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Update and adjust a certified travel claim

Display the Domestic Travel Claim

® Select Travel Expense tile

® Locate and open the claim

® Select Reopen

® Enter the reason for the
adjustment

® Select Proceed

® Adjust the claim details

® Attach any additional
documents

® Select Save

® Read and acceptthe Terms
and Conditions

® Parliamentarians Certify
the claim, or

® MoP(s) Act employees
Submit to another person
to certify
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2 Reopen the Claim

/1 Re-open Claim

The claim will be recalled and certification is required.

*Comments ‘

Enter comments here

Please nete: if the claim invoice is not paid, then this claim will result in cancelling the non-paid invoice and will need to go through the verification

process to claim the adjusted amount.
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3 Update the Domestic Travel Claim

Expense Details (1)

Date of Expense Item Number Expense Type Invoice Number

06/06/2022 - 06/06/2022 1 Regulated Ridesharing

BRZE

Additional Attachments (1) ( +
| Ae  Acquittal 20220.pdf .
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