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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:
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MISS. TANIA RABDI

BOOKINGS ON FILE

Record Locator Request Number Depart Date Create Date Company Traveller
D21HPA 1155 Pending 27/5/2012 3:05PM 24/4/2012 12:50PM FINAMCIAL SERVICES MRS.SUZETTE VOGELSANG
BOARD
2. To Re-Generate the Approval Notifications:

Click Re-Generate Approval to resend the approval emails to the existing Approver/s.
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Creation Date: I 42412012 125007 PM|
Agency Reference Humber: | azirea)
Agency Contact llumber: 27 123421245
Authority Fot Business Travel: | (FINANCIAL SERVICES BOARD) 1158]
A‘ll‘l]lol‘i;‘i‘-lt‘ic‘)‘ll .‘.;‘»tm.usg [ Pendlng
Awaiting Approval: Il Be-Generate Approval I@I..

Awaiting Approval: Re-Generate Approval | Marus Ou Tait v

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

Message from webpage [z|

rA : 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.

Creation Date: SI272012 3:39:36 PM
Agency Reference Humber: Mo Booking Made
Agency Contact Humber: 27123421245
Awthority For Business Travel: (FINAMCIAL SERYICES BOARD) 1164
Authorisation Status: Pending
Awaiting Approval: Re-Generate Approval [ Wendy Hattingh w
Christiaan Shlers ~
Clarinda Simpson =
|| GEMERATED TRAVEL REQUEST Corlia Buitendag
Dawood Seedat
Oube T=hidi
Travellers Bmarie Hamman
Felicity hiabazo
Travellers Frequent Flyer Cost Centre Order Humber Seat Fikile Mosoma
Gi Byl
MR AUBREY MTILENI{Adult) |HONE 23610 23609 23608 WIHDOW| oot \fn Derverter
Gemy Anderson

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

r

Message from webpage

\;‘?(J Zhange Approver To Jaco Scotky Click 'OK' To Change Approver,

K l [ Cancel

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

Message from webpage @

' E Approver Successhully Changed,
e ]
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