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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: 

 

 
 

2. To Re-Generate the Approval Notifications: 

  

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

 

 
 

The following message will be displayed, Click OK to complete the process: 
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3. To Change the Approver/s: 

 

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

 

 
 

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

 

 
 

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

 

 
 

 

 

 


