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1. Click on the Get Variant icon [image: image3.bmp].
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2. Select “OCONUS Status” by clicking the Variant Name, then click on the “Choose” icon [image: image5.bmp].
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3. Change the “Date created” field to the Date the OCONUS Travel Request was created.
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4. Click on the “Execute” Icon [image: image8.bmp] to Execute this Transaction.
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5. The “Work Item text” column shows the Trip Numbers.  Find the Trip number you are interested in.

6. Select that line item (Trip Number) by double clicking on it.
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The above screen displays the status of the OCONUS Travel Request.  The bottom of the list shows the most recent item requiring action.

From the details we can see that the Security Officer and Director have approved it (Completed Approved).  An email has been sent to the Deputy Commander.

7. To determine who the agent (person) is that has the next work item (one listed above as “Ready”, click on the “Agent” icon [image: image11.bmp].
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8. Click on the “Agents” button.
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The screen above lists the person who is responsible for the next work item.

In some instances there may be more than one person that may be responsible for the next work item.

9. To exit this screen click on the “Cancel” [image: image14.bmp] icon.
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10. To view who has already completed a work item click on the “Details” [image: image16.bmp] icon.
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The lower half of the screen will show the details of the approval.  The left hand column shows the agent who performed the task.

11. Click on the “Back” [image: image18.bmp] or “Exit” [image: image19.bmp] icon 3 times to exit this transaction.
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