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RETURN A VOUCHER TO BE CORRECTED

1. From the Travel Express main menu, click Approver Menu, and then click
Approve/Disapprove a Voucher.

Click the Status drop-down menu and select the status that the voucher is in.
Click the Level field and press DEL or back space to make the field blank.
Click Find.

Click Select next to the voucher.

Click the Choose One drop down menu and select Return to traveler or Return
to coder.

= A Fiscal Coder cannot change the Amount on a line item. This would have to be
changed on the voucher. Choose Return to traveler to change the Amount on
the voucher.

7. Enter comments in the Comments field to explain the reason for the return. Do not
use special characters or symbols, including &, *, “, <, and \.

8. Click Submit.
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