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Request  
 
H E LPFUL H INTS  
 

• A zero dollar 

Create a new travel request. Enter the required information on the Request Header tab.  
 
Within the fields shown below, be sure to select Yes from the dropdown menu and enter the necessary details. 
 

 
 

Click . 
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If needed, attach information or verification for the reason for the trip by clicking on the Attachments dropdown 
menu and select Attach Documents. 

 

 
 
Browse for and upload the attachment. 
 

 
 

When finished, click . 
 

 


