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A d."i Title: Approver Reject the Travel Request and Site Travel Specialist Delete the Travel
- " I# : Request
’5‘41 13 Area: Travel Management

Business Process Procedure

Approver Reject the Travel Request and
Site Travel Specialist Delete the Travel Transaction Code: PR05
Request

Purpose

Use this procedure if the Approver Rejects a Trip and no further action is required, the Site Travel
Specialist or Central Travel Support Specialist must delete the rejected Travel Request in order to
Liguidate the Business Trip Commitment ( Pre- Encumbrance)

Trigger
Perform this procedure when Travel Expense Report to is Rejected from Approver's Universal Work
List, and the Rejected Travel Expense Report is Deleted to liquidate the Business Trip Commitments(
Pre-Encumbrance).

Prerequisites

e Personnel Number/PERNR
e Trip Number

Menu Path
Use the following menu path(s) to begin this transaction:

e Travel = Process Transactions =* Process Travel Expense Report
e Universal Worklist = Universal Worklist

Transaction Code
PRO5

Helpful Hints

e xxxx within a document represents a variable which may consist of a name, number, etc.
e Inthe field description tables, R indicates the action is required, O indicates the action is optional,
and C indicates the action is conditional.

e The following notes maybe used throughout this work instruction:
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Title: Approver Reject the Travel Request and Site Travel Specialist Delete the Travel
Request
Area: Travel Management

Business Process Procedure

Approver Reject the Travel Request and

Site Travel Specialist Delete the Travel Transaction Code: PR05
Request
Note Type Icon Description
General 6 Offers additional information such as policy.
Cautionary & Indicates that an action MUST BE completed.
Critical 8 Indicates that an action MUST NOT BE completed.
Shortcut Indicates a shortcut to a process.
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Title: Approver Reject the Travel Request and Site Travel Specialist Delete the Travel
Request
Area: Travel Management

Business Process Procedure

Approver Reject the Travel Request and

Site Travel Specialist Delete the Travel Transaction Code: PR05
Request

Procedure

1. Start the transaction using the menu path or transaction code.

Upcoming Dates - SAP NetWeaver Portal

Welcome Test RT106 Heg | Log ol w

hpcoming Dates [ e
NETLIN 4

Detailed Ravigation —
* Upcoming Dates

= About BTS

= ALEAT - A/Y Logoft Procedure

= Tech Suppoet

= Help Zons

= Leaming Zong

= SAP Business Werkplace

= Time Statement

= Chnarvisw

= Account String Wizard

= FundiFuncticasl Ares Translaior

LEP QA System

Portal Favorites =0l
2. Click on tab to Create a Travel Expense Report
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Business Process Procedure
Approver Reject the Travel Request and

Site Travel Specialist Delete the Travel Transaction Code: PR05
Request

Travel - SAP NetWeaver Portal

Welcome Test RT106 Heo | Log ot w
3 l_
Travel Hisdory mforwuq_i

. |

Detailed Ravigation -

- LRP QA Systems
Partal Favorites E DO
. o
. Click on tab to Create Travel Expense Report
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Business Process Procedure

Approver Reject the Travel Request and

Site Travel Specialist Delete the Travel Transaction Code: PR05
Request

Travel - SAP NetWeaver Portal
[T ]
Doxtaile-d Havigaticn =

LEP QA Svstems
d —=process Trovel Expense Aepot

Portal Favorites = O

Click on FHEEEss TEVElERREnse BEROI tah to create Travel Expense Report

Last Modified: 6/19/2013 5/41 Business Process Procedure



Title: Approver Reject the Travel Request and Site Travel Specialist Delete the Travel
Request
Area: Travel Management

L™ o
el
@ oy gou®

Business Process Procedure

Approver Reject the Travel Request and
Site Travel Specialist Delete the Travel Transaction Code: PR05
Request

Travel Expense Manager

sfa a0 ee@ 0HNE DDad OF @@

Trip Edit Goto Esras Emdronment System Help @

Travel Expense Manager

§ (0]t [0l Bl | [F Resuns || & seorcre || (63

HEEEEEEEEE

NN

1 Tip | 1|of B
[ Enter 3 personnel number b [ Pros Bl saponzta [ns [ [ = ||
5. Perform one of the following:
If Then Go To

Step 6

Click on Enter @ button to accept =€p0

Personnel Number and continue

Click and type the Employee Traveler's Step 6

PersonnelNo in the text box. For example
|52 5157
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Approver Reject the Travel Request and

Site Travel Specialist Delete the Travel Transaction Code: PR05
Request
Click on Create E button to create a Step 6

Travel Request

Central Office Traveler, PersNo. 525157

Trip Edit Golo Esras

& == JiBcee DNl nnad O Q@
Central Office Traveler, PersNo. 525157

(% simuate || (& Approve |[% Trip Status | |[ .2 Account Assignment | | I8][ S Resus: Travel Request |

‘General Trip Data POFR Reimbursement
From |03/14/2013[68-00) Reason |Science Conferance || H1| 45
End  [03/15/2013[11:38) Gy  |Los Angeles || ys 1] TAc A

Counbry |US |Region [CA |
PostingDale  85/06/2013
Alternative Cast Assignmentfor Entire Trip, if Difterent to Master CA
00% | T (B CostDiswioubion |

[ne [R_[ExpTy [Hame [Pa_Jamount [curmey  [Exch Rate  |Acco |Date [inte [ %]
1| & |CONP  District Prefal | [#] 125.00 USD 1.60000  USD  63/14/2013 P-Card -
Full Day PerDi_ [ 49 84 UsD 1. 00gaa UsSD  B3r14/2013
Half Day Per D_ [] 24 56 UsD 160080  USD 631402013
Other Expinses 7] 35 66 USD 160088  USD  B3/14/2613
@ ] us0 USD  83/14/2613
] ush UsD e3/14/2013
O uso USD  @3/14/2013
O uso USD @3/1472013 m
DD — . pn
: — — = . [
Ll - On
| b | PrRoS B sapone2ta (s | - [ = [
6. Click on Save button =] to Save the Travel Request and Display the list of Approvers
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Approver Reject the Travel Request and
Site Travel Specialist Delete the Travel Transaction Code: PR05
Request

Central Office Traveler, PersNo. 525157

[= Central Office Traveler, Persio. 525157

=

7 --[Q Save Approvers/Redawers | @ You must click on Save Approvers buthan to comglete the transaction

Personnel No. | Trip Number | StariDate | EndDate |
525157 | 00000098 | 031412013 031512013

([ Add Approver | E: Delete Agprover |

[Approvers Preview |UsedD |Hame |Lecation of Position | Stabus |Acted By |Actedon  |Acted Time |
= 4 First Approver [o'i's] 00:00:00
E & TRAVELWF_1  TRAVELWF_1 1006701 00:00:00

| Aga Reviewsr |G Dutete Reviewer |

User Commeants

4 [ (0 0 e >

[Revewers Preview |usenp  [Hame | Position[Location of Position | ]

L lrplry kN

| save spproversReviewers |

Li1.Co1 Ln1-=Ln1of1lines
Comments History “
EIal= e R @i
alo] [aDf

Click on |H) _save ApproversiReviewers button. In this Example "TravelWF_1" is the Approver
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Approver Reject the Travel Request and
Site Travel Specialist Delete the Travel Transaction Code: PR05
Request

Travel Expense Manager

Trip  Edit Extras  Emdronment System  Heip w

PersonneiNg 25168 [E)FT Hourty miniy LAUSD
Mame  Cenbral Office Traveler RegularPermanent DO-Office, Technical & _
| |Stat |Tnip Depan City gason Setlement Reimburse. Amount  |Curr. | Statulory Trip 1
Y 90000995 04/15/2613 Dallas US  SAPPHIRE ANN_ RequestRecorded Open | 665.58 USD  Out of State Travel Iﬂi:(lEj
a D0B0999893/14/2013 Los Angeles  US  Science Confere Request Recorded Open | 133.93 USD  Local Travel 'E'EIE'
@ | 0600008003/12/2013 Miami US  SAPPHire Annual_Request Recorded Open 212.63 USD  OutofState Travel  90:(
& | 0000008803/10/2013 U5 Outof State Test1 £t Recorded Open 6.57 USD  Oul of State Travel  00:(
o §600007603/66/2013 Dallas Us  Test Request Recorded Open | 1.56 USD  Out of State Travel CH
& §000009193/64/2013 Dallas US BPP-COTest  RequestRecorded Open | B.56 USD  Out of State Travel :LH
| & | 9000003093/02/2013 Dallas Us BPP-COTest  RequestRecorded Open | 0.56 USD  OutofStateTravel 00
|| 1 'EJ
| | . | [
oo nojO]

b Pros B sapane2ta [ins | [ = [

8. Trip 0090000098 was saved @ Trip 0090000098 was saved

ﬁ Make sure the Trip was saved in Request Recorded status
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Title: Approver Reject the Travel Request and Site Travel Specialist Delete the Travel
Request
Area: Travel Management

Business Process Procedure

Approver Reject the Travel Request and
Site Travel Specialist Delete the Travel Transaction Code: PR05
Request

Travel Expense Manager

Trip Edit Exiras  Emvironment  Sysle

PersonneiNg 25168 [E)FT Hourty miniy LALISD

Mame Contral Ofice Traveler RegularPermanent  DO-Office Technical &

|z [Trip Depart city gason Setiement Reimburse. Amount _ [Curr. |Statubory Trip |
& | 9000009604/15/2913 Dallas US  SAPPHIRE ANN_ RequestRecorded Open 865.58 USD OutofStateTravel  99:([=]

g Ll | @&  o0B0009803/14/2013 Los Angeles US  Science Confere . Request Recorded Open | 133.93 USD  Local Travel THID

@ 9000008903/12/2013 Miami US  SAPPHire Annual_Request Recorded Open | 212.63 USD OutofStateTravel  96:(
&  o600008803/10/2013 US  OutofState Testt stRecorded Open §.57 USD  OutofStateTravel  09:0
(& | D90B0007S03/06/2013 Dallas US  Test Request Recorded Open 1.56 USD Ol of Stabe Travel ]
& | 9600098103/04/2013 Dalias US EBPP-COTest  RequestRecorded Open | 9.56 USD OutofState Travel  09:(
@  9000008003/02/2013 Dalas US BPP-COTest  RequestRecorded Open 6.56 USD  OutofState Travel  86:(

| b Pros B sapane2ta [ins | [ = [

9. Select and Double Click on Trip Number to Attach the appropriate Documents. In this Example select Trip

Number.l | =) | 90000098
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Request
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Approver Reject the Travel Request and
Site Travel Specialist Delete the Travel Transaction Code: PR05
Request

Central Office Traveler, PersNo. 525157, Trip No. 90000098
‘ Central Office Traveler, PersNo. 525157, Trip No. 90000098

10 +-@®3| Central Office Traveler, PersNo. 525157, Trip No. 90000098

 General Trip Data 'POFR Reimbursement
From D3I1412013 0500 Reason |Soence Conferance || M1 45
End [03/15/2013011:30) Cly  [Los Angeles e 1] Thc[A]

Country |US |Region |CA
PostingDale  |85/86/2913
Allemative Cost Assignment for Entire Trip, If Different to

100% | ]
[ Fa | Exch. . pate o M [=]
District PrePai_| [] 631402013 P-Card [ | =
Full Day PerDi_| (] | ' l83r18/2013 |
Halt DayPerD_ [] USD  ©3/14/2913
Other Expenses [7] USD  jear14s2a13|
[ ]| | [ 03711412013 |
0371412013 |
la3r14s2013 |
03412013 | Il il
[=]
an| I ][]

10.

Click on control L button to Attach appropriate Document
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Business Process Procedure

Approver Reject the Travel Request and
Site Travel Specialist Delete the Travel
Request

Transaction Code: PR05

Central Office Traveler, PersNo. 525157, Trip No. 90000098

0 15:'1||E'J |.,J|__"
Central Office Travelen PersNo. 325157, Trip No. 90000098

"TE s cemsmsone
[
Aftachment list _l:mm node
Private nate Create external document (URL)
Fro Eﬂﬂd L] 3|"’° busimess document
E-Ela!l-\:".'x'll_?i I' ef Har Code TAC |A
Workdlow
My Objects
Help for object sendces
A0C |
o [R_[EspTy [Mame [Pa_[amount Exch Rate Date I %
1| & |oove DisticPrePai_ [#] 125.80 USD 100908  USD  93/14/2013 P-Card =
2| &|Fore FunDayPerDio O 49.00 UsD | 100000  USD B3/14/2013
3| & [HOFD HallDay PerD_ [ 24.50 USD 160080 USD 9371472013
HISC Qther Expenses [#] 3560 USD 166006  USD 63/14/2013
[m] uso USD 9311412013
g uso USD  03/14/2013
D USI.'! LD 9371472013
]| Usp eari4s2013
EIE]I:—E
— )
aini oo

L[ PRoS Bl sapan-2ta [ins |

[=Td]

1. Click on Create...=* Create Attachment menu item |_
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Title: Approver Reject the Travel Request and Site Travel Specialist Delete the Travel
Request
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Business Process Procedure

Approver Reject the Travel Request and

Site Travel Specialist Delete the Travel Transaction Code: PR05
Request
Import file

I Import file 4

Lookin: | | Travel :l] [<][52 [l [l
Name  |Daemodified  |Type

1 BWPROOO0S 5/1/2013 4158 PM File folde
& ZTVEHI1135 5/2/2013 4:03 PM File folde
2 ZTVWFL136 2/22/201311:19 AM  File folde
@Actual Travel Expense Doc 11/52012 415 PM Adobe Ac
Authmizaljnn errors 1/25/2013 1117 AM  Microsoft
@Fjﬁmatﬁd Trawvel Doc 11/5/2012 415 PM  Adobe Ac
Funds budgets & Roles 4/10/201311:19 AM  Microsoft
@Travel Bluepnint Validation Deck 6-12-12 1A7/2013 3:08 PM Microsoft

IWWFI'MS - Travel- Electronic Submission.. 1/16/20139:51 AM  Microsoft

12 [l e KD
Fie name: | Estimated Travel Doc 3 | open |
Rescitpe: | Alfies () v o |

12.

Select the Document from local Computer and Click on button to attach the document to Travel
Request.
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Approver Reject the Travel Request and
Site Travel Specialist Delete the Travel Transaction Code: PR05
Request

Central Office Traveler, PersNo. 525157, Trip No. 90000098

Trip Edit Golo Exiras em Help

@ 1l @@ DHE DDaN D0 @

@3] Central Office Traveler, PersNo. 525157, Trip No. 90000098

[ simutate | | [&7 Approve |[¥ Trip status | |2 account assignment |[ & History | | 1]

General Trip Data POFR Reimbursement
From | B3M812013[) 00) Reason |Scence Confersnce || M1 45
End [03/15/2013[11:36 Oy [Los Angeles s 1] TAc (A

Counlry |US |Region |[CA |
FostingDate | 05/06/2013
Allemative Cost Assignment for Entire Trip, If Different to Master CA

100% o] E Cosl Distribution I

[me [r JEspTy [Name |Pa [amount [cumey  [Exchomate  [acco |Date Jinto [
District PrePai_ [#] 125,006 USD 1066068 USD  B3/M4/2013 PCard
Full Day PerDi [ 49.66 UsD 1. BE668 USD &3/14/2813
Half Day Per0_ [] 24.50 UsD 1. 00609 NED 83412013
Other Expenses [#] 35,80 USD 1.000080  USD 03/14/2013
O usD UsD 6371412013
O ush UsSD  B3/14/2013
O | ush USD  G3/1452013
O ush USD  e3/14/2013
O/D|— 0

oD ]

LhE k)

13 -+ The aRachment was successiully created b [ Pros B sapanczta [ s | - [ = [

13. The attachment was successfully created F@ The attachment was successfully created
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Title: Approver Reject the Travel Request and Site Travel Specialist Delete the Travel

Request
Area: Travel Management

Approver Reject the Travel Request and
Site Travel Specialist Delete the Travel

Request

Business Process Procedure

Upcoming Dates - SAP NetWeaver Portal

Transaction Code: PR05

Welcome Test TraveiF_1

Upcoming Dates

1]

Do tiiled Haseation

Upcomang Dates

Abogut BTS

= ALERT - Rf3 Loge Procedure
= Tech Support

= Help Zone

= Learing Zone

* S4P Busness Workplaos

= Time Statement

« Accoust Sting Wizard
= FundFunctional Area Transiator

Partal Favorites

LEP QA Svitem

e ——————————

Mistory, BackForward =

14. Login with Approver's Credentials (In this example Approver: TravelWF_1) and Click on
display the list of Tasks awaiting Approval

Universal Worklist t

(0]

Last Modified: 6/19/2013
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Title: Approver Reject the Travel Request and Site Travel Specialist Delete the Travel
Request
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Business Process Procedure

Approver Reject the Travel Request and
Site Travel Specialist Delete the Travel Transaction Code: PR05
Request

Universal Worklist - SAP NetWeaver Portal

m (B Trie bnt ot e shown here could be ouldabed. Walking for update
15 " W | swts | dotcatons | SaPoffceMsis | Trackng
Show, [New and In Frogress Tasks = | (a1 - " FaEm ‘
1 From Due Date

RT106, Test Mgiym & Hew
RT106, Test  May 3. 2003  Mecum & Hew
ATI08, Test  Apr29,2013  Medum & i Frogress
RTI08,Temt  Apr26,2013  Medum 4 " Frogress
Wing, Mathew  Apr23, 2013 Medum & Hew I
KAPDOR, Faj  Apr6, 2013 Medwm & Hiw
RT106, Test  Apr6, 2013 Medwm & In Progress
RT106, Test  Mard5 2013  Medum & Hiw
RT106, Test  MarlZ 2013  Medum & In Progress -

Approve Travel Requast 0090000089 from D0525157

SentOate:  Today By ATI08, Test Priority: Wedium

Status: Hew

Descripion:  Approve Travel Requesd 0090000089 from 00225157 Central Office Traveler

LI

15.
List of Tasks awaiting Approval is displayed under i tab
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Title: Approver Reject the Travel Request and Site Travel Specialist Delete the Travel
Request
Area: Travel Management

Business Process Procedure

Approver Reject the Travel Request and
Site Travel Specialist Delete the Travel Transaction Code: PR05
Request

Universal Worklist - SAP NetWeaver Portal

£\ Cannot connect to the provider Delals
Show: [New and In Progress Tasks (14/21) «| [ -| Create Task " BOBE

[

KAPOOR, Raj Today Medium A Hew

RT106, Test  Today Medium A Hew

RT106, Test  May 3, 2013 Medum & Hew

RT106, Test  May 3 2013  Medum 7 Hew L

RT104, Test  Apr23, 2013 Medium ,& In Progress

RT104, Test  Apr26 2013  Medum & In Progress

Wing, Mathew Apr23,2013  Medium & Hew

KAPOOR, Raj Apr6, 2013 Medium & Hew

RT106, Test  Apr6, 2013 Medium & In Progress.

=

Approve Travel Request 0090000098 from 00525157
SentDate:  Today By RT106, Test Priority: Medium
Status: Héw |
Description.  Approve Travel Request 0090000098 from 00525157 Ceniral Office Traveler G

16. Select the Trip Number and Click on Aiirove Travel Reiuest Number. In this example Trip Number
0090000098 from 00525157 link .
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Business Process Procedure

Approver Reject the Travel Request and

Site Travel Specialist Delete the Travel Transaction Code: PR05
Request
SAP
= SAP 2
:
Personnel Mo. | Trip Number | StatDate | EndDate | r
47 |C__ 35157 90000088 031142013 | 03152013
| 4dd Approver | Eh Detete Approver |
[#pprovers Preview |used  [name [Location of Postion  [Status [Acted By |[Actedon  [ActeaTime | ]
= OF Firsl Approver (o5 a) 00:00:00
Ea TRAVEL... TRAVELWF_1 1006701 00-00:00
| 4da Reviewer |k Detete Reviewer |
[Reviewers Prevew |usend  [name | Fositon |Locaon of Position |
Li1,Co1 Ln1-Ln1of1nes
Commgnts History
[lole] (] [l il [
[
I
an

[ £ approve || £ Reject |[[H Save spproversReviewers |

17. Double-click on Trip Number. In this example 90000038 |4 display Trip Details.
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Title: Approver Reject the Travel Request and Site Travel Specialist Delete the Travel

Request
Area: Travel Management

Business Process Procedure

Approver Reject the Travel Request and

Site Travel Specialist Delete the Travel

Request

Central Office Traveler, PersNo. 525157, Trip No. 90000098

Transaction Code: PR05

Trip Edit Goto Exras Sysltem Help @
3 dH @@ DHE DDhad [ @@
Central Office Traveler, PersNo. 525157, Trip No. 90000098
|[%% simulate | || 2 Account Assignment || &8 History | |
General Trip Data -~ ' PD/FR Reimbursement E
From |03/14/2013|08:00) Reason Scence Conference || M1 45 -
End  |03/15/2013[11:30] City  |Los Angeles || 7.8 [1] TAC A
Country |US |Region |CA
PostingDate  |05/086/2013
Alternative Cost Assignment for Entire Trip, If Different to Master CA
100% | n [B CostDistioution |
Receipts
[No [R_[ExpTy [Name [Pa_JAmount [curmey  [Exch.Rate  JAcco_|Date [info | %
001 | . |cONP District PrePai_. [~ 125.80 USD 1.00000  USD ©3/14/2013 P-Card
862 | © |FOPD Full Day PerDi.. [ 49.060 USD 1.60000  USD ©3/14/2013
003 | = [HOPD HalfDayPerD... [ 24.50 USD 1.00000  USD ©3/14/2013
004 |  [MISC Other Expenses [+ 35.00 USD 1.00000  USD ©3/14/2013
6es 0 .80 USD USD  ©3/14/2013 [~
|| lees M 9.00 USD USD  ©3/14/2013 [=
D[ B[«1[»]
| I [ Pros P8 sapane2td [Ins | - | = [ ]

18.

Click on control tab 5

al to display attached documents
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Title: Approver Reject the Travel Request and Site Travel Specialist Delete the Travel
Request

Area: Travel Management

Business Process Procedure

Approver Reject the Travel Request and
Site Travel Specialist Delete the Travel

Request

Central Office Traveler, PersNo. 525157, Trip No. 90000098

Transaction Code: PR05

Trip Edit Goto Exras Syslem Help @ .
& | 3 AH @@ DEE BDhaa [ @F
Central Office Traveler, PersNo. 525157, Trip No. 90000098
19 _Emm' [ wiso [ [
Gen  Private note ' PDIFR Reimbursement E
Fro|  send » | [Sclence Conference || M1| 45 =
EM  Relationships |LD$H1HH|BS TTy. 8 |T| TAc A
Workflow » | |US |Region |CA
My Objects , Date  [05/86/2013
% Help for object senices p. If Differentto Master CA
106 ey wrd B> CostDistribution |
Receipts
[No [R_[ExpTy [Name [Pa_|Amount |Curmcy  |Exch.Rate  [Acco_[Date [info | %
861 | < |[CONP _Dislﬂl:t F'mPaI__ I+] | 125.80 UsD _ 1.68686688 _USD _33!1-”2313 _P-Card
002 |  |FOPD Full DayPerDi.. [ 49.68 USD 1.00080  USD  ©3/14/2013
003 |  |HOPD HalfDayPerD. [ 24.50 USD 1.00000  USD ©3/14/2013
004 MISC Ofther Expenses [ 35_868 USD 1.66688 USD 83714752013
005 O .00 USD USD  ©83/14/2013 [~
|| lees M 9.00 USD USD  ©3/14/2013 [=
|l W<+
| I [ Pros P8 sapane2td [Ins | - | = [ ]

19. Click on Attachment list menu item |_
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Title: Approver Reject the Travel Request and Site Travel Specialist Delete the Travel

Request
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Business Process Procedure
Approver Reject the Travel Request and

Site Travel Specialist Delete the Travel Transaction Code: PR05
Request

Service: Attachment list

I@SeMce:Aﬁachmentlist
DOnew 3fsre|@| 2| 3| | DS | &| 96| [T 2|E |
AttachmentFor0090000098

lcon | Title [ Creator Name | Created On']
@ Estimated Travel Doc RT106 Test User 05/06/2013
20
x|
20.  Dpouble-click on Attached document title. In this example double-click on EStimated Travel Doc 4, qigpiay the
Attached document

Last Modified: 6/19/2013
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;,, Request
/ﬁ* Area: Travel Management

Business Process Procedure

Approver Reject the Travel Request and
Site Travel Specialist Delete the Travel Transaction Code: PR05
Request

Estimated Travel Doc [Compatibility Mode] - Word

0 Estimated Travel Docpd! - Adobe Reader = =
File Edt View Window Help =
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21. The attached Document displayed .
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Title: Approver Reject the Travel Request and Site Travel Specialist Delete the Travel

w" &
G

Request
Area: Travel Management

7 ddAb

Business Process Procedure
Approver Reject the Travel Request and

Site Travel Specialist Delete the Travel Transaction Code: PR05
Request

Service: Attachment list

III:’ Service: Attachment list
[Onew = se|@| 2] @] (B S| [&]FIE][EE ] BlEas =]
AttachmentFor0090000098
Icon | Title | Creator Name | Created On |

@ Estimated Travel Doc RT106 Test User 05/06/2013

22 v
22. Click on Enter button to Continue
Last Modified: 6/19/2013 23/41
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Title: Approver Reject the Travel Request and Site Travel Specialist Delete the Travel

Request

Area: Travel Management

Business Process Procedure

Approver Reject the Travel Request and
Site Travel Specialist Delete the Travel

Request

Transaction Code: PR05

Central Office Traveler, PersNo. 525157, Trip No. 90000098

23

Trip Edit Goto Exras Syslem Help |

SAP =

-0 @@ DHE DNhLD I BFE @

Central Office Traveler, PersNo. 525157, Trip No. 90000098

% simutate | | [ 2 Account Assignment |[ &8 History | |

General Trip Data -~ ' PD/FR Reimbursement E
From |P3/14/2013[#):00) Reason |Science Conference | M1| 45 =
End  |03/15/2013[11:30] City  |Los Angeles || 7.8 [1] TAC A
Country ImReglun ICA—
PostingDate | 05/66/2013
Altemnative Cost Assignment for Entire Trip, If Different to Master CA
100% | n [B CostDistioution |
Receipts
[No [R_[ExpTy [Name [Pa_[Amount [Curmcy  |Exch.Rate  |Acco |Date [info | %
a1 CONP  District PrePai_ [« 125.88 UsD 1.00008 UsDh 83/714/2013 P-Card
02|  [FOPD FullDayPerDi. [ 49.00 USD 1.60000 USD ©3/14/2013
903 [  [HOPD HalfDayPerD.. [ 24.50 USD 1.80000  USD ©3/14/2013 O
04 MISC Other Expenses [« 35.080 UsD 1.00068 UsD 8371472013
005 0 9.00 USD USD  ©3/14/2013 i
006 0 9.00 USD USD 03/14/2013 T | [=
K| B<0]
| I [ Pros P8 sapane2td [Ins | - | = [ ]

23.

Click on Back button & to display the Approver's Workflow window
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&-> ﬁn::_
ﬁm %\*‘;‘ Title: Approver Reject the Travel Request and Site Travel Specialist Delete the Travel

Request

;\;\! gﬂ Area: Travel Management

Business Process Procedure

Approver Reject the Travel Request and

Site Travel Specialist Delete the Travel Transaction Code: PR05

Request

SAP

= SAP

Personnel No. | Trip Number | Stat Date [EndDate |
525157 90000098  03M4/2013 03MS2013

|E-i.dd.iq:p¢mr |Ennﬂtﬁppfmt |
[#pprovers Prevew |usean  [uame [Location ot Possion  [status [AceaBy [Actedon
[oT%)

= OF Firsl Approver
] -] TRAVEL... TRAVEL'WF_1 1006701

| 4da Reviewer |k Detete Reviewer |

[Actea Time |
D0-00:00
O0-00:00

1=

[HeﬂamrsFrwm |uaar1D |Hama | F'mmnnlu:uhunnt?usmm |

]

User Commeents

) e R | 1
I

24

u1,co1
Comenents History

(lofe (ol [ e

Ln1-Ln10f1nes

an

Lyl

(oD}

[ & approve || £ Rejoct || Save ApproversReviewars |

24. As required, complete/review the following fields:
Field R/O/C Description

User Comments (0]

Example:

Rejected this Trip Number 90000098 due to Month End closing
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Request
Area: Travel Management

Business Process Procedure

Approver Reject the Travel Request and

Site Travel Specialist Delete the Travel

Request

SAP

Transaction Code: PR05

25

[= SAP

Purmnnan.lTripHumeamum IEDUD-IH I
525157 | 90000098 03M42013 03152013
|Emwmr |Enﬂﬂﬂpp¢m«r|

| approvers Preview [usenn  [Hame [Location ot Position  [Status [actedBy

1=

|[Actedon  [ActeaTime | ]

= OF Firsl Approver [oia]
] -] TRAVEL... TRAVEL'WF_1 1006701

| 4da Reviewer |k Detete Reviewer |

000000
000000

Eﬂmrsﬁwm |uaa:1D |Nama | F'mlﬁuﬂlbucamnntmmm |

User Commeents

I I 1 A 31 )

Rejected this Trip Nusber $0000093 due to Honth End closing

" Lit,Cofl
Commgnts History

(lofe (ol [ e

Ln1-Ln10f1nes

[4][][

el |

: o)
| & Approve || £ Rejoct || Save spprovers Reviewers |

25, (lick on ¥ RelECt | tion to Reject the Travel Request

Last Modified: 6/19/2013 26/41

Business Process Procedure



Title: Approver Reject the Travel Request and Site Travel Specialist Delete the Travel
Request
Area: Travel Management

Business Process Procedure

Approver Reject the Travel Request and
Site Travel Specialist Delete the Travel Transaction Code: PR05
Request

Workflow: Execute Operation on Work Item

251 System Help | E
|e.~| 1 AH e DHR DDOD 1 @@
Workflow: Execute Operation on Work Item
Close Window E
=
=
| b | swnwiex [3] sapancata (NS | - [ = [ ]

26.

Click on Close ﬁ button to close Workflow window
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Title: Approver Reject the Travel Request and Site Travel Specialist Delete the Travel
Request
Area: Travel Management

Business Process Procedure

Approver Reject the Travel Request and
Site Travel Specialist Delete the Travel Transaction Code: PR05
Request

Universal Worklist - SAP NetWeaver Portal

B\ Cannot connect to the provider Detais
| SAPofficeMals | Tracking
]

Show: |Hew and I Progress Tasks (147 21) «|[an - Creste Task w FEB
% Subpect ! | From Sent Date Pioly v | # | DueDate Status =
. Approve Travel Request 0090000038 from RT106, Test  Today Medum Q New

00525157
A Trgvel 7 from KAPOOR, Raj Today Medum & New
|| osas08s
Approve Travel from RT106, Test  Today Medium & New
| GesaseT
[ A we Travel from RT10E, Test May 3, 2013 Mediym ﬁ Hew
I_ 00825157
| A we Travel from RT106, Test May 3, 2013 Mediym & New
00525157
| A Travel B from AT104, Test  Apr29, 2013  Medum & In Progress.
L 00675467
| A Travel B from AT104, Test  Apr26, 2013  Medum & In Progress.
L 00675467
[ Travel B 100 from Wing, Mathew Apr23, 2013 Medum & Hew
I_ D0ETOS9G
[ Travel B 7 from KAPOOR, Raj Apr6, 2013 Medum & Hew
I_ DOSE5089
[ Travel from RT106, Test  Apr6, 2013 Wedum & In Progress
L 00803185 -

Approve Travel Request 0090000098 from 00525157

Sent Date: Today By RT106, Test Priority. Medum

Status: Héw

Description:  Approve Travel Request 0090000038 from 00525157 Central Office Travelsr

27. Click on Refresh button * to make sure the Rejected Trip Number is removed from Approver's UWL(Universal

work List)
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,ﬁﬁ E*} Title: Approver Reject the Travel Request and Site Travel Specialist Delete the Travel
% Area: Travel Management

Business Process Procedure

Approver Reject the Travel Request and
Site Travel Specialist Delete the Travel Transaction Code: PR05
Request

Universal Worklist - SAP NetWeaver Portal

Welcome Test TraveliF_1 Heig | Log ot w
9§ g Unbrersal Woridist Mistory, EaciForward=
Detiled Navagation [F] . cannot consset 1o tha provider Delnty 1
+ Universal Workisi m Aderts | MNetiheatons SaPothce Uads Trackng
Partal Favorites =] Show. [Hew and In Prosgress Tasks (137 20) -_'.u - Creste Task N FER
Ty Submct | | Frem Sent Date Priocly ¥ @ | DueDate Stabes -
rmmmmn KAPOOR Raj  Today Nedum 4 New
| LaleE
Approve Traves! Reguest 00000089 from ATI05, Test  Today Mexdum & Hew
PEDEAET
e
Approve Traved Regusst (00000056 from RT108, Test Moy 32003 Medum & Mew
PUERSIST
h
Approve Traved Regusst (00000088 from RT108, Test Moy 32003 Medum & Mo
PUERSAST
h
dpprove Travesl Reguest 90000020 from RTI04. Test  Apr29. 2003 Medum & In Progress
P0ETELET
—
Apgrove Travel Request (0E0000009 from ATI08, Test  Apr26, 2013 Medum & I Progress
P0ETELET
A T 1 Wing, Mathew  Apr23 2013 Medum > Mew
TG
dpprove Travsl Beguest 0270000050 from WAPOOR, R Apr6.2013  Medum & New
_ﬂm
Approve Traved Regusst CO00000SC from RT108, Test  Aprf, 2013  Medum & In Progress
SLENIEES
dpprove Travsl Begyest 0000081 from RTI08. Test  Mar2%, 2003 Medum & New
PREISAST -
Approve Travel Request 0270000092 from 0585089
SesaDste:  Today By KAPOOR, Raj Frieety Ussym
Status: Hew
Descrpton  Appreve Travel et D2T0000092 from D0SS5089 Manam Hrcnimes

28.  Click on 22k tab to go to previous screen
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4 (=t 2 Request
%}@ g Area: Travel Management

Business Process Procedure

Approver Reject the Travel Request and

Site Travel Specialist Delete the Travel Transaction Code: PR05
Request

Upcoming Dates - SAP NetWeaver Portal

29 Welcome Test TraveiF_1 Haip | Log ot @

Y
End the current portal session and log oft

Upcoming Daies Mistory, Backfgrward=

LEP QA Svitem

« FundFunctional Area Transiator

Portal Favorites B[O

29.  Cjick on Leasfi link to Logoff
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Ly F}\ Title: Approver Reject the Travel Request and Site Travel Specialist Delete the Travel
> E Request

T

Area: Travel Management

Business Process Procedure

Approver Reject the Travel Request and
Site Travel Specialist Delete the Travel Transaction Code: PR05
Request

SAP NetWeaver Portal -- Webpage Dialog

& Are you sure you want to log off?

30

30.  Click on Yes button to Log off
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,ﬁﬂW*j- Title: Approver Reject the Travel Request and Site Travel Specialist Delete the Travel

. ! ; 3 Request
bg\lu /ﬁ* Area: Travel Management
T

Business Process Procedure

Approver Reject the Travel Request and
Site Travel Specialist Delete the Travel Transaction Code: PR05
Request

Central Office Traveler Trip No. 0090000098 Reject - Microsoft Word

@Hd‘j- :_.';' i eler Trip Mo, D0S000003 Reject - csoft Word

Home Irgert Fage Layout References Mailngs Review Wi ] i

I A | B [y Orsentation = v Breaks = &) watermark *  Indent Spating o & Align -

— A |j Size = FALine Humbers = o Page Cobor = | SIE Lett: 0" . :: Before 0p - da f 7]

Themes . hargins —~ . o " t

- ,_._I - M columns = b3 Hyphenation = | [) Page Borders | 2 Right: 0" - aam After Bpt - » Sy Sedection Pane ok
Themes Page Setup « | Page Background Paragragh - AEange

_|Lj l'ﬁ'*‘*‘-‘? 1

— M EEE R g =
by IEETRREET L1

F
— !
PR i —
. P ———— -
=% 1) p—— Y
[
31 eteen [Tt Ty o o e R et

Tht 3 T reirl iy e Tl yemer T | o e e e e Pirlirr ey 1 P B e

~ Trp o SARKOTH
P Mo MSIILST

= Farve: Cavviral M oe Bobert Traeve'er
Trip Dartes: Fagem. SWLL/H91 Ta BLAIM8LE
et Wl ey Biten LS 00

"
Rt st Aevemad: LB1WE
Total Cont ol Trig: T30

] Baprcied By TRAVILWS B
Cantrad fiTcm: Fieowr refer o Trarasmon Fhirh for e smon 1o R T, wadhe ! tha Weor fice Cwovd e 0mmmme vl Wit
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31. Employee Traveler and Site Travel Specialist ( or Central Travel Support Specialist) will receive an Email
Notification including Trip Details after Approver Rejects the Travel Request, [£emm o Traveierins s, oosomomss fejed

& Once the Approver Rejects a Trip and no further action is required, the rejected Trip must be
Deleted in order to Liquidate the Business Trip Commitment ( Pre- Encumbrance)

Last Modified: 6/19/2013 32/41 Business Process Procedure



Title: Approver Reject the Travel Request and Site Travel Specialist Delete the Travel

Request

Area: Travel Management

Business Process Procedure

Approver Reject the Travel Request and
Site Travel Specialist Delete the Travel

Request

Upcoming Dates - SAP NetWeaver Portal

Transaction Code: PR05

Welcome Test RT106

= FundFunciional Area Translsior

Portal Favorites

LRP QA System

. ﬁﬂlﬁ

[History | BackForward -

32.  Logged in as Site Travel Specialist and Click on [ tab
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Title: Approver Reject the Travel Request and Site Travel Specialist Delete the Travel

Request
Area: Travel Management

Business Process Procedure

Approver Reject the Travel Request and

Site Travel Specialist Delete the Travel Transaction Code: PR05
Request

Travel - SAP NetWeaver Portal
[T A
Detadled Mavigation -

.||!I ¥
33 — Process Travel Expengs Repet LRP QA Systems

Portal Favorites L) [=]

33. Click on Process Trawel Expense Report

tab
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Request
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Approver Reject the Travel Request and

Site Travel Specialist Delete the Travel Transaction Code: PR05
Request

Travel Expense Manager

ITraueI Expense Manager
34

@ TaH @@ DHE DDaN B0 M
Travel Expense Manager

34 4 {E25157 LAUED

Marme DD-Office, Tachnical & _

T T Tap | 1jof @
[ Enter a persannel numiber L | Pros M| sapame2te | NS | & |
34. Perform one of the following:
If Then Go To

Step 35

Click on Enter button G to Accept 2P 29

PersonnelNo and continue

Click and type the Employee Traveler Step 35

PersonnelNo. For example: 525157
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Title: Approver Reject the Travel Request and Site Travel Specialist Delete the Travel
Request
Area: Travel Management
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Approver Reject the Travel Request and
Site Travel Specialist Delete the Travel Transaction Code: PR05
Request

Travel Expense Manager

. nan B @8
Travel Expense Manager
(03[ 2] e B  [ Rts J[ oee  |IRJB s Tt v ]
Personneio  |S2515T [)FT Houry manty LAUSD
Harme Central Office Traveler RegularPermanent DO-Office Technical & _
&  0000600604/15/2013 Dallas U5  SAPPHIRE AMM_ Request Recorded Open BE5.58 USD OulofState Travel  09:0[<]
3544 | &  0000009803/14/2013 Log Angeles US  Science Confere_ Request Recorded Open | 133.93 USD  Local Travel 081
| &  9900008903/12/2013 Miami US  SAPPHIre Annual_Request Recorded Open | 212.63 USD  OutofState Travel  09:(
| & 9000008303/10/2013 Houston  US  Oubof State Test! RequestRecorded Open | 0.57 USD  OutofStateTravel  04:(
@& 00006690 03/06/2013 Dallas US  Test Request Recorded Open 2.56 USD  OulofState Travel 040
@  9900007803/06/2012 Dallas US Tesl Request Recorded Open | 1.56 USD (CulofStste Travel  99:(
| @  9000008103/04/2013 Dallas US BPP-COTest!  RequestRecorded Open | 0.56 USD  OutofState Travel  09:(
a8 GOAOHGEA 63762/2013 Dallas US  BPP-CO Test Request Recorded Open @.56 USD  Owf of State Travel i
| . l | _ | _ | | &
[=]
om0 |ajn
LRI
| L[ Pros B[ saponczte [ms [ - [ =5 [

33. Click on this |:| button to Select the Rejected Trip Number
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Title: Approver Reject the Travel Request and Site Travel Specialist Delete the Travel
Request
Area: Travel Management

‘ﬁ
B
@ oy gou®
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Approver Reject the Travel Request and
Site Travel Specialist Delete the Travel Transaction Code: PR05
Request

Travel Expense Manager

Personnelio |52515? | FTHourty mihty LAUSD
Hame Central Office Travalar RegularPermanent DO-Office Tachnical &

Stat Depart
& 00000006 04/15/2913 Dallas usD -

_ &
|| & | 9900008993/12/2013 Miami us | usp :
| &  9990008303/10/2013 Houston  US  Out of State Test! RequestRecorded Open [ 9.57 USD  OutofStateTravel  09:(

& 00000000 03/66/2013 Dallas US  Test Request Recorded Open 2.5 USD  OutofStateTravel  00:(
| & 9000007393/06/2013 Dallas VS  Test Request Recorded Open | 1.56 USD (CulofStste Travel  99:(
| @& | 9990008103/64/2013 Dalias U5 BPP-COTestl RequestRecorded Open [ 0.56 USD  OulofStateTravel  00:(

&  0000008003/62/2013 Dallas Ui BPP-COTest  ReguestRecorded Open | 0.56 USD  OutofState Travel 091
|| [2]

=
(] () T [« +]

Tip | 1ot

| [ PRoS B[ sapancare (s | . [ = [off|

36.

Click on Delete button to Delete the Selected Trip Number. In this example Trip Number: 90000098
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| Title: Approver Reject the Travel Request and Site Travel Specialist Delete the Travel

Request
L Area: Travel Management

Business Process Procedure

Approver Reject the Travel Request and
Site Travel Specialist Delete the Travel

Transaction Code: PR05
Request

Delete Trip

III:’ Delete Trip

@ Do you want to delete trip 00900000987

37 +— Yes | N T
37.

Click on | Yes

| button to delete the Trip. In this example delete the Trip number 0090000098

Last Modified: 6/19/2013

38/41 Business Process Procedure



Title: Approver Reject the Travel Request and Site Travel Specialist Delete the Travel
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Business Process Procedure

Approver Reject the Travel Request and
Site Travel Specialist Delete the Travel Transaction Code: PR05
Request

Travel Expense Manager

i @ | ||l|| 1 |::;| '.;" -!_:'_i.. .'_'i | =] 5] II\:'-.Il.__|

Personnelti |_ [)FT Houry manty LAUSD

Marme Cenlral Office Travalar RégularPermanent DD-Office, Tachnical & _

Tip | 1ot

Stat Ctry

| & 2000600664/15/2813 Dallas US  SAPPHIRE ANN. RequestRecorded Open BE5.55 USD OutofStateTravel  09:([<]
| @ 9000608983/12/2013 Miami T3 WFMWMIWMDNH | 212,63 USD  OulofState Travel  89:([7]

| & 9000008303/10/2013 Houston  US  Outof State Test! Request Recorded Open .57 USD OulofStateTravel  00:(

| &  9090009003/68/2013 Dallas US  Test Request Recorded Open | 2.56 USD  OulofStateTravel  00:(

@  0006007503/08/2013 Dallas US  Test Request Recorded Open 1.56 USD OutofStateTravel  80:(

| @  9960008103/84/2013 Dallas US BPP-COTest!  RequestRecorded Open [ 8.56 USD OutofStateTravel  09:0

| & | 9000008903/62/2013 Dallas US BPP-COTest  RequestRecorded Open [ 9.56 USD  OutofState Travel  09:(
|| [2]
=

OD/m— 0 o

38 /€ The cument version of bip 0090000098 was deleted % | Pros 6| sapom-2te | s |

ril

38. The system displays message |_a The current version of trip 0090000098 was deleted
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Approver Reject the Travel Request and
Site Travel Specialist Delete the Travel Transaction Code: PR05
Request

Travel Expense Manager

Trip Edit Gobo Exras Emvironment fem Help A
wnla 1 AH SO DHE DDA B @
Travel EIDEI’IEE Manager
Tl 3| LR
CIZ OR8] [ rests | o ] | /D
Personnelido m EIFIH&I.I‘I';HII_: LALED
Mame Central Office Travelar RégularPermanant DD-0Office Tachnical & _
Stat_|Trip Impm g IC"! Iﬁunm % Seflemant Reimburse. Amount E Immmprm II‘IH
| | a8 B000H006 04715/2013 Dallas US SAPPHIRE ANM_ Request Recorded Open BE5.58 USD  Owd of State Travel 89 ([«]
= $B000689 83/12/2013 Miami US  SaPPHire Annual _Reguest Recorded Open 212.83 USD  Owd of Stale Travel ea:i[=]
& 90000088 03/10/2013 Houslon U5 Outof Sate Test! Reguest Recorded Open 8.57 USD  Owl of State Travel Bazl
& 00000000 03/68/2013 Dallas Us  Test Request Recorded Open 2.56 USD  Out of State Travel Be:(
| | o SH00G6TAB3/66/2013 Dallas US  Test Request Recorded Open 1.56 USD Ol of Stabe Travel L H
a $9000081 03/04/2013 Dallas Us BPP-COTesti ReguestRecorded Open 9.56 USD  Owl of State Travel L
& 90000080 03702/2013 Dallas Us BPP-CO Test Reguest Recorded Open 0.56 USD  Owd of State Travel U H
n =]
=
L] () e (<) (» ]
Tig | 1 of T
| L[ Pros Bl sapamezte (s | - | = [

39. Click on Enter button button G to display the list of Trips created for this Personnel Number/PERNR

Make sure the Deleted Trip does not appear in this list. In this example the Trip Number 90000098
does not appear in this list
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Title: Approver Reject the Travel Request and Site Travel Specialist Delete the Travel

Request
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Approver Reject the Travel Request and

Site Travel Specialist Delete the Travel

Transaction Code: PR05
Request

Result

You have Successfully Rejected and Deleted the Travel Expense Report.
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