= Request Selection (PSD NLON CT)

UzerlD: SYSTEM For Dfficial Use Dnly
Block Na. Ir.gﬂi.?r.l[ﬂ Block Type IF ettlement Block Status I Aszzigned to Exammer
Select Request(s)
Mumber of Requests: | 1

* Request requires audt

TOND/S0M ape
MASSIVETRAVELER Marmal

TOND/SDN
3

[ oo | [viewhodiy | [ mew ]

[ ower | [ PotBiock Ticket | [skeleton Request] [ PintReques) | | Done | [ He |
£
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Enter and save the first claim. This claim willds=d as a skeleton for the
remaining claims. Located in the center at thédootof the screen is the button

Skeleton Request. To begin the process click &kelRequest Button.

= Massive Multiple Travelers

WindowsIATS
¥ou are ahout to use the selected skelston to subomaticaly create a large number of requests,

Please make sure that the skeleton has all the required information including such things as
accounting, itinerary, and reimbursables before you conbinue.
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You will receive a warning message that you araiabmuse the skeleton to
automatically create a large number of requestshat is what you want to do

click the OK button.
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Enter the SSN/ID identifying thiz traveler 4

Enter the social security number (SSN). You c&ok@&ame TONO if everyone
has the same order number, otherwise after entdren§SN you would enter the
order number. Once all the SSN'’s and order nusnbave been entered click the
button Create Requests.
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WARNING: You are about to automatically create 4 requests,
Please make sure thak you have imported an image to attach to all the new requests

and that the skelston is complete before you continue,
Are you sure you want bo continue?
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The skeleton request will be created from theahilaim. Click the Done button
to return to the block where you can finish processhe claims.
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‘Select request you wish to work with or select a (New> request

You must Modify each of the LOGGED claims to com@lhem. These claims
already have the itinerary entered and saved. Wilblbe able to edit each claim
as necessary.



Click on a LOGGED claim then click on the View/Mégdbutton. You will see
a warning message indicating you must verify ifpuentittements that are
flagged as unvalidated. Click the OK button.

On the Entitlement Tab, click the View/Modify buttto validate the data.



Make any necessary changes and add any additiotidments that are claimed.
Click the OK button once all the changes have legered.

If something was changed in the itinerary, oncs théssage prompt appears
answer YES. If no changes were made you can ans@er



Change accounting if necessary or leave it asiitialiclaim was entered. Enter
any remarks, otherwise click OK to finish the claamd go onto the next claim.
Continue until you have modified all the claims draVe finished this block.



