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Travel Request Amendment 
	[image: image1.wmf]Trigger
	Perform these steps to Amend a CONUS Travel Request.

PLEASE NOTE:  For OCONUS travel orders, Amendments can only be performed AFTER the approval process is complete. 

	
	Drill-down Path
	Employee Self Service Travel ( Travel Manager (Select Travel Request from history, or
Travel Management Administration ( Travel Manager ( Select Travel Request from history 
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Create 1610/1164 .. with template

Listafalltips

Foreign Clearance Guide
Per Dierm Rates

POV Reimbursement Rates

DoD Travel Regulations

City Pair Flights and Price Search

Rental Car Rates

‘Temporary Duty Travel of Miltary and Civlian Personnel - AMC Regulation
ARDEC Travel Senvices Home Page

Carlson Wagonlit Travel / Virtually There

inning

08172003 [Athens, Greece - NATO Meeting with NATO. 1,932.00USD Change travel expense report

062512003 New Haven, CT Meetings 678.50 USD Change approved travel expense report





1. Select the Travel Request by clicking on the “Change approved travel expense report” Hyperlink
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2. Go to Extras and select “Change in Trip schema”

3. Select CONUS_Amendment (or OCONUS_Amendment) and click “Enter”.
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Choose your trip schema
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4. A message will appear that you are going to lose data, click “Yes” to continue.

5. The region will have to be re-entered.

6. Make any necessary modifications, Save and “Certify Funds”
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