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Step Action 

8  Check the totals 
 Preview the document 
 Do Pre-Audit Results 
 Stamp the document SIGNED 
 
Stamping the document SIGNED again, the person who initiated the adjustment, will 
need to use the drop-down list and selected SIGNED.  They will also have the checkbox 
that should NOT be checked and remarks should be added stating why the change was 
made. 
 
 
The document will then be routed to the first level of the electronic approval process and 
you will be taken back to the Home screen where a message will be displayed toward the 
bottom stating and email has been sent to “email address”—FOR EMPLOYEES ONLY 
 
For EXCEPTED TRAVELERS – The Home screen will appear with the document 
appearing in the Last Documents area.  The preparer will have to inform the Approving 
Official when the document is ready for approval in the system. 

 
 
 
 
 
 


