Demonstration #4a: Adjustment to a Travel Authorization

Objectives: e Adjust a Travel Authorization

Notes: This demonstration will be going over how to adjust an authorization.

Adjustments are used on authorization before the authorization has been
stamped DATA LINK.

Instructions: Execute the following steps:

After you signed your authorization you realize that you forgot to add a shuttle fee for $30. The
authorization will need to be adjusted, because it was signed but not datalinked.

Step Action

1 | From the Home page:

> Click @peniCopy Document from the Document Toolbar

2 | The Traveler Listing/Document Search (Open/Copy Document) will appear.

Traveler Listing (Open/fCopy Document) Document Search (Open/Copy Document)

Quick Tip Document List Click on an entry to sedect it
Type one or mone letters of the travelers last namea and click Travelan Erin Coblbs
Search. Then, chick the travelers name (o ks all documents m— m
QpeniCopvDoc Delstelioc AmandDoc Document Home | Dep Dotz | | Inlse |
BEy . sexcsoooe 03Z20E  CANCELLED
Can Criteris
Enter Search Criteria B E3 1. EEXCS0005 03M&NE  COMPLETED
Name (Last,First) BE BEKRSO00S 0772108 COMPLETED
Document Type | ALL | ELEEE BEKRS0005-1 0772108  SIGNED
Traveler List B . 200807250 0SO1E  ADJUSTED
Search Results Prova) Hext 40 B Ey . BEKCO001 DXZ406  SIGNED
Barh, Brenda 000012422
LCopba, Srin O00-55065
Cuyriis, Cynthin QE00-00005
Germankown, Bil So00-00021
Germantewn, Brends 9500-00010
Germantewin, Erin #500-00008
Germantown, Jogn SR00-00005
Germankawn, Louis 9200-00025
Hel Desk, CES 3000.00093
Notes:

v For individual users (travelers), only their name will show on the Traveler’s List.
v For Training purposes, documents with any status except COMPLETED are the
ones to choose from.




Step

Action

2a | » Click on the Name to bring up their documents
> Click the Open Bl icon of the document you wish to adjust
2b | If there are more than one amendment/adjustment made on the travel document the
Open Document Version page will appear.
Open Document Version for BEKRS0009-1
Q e
Adjustments have been made to this documant.
Node that oniy the current version, maried by ™, may be further adjusted or routed, more Cancel | opening Document
Document Version List
E AMENDMENT = 2 !]'u;.rﬂﬁlt-a 3P Erin -E:hb:
2 oricrear 1 o7zame 19PM Erin Cobba
2c | Otherwise you will be automatically directed to the Open Document Signature page.

Open Document Signature

Quick Tip For this Document you can:
The Signalure PH & case sensiive mare Sign | to Review Document
Signature for Mjugtmanl- Gt I Document as View-Only
Reason| » Cancel IOp-mnu Document

» Enter your Signature PIN
> Click smn| (to Review Document)

Notes:

v Anytime you try and open up a document that has been stamped with the status of
signed, processed, review or approved (but not yet datalinked) this page will appear.

v’ It gives the person opening the document the ability to just view the document or to
use their Signature PIN to make an adjustment.

v Review/Approving Officials will also have this page when trying to stamp the
document review/approved.




Step Action
3 | The Document Summary page appears.
Document Summary for Adjustment to Travel Authorization 8EKC0001
Cuick Tip For this Document you can:
For epecific information, cick on & Detals link. v'ou can sign and siamp your document from the Documeant States
section, mars
Undo | Adjsteent
Continue | Entering Document
Close |I:|.l1'ml Document
Q Document Status Current Statws: ADILSTE Awmting: Jackie Schreckengost for Status: APPROVE
States To Apply Signature PIN Remarke
APPROVED bt
[Z] stamp without Adjustment
[ )
Stamp and Route |
 Traveler Detalls Traveler ID: 000055065 Travelar Hame:  Erin Cobbs Organization
Q Document Information TAz Currency: .5, Dolor Type: DOMESTIC
i Location From To Fer Diem Robes
E-NON-BEPORTABLE CONF. SOSTON, M 032408 02T 127.00 7 S1.00 (11/0107-03/31/08)
¥

Click on ExeEnses jin the Document Toolbar to bring up the Edit/Enter Expenses page

Edit/Enter Expenses for Travel Authorization: 8EKC0001

Quick Tip For this Page you can:
Enter or edi expenses. Each ine below displays a difterent expense. To edi expense detalls not displayed below, [
cick thie Details icon nexd 1o the sxpense description, To delele an expense, use the check box, Enter 8l sxpenses and o EES S ERD=FIS S CEEE
changes and click Save. more | Gave I Expense Changes

Search Criteria Feset Iﬁ"-ﬂ'ﬂﬂ

Expense Category | (N Bxpanses) v Clear | changes
Start Date = Back | Conlinue
End Date E

Current Allocation Method: By Individual Expenses

Currency: U.5. Dollar

Expense Entry ay Sdd R

[oete[CopTiemze] _ Owie | Gwpensetmmepion | Eoesecsmon [ Com | Pumenius

O By B |ovzez00s B Aine Aght [Z]|com.cammiEr |  [B4s00 [ |asEnCY AR
0O §3 | @ [0a2a2008 B Hatel Tax [][ LoDainG Tax « [ 100.00 Bl [sovee
By B [z B _ [E | Lodging Perie B 3700 [ |sovee
EE) R = E [ MEIEFeT I E omHER
O By B |oe2a2008 [EE[TMC Trnsaction Feas [=]| TRANSACTION FEES v 32225 [# |asEnCY AR
0O 3 @ [oaeaone [ T [=][ Trerepen [ 75.00 E omHER
By B [z52008 [BH|Ledgng - Acuas = el B0 [ |sovee
EE) V2252008 [ER1MaE =l I B otHER
By B [0 B ledo a = B B [aovce
EE) V2262008 [ERR|IMaE =l I B otHeR

|
%

|1




Step Action
4a | » Enter the forgotten cost on an empty line: Airport Shuttle $30.00
O By B |z B spe s 1| TRaNSFORT v [B20.00) OTHER
» Click the [save| (Expense Changes) button
5 | Click Decument Staus on the Document Toolbar to view the Document History
Status for 8EKC0001
g Quick Tip For this Document you can:
The Signature PIH is case sensive! more Stamp | and Submt Documant
Adjustments | g To Adustments
| Back | Continue
Status to Apply | APPROVED | _
Signature PIl |
Reason i_ |
Remarks ‘
Document Routing This is the routing path the curment document will lake cnece routed
e ... s Jew ]
Jackie Schreckengost AFPROVED 1
Document History This is the status history for this documen
OTIZ2E 55240 CREATED Erin Coboa
OTF290E: 7004 SIGNED Erin Cabbe el Lodging autharized not 1o sxeesd 175%
OTFIS0E T.024K ADJUSTED Erin Cobbs
Note: The Document History will show all of the document status. Because you had to
use your Signature PIN to make the changes, the status is already adjusted.
6 | Because there is no other status to apply and you have already saved your changes, click

the HlessBecument on the Document Toolbar to go back to the Home page.




