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Amending an authorization alows you fo make
changes to an agproved authonzation. The
process inclsdes Mree bask: steps:

«  Sglecting the trip

= Making your charges

= Submiting e amended aumonzaton for
approval

See UG20— Amenoing Authovizations for monz
detalied information on this process.

Owerview of the Amendment Process
1. Chck the My E2 Trips t20.
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2. Locate the trip you want to amend.
3. Cick the trig's Show link. This displays the
Trip Dashboard.
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5. Move thwough e workfow and make any
necessany changes. Be sure bo chick Save to
53va your changes efore axfting 3 window
o7 page.

&. When you are finished making changes, go
to the authortzation's Summarny page, and
thien cick Send fo Approver.

Emending Baslc informaticn
¥ou can modity the following imfomation:
«  Typeof Travel
»  Special Travel Pumose
Amending Reservations
Change Ressvanons Onine

¥ou can make changes io your reservation onfine
It the air reservations were Dooked oniine via E2,
AND the reservations hawe nat been Scketed.

1. Go'to the Resarvation step.

2. Locabte the reservation you want io changs.
3. Clck the Change Existing Resarvation link
4, Chck Confirm.

Reineve an EXETNg Rasenvannn

To refrieve an exisIng resarvaion Mat has baen
oooked oning via E2:

Agant AsEIS@ENGEa

I you contacted the TMC to change your existing
resenvation and the trip has not yet staned, click
e Rafresh Resenda Detalls ink o update
e reservation to refisct the changes you made.

It you contacted the TMC to make a new
resenvation, complete the following steps.

1. Ciick the Manage Trip Ressrvations link on
the Resarvation page.
2. Enfer your resenvation numiaer (PHR) In the
on Code ekl
3. Click Reirieve.

Amending Ske Datalia
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¥ou cannot make changes 1o any dates for which
¥Ou have basn pald looging or meas and
Incidental axpanses (MAIE] on 3 voucher.

Amending Expanass

It you make changes to your fravel tinerary or
reservations, review your new estimatad
expenses and the selecied relmouwsement types.

»  Transportation and other expenses can
be added, changed, or deleted.

+  Lpadging and meal expenses can be
changed for dates for which expenses
hawe not been pald on 3 voucher.

» Aday can be [dentfied as 3 leave day or
an ofMcial day off, provided the day has
not had lndging or meals pald an a
voucher. This will Zero out the lodging
and MEIE for that day.

« Leawe can be removed from days that
hiad been identified 35 a leave day or an
official day off. Remaving leave fom a

——, 1. Cick the Manage Trip Reservations link on day will enabée lodging of meal expansas
Flgure & THp Dashbedrd — Awsrnd Authonization bullen 1he Reservation page. to be enbersd.
2. Chck the Select check bax for each
4. Cick Amend Authorization. This displays resmaﬂun?w'ﬁmmm.
the Basic: Information page. 3. Clhck % and Cloge.
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