
Demonstration #3a:    Amending an Authorization 
Objectives: • Amending a travel authorization 

Notes: This exercise covers how to amend an authorization.  Amendments can only be 
created for authorizations with a status code of DATA LINK.  Amendment 
documents are complete replacement documents.  Remember, you cannot 
process amendments to authorizations that vouchers associated with them.  

 
 
Instructions: Execute the following steps: 
 
Your seminar that you attended was extended and extra day to include some new technology 
your management wanted you to see.  The cost for this extra day was $200 registration fee that 
included lunch and lodging for the extra day. 
 

Step Action 

1 From the Home page: 
 

 Click  from the Document Toolbar 
 

2 The Traveler Listing/Document Search (Amendment) will appear. 
 

Notes: 
 

 For individual users (travelers), only their name will show on the Traveler’s List and 
only if they have DATALINKED documents. 

 
 For Training purposes, documents with the status of COMPLETED will show. 



Step Action 

2a  Click on the Name to bring up their documents 
 Click the Amend  icon of the document you wish to amend 

3 The Amendment page appears. 
 

 
 Enter Extra day added with fee included lunch/lodging in the Comments field 
 Enter Signature PIN 
 Click  (New Amendment) button 

4 The Document Information page appears. 
 

 
 Change 7/23 to 7/24 
 Click on the Trip Information tab 

Note: The system automatically appends the original document number with a dash 
number (i.e. -1, -2, -3, etc.) 



Step Action 

4a 

 
 Enter 7/25/08 in the End Travel field 
 Enter 7/25/08 in the Departure Date field 
 Click  (Document) button 

5  Click on  in the Document Toolbar to bring up the Edit/Enter Expenses 
page 

 Click on the Expense Detail  icon for the new lodging line (7/24) 

5a The Expense Details window appears 
 

 Enter 0 (zero) in the Expense Cost field 
 Click the Lodging Details tab 



Step Action 

5b 

 
 Click the Lunch checkbox under the Meals Provided 
 Click  (Expense Detail Updates) button 
 Enter Registration Fee & Cost in an available line 

 

 
 Click (Expense Changes) button 



Step Action 

6 Click on   in the Document Toolbar the Status page appears. 
 

 
 Enter Signature PIN 
 Enter Remarks 
 Click  (and Submit Document) button 

Note: The Production system will then do a funds availability check. This is the process 
where ITM 9.0 goes to CFS to de-obligate the funds. 

7 If everything passes the funds check, the system will return to the Home page where the 
following message will appear. 
 

 


