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Booker Login - Approval Override Process Guide 

 

Note:  The booker’s login is required to be activated to allow this function. 

 This function will only be activated with written email confirmation received from the travel company. 

 

1. On the home screen click on the Request Number for the booking that needs to be Approved/Rejected: 

 

 
 

2. The Travel Request will then be displayed: 
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3. Move to the bottom of the Travel Request to where the Approver section is shown: 

 

 
 

4. Perform the Authorisation: 

 

 To Approve the Booking: Click the APPROVE button. 

 

 To Reject the Booking:  Insert the reason for rejection 

     Click on the REJECT button. 

 

5. The following confirmation message will be display after the authorisation, Click OK to complete the process: 

 

 
 

 


