
Demonstration #4a:    Adjustment to a Travel Authorization 
Objectives: • 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  from the Document Toolbar 
 

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

Notes: 
 

 For individual users (travelers), only their name will show on the Traveler’s List. 
 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  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. 
 

2c Otherwise you will be automatically directed to the Open Document Signature page. 
 

 Enter your Signature PIN 
 Click  (to Review Document) 

Notes:  
 

 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.  

 
 It gives the person opening the document the ability to just view the document or to 

use their Signature PIN to make an adjustment. 
 

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



Step Action 

3 The Document Summary page appears. 
 

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



Step Action 

4a  Enter the forgotten cost on an empty line: Airport Shuttle $30.00 
 

 
 Click the   (Expense Changes) button  

5 Click   on the Document Toolbar to view the Document History 
 

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

 


