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1. 

Click the Salary Travel Per Diem link. 

 
2. 

Click the Maintain/Approve link. 

 
3. 

Click the Salary Travel link. 

 
4. 

Verify that your Business Unit number defaults in the Business Unit field. 

 
5. 

The current fiscal year defaults in the Fiscal Year field. 
Note: You can view prior year information by changing this value. 

 
6. 

To access a data record use the EmpID or Name field or click Search to get a list. 

 
7. 

Enter the appropriate information into the Name (last name first) or EMPID field. 
 
Note: The name field is not case-sensitive. 

 
8. 

Click the Search button. 

 
9. 

The record is retrieved. The expenses have been researched and it is determined that the 
charges pertain to one of your agencies attached entities. 

 
10. 

Click in the Related BU field and Enter the appropriate value; or use the look-up icon to 
access a list, Select appropriate value. 

 
(Note: This data is needed and required for reporting attached agency data separately 
for DOAA purposes. It is the agencies responsibility to ensure the Related BU update is 
appropriately made before the final approval of Salary and Travel data.) 
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11. The record is reviewed; there are no other items to be addressed.   

12. Save the record.   

13. You have successfully completed the Review and Edit Salary and Travel Data topic. 
End of Procedure. 

  

 


