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2 Click "Dashboard"

3 Click "Disclosures"
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4 Click "My Travel"

5 Do not use this Upper area to fill in new Travel. This is simply for searching. If
you'd like to start a new Foreign Travel disclosure, please use the Add Travel
button.
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6 Click this field.

7 Type "american society for micro"
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8 Click "American Society For Microbiol"

9 Insight should already know the entity and will answer the questions regarding
the the entity.
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10 Click the "Yes" field.

11 Click the "Please describe the Outside Entity's primary business:*" field.
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12 Type "Society for microbiology"

13 Click the "You" field.
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14 Click "Select..."

15 Click "Conference"



Made with Scribe - https://scribehow.com 9

16 Click here.

17 Click this field.
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18 Type "India"

19 Click this field.
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20 Type "Bengaluru"

21 Click the "Amount Paid by Outside Entity (optional):*" field.



Made with Scribe - https://scribehow.com 12

22 Click the "Name of the conference, symposium or other forum*" field.

23 Type "ASM GRS Bengaluru"
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24 Click the "Yes" field.

25 Click the "Please provide the approximate reimbursement you were provided*"
field.
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26 Click the "Yes" field.

27 Click the "Please provide the approximate value of the prepaid travel*" field.
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28 Click "select files from computer"

29 Click the "No" field.
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30 Click the "No" field.

31 Click the "No" field.
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32 Click the "Yes" field.

33 Click the "What equipment, material, data, or software you plan to take?*" field.
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34 Type "Emory loaner laptop"

35 Click the "Yes" field.
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36 Click the "Please describe*" field.

37 Type "Not related to awards"
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38 Click the "No" field.

39 Click "Save"
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40 Click "Submit"




