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Overview of the Travel process
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Overview of the Travel process
The travel process will be split across UNall and Quantum:

Travel processing training 04/01/2023

The latter part of the process 
i.e., submitting travel claims will 

take place in the Quantum 
platform. 

The front end of the travel 
process including making travel 

profiles, travel plans and 
submitting travel requests will 

take place in UNall.
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Overview of Travel in UNall
You can access the travel module from the UNall homepage 
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When you login to the UNall
portal, you can access the 
travel app by selecting the 
travel icon (towards the 
bottom of the home page).

You will be redirected to 
another page from where you 
can make travel plans or 
process travel requests. 

Travel processing training 
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Overview of Travel in UNall
All travel plans and requests need to be submitted in Unall

04/01/2023

• On the left side of the page under 
categories you will see two options: 

o Travel planning 

o Travel processing

• If you click on travel planning, you 
will be able to create or update a 
travel profile and travel plan. 

• On the other hand, travel processing 
will allow you to submit travel 
requests. 

Travel processing training 
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Travel Planning: How to enter or update the travel profile 
Travel profiles need to be created, before any plans can be entered in UNall
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You can use the travel profile to create or 
update a travel profile. To do so: 

1. Select travel profile, and you will be 
redirected to another page

2. In the first tab which says ‘travel 
profile action’ select create or update 
depending on whether you are 
creating a new profile or updating an 
existing one

3. Complete the fields in the travel 
profile – some fields will be auto 
populated (e.g., username) based on 
the information saved in the system

4. Select submit 

Once you select a submit, a ticket will be 
created for you in UNall

Travel processing training 
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Travel Planning: How to enter or update travel plans
Once a travel profile is created, travel plans can be entered in UNall
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Within travel plans, you can enter your new or existing 
travel itineraries:

1. Select travel plan, and you will be redirected to 
another page

2. In the first tab which says ‘travel plan action’ 
select create or update depending on the desired 
action

3. Enter a short description of the travel plan

4. Enter the traveler details (for yourself or on 
behalf of whom you are entering the details) as 
well as travel details (e.g., date, approver details 
etc.)

5. Modify or add DSA calculations

6. Add or modify project details

7. Include attachments (if applicable)

8. Select submit for approver review

Note: you can only enter travel plans for those 
colleagues, for whom travel profiles exist. 

Travel processing training 

Steps 2-8
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Travel Planning: How to enter or update travel plans
Travel requests need to be approved by the designated approvers
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Once the request has been submitted:

• The travel plan approver will receive 
a notification and will be able to 
approve, reject, or take additional 
actions

• The budget approver will also 
receive a notification and will be 
able to approve, reject, or take 
additional actions

Travel processing training 
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Travel Planning: Making requests
Once travel plans have been submitted, travel requests can be made
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To make a travel request you need to:

1. Click on the travel icon (towards 
the bottom of the home page)

2. Select the Travel and Expenses 
catalog option from under the 
catalogue section on the left-hand 
side

3. Select the Travel Request option

You will be redirected to another page 
where you can create or update a 
travel request

Travel processing training 
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Travel Planning: Making requests
Travel requests also need to be submitted in UNall
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Once the travel request page opens you can start 
filling out the details on the form:

1. Fill in the traveler's name (based on this some 
other fields will auto populate)

2. Enter the traveler's name (based on this some 
other fields will auto populate e.g., business unit, 
index no. etc.)

3. Select the approved travel plan from the list of 
drop-down options (if the travel plan is not 
approved, it will not be displayed in the drop-
down list)

4. Review and edit the fields which are auto-
populated based on the travel plan information

5. Fill out other details on the form

6. Agree to the declarations on the travel request 
form

7. Select submit to submit the travel request

Travel processing training 
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Approving travel requests
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Once a travel request is submitted in UNall, the travel invoice and purchase order will 
have to be approved in Quantum, through the notifications section. 

Travel processing training 
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Submitting travel claims 
Once the request has been approved, the claim needs to be created in Quantum 
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To create an invoice to claim travel 
expenses, you need to:

1. Login to the Quantum homepage 
using the following link: 
http://quantum.partneragencies.o
rg/

2. Select the payables tab from the 
Quantum homepage

3. Select the invoices app

Travel processing training 

http://quantum.partneragencies.org/
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Submitting travel claims 
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You will be redirected to another 
page, from here:

1. Open the task list and select 
create payment

2. Enter the payment and invoice 
details and select save and close 

Travel processing training 
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Submitting travel claims: approvals process 
Issuance of tickets will be followed by the approval of the submitted purchase order 
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After the transaction of an invoice 
is successful, the invoice paid status 
will change to paid and the travel 
request status changes to 
complete.

In addition, an automatic email will 
go from UNall to:

• The initiator of the request

• The travel agency confirming 
that the purchase order has 
been approved and that they 
can go ahead and issue the 
ticket. 
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THANK YOU!


