b2000logo



b2000logo



[image: image5.png]


[image: image5.png] 


Travel Request Revocation 
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	Perform these steps to Revoke an Approved Travel Request

NOTE:  Revocation can only be used for a trip that has been fully approved. 

	
	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

oan12003 Cancun, Mexico - SOCOM TRIP 13 REVOKED 45000 USD Change travl expens report
081152003 Hamburg, Germany - Bld 1 WORKFLOW REVOKED 900.00 USD Change travel expense report
oan12003 Hamburg, Germany - SOCOM WORKFLOW REVOKED 115000 USD Change travel expense report
7112003 [anaheim, Califaria TRIP 13 REVOKED 30000 UsD Change approved travel expense report
oan252003 orando, FL TRIP 13 REVOKED 55000 UsD Change travel expense report
0612312003 Ortando, FL apphie Conference 550,50 USD Change approved travel expense report





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

2. Select CONUS_Revocation (or OCONUS_Revocation) and click “Enter”
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Choose your trip schema

CONUS_Initial

(CONUS_Initial
OCONUS_nitial
LocaL
CoNUS_amendment

er diem reimbursement

OCONUS_Revocation
conus_Canfirmatary





3. A message will appear that you are going to lose data, click “Yes” to continue.

4. The Reason for Trip will change to “TRIP IS REVOKED”.

5. “Save” the Revoked Travel Request.
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