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I have made a mistake with my mileage claim and entered incorrect journey and should have
entered more/less, how do I rectify this?

Click on the travel claim and click edit (full screen). Click into the mileage and enter the correct
mileage rate and click save. The approver will receive the request. If approved it will be transferred to
pay and the difference between the original mileage we be paid/deducted. You can do this even if the 
claim was approved by the manager.
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