown below. 
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 To reject the Travel Expense Report, click the Reject button.  A reason for your 

rejection must be added to explain why the Travel Expense Report is being rejected.  If 

a Travel Expense Report is rejected, it will be returned to the user who entered it in 

IRIS. 

 

 Add the rejection reason in the Title field and then click on the green check mark to 

continue, as shown below.  If needed, use the text field on this pop-up window to add 

additional information concerning the rejection.  The rejection reason lets the 

originator know what changes need to be made to the Travel Expense Report before it 

is resubmitted. 
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 After you add the rejection reason, close the Internet browser window.  Do not close 

with the red X icon - .  Instead, close the Internet browser window using the X in 

the upper right corner of the window, as shown below. 

 

 Once back on the inbox screen, click the Refresh icon again.   

 
 

 After the inbox has been refreshed, and if processed correctly, the rejected work item 

will disappear from the inbox.  This will indicate that the work item was rejected to the 

originator of the Travel Expense Report.  
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 If you do not want to certify or reject the work item at that point in time but want to 
cancel and process the work item later, click the Cancel and keep work item in inbox 
button.  This option returns you to the inbox without taking any action on the Travel 
Expense Report.  The work item will remain in your inbox until you either certify or 
reject it.  
    

 Close the Internet browser window.  Do not close with the red X icon - .  Instead, 

close the Internet browser window using the X in the upper right corner of the 

window, as shown below. 

 

 If there are other work items in your inbox, click the Refresh icon.  The work items for 

certifications, approvals, or rejections that you have already processed will go away, 

and you can continue with any other work items that require your attention.  

 


