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Saving OCONUS 1297 Info  
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	Perform these steps to save the 1297 Info of an OCONUS Travel Order 

	
	Drill-down Path
	Employee Self Service Travel ( 1297 Info

Travel Management Administration (  1297 Info


Select the Personnel Number and Trip you wish to view within the 1297 Info Transaction.
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Header Data

Neme: MORATIS J0RN
Persomnel Number: 00004313

Date 0f Birch: 01/01/1990

Trip Activiey: 1

Destination: Athens, Greece - NATO

Reason: Meeting with NATO

Trip stare:  08/01/2003

Phone Humber: (888)898-9898

Ran /Grade: 13

Location Of Pernanent Duty Station: Picatinny Arsenal
Organization Elenent: FOREIGH INTELLIGENCE TEAN
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Activity Description: DY - Initial
Trip End:  08/05/2003
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From the SAP Menu Bar select List>Save>File.
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Select HTML format and click on the Green Check mark
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Click on “Yes” if you get the Security Warning Message.
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Enter the “File name” (name you wish to name file) and click on “Navigate” to select where you want to save it.
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From the “Save As” screen, select the location you wish to save the file and click on “Save”.
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Click on “Cont”
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Click the “OK” button.
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Click the “OK” button again.
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Header Data

Neme: MORATIS J0RN
Persomnel Number: 00004313

Date 0f Birch: 01/01/1990

Trip Activiey: 1

Destination: Athens, Greece - NATO

Reason: Meeting with NATO

Trip stare:  08/01/2003

Phone Number: (888)898-9898

Ran /Grade: 13

Location Of Permanent Duty Station: Picatinny Arsen:





It will take you back to the Main 1297 Report Screen.

Find the file you just saved. 

Open Microsoft Word and click on “Open”.

Make sure you change the “File of Type” to “All Files”
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(If you use Windows Explorer to Open the file select Microsoft Word as the program to open it with).

From within Word, change the Page Layout to Landscape.  

Go to File> Page Setup
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Date OFf Birth: 01/01/1990
Trip Activity: 1
Destination: Athens, Greece - NATO
Reason: Meeting with NATO

Trip Start: 08/01/2003

Phone Humber: (888)898-9898

Rank/Grade: 13

Location 0f Permanent Duty Station: Picatinny Arse
Organization Element: FOREIGN INTELLIGENCE TEAM





[image: image14.png]orgns Peper i | eoprsnres | Loy |

Pap

Letter

width; i =
Height fs =
rientation
 Porrait

A’

 Gadcaps

Applyto:  [whele document

o





Select “Landscape” as the Orientation.

Click on “Ok”.
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