Travelsaft

Technalegy IBE Approvals Re-Generate & Change

Re-Generate Approval Notifications / Change Approver Guide

1. On the home page once logged in, click on the Travel Request Number to display the Travel Request:

flight= cars s quick quote ] ati = =t visas home

WELCOME
MISS. TRAVEL BOOKER

BOOKINGS GM FILE

Record Locator Request Number Depart Date Create Date Company Traveller
R7Z2R3W 543 Approved 20/8/2012 6:00AM 2/4/2012 3:10PM AMDERSOMN MR.DAVID WHISTOMN
YLFD KM 54% Pending 23/7/2012 9:00AM 2/4/2012 11:55PM AMDERSOMN MRS.ANN LODGE
¥IGIVE 549 Pending 17 /7 /2012 10:00AM 2/4/2012 11:58PM AMDERSOMN MRS.ANN LODGE
WLCW K 550 Pending 16/7/2012 12:00PM 3/4/2012 12:02AM ANDERSOMN MRS.ANN LODGE
YHECLC 544 Pending 16/7/2012 12:00PM 2/4/2012 11:35PM AMNDERSON MR.LOCAL JONES

2. To Re-Generate the Approval Notifications:

Click Re-Generate Approval to resend the approval emails to the existing Approver/s.

flight= otels client files quick quote
Creation Date: AI20201 2 11:58:25 Ph
Agency Reference Humber: WLGINE
Agency Contact Humber: 27 11 807 6931
Authority For Business Travel: [AMNDERSCR) 549
Authorisation Status: Pending
Awaiting Approval: Re-Generate Approval
{ GENERATED TRAVEL REQUEST I
Travellers
Travellers Frequent Flyer Cost Centre Order Humber Seat Meal
MRS AN LODGE{Adult) HONE CClid 123
Initiator
Initiator Division/Firm Telephone Email Address
MISS TRAVEL BOOKER AHDERSOH 27 11 807 6931 BOOKERG TRAVELSOFT.COLZA

The following message will be displayed, Click OK to complete the process:

Message from webpage E|

1 E Approval Successfully Re-Generated,
-
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3. To Change the Approver/s:

To change the Approver just select the new approver from the Approvers list.

flight= cars hotels client files

quick quote es visas horme logout

GENERATED REQUEST

Creation Date:

Agency Reference Humber:
Agency Contact Humber:
Authority For Business Travel:

Authorisation Status:

Awaiting Approval:

41102012 100352 AW
JTBETH

2711 807 6931
[AMNDERSOMN) 555
Pending

Re-Generate Approval | MEREREIITERELE
Angela lacowazzo

Beryl Kolb
GENERATED TRAVEL REQUEST Brett Holding ]

Carol Bayne

Chartell van den Heewer
Christo Liebenberg

Travellers
David Whiston

The following message will be displayed, Click OK to Change the Approver:

r

Message from webpage

‘;‘?(J Change Approver To Jaco Scotk? Click 'OK To Change Approver,

(] 4 ] [ Cancel

The following message will be displayed, Click OK to complete the process:

Message from webpage @

' E Approver Successfully Changed.
]
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