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As an approver, you are responsible for reviewing and approving travel requests in
accordance with company policy. Please ensure approvals are completed within the
designated time frame to prevent fare increases or loss of seat availability. Below are
the available options for approving a trip.

1. Approval Via Email:

e An approval email will be sent to the relevant approver/s when approval is
required. The email will be sent from notifications@travelit.co.za.

e Selectthe hyperlink in the body of the email (Click here to Approve or Reject
booking) to be directed to the Approval inbox.

A\ This booking must be approved before the expiry date of 20/06/2025 22:00

Travellers:

Company: Trip Reference
252011F

Business Unit:

Trip Name: Test

Reason for Travel: Client Meeting
| Total (incl) Awaiting Approval (excludes exiras and fees): R 6545.14 / ZAR 6,545.14

Cost Centre Percent (%) Total . .
Cost Saving Hint:

Look out for Policy
001 - TWF Test | 100.00 % | ZAR 6,650.18 Breaches &
£ =Lowest price available Missed Savings

Click Here to Approve or
Reject
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o After clicking the link in the email, the approval inbox shown below will open. All
relevant trip details and cost information will be displayed for your review.
e Any missed savings & policy breaches will be indicated if applicable.

Request for Authorisation

Employee’s. Corme Du Plessis

Request x

Appeoval Expiy Dale Monday, 23 June 2026 by 09:35
Noes to Approver

Reference Number  B155016

JNB 19853.61
Car - Avis Car Rental South Africa

Car Descriplion: Group B - Volkswagen Polo Vivo or similar
Pickup. Avis OR Tambo A

Pickup: Tuesday, 05 Jugust 2025 2 06,00

[rop Off Friday, 08 August 2025 at 1600

—
Foe - Domastic PNR Fee - PNR Fee (Du Plessis Come Mr) 6500

©
Fee - Domestic Car per Secor Fee (Du Plessis Come Mr) Offine Single Sector 1/0 1001
Waiting for Approval

-

Total Cost Incl:  ZAR 2 028 62

(T

‘Super Approve All
IRequest Details Requester Details.
s Roguest: Sl Visit Corne Lubbe
o Thursday, 19 June 2025 at 15 51 |Requester +27 083 1231234
ousiness ni comeigtht 0.3
oicy Oroup
Ftart Date Cost Centre Allocation Percentage Amount]
Era Date: 001 (TWE Test 100.00% 1638.59)
prumoer of Days
pramoer of ights: 2 Naghts

e The approver can select the approve or reject icon to approve or reject the trip.

Request Waiting for Approval

B Show Escalation

Group Waiting for Approval

Cost Center Con;e Lubbe
comel@twicoza
001 +27831231234

Waiting for Approval

Group: Come Lubbe
Limit: 0.01 M Approve

Meed 1 Approver

Escalate to Mext Group

Add Super User: User Not Sat
Add Super Approver: User Mot Set

Add Super Approver Group: Group Mot Set

e EE e
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e The approver can access any attached documents by selecting the attachments
icon at the bottom of the page.

View Attachments X
Attachment Name Type View
Itinerary -pdf View
Travel Approval Autharisation Form F55FBS3 .pdf View
Availability Quote 37abaeeb pdf View

Back

e Ifthetripisrejected, the system will prompt you to provide a reason before
proceeding.

Reject Reason

Reject Reason®

A
[as]
18]
1
T
oo
I
=1
)
)
(Fp)
fas)
s ]
—

yector Reject Only

=)
L
D

e The below confirmation message will display after approval or rejection of the
trip.

Request Reference F55FB53 (TEST) for Corne Du Plessis has been Super Approved.

| View in Trip Manager |
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Travel documents will issue automatically after approval to both the booker and the
traveller. If the trip is rejected, the requestor will be notified via email.

2. Approval via SMS

- SMS approval requests will be sent only to the relevant approver(s) when action
is required.

- Each SMSis unique and linked to a specific trip and can be used only once.

- The SMS will contain a link to view the reservation awaiting approval.

- Torespond, simply reply with Y (to approve) or N (to reject).

- Standard SMS and data rates apply.

- Note: Do not include any comments or reasons in your reply, as this will cause
the SMS to fail.

Texting with +279600001801614 (SMS/MMS)

Approval for travel on 12 June
2024 for Ms Mary Poppins,Ref:
D100BEC. View click https:/tvlit
.c0/?2404BOED12, Reply Y or

N

C

Tap to load preview

e Ensure that you receive an acknowledgment SMS that your response has been
received.

Successfully received response
for D1OOBEC. 1 workflows still
requires your attention

_________________________________________________________________________________________|
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e Ifyou prefer, you cantap the link in the SMS to open the approval inbox on your
phone. The trip details, including relevant costs, will be displayed. Simply select
the Approve or Rejecticon to action.

Request for Authorisation

Employee/s Jason Classen

Request: X

Approval Expiry Date: Sunday, 22 June 2025 by 16:53
Notes to Approver:

Reference Number:  7C06692

- 7 Total

Waiting Approval Details
Incl.
JNB 594.00
Car - Bluu Car Rental
Car Description: Group B - Toyota Starlet or Similar
Pickup: Bluu Car Rental O.R.Tambo Int. Airport
Pickup: Tuesday, 22 July 2025 at 08:00
Drop Off: Thursday, 24 July 2025 at 16:00
2 In Policy

Waiting for Approval V]

Fee - Domestic Car per Sector Fee (Classen Jason Mr) 10.01
Offline Single Sector 1/0

Waiting for Approval -
Fee - Domestic PNR Fee - PNR Fee (Classen Jason 65.00
Mr)

Waiting for Approval o

Total Cost Incl: ZAR 669.01
m Approve

Request Details
Reason for Request:  Site Visit

Request Date Thursday, 19 June 2025 at 16:53
Business Unit:

Policy Group: Standard Policy

Start Date: Tuesday, 22 July 2025

End Date: Thursday, 24 July 2025

Number of Days: 3 Days

Number of Nights: 2 Nights

Requester Details
Corne Lubbe
Requester. +27 083 2767735
cornel@twf.co.za

Cost Centre Allocation Percentage  Amount
001 (TWF Test) 100.00% 669.01

Request Waiting for Approval

@ Show Escalation

Group Waiting for
Approval
Corne Lubbe

Cost Center comel@twl.co.za
001 +21832767735

Waiting for Approval

Group: Corne Lubbe @ -

Need 1 Approver

Escalate to Next Group
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e The approver can access any attached documents by selecting the attachments
icon at the bottom of the page.

Add Super User: User Not Set

Add Super Approver: User Not Set

Add Super Approver Group: Group Not Set

Travel documents will issue automatically after approval to both the booker and the
traveller. If the trip is rejected, the requestor will be notified via email.

3.0nline AV8R Approval

e Loginto AV8R.

e Onthe home page select the Travel Approval Inbox icon to view any pending
approvals.

A E=2) A
Book ONLINE LocAL QuT oF OFFICE My PROFILE TRAVEL APPROVAL
AND INTERNATIONAL INBOX

APPROVAL MANUAL 7
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e The list of trips awaiting approval from the approver sighed into AV8R will display.

e Open the trip by selecting the Waiting for approval icon.

FAppmverSearm I

Approver: *| Comne Lubbe

Status Pending - Waiting for Approval or [ v
Tiips Future Trips Only ~

@, Cost Center Search

|

@, Vendor Search

First Travel Date Traveller{s) Trip Details
¥ Tuesday, 05 August 2025 Corne Du Plessis Company:
Business Unit
Trip Reference Booker Come Lubbe
8155016 Dite G160 il e e
Trip Name: x
Waiting for approval ?
e Selectthe Approvalicon to open the approval inbox.
First Travel Date Traveller(s) Trip Details
t Tuesday, 05 August 2025 Come Du Plessis Company.
Business Unit:
Trip Reference Booker. Come Lubbe:
B135016 Dale Crealed:  Friday, 20 June 2025 @ 09:35
Trip Name: x
Waiting for approval ?

ocality: Local

001 TWF Test 100.00°
fettlement Card: 51877372488 Travel Doc’s & Invoices
Fooker [i] Come Lubbe

lavetiers x1 Z Corne Du Plessis MNew Consultant 'Chat) ﬂCumors{e Policy_Notes | Trip Statement

¥ Show Booking Information & Email Logs |
Sector Vendor Description po# Ticket# PO Value Status
¥ Car Avis Car Rental South Africa - Volkswagen Polo Vivo or similar (Group B) 1,953.61 Waiting Approval 2

1 Tuesday, 05 August 2025 (08:00)
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o Inside the approvalinbox the trip details with all relevant services & cost will
display

e Missed savings & out of policy services will be indicated if applicable.

e Select the approve or reject icon to approve or reject the trip.

Request for Authorisation

Smployeers: Comne Du Plessis

2equest Test

“pproval Expiry Date Monday, 23 June 2025 by 11:29
Notes 1o Approver

Reference Number.  FSBA3MF

JNB 2046.74

Car - Avis Car Rental South Africa
Car Description: Group D - Polo Viv Auto or Similar
Piciup: Avis OR Tambo Airporl

AR T i
[ Gutot Foicy.  Polcy Breach Reason Aulomai venice Requirea

TS ©
Fee - Domestic PNR Fee - PNR Fee (Du Plessis Come Mr) 65.00]
Waiting for Appraval -
Fee - Domestic Car per Sector Fee (Du Plessis Cone Mr) Offline Single Sector 1/0 1001
Waiting for Appraval -

Total Cost Incl:  ZAR 2 121.75|

L

Request Details Requester Details

Reason for Request  Site Visit Corne Lubbe

Request Dae: Friday. 20 June 2025 al 1129 Requester +27 083 2767735

BUSINESS Linit

Policy Group: .

Start Liate. Wednesday. 20 August 2025 Cost Centre Allocation Percentage Amount
End Date: Friday, 22 August 2025 (001 (TWF Test) 100.00% 2 m.ﬂ
Numberof Days: 3 Days

Numger of Nigns: 2 Nights

Request Waiting for Approval

@ Show Escalation

Group Waiting for Approval

Cost Center Corne Lubbe
comel@twf.coza

(K)1 +27832787735

Waiting for Approval

Group: Come Lubbe

MNeed 1 Approver

Escalate to Next Group

Add Super User: User Not Set
Add Super Approver: User Not Set

Add Super Approver Group: Group Mot Set

Travel documents will issue automatically after approval to both the booker and the
traveller. If the trip is rejected, the requestor will be notified via email.
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4.Set Up Out of Office

e As an approver, please ensure you delegate your approval rights while you are
away or on leave.
e Todothis, loginto AV8R and select the Out of Office icon on the landing page.

Note: The Out of Office icon is only visible to users with approver access.

— o
B XD a&n

Book ONLINE LocAL TrIP MANAGER FOR MY TRAVEL REQUEST FORM OuTt oF OFFICE

AND INTERNATIONAL BOOKINGS 20

e Search for the applicable substitute approve by typing their name and select
from the dropdown list.
Note: Only users with approval rights will display.

U] out of Office On / OFf

Substitute Approver:

(garry! X]
[Darryl Christian Fredrich Desmarais (darryld@wicoza) |
First Day: x

Last Day: x

_________________________________________________________________________________________|
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e Selectthe dates for first & last day from the calender.

U] out of Office On / OFf

Substitute Approver:
Darryl Christian Fredrich Desmarais (damyld@twf.co.za) %

First Day- x

Last Day: Jun v 2025 - July 2025

Su Mo Tu We Th Fr Sa sy Mo Tu We Th Fr Sa
1 2 3 4 5 6 7 1 2 3 4 5
8 9 10 1 12 13 14 6 7 8 9 10 11 412

15 16 17 18 19 20 21 13 14 15 16 17 18 19

22 23 24 25 26 27 28 20 21 22 23 24 25 26
29 30 27 28 29 30 AN

Today Close

e Ensure to select the out of office on/off box at the top.
e Selectthe update icon to activate.

® out of Office On / OFf

Substitute Approver:
Darryl Christian Fredrich Desmarais (damyld@twf.co.za) %

First Day: 20250707 X [}
Last Day: 20250710 x [

All trips will be escalated to the Substitute Approver during the dates specified.
The approval will auto reroute to you after the dates have expired.
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