Table of Contents

CHAPTER 1: OVERVIEW/GETTING STARTED .......... ... 1-1
1.1 What is the Purpose of thisManual? ................................ 1-1
1.2 Who Should Use ThisManual?. . ......... ... .. ... . . ... . ... ... ..... 1-1
1.3 Whatisthe GovTrip System? . .. ....... .. ... .. . . 1-1
1.3.1)Introduction. . . . ... 1-1
1.8 2 JFeatures. . .. ... e 1-2
1.4 Benefits of GovTrip to the Federal Travelers—Quicker/Easier/Better .. ... .. 1-3
1.4.1 )Federal Travelers (FT) and Federal Travel Preparers (FTP) are able to: .. 1-3
1.4.2 )Approving Officials/Certifying Officials are ableto: ................... 1-3
1.4.3 )JFATAs (Federal Agency Travel Administrators) are ableto: ............ 1-3
1.5 GovTrip Overall Architecture. . . ......... ... . ... . . . . .. . . . . . .. 1-3
1.6 GovTrip Architecture. . .. ... ... . .. . 14
1.7 Federal Travelers Process. . . ... . i 1-4
1.7.1 )Connected Federal Traveler. . . .. ... ... ... . . . . . . . ... 1-4
1.7.2 )Unconnected Federal Traveler. . .. ... ... ... . . . . ... 1-5
1.8 Training RESOUICES. . . . ... e e 1-5
1.8.1 )Classroom Training Materials. . . . . ... ... ... . . i .. 1-5
1.8.2)GovTrip Web Portal—Training. . . .......... . 1-7
1.8.3 )GovTrip Web Portal Training Section Information .. .................. 1-7
1.8.4 )Web-Based Training. . . . ... ... 1-7
1.8.5 )GovTrip Implementation Process. . . ......... ... .. ... ... ... ... .... 1-9
1.8.6 Helpin GOVTrip ... .o e 1-9
1.8.7 )GovTripHelp Desk. . . . ... 1-9
CHAPTER 2: AUTHORIZATION . . ... e aaneeeenee s 21
2.1 LOgiN . oo 2-1
2.2 Creating an Authorization . . . ... .. . .. 2-1
2.3 Preparingan ltinerary . .. ... 2-3
2.3.1 )Entering Basic Itinerary Information. .. ............ ... .. ... .. .. ... 2-3
2.4 Travel . ... 2-12
241 Add Air Travel. . .. ... 2-12
2.4.2)Add Lodging. . . ..o 2-17
243 )Rental Car . ... 2-23
244 Rail Travel . ... .. 2-27
2.4.5 )Other Ticketed Transportation . . . ........ ... ... . . . . ... 2-28
2.5 EXPenses . ... ... e 2-29
2.5.1 )Non-Mileage EXpenses . .. ... 2-29
2.5.2 )Mileage EXPENSES . . . ... i 2-31

GovTrip Version 1.0.9.9, Document Processing Manual 00562-2.0, Version 2.0, Updated 2/2/07 Page i

NGMS Copyright © 2003-2004. All Rights Reserved.
This document is controlled and maintained on the www.govtrip.com website. Printed copies may be obsolete.
Please check revision currency on web prior to use.



Table of Contents

Table of Contents (Continued)

2.6 Table of Official Distances (TOD) . ... ... .. 2-32
2.7 ReceiptsImaging . ......... . 2-32
2.8 Selecting Accounting Codes. . ... ... ... 2-37
2.8.1 )Selecting Multiple AccountingCodes. . . .......................... 2-37
2.9 Additional Options. . . ... . 2-38
2.9 ) Profile. . ... 2-38
29.2 )PerDiem Entitlements . . . . ... 2-41
2.9.3 ) Scheduled Partial Payments. . . . ........... ... .. . .. 2-43
2.9.4 )AdVanCeS . . . ... 2-43
210 ReVIEW/SIgN . . . 2-44
210 1)Preview Trip ... 2-44
210.2)Pre-Audit Trip . ... 2-45
2.10.3)Other Authorizations . . .. ....... ... ... 2-46
2.10.4)Digital Signature . . ......... . . .. 2-48
210.5)Trip Compare . ... e 2-48
2.10.6)Adjusting an Authorization. . . ........ ... ... 2-50
CHAPTER 3: GROUP AUTHORIZATION ....... ... i iieeeeenenns 31
3.1 Creating a GAUTH/Travel Order Document........................... 3-1
3.2 Entering Group ltinerary Information. . . ......... ... ... ... ... ... .. ... 3-4
3.2.1 )ltinerary—Per Diem Locations . . . . ....... ... . ... .. . . ... 3-5
3.2.2 )Group Ticketed Transportation. . . . ............. ... ... ... . ...... 3-6
3.3 Adding/Updating Expenses. . . ... ... 3-7
3.3.1 )Non-Mileage EXpenses .. .......... i 3-7
3.3.2 )Mileage EXpenses . ... ... 3-8
3.4 ReceiptsImaging . ... ... 3-9
3.5 Selecting Accounting Codes. . ... ... .. 3-9
3.5.1 )Selecting Multiple AccountingCodes. . . ........... ... ... .......... 3-9
3.6 Additional Options. . ... ... . . 3-9
3.7 PerDiem Entitlements .. ....... . ... ... .. 3-11
3.7.1 )Update Per Diem Entitlements. .. ......... ... ... .. ... . ... .. 3-12
3.8 Scheduled Partial Payments. . . ............ ... ... . . .. 3-14
3.9 AAVANCES . ... 3-14
310 ReVIEW/SIgN . . . 3-15
3.10.1)Distributions. . . . . ... ... 3-15
310.2)Preview Trip . ..o oot 3-17
3.10.3)Pre-Audit Trip . ..o oo 3-18
3.10.4)Other Authorizations . . . ... ... . 3-19
3.10.5)Digital Signature . . ... .. .. 3-20
3.10.6)Trip Compare . ... 3-20
Page ii GovTrip Version 1.0.9.9, Document Processing Manual 00562-2.0, Version 2.0, Updated 2/2/07

NGMS Copyright © 2003-2004. All Rights Reserved.
This document is controlled and maintained on the www.govtrip.com website. Printed copies may be obsolete.
Please check revision currency on web prior to use.



Table of Contents

Table of Contents (Continued)

CHAPTER 4: VOUCHER . ... .. i e aaanneanees 41
4.1 LOgiN. . 4-1
4.2 Creating a Voucher from Authorization. .. ............... ... ... ....... 4-1
4.3 Other Options in the Voucher from Authorization Window . .. ............. 4-2
4.4 Review/Update Itinerary . . ... ... . . . . 4-2

4.4.1 )Updating ltinerary Information .. ........... ... ... ... ... . . ... ... 4-2
4.4.2 )ltinerary—Per Diem Locations . . .. ......... ... ... ... ... L 4-4
4.5 Travel . ... 4-6
451 )Update Air Travel . . ... e 4-6
4.5.2)Update Lodging . . . ... oo 4-7
453 )Update Rental Car. . ......... .. . . e 4-8
454 )Update Rail Travel . . ......... . . . . 4-8
4.6 Update Other Ticketed Transportation .. ............................ 4-10
4.7 Update EXpenses . .. .. .. e 4-11
4.7.1 ) Update Non-Mileage Expenses. . .. ........... .. ... 4-11
4.7.2 )Update Mileage Expenses . . . . ... ... ... 4-12
4.7.3 )Table of Official Distances (TOD). . . ... ... .. 4-12
4.8 ReceiptsImaging . ... 4-13
4.9 Updating Accounting Codes . . .. ... .. i 4-13
4.9.1 )Changing Accounting Code on Voucher (if applicable) .. ............. 4-14
4.9.2 )Update Multiple AccountingCodes .. ........... ... ... ... .. 4-14
4.10 Additional Options . . ... ... 4-14
411 PerDiemEntitlements . . . . ... .. . . 4-16
4.11.1)Update Per Diem Entitlements . . ............ ... ... . ... ... .... 4-16
412 PaymentTotals . ........ ... 4-18
4.13 Schedule Partial Paymentsand Advances .......................... 4-19
414 ReVIEW/SigN . . ..o 4-19
A A4 )Preview Trip . ... 4-20
414.2)Pre-Audit Trip . ... 4-20
4.14.3)Other Authorizations . . . ........ .. .. .. . . . . . .. 4-21
414 4)Digital Signature . . . ... .. 4-22
4A4.5)Trip COmMPare . .. ...t 4-22
415 InterimVouchers . ... ... . . .. 4-24
4.15.1)Create an Interim Voucher . ....... ... ... ... ... .. . .. ... ... 4-25

CHAPTER 5: LOCALVOUCHER . ........ .. i e e eeaaeens 5-1
5.1 Creating a Local Voucher (LV) Document ............................ 5-1
5.2 Local VoucherDate. . . ... .. 5-1
5.3 Adding/Updating EXpenses. . . ... .. e 5-1

5.3.1 )Adding a Non-Mileage Expense. . . ......... . . . ... 5-1
5.3.2 )Adding a Mileage Expense. . . ... ... 5-2
GovTrip Version 1.0.9.9, Document Processing Manual 00562-2.0, Version 2.0, Updated 2/2/07 Page iii

NGMS Copyright © 2003-2004. All Rights Reserved.
This document is controlled and maintained on the www.govtrip.com website. Printed copies may be obsolete.
Please check revision currency on web prior to use.



Table of Contents

Table of Contents (Continued)

54 ReceiptsImaging . ... ... ... e 5-3
5.5 Addingan AccountingCode . . ... ... ... .. 5-3
5.5.1 )Selecting Multiple AccountingCodes. . . ......... .. ... .. .. ... 5-4
5.6 Allocate EXpenses. . ... ... 54
5.7 Additional Options. . . ... . 5-5
5.7.1 )ComMmMeENts ... ... 5-5
572 )PaymentTotals . ...... ... ... . . . . 5-5
5.7.3 )Profile. ... 5-6
5.8 RevVieW/Sign . . ... 5-6
5.8 PreVIEW. . . . 5-6
5.8.2 )Pre-Audit ... ... 5-6
5.8.3 )Digital Signature. . . ... ... 5-7
CHAPTER 6: ROUTE & REVIEW . . ... .. e eeeeeee s 6-1
6.1 ProCess . ... 6-1
6.2 Document List. . ... 6-1
6.3 RoUte/SIgN . . .. 6-2
6.4 DocumentDetails . . ........ . 6-2
6.5 Adjustments . ... .. 6-2
6.6 Digital Signature . .. ... .. .. 6-3
6.7 Route & Review of a Group Authorization ............................ 6-4
B.8 SetUp. .. .o e 6-4
6.8.1 )Delegate Authority . . .. ... ... 6-4
8.9 Print. . .. 6-5
CHAPTER 7: AMENDING AN AUTHORIZATION AFTER APPROVAL ......... 71
7.1 Creating an Authorization Amendment. . ........ ... ... ... ... .. ....... 7-1
7.2 Amending ltinerary . .. ... ... e 7-1
7.3 PerDiem Locations. . . ........ . 7-1
7.4 AirTravel. . ... e 7-2
7.5 Lodging . . ..o e 7-2
7.6 Rental Car. . ... 7-2
7.7 Rail .. 7-2
7.8 Ticketed Transportation . .......... ... ... ... . . . . 7-3
7.9 EXPENSES . ... . 7-3
7.91)Non-Mileage . .. ... 7-3
792 )Mileage. . .. ..o 7-3
7A0 ACCOUNTING . . . . 7-4
7.11 Additional Options . ... ... .. 7-4
Page iv GovTrip Version 1.0.9.9, Document Processing Manual 00562-2.0, Version 2.0, Updated 2/2/07

NGMS Copyright © 2003-2004. All Rights Reserved.
This document is controlled and maintained on the www.govtrip.com website. Printed copies may be obsolete.
Please check revision currency on web prior to use.



Table of Contents

Table of Contents (Continued)

T A2 ReVIEW/SIgN . . .

APPENDIX A:
APPENDIX B:
APPENDIX C:
APPENDIX D:
APPENDIX E:
APPENDIX F:
APPENDIX G:

ACrONYMS . . . i it i i et s snasnnnnsnnsnsnnsnnnnnnnnnss
Definitions . ........ciciiriinnrennennrnnnsnnnsnnnns
SponsoredTravel ..........cccovevrnnnnnnnsnnnnnnns
TroubleshootingGuide ........... vt enrtennnnanss
email notifications ............... . i i
GOVTRIP STAMPS AND DEFINITIONS .........ccuuuunn
Pre-auditflags ..........ciiiiiiiiiinanrenrnnnnnns

GovTrip Version 1.0.9.9, Document Processing Manual 00562-2.0, Version 2.0, Updated 2/2/07

Page v

NGMS Copyright © 2003-2004. All Rights Reserved.

This document is controlled and maintained on the www.govtrip.com website. Printed copies may be obsolete.

Please check revision currency on web prior to use.



Table of Contents

THIS PAGE
INTENTIONALLY
LEFT BLANK.

Page vi GovTrip Version 1.0.9.9, Document Processing Manual 00562-2.0, Version 2.0, Updated 2/2/07
NGMS Copyright © 2003-2004. All Rights Reserved.

This document is controlled and maintained on the www.govtrip.com website. Printed copies may be obsolete.
Please check revision currency on web prior to use.




CHAPTER 1: OVERVIEW/GETTING STARTED

This chapter:

* Explains the purpose of the Document Processing Manual
*  Provides an overview of the GovTrip system

*  Describes the GovTrip Training Materials and Media

* Introduces the GovTrip Help Desk Information

»  Explains how to gain access to the GovTrip Website

1.1 What is the Purpose of this Manual?

This manual provides a “how to” approach to training on GovTrip. Updates to this manual will be available
on the GovTrip Web Portal:

www.GovTrip.com

1.2 Who Should Use This Manual?

This manual provides Federal Travelers (FTs), Federal Travel Preparers (FTPs), Approving Officials
(AOs), and Federal Financial Travel Approvers (FFTAs) with step-by-step training instructions for using
GovTrip.

1.3 What is the GovTrip System?

1.3.1 Introduction

GovTrip is a large, complex, distributed computing system that provides federal travelers with com-
pletely automated travel planning and reimbursement capabilities. Federal travelers using GovTrip are
able to generate travel authorizations, make trip reservations, and route travel requests for approval, all
from their desktop workstations. The system is paperless and allows for the electronic submission of
documents. When the trip is complete, the federal traveler files a voucher that is electronically routed
for approval and sent to the Agency’s Finance and Accounting Department. An electronic funds
transfer or a check from that Finance and Accounting Department to the traveler completes the
process.

GovTrip consists of travel software that has added interfaces to many other systems, which allow the
federal traveler to make airline, lodging, rail, and rental car reservations. Federal Travelers can access
the application through the GovTrip Web Portal located at www.GovTrip.com (Figure 1-1). All of the
acronyms and appendices referenced in this document are available on the GovTrip Web Portal under
Training and Training Manuals.
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Figure 1-1: GovTrip Web Portal Window

When fully deployed, GovTrip will serve approximately 3 million Federal Travelers.

1.3.2 Features

GovTrip software provides full functionality, accessibility, scalability, supportability, and security
when processing trip requests and travel vouchers. Federal travelers using GovTrip can easily check
for information on airline, hotel, car rental, and rail availability, and gain all the details necessary to
plan a trip.

Real-time availability for air, lodging, and rental cars is built into GovTrip to provide easy accessibility
to commercial travel service information. GovTrip meets the major functional requirements of the
federal government and serves the needs of all users, including FTs, FTPs, AOs, FFTAs, the Travel
Management Center (TMC), Transportation Officers (TOs), and Disbursing Officers (DOs).
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1.4 Benefits of GovTrip to the Federal Travelers—Quicker/Easier/Better

1.4.1 Federal Travelers (FT) and Federal Travel Preparers (FTP) are able to:

* Input and update travel documents at their workstations

»  Update travel preferences in a personal profile

e Use GovTrip information to prepare a voucher

* Input and digitally sign actual trip information

*  Determine the status of an authorization or voucher from authorization at anytime
* Receive travel reimbursements faster

1.4.2 Approving Officials/Certifying Officials are able to:

*  Preview, review, and approve authorizations and vouchers

* Cancel an authorization

e Return a travel document to a traveler for changes/corrections
« Edit travel documents for a traveler

* Delegate and revoke signature authority

*  Certify funds available

1.4.3 FATASs (Federal Agency Travel Administrators) are able to:

» Establish document routing based on organization and type of action
e Track the obligation and expenditure of travel funds

e Automatically verify compliance with travel policy

* Electronically approve travel claims

*  Perform all administrative setup functions necessary to use GovTrip

1.5 GovTrip Overall Architecture

GovTrip overall architecture provides for:

* Establishment of the Central Data Center (CDC) to manage and operate GovTrip and provide access
seven days a week, 24 hours a day. This center is based in Fairfax, Virginia.

* Use of the existing Federal Government communication infrastructure, the internet. The travelers,
approving officials and GovTrip TA personnel will gain access into GovTrip via the internet through
their local area networks.

* Interfacing with several other Federal Government systems, such as Federal Government Archive and
the Federal Government Accounting and Disbursing Systems.

e Use of multipe Travel Management Centers (TMC).
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1.6 GovTrip Architecture

The various components of the GovTrip architecture and how they are integrated is as follows:

e GovTrip is an enterprise-level solution based on the most widely used COTS software in Government
today. The GovTrip solution is proven, functional, accessible, COTS-based, plug and play, scalable,
secure, deployable and supportable.

* To handle the high volume of Federal Government travel transactions and query requirements, the
CDC runs on dual, redundant Sun 4800 cluster servers with an Oracle database.

*  The Passenger Name Record (PNR) Gateway provides a fully automated interface with each of the
Global Distribution Systems (GDS) so travel agents can receive and work the federal traveler’s trip
request in their current airline reservation system.

*  The GDS connection also gives federal travelers the opportunity to use the GovTrip to obtain live air,
hotel, and rental car information from the GDS.

*  GovTrip has multimode interaction. The system is designed to run from a web browser using existing
LAN and internet connections.

*  GovTrip is protected by redundant secure gateways that control all access to GovTrip resources and
data. All GovTrip federal travelers must identify and authenticate themselves to the system using a
username and password combination before the secure gateway will grant them access to any system
resources. The secure gateways also establish an encrypted tunnel to the user’s/traveler’s workstation
for each federal traveler session, ensuring that sensitive federal traveler information is protected as it
transits the network. The secure gateways also provide the capability to validate signatures on digitally
signed travel documents, ensuring their authenticity and integrity.

1.7 Federal Traveler’s Process

1.7.1 Connected Federal Traveler

Trip Planning: The Federal Traveler (FT)/Federal Travel Preparer (FTP) having internet access logs
on to the GovTrip system using a strong user ID and password. The Federal Traveler completes a trip
itinerary, which builds the travel authorization request for routing to his assigned AO for approval.To
make specific arrangements, the federal traveler selects the Reservation Module; then selects air/hotel/
rental/rail arrangements; enters the departure and arrival information for the itinerary; and enters the
specific arrangement request in the comments window.The major steps for this process, after login and
initiation of a new document, are:

1. Search Availability. Govtrip is a live booking system. Federal traveler searches for one-way or
round-trip airfare. Flight availability is based on arrival and departure airports, one-way or round
trip flights, times, and dates. Traveler selects flights and the reservations are placed on hold. Fol-
lowing similar procedures for other flight segments, hotel, rail, and rental car, the federal traveler
completes the estimated “should cost” of the authorization.

2. Federal Traveler Submits. The federal traveler routes the request with trip “estimated cost” by
stamping the document SIGNED.

3. Routing. GovTrip automatically routes the request to the servicing TMC via the Passenger Name
Record (PNR)-Gateway. The PNR-Gateway converts the information from GovTrip format to the
PNR-Gateway format for the TMC’s GDS and places the PNR in the TMC’s inbound queue.

4. TMC Processing. The travel agent accesses the PNR in the GDS, makes reservations, performs
quality checks, and thereby completes an accurate reservation based on “should costs”.

5. The travel agent places the PNR with “should cost” data in the outbound GDS queue for continued
routing.
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6. Routing. After TMC processing, the PNR-Gateway automatically retrieves the TMC data from the
GDS.

7. Routing. GovTrip routes the request to the appropriate routing official.

8. Approval. The AO reviews and approves the authorization by stamping the document
APPROVED.

9. Routing. GovTrip automatically updates the status of the document so the federal traveler is
informed of the approval and routes the authorization through the PNR-Gateway to the TMC'’s
inbound queue for ticketing in accordance with TMC time lines and procedures.

10. TMC Processing continued. The TMC tickets the itinerary, as required.

11. Obligation. After approval, GovTrip will route the authorization with the trip cost to the Agency
Financial System, where an obligation is made.

1.7.2 Unconnected Federal Traveler

The typical trip planning process for the federal traveler not having internet access can be initiated by a
travel preparer. Federal travelers call (or fax) the travel preparer with their travel information. The
travel preparer will complete the travel authorization for the federal traveler as outlined in the process
for connected federal travelers.

Note: A FTP with group access will have the ability to create and sign authorizations/orders using the
SIGNED stamp. FTPs can create but not sign vouchers for federal travelers. The Federal Travel
Preparer (FTP) is an optional role in GovTrip. FTPs with Non-GovTrip Entry Agent (NGEA) status
have the ability to sign vouchers on behalf of the traveler using the T-ENTERED stamp.

If federal travelers cannot contact their travel preparer (e.g., after duty hours, traveling, etc.) they will
contact the TMC by phone/fax to make their travel arrangements and enter the information into the
GovTrip system upon completion of their travel. An agency’s TMC personnel can be trained to use
GovTrip on behalf of the traveler. This allows the TMC Analyst to enter the reservation information
into the GovTrip Authorization for the traveler. The traveler can then log in to GovTrip and finish that
authorization when they get to a computer.

1.8 Training Resources

1.8.1 Classroom Training Materials

The GovTrip Classroom training materials are provided at www.GovTrip.com, the GovTrip Web
Portal. They are located on the left navigation bar of the web portal under the menu Training and
submenu Training Manuals (See Figure 1-1).

Note: This site should be monitored regularly for current and updated Training Manuals.

1.8.1.1 Document Processing Manual

This manual provides an overview of document processing functions and instructions on
advanced topics (e.g., Scheduled Partial Payments (SPP), Sponsored Travel, Advances, and
Group Authorizations) for the federal traveler, and AO using GovTrip. It is also intended for
use in the Train-the-Trainer (TTT) classes for federal travelers and AOs. It provides instruc-
tion on performing the necessary functions to create authorizations, vouchers from authoriza-
tion, local vouchers, and amendments to travel documents.
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1.8.1.2 GovTrip User’s Manuals

1.8.1.2.1 GovTrip Federal Agency Travel Administration (FATA) User’s
Manual

This manual is used in the FATA training classes and provides the FATA with instructions
on the GovTrip System Administration functions needed to administer electronic
document processing and budget setup. The manual includes information on the FATA
Setup Client Tool (used for the initial introduction of site information into GovTrip) and
information to perform routine maintenance and updates to the system.

1.8.1.2.2 Implementation Guide for Using the Setup Client Tool

This manual provides instruction on the Setup Client Tool, a stand-alone Access Database
used when a site is initially set up in GovTrip. This manual focuses on the lead FATA and
what he/she must do to successfully set up a site using this tool.

1.8.1.3 Practical Exercises

Practical exercises unique to specific situations will be used in GovTrip training classes to
reinforce the training objectives.
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1.8.2 GovTrip Web Portal—Training

To access the GovTrip Web Portal (Figure 1-2), enter the GovTrip URL www.govtrip.com into your
web browser. Follow the link to the Training section on the left frame.
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materals available, learning thiz svstem will be a znap. Training guides are Documents
awailable in hardcopy orwvia the Web, plus there is a training wideo and a
Calendar ply . P 2 31 CME AD Quadfold
computer-bazed training (CET).
¥ CMS duthaorization
. uadfiold
Email Updates @
1 FD Woucher

Figure 1-2: GovTrip Training Section Window

1.8.3 GovTrip Web Portal Training Section Information

1. Training Manuals—Updates for the training manuals. Users should check this site periodically
for the latest updates. Users have the capability to download the entire training manual to their
computer. This will provide them with an electronic version. Note: Adobe Acrobat Reader is
needed to view the downloaded material. A link to download a free copy of Adobe Acrobat Reader
is located in this section.

2. Handouts—Handouts are available for downloading/printing in this section.

3. Demonstration Clips- Robo Clips or interactive demonstration clips can be posted in this section
at an agency’s request.

1.8.4 Web-Based Training

The Web-Based Training (WBT) course is designed as a self-paced instructional tool for the successful
use of the GovTrip software by GovTrip users. It is available on the GovTrip homepage at
www.GovTrip.com. The course provides training on GovTrip functionality for those who have not
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Chapter 1: Overview/Getting Started

attended formal training classes, or for those who need assistance with the less intuitive federal travel
procedures (Figure 1-3).

—

Govlri . Web Based Training @

=TRAVEL for GOVERNMENT

Traveler

Basics

w GovTrp Login w GovTdp Nawvigation w GovIrip Dnline Help

GovTrip Overview WET Support

GovTrip Web-Based Training Introduction

GovTrip is a powerful, versatile application and database that facilitates
travel for all federal agency personnel,

Travelers and Travel Preparers use GovTrip to arrange all aspects of
transportation and to receive/arrange for reimbursernent quickly after
travel,

Approving Officials (A0s) use GovTrip to monitor and manage all
necessary authorizations, disbursements, and reimbursements.

Federal Agency Travel Administrator (FATA) uses GovTrip to set up
and maintain data for organizations, groups, routing lists, and individual
users, Lines of accounting (LOAs) and Centrally Billed Account (CBA)
maintenance are also handled with the appropriate GovTrip tools,

For all users, GowTrip reduces the time and paperwaork previously
associated with federal agency travel and greatly simplifies a complex and
time-consuming process,

) Please begin this web-based training by reading the GovTrip Basics
section . It contains information about the training format and
general GovTrip functions, descriptions, and terminalogy.,

£/b7
GovTrip Home Map

Figure 1-3: GovIrip WBT Home Page

This web-based training application contains give sections, arranged in a series of tabs. Each tab
allows the user to access that particular section. The sections consist of:

»  Tab one, “Basics,” provides an overview of the GovTrip web-based system and briefly
describes how the document process works from start to finish. Training content and format is
presented, along with information on status codes and stamps. The end of this section
describes the login procedure to access GovTrip via the Internet.

» Tab two, “Traveler,” provides an overview of travel document processing using GovTrip, and
gives in-depth information on advanced topics (e.g., Group Travel/SPP/Advances).

*  Tab three, “Preparers,” provides an overview for the Federal Travel Preparer on how to
perform GovTrip functions on behalf of the traveler.

e Tab four, “ AO,” describes and demonstrates the steps for documents processed in the Route
and Review module of GovTrip by the Federal Supervisory Travel Approver.

» Tab five, “FATA,” provides the Federal Agency Travel Administrator with a description of the
various FATA Maintenance Tool functions and procedures that they will have to perform.

These tabs may be accessed by clicking the top of the menu bar in the web-based training application.
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Chapter 1: Overview/Getting Started

1.8.5 GovTrip Implementation Process

Documents covering the GovTrip Implementation Process and detailed functional information can be
provided by the agency’s account management or implementation team.

1.8.6 Help in GovTrip

Assistance is provided by clicking the Help for This Screen link in the upper right corner of any
screen in GovTrip. A window appears with all related help material for the current window (Figure 1-
4). Clicking on the help topic in each new window displays additional information pertaining to that
topic. The See Table of Contents link, located on the upper left of the pop up window allows you to
search the entire Help database for documentation related to any topic in GovTrip.

See Table of Contents

Lrip

Govl.

To print this screen, right-click mouse button and select Print

Authorizations

Document List

Open this screen by selecting Authorization/Orders from the Official Travel drop-down menu on the
Welcome screen.

To prepare a new document requesting authorization for travel, select the link Create New
Authorization/Order. This opens the Trip Overview screen.

The Existing Authorizations/Orders table displays a list of your current authorization documents. The
documents are listed by document name, the departure date, status and TA number. You may sort the
rows by clicking on the column heading.

If there are more than 25 documents, use the Next and Previous links to navigate.

The screen will show which options are currently open to each document. (Click on terms below to see
mare infarmation.)

View/Edit

Print

Remove

Amend

To create or amend a docurment, you must sign it with a Digital Signature.

For Secority Assistance, contact the e TS Information System Secorily Officer (1550) at TDB

Figure 1-4: GovTrip Help Window

1.8.7 GovTrip Help Desk

1.8.7.1 Help Desk Capabilities

The GovTrip help desk will provide technical, functional, and troubleshooting assistance to all
agency personnel and their supporting Travel Management Center (TMC). In addition to
assisting travelers and users with system problems, the help desk team is also responsible for
receiving, monitoring, and delivering requests for custom and ad hoc reports. There is an
online knowledge base that is readily available to all system users and contains sections on
FAQs (Frequently Asked Questions), manuals, handouts and contact information for travelers.
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1.8.7.2 Hours of Operation

Emergency travel arrangement support is available 24x7x365, toll-free to agencies using
GovTrip.

The Help Desk is available to agencies from 8:00 a.m. to 9:00 p.m. EST, Monday through
Friday (excluding Federal holidays), and after hours by pager.

Travelers requiring after-hours assistance can call the GovTrip Help Desk and be connected
automatically by the GovTrip Automatic Call Distribution system (ACD) to the TMC.

Periodic GovTrip scheduled maintenance support will be conducted on weekends. The
GovTrip web site will be updated with release contents. Subscribers to the Email Updates may
get automatic notifications when the system is updated.

1.8.7.3 Help Desk Structure

Many federal agencies are implementing a three-tiered structure for providing their users
assistance with GovTrip. This structure is as follows:

1. Tier [—User/Travelers use supplementary materials to help answer basic questions.
Those materials include:
*  Local tri-folds/quick reference guides
*  Web-Based Training
*  Manuals/User Guides
*  Online help desk (notifications, bulletins, and FAQs)

2. Tier I—Local (Agency) System Administrators provide help by answering questions that
users cannot answer using Tier I resources. Local help desk may consist of the:
* LFATA—Lead Federal Agency Travel Administrator
*  FATA—Federal Agency Travel Administrator
*  OFATA—Organizational Federal Agency Travel Administrator
* IT—Information Technology Personnel
* Travel Office

Tier III—Helps with problems that cannot be solved at the Tier II level. Tier III is located at
Northrop Grumman Mission Systems. Only authorized users from the Tier II level may
usually access the Tier 111 Help Desk.

1.8.7.4 Contact Information

The GovTrip Help Desk is completely end-to-end throughout the GovTrip system. At any
point in time while logged in to the application, a user may request support should it be
needed. The communication can occur as follows:

* by e-mail (GovTripHelp@ngc.com);

* by telephone; or

* by creating a trouble ticket with online trouble ticket software via the self-support link
found on the Govtrip portal under the Help Desk Link.
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CHAPTER 2: AUTHORIZATION

An authorization document contains more than the basic travel request information. The process is auto-
mated, electronic, and paperless. It utilizes a combination of a traveler's personal profile and current
federal travel policies to create an order and expedite the travel and reimbursement process. An authoriza-
tion document can capture accurate “should cost” information about a Temporary Duty (TDY) trip to
include any conceivable travel-related expense before travel starts. The word authorization is synonymous
with a travel order.

2.1 Login

1. Users/Federal Travelers may create Travel Documents by entering the GovTrip Public Web portal:
WWW.govtrip.com.

2. Click the LOG IN button located in the Login to GovTrip box.

Enter GovTrip User ID and Password.

4. Click the Accept button on the Privacy and Ethics Policy dialog box.

98]

2.2 Creating an Authorization

1. From the GovTrip private page, select Authorizations/Orders from Official Travel drop-down list.
2. Existing authorizations/orders will appear in the window if they exist as shown in Figure 2-1

The Authorizations/Orders window has several other options that allow the user to manipulate authoriza-
tions that are already created (Figure 2-1). The user/traveler can sort the existing documents by Document
Name, Departure Date, Status, or TA Number.

Traveler Name: Suzanne Dove Document Type: Authorization Help for this screen
—
——

Govlrip

Please rewiew the status of all your documents.

Authorizations / Orders

Below is a list of your existing authorizations forders. Please select the function (edit, print, etc.) corresponding to the appropriate
authorizationforder,

s Create Mew duthorization/Order

Existing Authorizations/Orders

ﬁen{ s ﬁx T.:‘:I%Ifer View/Edit Print Remove Amend
SDSEATTLEWA121106_401 12/11/06 ADJLSTED OMXOSL  »wiewfedit »print > remowe
SDOAHLGREMYA112006_A01 11/20/06 CREATED ONXEIC = edit »print  » remove
SDALSTINTX01404_401 10/16/06 ADJLSTED OMKORL  » wigwfedit = print | » remove
SDROCKVILLEMD101606_A01 1016 /06 ADJUSTED ORXABS = wigwfedit = print  » remove

Figure 2-1: Authorizations/Orders Window
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Chapter 2: Authorization

e Edit—This will allow you to edit the information in an authorization that has already been created.

Note: This option changes to view/edit after the authorization has been signed.

Print—This will print an overview of the itinerary, including per diem rates and entitlements. It will

also provide an accurate “should cost” for the trip. The authorization will be displayed in a new

browser window, where it can then be printed.

*  Remove—This will delete an authorization from GovTrip that is in the CREATED, but not yet
SIGNED, status. After selecting this, the user will be prompted to confirm the deletion. Note: The
authorization must be in the CREATED status.

*  Amend—This link will only be available AFTER an authorization has been APPROVED. This will

allow the user to make the necessary changes, thereby creating a new document that will have to go
through the entire routing process again.

3. [If there are no authorizations/orders created previously, click the Create New Authorization/Order
link. Note: If this is the first time a traveler is creating a document, the following message is displayed
and the traveler then has to update his/her profile and fill out the required fields.

4. Click OK to the pop-up message and fill out the required fields (red asterisk) (Figure 2-2).

GovTH? ®

Profile Validation

Profile Infarm:

i must be updated befors creating dacuments

Please contact your Travel Administrator for

Flease Note: 4 Red Star *] indicates a required field.

Last Name. TRAVELER - . &

First Name ¢ INSTRUCTOR ¢\ Plesse review snd confirm profil information before creating a document for the first time, Contact your Travel Aduinistrator to Update read-orly
Infermation,
il Initial

Gender: MIACCMF

Mailing.

“Walling Address Line 1 ¢ 123 ANY ST
Haling Address Line 2 ¢

“Waiing City ¢ ATLANTA
“Wailing State / Country : G Lookup

“Wailing Zip Code 30333

“Home Phone ¢ 55E55EEEES
“E-tal Address EMAIL@EWAIL.GOV

ALT Notification E-Mail(s); adfasiDadsta.com

Duty Station

Dty Station Address Line 1: | 123 OFFICE ST
Duty Station Address Line 2:

*Duty Station City : ATLANTA

*Duty Station State J Country: | Lookip
*Duty Station Zip Cade : 50533

*Duty Station Phone Mumber: | 555-565-5555

Figure 2-2: Update Profile Window

5. Click the Update Personal Information button, which is located after the emergency contact field.

6. Pop-up message displays stating: “Profile Information is being updated. Contact your FATA to update
read-only information.”

7. Click OK on the pop-up message.
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2.3 Preparing an Itinerary

GovTrip requires information be provided about the Starting and Ending Points Locations and the TDY
Locations for per diem purposes. After these initial steps are completed, requesting bookings for transpor-
tation, lodging, and/or rental car are enabled.

Note: The steps outlined in this paragraph apply to a multiple day, single location TDY trip.

2.3.1 Entering Basic Itinerary Information

The Trip Overview window is the first window that appears when creating a new authorization/order.
It is the first step in creating the authorization document (Figure 2-3).

GovTFT ©Z

For International Date Line travel, do not adjust your arriving date. Calculation is automatic,
Trip Overview

Booking Travel Using GowTrip requires that you first prowide infarmation about vour starting and ending locations (usualy your hame or
duty station] and your TDY Locations for per diem purposes, You will be able to request bookings for transportation ie.g., air, car, rail) and
lodging after these initial steps are camplete.

Please Mote: # Red Star (* | indicates a field is required,

| am Leaving From - (Select From List or Enter Below]: ) Starting Locations in Profile:
*Starting Point: | RESICENCE
= — ) DUTY STATION
*Departing on: =+
inmicdiyyy) i
*Trip Type: [ setect ~| “Trip Purpose: | Select v

Trip Details:

My TDY Location is - (Where | Wil be Working):

Location Tools:

*Location 1 Use Location Tools at Right
“&rriving On: =i
(mmiddfyyyy )
*Departing On: | iz z
mm fcid £
: Vi) TDY Location Lackup

Will You Be Traveling to Another TDY Location?

Figure 2-3: Trip Overview Window

Note: The information in the drop-down list is populated from the traveler information profile. These
fields can be edited when creating the itinerary.
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2.3.1.1 Trip Overview—Section A

1.

2.

B

In Section A (Figure 2-3), select Residence or Duty Station from the Starting Locations
in the Profile box or manually type Starting Point in the Starting Point field.

Enter Departing On date by using the pop-up calendar or typing date manually. (Arriving
On date fills automatically in Section B). Note: These dates will be the same unless a
traveler is crossing the International Date Line or arriving at a TDY location on a
different date than departing Starting Point.

Select Trip Type from the drop-down list.

Select Trip Purpose from the drop-down list.

Type any additional information necessary into the Trip Details field.

2.3.1.2 Trip Overview—Section B

1.

2.

In Section B (Figure 2-3), the Arriving On date has been filled automatically, which is the
same as the Departing On date in Section A.

Enter Departing On date by using the pop-up calendar or manually typing the date. This
is the date that the traveler is leaving the selected TDY location.

If the specific per diem location is known, select the Search Location button from the Loca-
tion Tools box (Section B, Figure 2-3). See Section 2.3.1.2.1, Location Tools—Search Loca-
tion Button.

If the specific per diem location is not known, select the TDY/TAD Location Lookup
button in the Location Tools box (Section B, Figure 2-3). See Section 2.3.1.2.2, Location
Tools—TDY/TAD Location Lookup Button

2.3.1.2.1 Location Tools—Search Location Button

1. Enter the Location Name of the city or town, e.g., Miami. (State is not necessary, but
may be included to further narrow the search.) Note: If the full city name is not
entered, GovTrip will conduct a stem search. (Figure 2-4)

Enter the name of a city, state or country in the searchbox below to find a per
diem location, Please do not put a space between the comma and the State or
Country as thiz could result in no results being returned,

Search Term: (TOY Location)

Cloze ]

Figure 2-4: Search Location Window

2. Click the Search Location button.
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Chapter 2: Authorization

3. All possible matches to the per diem location display. Choose the desired location
from the list (Figure 2-5).

EET

Enter the name of a city, city fstate, county, county fstate, city /country, or location in the search box below to find a per
diem location, kote: & match may not be found for the information you enter, vou may change your search criteria or use
one of the other search options.

Search Term: (TOV/TaD Location)

Mhiami, FL

Search Location

Search Results:

"Miami, FL" produced 7 results, If the location you typed (example: Mew York City) does not appear in this result list, try
typing in a mare specific area | example: Manhattan ) and search again, If you stil cannot find the desired location, wou may
use one of the other search options,

TOY Location(s):

— (ERatioh e State s Conuss Seasonal Lodge MEIE
¥ Country | Qconus Dates Rate Rate
01401-03/31 157,00 5%.00
O ML MIAMI-DADE FL C 04501 - 09,30 107,00 Eg.00
10401 - 12431 107,00 5a.00
0101 - 03,31 167,00 5%.00
MIAMI BEACH CG
) i DADE ELE C 0401 - 0930 07,00 Eg.00
10401 - 12431 107,00 5%.00
01/01-03/31 167.00 55.00
O MILAMI GARDEMS MIAMI-DADE FL C 04501 - 0930 07,00 Ee.00
10401 - 12431 107,00 5%.00
01/01- 03731 157.00 55.00
© MIAMI LAKES MIAMI-DADE FL C 04701 - 0930 A07.00 Ee.00
10401 - 12431 107,00 5%.00
01/01-03531 167.00 5.00
(&) MIAMI SHORES MlAMI-DADE FL C 04501 - 09,30 107,00 Ee.00
10401 - 12431 107,00 5%.00
01501 - 03531 157.00 5e.00
O MIAMI SPRINGS MIAMI-DADE FL C 04501 - 0930 07,00 Ee.00
10401 - 12431 107,00 5a.00
01/01-03/31 157.00 53.00
MIAMI-DADE
O COUNTY MIAMI-DADE FL C 04501 - 0930 07,00 Ee.00 %
10501 - 12131 107.00 5a.00

Select and Closs ‘

Figure 2-5: Search Location Window

4. Click the Select and Close button.

2.3.1.2.2 Location Tools—County Search Button

1. In Section A, select State and County from the drop-down list.
2. Once the state and county are selected, a list will appear with all of the per diem loca-
tions in that county. Select the location by clicking on the radio button to the left.
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3. Click the Select and Close button.

e
L]

Govlrip

Find a TDY Location

Select from the list of States, After selecting a State, select from the list of Counties for that State. After selecting a County, the
corresponding Locations will be displayed.

Select State / County of Location

State [FLORIDA |

Select alocation for this trip TDY/TAD location, If the location does not appear in the list, select the first location below, and enter a value in
the Specific Place box,

Select Location

TOY Location(s):

select Focition County States Conus s Seazonal Lodge MEIE
Country | Oconus Dates Rate Rate

3] BRISTOL LIBERTY FL C 01401 - 12531 60,00 39.00
Ll HOSFORD LIBERT™" FL C 01/01 - 12131 60,00 39.00
(s} LIBERTY COUNTY LIBERT FL C 01401 - 12531 40,00 39.00
g} SUMATRA LIBERT FL C 01401 - 12,31 60,00 39.00
) TELOGIA LIBERT™ FL C 01401 - 12,31 40,00 39.00

Select and Close

Figure 2-6: County Search Window

2.3.1.2.3 Location Tools—Zip Code Search Button

1. When the Find a TDY Location window appears, input the zip code in the Zip Code

field.
2. Click Search.

3. Select the appropriate location by clicking on the radio button to the left of the loca-

tion.
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4. Click the Select and Close button.

Find a TDY Location

Enter a b-digit zip code, and select the "Search" button. All locations that match the entered zip code will be displayed, and you will be able to
select the desired location.

Enter Zip Code

& Digit Zip Code .22485 Search

Select a location from the list below,

Select Location

TOY Location(s):

Select Location County States Conus S Seasonal Lodge MEIE
Country | Oconus Dates Rate Rate

O KIMG GEORGE KIMG GEORGE W C 01401 - 12531 60,00 39.00
) CWERMS KIMG GEORGE W C 01401 - 12431 60,00 39.00
O SHILOH KING GEORGE Wh c 01501 - 12/ 60,00 39.00

Cancel Select and Close

Figure 2-7: Zip Code Search Window

2.3.1.2.4 Tools—TDY/TAD Location Lookup Button

1. When the Find a TDY Location window appears (Figure 2-8), select the State/Coun-
try drop-down list arrow (Section A, Figure 2-8) to choose a state or country. The first
letter of the state or country can be typed to go directly to the first entry that begins
with that letter.

2. Once the state or country is selected, the Select Location list becomes available to
select a city, installation, or other location.

3. Ifthe TDY Location is listed, see Section 2.3.1.2.3, TDY/TAD Location Lookup But-
ton—When Location is Listed.
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4. Ifthe TDY Location is unlisted, see Section 2.3.1.2.4, TDY/TAD Location Lookup
Button—When Location is Unlisted.

—
L]

Govlrip

Select from the list of States and Countries, After selecting from the
list the corresponding selection list for Locations will be displayed.

Selected 5State / Country of Location

State f Country: IILLINOIS VI

Select a location for this trip TV TAD location. |f the location does
not appear in the list, select "Unlisted",

Select Location

Location: ICHICAGO VI

Location Details

= MWiew All Locations Linked to Selected Location

» Wiew the Per Diem Rates For the Selected Location

Save Location and Return |

Figure 2-8: Find a TDY Location Window (Location Listed)

2.3.1.2.5 TDY/TAD Location Lookup Button—When Location is Listed
1. Use the Location drop-down list arrow (Section B, Figure 2-8) and choose a location
from the list.

2. Location Details only appear when the location is listed. To view Location Details
(Section C, Figure 2-8), select the following links:

View all locations linked to Selected Locations—This link lists other locations near or
associated with the selected location in the drop-down list

View the Per Diem rates for the Selected Locations—This link displays the dates, seasonal
rates, rate amounts, M&IE breakout, and any comments about the site/location.

3. Select the Save Locations and Return button to return to the Trip Overview window
(Figure 2-3).
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2.3.1.2.6 TDY/TAD Location Lookup Button—When Location is Unlisted

1. Ifalocation is not in the Location drop-down list in Section B, select UNLISTED
from the Location drop-down list (Section B, Figure 2-9).

-l
Govlrip

eTRAVEL for GOVERNMENT

Find a TDY Location

Select from the list of States and Countries, After selecting from the
list the corresponding selection list for Locations will be displayed.

Selected 5State / Country of Location

State S Country: DJIBCOUTI ¥

Select alocation for this trip TOYTAD location. |f the location does
not appear in the list, select "Unlisted",

Select Location

Location: | UNLISTED |

Enter Unlizted Location Mame:

* Select Time Zone for Location:
| MET (221 |

Cancel Sawve Location and Return ‘

Figure 2-9: Find a TDY Location Window (Location Unlisted)

2. The location must be entered manually in the Enter Unlisted Location Name field.
3. Select the appropriate time zone from the Select Time Zone for Location drop-down
list (Section B, Figure 2-9).
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4. Select the Save Location and Return button to return to the Trip Overview window
(Figure 2-10). Note: The standard per diem rate for an unlisted location will appear in
the document.

Govlrip

Thiz is where you begin typing information for your trip
Trip Overview

Booking Travel using GowTrip requires that you first provide information about your starting and ending locations {usually your home ar
duty station) and your TDY Locations for per diem purposes, “ou will be able to request bookings for transportation (e.g., air, car, rail) and
lodging after these initial steps are complete,

Pleaze Note: & Red Star [ * ) indicates a field is required.

| am Leawving From - [Select From List or Enter Below): Starting Locations in Profile:

*Starting Point: IRES: Fairfax, W&

*Departing On: |u?f19f2004 [E=l¢

(mm.Sdd Fyyyy )

“Trip Type: I'I'I'—TRIP BY TRIP vl *Trip Purpose: ISITE WISIT vl

My TDY Location is - [where | Wil be Working):

DUTY STATION

*Location 1: Al Aan ] FL Location Tools:

*arriving On: |u?f19f2004 &= Search Location
(mm fdd Fyy)

*Departing one ID?.-‘SD.-‘2DD4 v| TOY S TAD Location Lookup I
(mm fdd fyey)

Will You Be Traveling to Another TDY Location?

es | Mo |

Figure 2-10: Trip Overview Window

2.3.1.3 Trip Overview—Section C

1. If'the traveler will be traveling to another TDY location, click Yes in Section C (Figure 2-
10) to the question: Will you be traveling to another TDY location? and proceed.

2. Ifthe traveler is not traveling to another TDY location, click No in Section C (Figure 2-
10) to the question: Will you be traveling to another TDY location?
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Chapter 2: Authorization

3. After the page refreshes, select the Return Location choice from the “Return Locations in
Profile” box on right (Figure 2-11). (The Return date should be automatically filled based
on previous data).

Note: An Insert link will now be available in Section B. Select this link if you wish to add
multiple locations on this same date in the order visited.

GovTriE | e

eTRAVEL for GOVERNMENT

Far International Date Line travel, do not adjust your arriving date, Calculation is automatic,
Trip Overview

Booking Travel using GowTrip requires that you first provide information about your starting and ending locations (usually your home or
duty station) and your TDY Locations for per dism purposes, “ou wil be able to request bookings for transportation (e.2., air, car, rail) and
lodging after these initial steps are complete,

Please Mote: & Red Star [ * ) indicates a field is required.

| am Leaving From - [Select From List or Enter Below): Starting Locations in Profile:

*Starting Point: |RES: FaIRFAX, Wa | RESIDEMCE
*Departing on:  [1211/2006 | I
{mm /i fyyyy)
“Trip Type: TT-TRIP BY TRIP :| *Trip Purpose: iTRAINING ATTEMDANCE v
Trip Details: Attending Training Session,

My TDY Location is - [Whers | Wil be Working):

Location Arriving On Departing On Edit Drelete
Insert 1 MIAMKIFL 12/11/06 12/15/06 Edit Delets
I am Returning To: Befirn Lo atiofis in Profile:
; ; RESIDENCE |
¥ .
Ending Point: | | DUTY STATION
*Returning On: | 12/15/2006 | EH
mmidd vy
*Trip Duration: (12 Hours or Less (12 - 24 Hours - With Lodging
(=12 - 24 Hours - No Lodging (&) Multi-Day
Where would you like to go next? - (Click Gne):
Air Travel Lodging Car Rental Rail Preview Screen
&} O @} Q @}

Save and Procesd

Figure 2-11: Trip Overview Window

4. The Trip Duration defaults to Multi-Day if the trip exceeds one day. However, three other
options are available, depending on the length and details of the trip.

5. In Section D, the traveler may select the appropriate radio button for whichever reserva-
tions need to be made (air, hotel, rental car, rail), or Preview Screen if no reservations need
to be made.

6. Click the Save and Proceed button.
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Chapter 2: Authorization

2.4 Travel

Select Travel in the main navigation bar.

2.4.1 Add Air Travel

1. In order to book commercial air transportation in GovTrip, select Air from the sub-navigation bar
(Figure 2-12).

—

GovI. f*f?

STRAVEL lor GOVERMMEINT

e ’ itinem@penses Accounting Additional Options  Review/5Sign

MW odging Rental Car Rail Other Trans.

Government Non-Government

airravel I o summary

Use this screen to request your air travel, Overall Starting Foint

Leave From: RES: FAIRFAX, VA Edit
Leave: 11-Dec-06
Required Search Criteria

A i 3 Location 1: MIAMI,FL
Please Mote: & Red Star [ * ) indicates a field is required,

Leave From: RES: FAIRFAX, VA Edit
O one way @ Round Trip TOY Loc: MIAMIFL
*Peparture ar Ar__ri_\u'al: Artive: 11-Dec-06
i Departing “w | Leave: 158-Dec-06
[12/11106 | =T SuerallEndinzFoint
(mmdd Sy Leave From: HMIAHMIFL Edit
Return Loc: RES: FAIRFAX, VA
*Departure Airport (airport code or city name): Artive: 15-Dec-06

*hrrival Airport (airport code or city name): Mearby Airports

i i
*Return Date Return Time

1271508 |'| [ovoomwm v

(mm.Sdd Fyyyy )

D Show Alternate Airports

Fare Class:

@ Government (O Business (O First

Search dvailability

Figure 2-12: Air Travel Window

2. Select search by One-Way or Round Trip flights. If no choice is made, the button will default to
Round Trip.

3. Enter Departure Airport. Type airport city, if airport code is not known. Select the correct airport
if multiple airports are listed within city.

4. Enter Arrival Airport. Type airport city if airport code not known. Select correct airport if
multiple airports are listed within city. Click corresponding checkbox to include alternate airport
airfares in search results. Note: Nearby Airports link will provide a listing of all the airports near
the specified city.

5. Enter the desired Departure or Arrival times.

6. Click Search Availability. When this button is selected, a query is made to the Global Distribution
System (GDS) for available flight information on the selected date and time combination. Note: If
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Chapter 2: Authorization

the Show Alternate Airports box is selected, search results will list alternate airport airfares,

sorted by City Pair flights.

7. A listing of scheduled flights will appear divided in two columns. The left column gives the
outbound flights and the right column gives the return flights. Traveler may select up to 10 flights
by clicking on the checkmark box Check to Price this Flight. When flights are selected, click

Price Flights.

GOVTFJ?F

Air - Outhound

Select up to 10 flight(s) to price.

DCA - Washington, De {Usa) (National Apt) to
MIA - Miami, FL (Usa) (Miami Int L. Apt)

Sort By
Government - Non-Stop Departure Arrival Elapsed
®Pu\icy © & Direct OTime OTime OTwme

[ check to price this fight
$404.00 ! GSA City Pair

Price Flight s}

Return To Search

’ itlnemrﬁmenses Accounting  Additional Options  Review/Sign

Lodging Rental Car Rail Other Trans.

Nen-Government

Select up to 10 flight{s} to price,

MIA - Miami, Fl (Usa) (Miami Int L. Apt) to
DCA - Washington, Dec (Usa) (National Apt)

Sort By
Government . Mon-Stop Departure Arrival Elapsed
@Pulicy ) & Direct O'ﬁme O'hme OTims

[ check to price this fight
5404.00 + GSA City Pair

¥, 8:50AM Depart American 4755 ¥, 9:05AM Depart American 617
AA DCA - washington, De (Usa) (Mational Apt) Mon 11-Dec-06 AA M4 - Miami, FI (Usa) (Miami Int L, Apt) Fri15-Dec-0§
T0:00AM Arrive Curation: T1:05AM Arrive Curation:
LiGa - Mew Work, My (Usa) (La Guardia apt) 4h 15min DFW - Dallas / Ft, Warth, Tx (Usa) {Int L. 5h 55min
Flying Time 1h 10min Elapsed time: Apt) Elapsed time:
Equipment ERS 5h 45min Flying Time 3h 10min 7h 20min
Ticket Type ETR Equipment 738
Ticket Type ETR
DEFART OPERATED BY A
Time window: 10 RETURN
Sequence Mumber 025 Time Wiindom: &
Sequence Mumber 017
¥, A1:30AM Depart American 931
AA LG4 - Mew Tork, My (Usa) (La Guardia apt) ton 11-Dec-06 \} 12:40PM Depart American 512
2:35PM Arrive Duration: AA DFW - Dallas / Ft. Warth, Tx (Uza) {Int L. Fri13-Dec-06
M4 - Miami, FI{Usa) (Miami Int L. Apt) 4h 15min Apt) Duration:
Flying Time 3h 05min Elapsed time: 4:25PM Arrive Bh 55min
Equipment 767 Bh dRmin DA - Washington, De iLsa) (National spt) Elapsed time;
Ticket Twpe ETR Flwing Time 2h 45min 7h 20min
OPERATED BY 44 Equipment 580
DEPART Ticket Type ETR.
Time window: 10 OPERATED BY &
Sequence Mumber 025 RETURM
Time Windaw: &
Sequence Mumber 017
=

Figure 2-13: Price Flights Window

8. A listing of the available flights and their prices will appear.
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Chapter 2: Authorization

9. Click Fare Rules. When this button is selected, fare rules regarding this flight will be displayed.
Any penalties, restrictions, blackout dates, and/or discounts will be displayed (Figure 2-14).

tinerary MAIPYRW Expenses Accounting  Additional Options  Review/Sign
are Rules Information - Microsaft Internet Explorer provided by Mort... [ ][E1][] rrans.

f ar

Air - Outbound

ORG-MIA DST-WAS TRIP-OUTBOUND CXR-AA 15DECDS USD THE FOLLOWING CARRIERS ALSO PUBLISI

Select a flight from the

RULES IHFO - ORG-MIA DST-WAS TRIP-OUTBOUND CXR-AA 15DEC06 USD THE FOLLOWING CARRIERS
DCA - Washi i Int L. Apt) to
MIA - Mi ) (Mational Apt)

ORG-MIR DST-WAS TRIP-OUTEOUND CXR-AR 1SDECO6 USD THE EOLLOV

RULES INFO - ORG-MIA DST-UAS TRID-OUTBOUND CXR-AR 15DECOE us

Chesk to select thi

S404.00 ~1 GSA City W

< >
iy | B:50AM Deparf—— ~ —— American 714
AR oy wasning] €1 Dene S “Jiocdntranet Fri15-Dec-06
(National Apt] 755 At 140
10:00AM Arrive 12E15PM Arrive
LGA - ey York, Ny (Usa] (La DCA - Washingtan, Dc [Usa]
Guardia Apt] (National Apt)
Class YCADCA - ¥ Classs YCADCA - 1
Equipment ERS Enuipment 738
Ticket Type ETR Ticket Type ETR
DEPART FRETURN
OPERATED BY A4 OPERATED BY A4

Figure 2-14: Fare Rules Window

10. Select the Outbound and Return flight by selecting the checkmark box next to Check to Select
this Flight.
11. Click the Select Flights button.

2.4.1.1 Seat Assignments

|prmae RN ArTave

P ———— s v o et your i b
Flight Selected Flight Selected

$404.00 $404.00

sinatodTatd Telot ot st ot TekatCost

\ \

A Fiignt: % AA American Flight: 714
Seart D6 - Wasingon, b MESIAN Cnbont10c08 | | Dopr:H i KOS O T5ec

“eanca-v Venea v
— ouratons 220

Tt onsor Teketunbor

evtsometins [t 9] st ootsootins [ %] e

4 - st +080er maten

AA o Ticket Date:

epartLc- Hw York w0 catonttoeots | | raran — Fess:

et MR, M2 onbonttdects

Veanca-v

Cotrmatin

oo

ErTE

et bt

) P ——
Last Purchase he travel
bea i

Restrictions:

1 you are s Government credit card holder snd not authorizsd to use the

Centrall Biled Account (CBA) for this trip, please skip the CBA drop-down
below,

cah v

hecount:

Frequent Fiyer.

Comments entered below will be manually reviewed by your THC, this wil
cause your THC fee to increase. If necessary , add comments to the travel
sgent:

Foto T ot | | FindaDirent Pt |

Figure 2-15: Flight Selection Window

1. Flights are displayed with Outbound Flight appearing on left and Return Flight appearing
on right.
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Chapter 2: Authorization

2. Traveler may select a seat by clicking the drop down Seat Selection menu and selecting
Aisle or Window.

3. The Select Seat button will provide the traveler with a Seat Map, when available, allowing
the traveler to select a specific seat on the flight.

Logge

3 Seat Map Result - Microsoft Internet Explorer i _(of
Trave

Seat Selector

b Seat Mumber: IBB Done |

@ ==istie
) unavaiable
) selected
w smaking
[ blocked
B =it o

s pulkhead

ﬁ galley
1‘1\ lavatory
E stairs
handicap

Overall Ending Point

Leawve From: CHICAGO,IL Edit
Return Loc: RES: ARLINGTON, VA

Find a Different Flight |

Figure 2-16: Seat Selector Window

12. In Seat Selector window, select desired Seat Number from available inventory. Click Done when
complete.

2.4.1.2 Other Supplementary Information

1. Select the OSI (Other Supplementary Information) link for the desired flight segment. (Note:
Entries made in the OSI screen are optional. Traveler may bypass this screen if no special
requests are needed.) A pop-up window appears and displays customizable requests for each
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flight segment. Options available will vary based on the GDS (Global Distribution System) servic-
ing the individual traveler.

—
.—.—..._ £
Tri
ovIrip §=
AA American Flight: 74 Phone:  800-433-7300
Depart:  MIA - Miami, FL At 9:55AM Gn Fri 15-Dec-06
Arrive:  DCA - Washington, Do At 12:15PM n Fri 15-Dec-06
Use this screen to reque Special Meals: = Select - L
Flight Selected HcCessiiity)
Disabilities: [eind [Jpeaf [sest and assist
5404.00 i 1
+ Estimated Total Ticke (Request wheelchair O Wil bring wheelchair &) Mone Mability: - Select - el
Wheelchair: [Clwiheelchair on board Wheelchair Type: | — Select - v
A!A Ame Baggage - Pets (pdditional fees may apply to traveler) Fal
Depart:DCA - Washingt|| Bagzaze (3 [JBulky Bagzaze [Diplomat Bagzage []Extra Bagzaze 5-Dec-06
Arrive: LGA - Hew Yorl . 5-Dec-08
Pets (S [CIrequest for a pet in carge []Request to carry a pet in cabin
Class: h(®
Confirmation
on: 2120
Mumber [save to Permanent Profile
Ticket Mumber:
Status: Cancel Sawe
Seat Selection: - Seat
A F [ (||
Depart:LGA - Hew Yorl
Arrive: MIA - Miami, FL
Class: h(®
Confirmation
hlumber:
Ticket Mumber:
Status:
Seat Selection:
Ticket Date: g’] Dore: g % Local intranet
Total Tax: EaTraTng FEEsT " : ]
e Pt Comments entered below will be manually reviewed by your TMC, this will
; cause your TMC fee to increase. |f necessary, add comments to the trawel
Last Purchase Gare
Date & 121106 k]
Restrictions:
If you are a Government credit card holder and not authorized to use the
Centrally Billed Account (CBA) for this trip, please skip the CBA drop-down
below.

Figure 2-17: Seat Selector Window

2. Select the Special Meals drop-down list arrow and select the desired meal type.

3. Select all applicable check boxes and radio buttons in the Accessibility section. If there is more
than one flight segment for the current trip, place a check in the Copy above Requests to all air
segments on current trip check box.

4. Place a check in the Save to Permanent Profile checkbox to save Special Meals and Disabilities
options only to the travelers’ permanent profile

2.4.1.3 Other Flight Information

1. Traveler can enter Frequent Flyer Numbers in the Field labeled Frequent Flyer. If the traveler’s
Frequent Flyer number is stored in the permanent profile, the number will automatically populate
when the corresponding airline is selected.

2. [If airfare will be billed to a CBA (Centrally Billed Account), the traveler can select the correct
CBA Label from the drop down menu marked CBA Account.

3. Ifnecessary, the traveler may enter comments to the TMC in the Comments to the Travel Agent
box. If comments are entered in the window, additional fees may apply.

4. Click Save Selected Flight.
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5. A Book-as-you-go screen will appear alerting the traveler that the reservations have been booked
pending confirmation. Note: The document must be stamped SIGNED at least 4 days prior to
departure or the reservations will be auto-cancelled.

6. Click Proceed.

Logged In As:  Suzanne Dowe Document Mame: SO lAMIFLTZ1108_A01 Screen 1Dy 1136.1 Close Window
Traweler Mame: Suzanne Dove Document Type:  Authorization Help for this screen

Return to Document List
—
e —

Govlrip

eTRAVEL for GOVERMNMENT

Booking Status

Your reservations were successfully BOOKED, PEMDIMNG wour COMFIRMAT IOMN.
ou must stamp your document 5IGMED to confirm your reservations. The reserwvations on wour document will be CANCELLED automatically
by GowTrip if wou fail to sign your document within 4 days of wour earliest flight departure date.

Reservation Module returned the following status:
PASS:DEBUG LEVEL (02) System Forced Success:00

Proceed

Figure 2-18: Book-as-you-go Alert

Note: If a flight cannot be found, the Request Assistance in Booking Flight button can be selected
when in the results screen. If necessary, add comments to the Travel Agent. Comments entered will
require additional TMC Assistance therefore, additional fees may apply.

2.4.2 Add Lodging

1. Select Lodging. The Check-In Date and Check-Out Date are populated from the itinerary.

2. Select the radio button for Search Criteria: By Hotel Name, Near an Airport, or Near a City.

Note: If TDY is a military installation, the city needs to be changed to the city of the TDY to find com-
mercial lodging.

Note: If searching by city and no results are returned, make sure only the city name is listed and not
the city and the county.
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—
— ’ It1neerxpenses Accounting  Additional Options  Review/Sign
-
,G...,.QKI".{..!p Air MERFTEP  Rental Car Rail Other Trans.

Lodging | Trip Summary
Use this screen to request your lodging, Overall Starting Point
Leave From: RES: FAIRFAX, YA Edit
Leave: 11-Dec-064
* Check-In Date: i12f1 12006 ! '|
e ——— Location 1: MIAMIFL
fmmJdd Sy
= Leave From: RES: FAIRFAX, VA Edit
* Check-Out Date: !12!1 Biz006 | TDW Loc: MIAMI,FL
(mmdd feyye ) Arrive: 11-Dec-06
Leave: 15-Diec-0é
Carriers AMERICAN &IRLINES Edit
Required Search Criteria Flight: [Ai) 4798
Depart: G:504M - 11-Dec-06 - DCA-  Remove
Please Mote: A Red Star (* ) indicates a required field. Washington, Dc (Usa)
{Mational 4pt)
© sekeot by hote! name Arrive: 10:004M - 11-Dec-06 -
O Mear an airport LGA-Mew Yark, My (Usa)
@ Mear a city (La Guardia Apt)
Carriers AMERICAN &IRLINES
ity |RATARAT | Flight: [f4) 931
: Depart: 11: 3048 - 11-Dec-06 -
State: FL | LGA-Pew vork, My (Usa)
T 1 (La Guardia &pt)
Seounbtyy  [Hnied States | Arrive: Z:35PM - 11-Dec-06 - #ld-
- Fa il Miami, FI (Uza) (Miami Int
Distance: |10 i &
& | [miles) L. 4pt)
Carriers AMERICAN &IRLINES Edit
Flight: (4] 714
Depart: Q:ERAM - 15-Dec-06 - MlA-  Remove
wiami, FI Usa) (diami Int
Search Accommodations L. hpt)
Arrive; 12:15PM - 15-Dec-06 -
DiCA-Washington, Do (Usa)
{Mational Apt)
Overall Ending Point
Leave From:  MIAMIFL Edit
Return Loc: RES: FAIRFAX, YA
Arrive; 15-Dec-06

Figure 2-19: Lodging Window
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3. After selecting Required Search Criteria (e.g., Select by hotel name, Near an airport, or Near a
city), click the Search Accommodations button (Figure 2-20).

*TRAVIL tor GOVEANMEINT

* Check-Out Da

—
—

Govlrip

*Check-In Date:

Use this screen to request your lodging,

ID?IDSIQDDS v|

(mm.Sdd Sy
te: IDWDSIZDDS v|
(mm fdd fyyyy )

required field,

7 select by

Required Search Criteria

Please Mote: 4 Red Star [ * ) indicates a

haotel name

' Mear an airport
* Mear a city

*oity:
State:

*oountry:

ICHI-Chicago
II L-1llinaiz
IUS-United States

Search Accommodations |

’ It1nera@penses Accounting  Additional Options  Review/5ign
Air  MERFTTY  Rental Car Rail Other Trans.

Select an accommodation from the options below,
Lodging Per Diem Allowed: $155.00

Ramada Plaza Hotel O'Hare

6600 M dMannheim Rd
Rosemont, 1L &0015
Phn: 847 f327-5131
Fax: 847 f327-5659

Econo Motel

7139 M Milwaukee Ave
Miles, IL 40714

Phn: 847 f647-9300
Fax: 847 f647-9710

Amerisuites ChicagofArlington Heights

2111 5 Arlington Heights Rd
Arlington Heights, L 40005
Phin: 847 /956-1400

Fax: 847 /956-0804

Hyatt Regency O'Hare

Q300 W Bryn Mawr dve

Des Plaines, 1L &0013-5235
Phn: 847 f696-1234

Fax: 847 f695-0139

Omni Orrington Hotel

1710 Orrington Ave
Evanston, IL 60201-353258
Phn: 847 f866-8700
Fax: 847 f475-3957

Hotel Info & Pricing

Rate Range
88.96 - 139.00
FPLP Participant
FEMA& Approved

Hotel Info & Pricing

Rate Range
&§5.00 - 70.00
FEMA& Approved

Hotel Info & Pricing

Rate Range
76.00 - 109.00
FEMA& Approved

Hotel Info &P

Rate Range
99.00 - 355.00
FEM#& Approved

Hotel Info & Pricing

Rate Range
105.00 - 190.00
FEM#& Approved

Figure 2-20: Lodging Selection Window

4. A list of hotels will appear on the right hand side of the window in the Lodging dialog box. The
Check-In Time and Check-Out Time are automatically filled out according to flight times or
hotel policy. Details of the rooms available will appear.
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Lodging p Summary
Lse this screen to save the selected accommodations. Gwerall starting Roirt
Leave From: RES: FAIRFAX, YA Edit
TO/TAD Location: W LARALFL Leave: M-Dec-08&
Check-In Date; 11-Dec-06
Location 1: MIAMIFL
Check-Out Date: 18-Dec-08
Leawe From: RES: FAIRFAX , ¥ A Edit.
TDY Loc: MIAMIFL
Accommodations Selected Arrive: 11-Dec-06
Leave: 15-Dec-06
Crowne Plaza Hotel Miami Airport .
Carrierf AMERICAN AIRLINES Edit
Crowne Plaza Hotel siami Airport Flight: [Ad) 4798
950 MW Lejeune Rd Depart: 815048 - 11-Dec-06 - DCA-  Remows
@ iami, FL 33176 Washington, Do (Usa)
s (Mational Apt)
CROWNE PLAZA  Phone: 0B/ 446-5000 A 10:004# - 11-Dec-06 -
“OTELS & AESOAT Fax: A05/441-0725 LGA-lewm York, My iUsa)
Tol Free:  G00/428-9562 [La Guardia Apt)
i : ; | N e e sicen vt e AN N [SEREREE
Web Site uuuuw crowneplaza, com/miamifl Carviars AMERICAN AIRLINES
FedRooms Participant Fliaht: (44 931
| L EEA Approved Depart: 1:304M - 11-Dec-06 -
I:EI:"“ID'“-’ LGa-Mew ork, Ny (sa)
b * / = Wigw Additional Hotel Information {La Guardia Ap’t] b
— 251-Cther Suppl t. Inf; i :
e e e e Arrive: 2:35PM - 11-Dec-06 - Mli-
hiami, FI (Usa) iMiami Int
Lodging Per Diem Allowed: $107.00 L. &pt)
Carrigrf AMERICAN AIRLINES Edit
Sort By: Rate Category () Rate Amount Flight: [4a) 714
Depart: F:55AM - 15-Dec-06 - MIA-  Remove
$tate/local rates may not apply to Federal Government travelers #iami, FI (Usa] (Miami Int
L. Apt)

FEDROOMS hrrive: 12:15PM - 15-Dec-06 -
FEDROOMS [RA-S] OAN - 1 DEL BED e R R
WHEELCHAIR ACCESS NONSMOKING {National Apt)

(3)  TOILET AMD TUB WITH GRAB BARS  $107.00 f night  0.00% Tax
RAISED TOILET SEAT 36 [NCH DOOR, Overall Ending Point
DT A DOoN: WITE LeavaFrom:  MIAMLFL Edit
AL L HI el s Return Loc:  RES:FAIRFAX, VA
BED NONSMOKING EXPANDABLE R 15-Dec-06
) WORK DESK WITH MNEW TASK CHAIRS $107.00 f night  0.00% Tax

AMD SPEAKERPHORME 0 CLOCK
RADIO COFFEEMAKER FREE HIGH
FEDRGOMS [RA-5] STH - STARDARD
ROOM WORK AREA HIGH SPEED

() WIRELESS INTERMET ACCESS
WOICEMAIL CO CLOCK RADIO [RON
WITH IRONIMG BOARD HA R DRYER.

$107.00 £ right  0.00% Tax

GOVERNMENT RATES
GOVERNMENT RATE ID REQ STH -
GOWERNMENT RATE |0 REQ.
INCLUDES FULL BREAKFAST FOR :
O ONE FREE HIGH SPEED STanDaRD 10700/ Tfeft - 0.00% T
ROOM WORK AREA HIGH SPEED
WIRELESS INTERMET ACCESS
GOVERNMENT RATE ID REQ DXH -
GOWERNMENT RATE 1D FEQ.
INCLUDES FULL BREAKFAST FOR
CME FREE HIGH SPEED DELUXE
ROOM UPGRADED BATHROOM
AMENITIES WORK AREA 'WITH DATA
GOVERNMENT RATE ID REQ KEN -
GOWERNMENT RATE ID REQ
INCLUDES FUULL BREAKFAST FOR
o OME FREE HIGH SPEED 1 KING BED SN | AT
EXECUTIVE MOMSMOK ING
EXECUTIVE WITH LPGRADED

O

127,00 fnight  0.00% Tax

Figure 2-21: Lodging Details Window
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Chapter 2: Authorization

Click on Hotel Info & Pricing button next to the hotel of choice. GovTrip will search for room

availability.

Traveler may choose to click the View Additional Hotel Information link. A pop-up window
appears and displays with hotel policies, amenities, services, and other related information. Close
the box when done viewing (Figure 2-22).

Return to Document List

1

[yovlTip

Lodging

Use this screen to save the selected acc

TOY/TAD Location: i AMIFL
Check-In Date: 11-Dec-06
Check-Out Date: 15-Dec-06

[Togged ey cuzarme Dove ToCUMETT Fames SOmTAm T L T2 T e AT TSSO TS T T TR
Traveler Mame: Suzanne Dowe Dy —

Select an option below to wisw more hotel information. ..

ATTRACTIONS

CORPORATE LOCATIONS

CRED|T CARDS ACCEPTED FOR GUARANTEE
DESCRIPTION

DIRECTIONS

GUARAMTEE POLICT

Accommodations Selected
Crowne Plaza Hotel Miami Airport

Crawne Plaza H
950 N Lejeury

@ #iami, FL 3312
CROWNE PLAZA  Phone:
TN T I Fax:
Toll Free:
Web Site: 1)
= FedRooms Part)
-*- N\ FEMA Approver
\ FEDROOMS |
N A = Wi Additio
» 051-Other &

Lodging Per Diem Allowed: $107.00

Sart By: ()"

@ Rate Categary

StatefLocal rates may not apply to Fed

HOTEL AMEMITIES

ATTRACTIONS

PRIMAPY CITY -

7 HI W

AMERICAN AIRLINES ARENA 5.5 MI 0 BLOCKS
BAYSIDE MAPKET PLACE 5.5 MI 0 BLOCKS
CIVIC CENTER 3 MI 0 BLOCKS

COCONUT GROVE 6 MI O BLOCKS

CORAL GAELES 2 MI 0 BLOCKS

DADELAND MALL 3 MI 0 BLOCKS

DOLPHIN MALL 5.5 MI 0 BLOCKES
DOLPHIN STADIUM 12 MI 0 BLOCKS
EVEPGLADE NATIOMAL PARK 3Z MI 0 ELOCES
FI LAUDEEDALE BEACH 28 MI O ELOCKS
INTERMATIONAL MALL 7.5 MI 0 ELOCKS
JAI-ALAT MIAMI 1.5 MI 0 BLOCKS

KEY BISCAYNE 5.5 MI 0 ELOCKS

MALL OF THE AMERICAS 5 MI 0 BLOCKS
MIAMI ARENA & MI 0 BLOCKS

MIAMI BEACH 1E MI 0O ELOCES

MIAMI METRO Z00 Z0 MI 0 BLOCKS

HMIAMI SEAQUARIUM 5.5 MI 0 BLOCKS
MIRACLE MILE 2 MI O ELOCKES

&] Done

2} tdditional Hotel Information - Microsoft Internet Explorer provided by Northrop Grumman Cor poration EI@I@|

CAMCEL POLICY

CREDIT CARDS ACCEPTED FOR.DEPOSIT
DEPOSIT POLICYT

DIMING

FACILITIES

PROPERTY INFORMATIOR

roomTypes

TRANSPORTATION

£ %4 Lacal intranet

FEDROOMS

WHEELCHA IR ACCESS MOMNSMOKING

FEDROOMS [RA-5] OAM - 1 DEL BED

P

Pl e
DCA-Washington, De (Lsa)
(National Apt)

TOILET AMD TUB WITH GRAB BARS  $107.00 / night  0.00% Tax

RAISED TOILET SEAT 34 INCH DOOR.
WIDTH 4 ROOMS W ITH

Overall Ending Point

Leawe From:

MIAMIFL

Edit

FEDROOMS [RA-S] KNG - 1 KING

Beturn Loc:

RES: FAIRFAX, VA

Figure 2-22: Additional Hotel Information Window

7. Click the OSI (Other Supplementary Information) link. A pop-up window appears and displays
customizable request for the selected hotel. Options available will vary based on the GDS (Global

10.

I1.

Distribution System) servicing the individual traveler (Figure 2-23).

Select all applicable check boxes and radio buttons to request special accommodations. Accessi-
bility and Smoking preference are defaulted from the traveler profile if previously populated. If
there is more than one hotel for the current trip, place a check in the Copy above request to all

hotel segments on current trip checkbox.
Enter the selected hotel’s program number in the Awards Program # field.

Click on the radio button for the desired type of room, and click Save Selected Accommodations,

or Find Different Accommodations if change is desired.
Click Save.

Note: If the traveler’s Hotel Reward Number is stored in his or her permanent profile, the number will
automatically populate when the corresponding hotel chain is selected.

Note: If the rate for the hotel is greater than the lodging allowed for the selected per diem location, a
pop-up window will appear alerting the user that ““You have selected a hotel with a rate exceeding your
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Chapter 2: Authorization

@ Crowne Plaza Hotel Miami —_

—_— 950 N Lejeune Rd Pl * N

CROWNE PLAZA MIAMI,FL 33126 | FEDROOMS |
wortis & nisosrs  Phone: S00-428-9582 L ‘J

Check-In Date: 11-Dec-06 Check-Out Date:  15-Dec-08

Check-In Time: 12:00AH Check-Out Time:  12:00AM

Accessibility: Oeing Coear [whesichair

Smoking: & Mon-smaking ) Smoking

Specidl Qualities:  []DataPort []in Room Kitchen [ Travel wipets

Elevator Options: () Close to Elevatar ) Mot by Elevator () Mo Preference

Based on your current GDS only 3 tems can be selected from the list above.
[ copy above Requests to all hotel segments on current trip
Frequent Flyer Information
Airlines in Your Profile: [ Select - -".J - OR-- hirline: [ Select - v
Selected Airline:
Frequent Flyer #: |
Discount Programs

Agency Discount #:

[ save to Permanent Profile

Cancel J Save I

Figure 2-23: Edit Other Supplementary Information Window

per diem allowance. Do you want to continue with the selection?”” Select OK the mission requires the
user to exceed the allowed rate. Otherwise, search for another hotel within per diem.

Note: If proper lodging cannot be found, click on the button Request Assistance in Booking Lodging
without selecting an accommodation from the list. If assistance is requested, additional fees may apply.

12. If Save Selected Accommodations is selected, a confirmation section appears on the left side. The
trip summary will be building basic information of the trip on the right side of the screen.

13. A Booking Status screen will appear. Click Proceed.

eTRAVEL for GOVERNMENT

Booking Status

rour reservations were successfully BOOKED, PEMDIMG your COMFIRMAT 10N,
rou must stamp wour document SIGMED to confirm your reserwvations, The reservations on your document will be CAMCELLED automatically
by GowTrip if wou fail to sign your document within 4 days of your earliest hotel arrival date,

Reservation Module returned the following status:
PASS:DEBUG LEVEL (02) System Forced Success:00

Proceed

Figure 2-24: Lodging Book-As-You-Go Window
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Chapter 2: Authorization

2.4.3 Rental Car

The steps for making a rental car reservation are listed below (Figure 2-25).

—————
- — ’ It1neraerpenses Accounting Additional Options Review/5ign
Qg‘cin.f!:‘!p Air Lodging Rental Car Rail Other Trans.
Rental Car | mrip summary (SN
Use this screen to request a rental car, Oerall Starting Point
Leave From: RES: ARLINGTOHN, VA Edit
* Pick-Up Date: 09/03/2003 v| Leave: 03-%ep-03
) ) fmm 7dd Arry) Location 1: CHICAGO,IL
* Pick-Up Time: I 11:30 Ak vl
Leave From: RES: ARLINGTOHN, VA Edit
* Drap-Off Date: l— £ TOY Loc: CHICAGO,IL
e 2000 —I Arrive: 03-5ep-03
(mrm /dd Ay Leawve: 03-5ep-03
* Drop-Off Time: Ig?:gg Frn vl
Carrierf American Airlines (A4) 1593 Edit
Flight:
Required Search Criteria Depart: Q1746 - 03-5ep-03 - DCA-  Remove
‘Wazhington, Dc (Usa)
Please Mote: & Red Star (* ) indicates a field is required, 3 {Mational Apt)
Arrive: 10: 15486 - 03-5ep-03 -
*Search for a Car (airport code or city name): ORD-Chicago, Il (Usa)
[C'Hare Apt)
airport IORD
Carrierf Delta Air Lines Inc. Edit
Flight: (DL} 56z
* Select 4 Class Of Cats lm Depart: S:QDAM - 08-%ep-03 - ORD-  Remove
Chicago, |l {Usa) (O'Hare
Apt)
s Arrive: A0: 15486 - 05-5ep-03 -
Search Rental Car Availability CYG-Cinginnati, Oh (Usa)
Carrier s Delta Air Lines Inc.
Flight: (DL} 1254
Depart: 11:004M - 05-5ep-03 -
CVG-Cincinnati, Oh (Usa)
Arrive: 12:25PM - 08-5ep-03 - DCA-
‘Wazhington, Dc (Usa)
[Mational Apt)
Overall Ending Point
Leave From: CHICAGO,IL Edit
Return Loc: RES: ARLINGTON, VA
Arrive! 05-5ep-03
Figure 2-25: Rental Car Window
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Chapter 2: Authorization

1.

Select Travel on the main navigation bar and Rental Car on the sub-navigation bar (Figure 2-26).

Go lf.:!p

Air

’ It1nerar@penses Accounting  Additional Options  Review/5ign

Other Trans.

Rail

Lodging

Uze thiz screen to save the selected rental car. veral) Starting Point
Leave From: RES: ARLINGTOHN, VA Edit
TOY Location: CHICAGO,IL Leave: 03-5ep-03
Pick-Up Date: 03-%ep-03 -
Pick-Up Time: 11304 Location 1: CHICAGO IL
Drop-0ff Date: 08-5ep-03 Leave From: RES: ARLINGTOHN, VA Edit
Drop-Off Time: &:00PM DY Loc: CHICAGO,IL
Arrive: 03-%ep-03
Leave: 0&8-%ep-03
Rental Car Selected
Carrierf Admerican Airlines (A4) 1593 Edit
s ) Flight:
141.00 § k (not including t. fe
$ weekfinatine s fesnries) Depart: 9 174M - 03-Sep-073 - DCA-  Remove
Rental Car:  Enterprise Rent-A-Car ::a?ing::in;][)c {Usa)
) ational Ap
Car Class:  Economy Car .
Location:  ORD-Chicago, IL 'C)I Arrive: 10:1 SAM - 03-5ep-03 -
Rental rate shown does not include the Gow't OR:D-Chmago, Iltea)
Admin, Rate Suppl. fee of 55 per day. {Ofhiars Apt)
Restrictions:  Weekly $141.00, Extra Day $28.00, Extra Hour $7.01, Lodging: Ramada Plaza Hotel OHar  Edit
Estimated Total Cost $204.53, Unlimited miles fkilometers Check-In: 03-5ep-03 E
» 05]-Other Supplementary Information Check-In: 08-5ep-03
Enter the follmwing details:
Overall Ending Point
Leave From: CHICAGO,IL Edit
#ethod of Reimb t:lGOVCC 'l : =
SRS ReturnLoc:  RES: ARLINGTON, VA
Arrive: 0&-%ep-03
If Mecessary, add comments to the travel agent:
=
K
Find Different Rental Car | Save Selected Car

Figure 2-26: Rental Car Window

2. The default pick-up and drop-off dates are populated based on air arrival time; use the default or
enter the appropriate dates. Use pop-up calendars if necessary.

3. Inthe Search for a Car (airport code) field, type in the airport code where the car will be picked
up.

4. Select class of rental car. Note: If an unauthorized class of car is selected, the traveler will be
required to justify that selection on the Pre-Audit screen.

5. Click on Search Rental Car Availability.

6. Click Select and Continue to add the desired rental car to the current trip.
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Chapter 2: Authorization

7. Click the OSI-Other Supplementary Information link. A pop-up window appears and displays
customizable request for the selected rental car. Options available will vary based on the GDS
(Global Distribution System) servicing the individual traveler (Figure 2-27).

Rental Car: ADVAMTAGE RENT-A-CAR

Car Class: Economy Car, 2-4 Doors
Location: DFW-Dallas f Ft. Worth, Tx
Pick-Up Date: 22-Jan-0F Drop-Off Date: 25-Jan-07
Pick-Up Time: 9:00AM Drop-Cff Time: &:00PH

Phone: F03-684-8184
x32

£y

|:| Cruize Contral
CJHand Contral Lett
Car Equipment: [IHand Control Right
|:| Mavigational System
[T ski Rack /snow Tires/Chains

Smoking: ® Mon-smoking ' Smoking
Based on your current GDS only 4 items can be selected from the list above.

|:| Copy abowe Requests to all rental car zegments on current trip
Frequent Fiyer Information
Airlines in vour Profile: | -- Select -- W - 0R-- Airling: | -- Select -- hd
Selected Airline:
Frequent Flyer #:
Discount Programs

hgency Discount #:

|:| tawe to Permanent Prafile

Cancel Lave

Figure 2-27: Edit Other Supplementary Information Window

8. Select all applicable check boxes and radio buttons to request special equipment and accommoda-
tions. If there is more than one rental car for the current trip, place a check in the Copy above
request to all rental car segments on current trip checkbox.

9. Click the Airlines in Your Profile drop down list to associate an existing frequent flyer program
with the selected rental car vendor or select an airline from the Airline drop down list and enter the
selected airline’s program number in the Frequent Flyer # field. Note: If the Rental Car Reward
Number is stored in the traveler’s profile, the number will automatically populate when the corre-
sponding rental car company is selected.

10. Enter the selected rental car’s program number in the Awards Program # field.

11. Place a check in the Save to Permanent Profile checkbox to save accessibility, smoking prefer-
ence (when applicable) and frequent flyer information to the traveler profile and permanent
profile.

12. Click the Save button.

13. Click OK when the Disclaimer pop-up window appears, to acknowledge the advisement for the
selected options for the selected rental car.

14. Enter Comments to Travel Agent (optional). Note the pick-up and drop-off time. Comments to
the travel agent may incur additional fees.
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Chapter 2: Authorization

15. Click Save Selected Car after confirming the information. Note: You can change your method of
reimbursement if necessary from GOVCC to Personal using the drop-down.

16. A Book-As-You-Go Alert Screen will populate stating that the document must be signed a mini-
mum of 4 days prior to the earliest rental car pickup date or the reservations will auto-cancel. Read
the message and click Proceed.

Govlrip

Booking Status

Your reserwvations were successfully BOOKED, PENDIMNG wour COMFIRMATIOMN,
You must stamp your document SIGHNED to confirm your reserwvations. The reservations on your document will be CANCELLED automatically
by GowTrip if you fail to sign ywour document within 4 days of wour earliest rental pickup date,

Reservation Module returned the following status:
PASS:DEBUG LEVEL (02) System Forced Success:00

Proceed

Figure 2-28: Rental Car Book-as-you-Go Window
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2.4.4 Rail Travel

The following steps will allow you to view a static list of train schedules (Figure 2-29) Note: Currently
Amtrak does not subscribe to the GDS (Global Distribution System), therefore all Rail reservations
must be handled by a TMC agent. As a result, additional service fees may apply.

—
"

GovITip

STRAVEL far GOVIRNMINT

’ It1nerar@penses Accounting  Additional Options  Review/Sign|

Air Lodging Rental Car SEYW”  Other Trans.

Use this screen to request your AMTRAK rail travel Ouerall Starting Foint
Leave From: RES: ARLINGTOHN, VA Edit
L i 03-5ep-03
Required Search Criteria B =
Please Mote: 4 Red Star [ * ) indicates a field is required, Location 1: CHICAGO,IL
. Leave From: RES: ARLINGTOHN, VA Edit
*Departure Station:  » Search e
T TO Loc: CHICAGO,IL
Iwas igton Artive: 03-5ep-03
Leave: 05-5ep-03
T Arrival Station: > Search Carrierf American Airlines (44) 1693 Edit
Ichicago Flight:
Depart: 91746 - 03-5ep-03 - DCA-  Remove
‘Wazhington, Dc (Usa)
* Arrival or Departure: Date: Time: [Mational Apt)
IDeparting j 109;03;2003 v| ng;gg b j Arrive: 10: 15 - 03-5ep-03 -
o ORD-Chicaga, Il (Usa)
(mm fdd Fyyyy ) (O'Hare Apt]
Rental Car: Enterprize Rent-A-Car Edit
Pick-Up: 03-%ep-03 11:304M Remove
Drrop-Off: 058-5ep-03 &:00PM
Lodging: Ramada Plaza Hotel O'Har  Edit
Z
Check-In: 03-%ep-03 Remowve
Check-In: 058-%ep-03

Overall Ending Point

Leave From: CHICAGO,IL Edit
Return Loc: RES: ARLINGTON, YA
Arrive: 058-5ep-03

Figure 2-29: Rail Travel Window

1. Select Travel on the main navigation bar and Rail from the sub-navigation bar.
2. Enter city of Departure Station. Type in a city and click Search link if you do not know the
station code, etc.
3. Enter city of Arrival Station. Type in a city and click Search link if you do not know the
station code, etc.
Enter the desired Departure or Arrival time.
Click Search.
Find the desired train and click the corresponding Select and Continue.
Enter Comments to Travel Agent (optional).
Click Save Selected Train.
Click Find Next Train.
. Repeat steps 1-8 until all appropriate trains are selected.
If you need to change any ticket data such as Type, Description, Ticket No., Ticket Value, Depar-
ture Date, Ticket Date, or CBA Account, click on the Change Ticket Data link and make the nec-
essary changes.

mE0 0NNk

—_ O
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Chapter 2: Authorization

Note: If a train cannot be found, the Request Assistance in Booking Train button can be clicked
when in the results screen.

2.4.5 Other Ticketed Transportation

Any ticketed transportation (air or rail) booked within the GovTrip reservation system can be edited by
selecting Edit on the right hand side under Trip Summary and then changing the ticket data. In addition,
other ticketed transportation arrangements made outside of the GovTrip reservation system can be entered

here.

1. Select Type of Travel from the Type menu. The description will automatically populate.

2. Enter Ticket Value.

3. Enter Ticket Cost (if different from ticket value).

4. Enter Departure Date.

5. Enter Issue Date (if known).

6. Enter Ticket Date (if not already filled in).

7. Click the CBA Accounts link to search for a CBA account if applicable.

8. To change the reimbursement method, currency, etc., click on the view/edit expense details link

and make the appropriate changes.

9. Click Save.

10. Confirm the information in the Ticketed Transportation Saved box.

11. If additional ticketed transportation entries exist, click on the Create a New Ticketed Transpor-
tation Entry button and enter details(Figure 2-30).

’ ltlnerarmxpenses Accounting  Additional Options  Review/Sign

Govirip €3

Air Lodging Rental Car Rail Other Trans.
STRAVEL far SOVERNMINT
Use this screen to enter Other Ticketed Transportation information, Querall Starting Polnt
Leave From: RES: ARLIHGTOH, VA Edit
Leave: 03-5ep-03

ADD Ticket Information
Location 1: CHICAGO,IL

Enter or select the required data. LeaveFrom:  RES: ARLINGTON, VA Edit
TO Loc: CHICAGO,IL
Please Mote: & Red Star (* ) indicates a field is required. Arrive: 03-5ep-03
" Leave: 08-5ep-03
Type: |- setect - |
. Carriers American Airlines (A4) 1593 Edit
*Desc ription: I Flight:
Depart: 91174 - 03-5ep-03 - DCA-  Remove
*Ticket ho: 2 [
icket Mo [se= ttached Ticket 2 Washinzton, Dc (Uss)
* Ticket Walue: 0.00 MatronalApe)
' Arrive: A0:154M - 03-5ep-03 -
Cost: 0.00 ORID-Chicago, 11 (Uza)
I different from [O'Hare Apt)
ickstvaliel Rental Car: Enterprise Rent-A-Car Edit.
*Departure Date 090372003 ' Pick-Up: 03-5ep-03 11:304M Remove
(mm fdd Fyyyy ) Drop-Off; 08-5ep-03  6:00PH
Issue Date ' Lodging: Ramada Plaza Hotel O'Har  Edit
[mm fdd Sy Check-In: 03-58p-03 Remove
+Ticket Date | EER Check-In: 08-5ep-03
immAdd Sy )

Overall Ending Point

CEA dccount:
= CBA hocounts Leave From:  CHICAGO,IL Edit

Return Loc: RES: ARLINGTOHN, VA
If necessary, add comments to the travel agent: Arrive 08-5ep-03

= view J edit expense details

Save

Figure 2-30: Other Ticketed Trans. Window
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2.5 Expenses

GovTrip allows both non-mileage and mileage expenses to be reported. In the non-mileage section,
expenses can be chosen from a list or input manually. In the mileage section, different forms of transporta-
tion and related mileage rates can be chosen, with the expense costs calculated automatically. The follow-
ing two sections instruct a user on entering those expenses.

Note: Trip expenses are added, updated, and deleted in the Expenses Table. There is an extensive list of
federal-approved reimbursable expenses in the Expenses Table. Before travel, expenses are estimated and
entered by date to get an accurate “should cost” for the trip. After travel, expenses are updated with the
actual costs if changes are needed.

2.5.1 Non-Mileage Expenses

1. Select Expenses from the main navigation bar. GovTrip will bring you to the Non-Mileage
expenses screen.

2. Select the Expense Type from the menu box or type the expense type into the Or: field. Observe

that the Method of Reimbursement field auto-populates based on the chosen Expense Type. If

needed, changes can be made using the drop-down list.

Enter the Cost of the expense.

Enter the Date of the expense. Use the pop-up calendar if necessary.

Select the Method of Reimbursement.

Repeat Steps 1-4 until all expenses are entered or until all expense boxes are full. Note: If more

than 5 expenses need to be included on the authorization, click Save, and any additional expenses

must be manually entered individually.

7. Click Save Expenses.

SNk Ww
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8. [Ifadditional expenses need to be entered, enter each one individually and then click Save Expense
(Figure 2-31).

—

Govlri

STRAVIL far GOVERNMENT

’ Itinerary Travemenllng Additional Options  Review/Sign
AT Mileage  Receipts

Non-Mileage Expenses

Use this screen to enter non-mileage expenses for your trip, Select an expense type, or, if you cannot find the appropriate expense type,
enter a description in the box provided, Click on the "Save Expenses" button to save these expenses,

Leave: 03-5ep-03  Return: 08-5ep-03
Hon-Mileage Expense #1

* Select Expensze Type:l j *Cost: sl *Date: |09f03f2003 '

(mmSdd Annne)
* Method of Reimbursement -- Please Select -- j

-oR-|

Hon-Mileage Expense #2

* Select Expensze Type:l j *Cpst: sl *Date; |09f03f2003 'l

(mmSdd Annne)
* Method of Reimbursement -- Please Select -- j

-oR-|

Hon-Mileage Expense #3

* Select Expensze Type:l j *Cost: SI *Date: |09f03f2003 'l

(mmSdd Annne)
* Method of Reimbursement -- Please Select -- j

-oR-|

Hon-Mileage Expense #4

* Select Expensze Type:l j *Cost: sl *Date; |09f03f2003 'l

{mmSdd Annne)
* Method of Reimbursement -- Please Select -- j

-oR-|

Hon-Mileage Expense #5

* Select Expensze Type:l j *Cnst: sl *Date: |09f03f2003 'l

(mmSdd Annne)
* Method of Reimbursement -- Please Select -- j

-oR-|

Figure 2-31: Non-Mileage Expenses Window
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Chapter 2: Authorization

2.5.2 Mileage Expenses

Select Expenses from the main navigation bar and Mileage from the sub-navigation bar.
Select the Expense Type from the menu box.

Enter the Date of the expense. Use the pop-up calendar if necessary.

Select the Method of Reimbursement.

Using the Table of Official Distances (TOD) (described in section 2.6), get the mileage for the
expense. Click on the Table of Distances link to calculate mileage to expense (ONLY TDY
travel—not local travel).

Repeat steps 1-4 until all mileage expenses are entered.

Click Save Expenses.

8. Ifadditional expenses need to be entered, enter each one individually and then click Save Expense
(Figure 2-32).

Aol

Y

——

— ’ Itinerary Trave@ocwnllng Additional Options  Review/5ign
. :
Govirip Non-Milesse MITETERY Receipts

Mileage Expenses

Use this screen to enter mileage expenses for your trip, Click on the "Save Expenses" button to save these expenses,

Leave: 03-5ep-03  Return: 08-5ep-03

Mileage Expense #1

*Expenze Type: j *Date: |09f03f2003 =
(mm.Sdd Fyyyy )
* Method of Reimbursement I-- Pleasze Select -- j
* files | x Rate = Cost %

To calculate mileage for POVs usze the Table of Distances

Mileage Expense #2

*Expense Type: j *Date:  |09/0352003 =g
(mm.Sdd Fyyyy )
* Method of Reimbursement I-- Pleasze Select -- j
* files I % Rate = Cost %

To calculate mileage for POVs usze the Table of Distances

Figure 2-32: Mileage Expenses Window
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2.6 Table of Official Distances (TOD)

The Table of Official Distances should be used when driving to a TDY location, driving to a PCS, or
during other travel outside of a duty area. It is not used for local travel or miscellaneous travel (personal
travel on duty).

1. Access TOD by clicking on the Table of Distances link below the mileage calculation fields in the
mileage expense screen.

2. Enter the City Traveling From.

Enter the State/Country, and County Traveling From (optional). Click on the Lookup State and

Country Codes link if you need assistance.

Click Search to see all locations associated with the City Traveling From.

Click on the Select link next to the desired location.

Enter the City Traveling To.

Enter the State/Country, and County Traveling To (optional).

Click Search to see all locations associated with the City Traveling To.

9. Click on the Select link next to the desired location.

10. Click Calculate Mileage.

11. Click Save Total and Continue.

12. If using the TOD for a mileage expense, remember to click Save Expense to save the changes.

W

PN

2.7 Receipts Imaging

Receipts are an important part of trip records and serve as evidence that official travel actually took place.
GovTrip allows travelers the option of storing receipts for official travel digitally in addition to existing
local retention methods.

Receipts along with other supporting documentation can be loaded into GovTrip and attached to the trip
record by using the scan and upload or fax method. Although the Receipts Imaging function is available in
the Authorization, it is likely that most receipts will not be available until after travel and during the
voucher creation process. The same procedures should be followed for digitally storing receipts on the
voucher.

To load receipts into GovTrip, use one of the following methods.
Using the Fax method:

1. Gather all necessary receipts (see local policy) and other supporting documentation that need to be
faxed. Note: It is not advisable to place small receipts in a fax machine. It is suggested that smaller
receipts be taped to standard size paper and photo copied prior to faxing.

2. Click Expenses from the main navigation bar.

3. Click Receipts from the Expenses navigation bar.
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Chapter 2: Authorization

4. Click the Print Fax Cover Sheet link (Figure 2-33).

—
—

GovIrip

STRAVIL far SOVIAMMENT

Receipts '

To fax in your receipts click "Print Fax Cover Sheet", and follow the instructions on the cover sheet, Then five minutes after the fax
transmission is complete click "Refresh" to see receipts in the list, To upload receipts that you have scanned, click "Browse,." and after
selecting the scanned file click "Upload", Click "wiew" to view the receipts, To add or change notes on an existing receipt, under the "Notes"
column select the field you would like to change, edit the text, then click the "Save Motes" button,

’ Itinerary Trave@ccounting Additional Options  Review/Sign

Non-Mileage Mileage TSN

h“ml m_‘ “fou must have the free Adobe Acrobat Reader program installed on your computer to view receipts, Download the Adobe
Adobe Acrobat Reader program.

» Print Fax Cover Sheet

» Upload Scanned Receipts Browse... Upload

Currently there are no Receipts on file for this Youcher.

Date Hotes View Remove

Refresh |

Figure 2-33: Receipts Window

5. Click the Print button when the Print Dialog window appears to get a hardcopy of the fax cover sheet
(Figure 2-34).

eTravel Receipts Cover Page

Please fax this cover page, together with your receipts to 1-888-366-0250. If you are dialing from outside of the United States then use the telephone munber 1-402-220-1532 (with the appropriate
mternaticnal prefix). Your leng distance telephone company may charge you for this call Receipts may take up to five minutes to appear on the document.

CPCHICAGOIL022304_A01

Notes

Figure 2-34: eTravel Receipts Cover Page (Fax Cover Sheet)

Note: The fax cover sheet has a bar code that is unique to the selected document and identifies which
document in the GovTrip database the receipts are to be associated with. Optional: The Notes section of
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the fax cover sheet (Figure 2-34) can be used to indicate which receipts are attached and are going to be
loaded via the current fax. This will be displayed in the current fax only. It is important to print a new
Fax Cover Sheet for each fax submission in GovTrip. The bar code located on the fax cover sheet
denotes which document the receipts are to accompany in Govtrip.

6. Send receipts to the fax number on the fax cover sheet. Note: There is a wait time of about 5 minutes

for the imaging engines to receive, convert and load the faxed pages into the document identified by
the bar code. The wait time does not impact the user’s ability to continue to complete their document.
Once the fax has been loaded into the document, it will be displayed in the lower portion of the
Receipts window and sorted by date.

Enter a description of the receipts contained in the fax in the Notes field and click the Save Notes
button (Figure 2-35).

’ Itinerary TraveMccwnting Additional Options  Review/Sign

Non-Mileage Mileage MY

GOVTITFI; ()

STRAVEL far SOVIRMMEINT

y

Below is a list of your receipts, To fax in your receipts click "Print Fax Cover Sheet", and follow the instructions on the cover sheet, Then
five minutes after the fax transmizsion is complete click "Refresh" to see receipts in the list, To upload receipts that you have scanned,
click "Browse, " and after selecting the scanned file click "Upload", Click "wiew" to wiew the receipts, To add or change notes on an existing
receipt, under the "Motes" column select the field you would like to change, edit the text, then click the "Save Notes" button,

'-\“Ger m{ “fou must have the free Adobe Acrobat Reader program installed on your computer to view receipts, Download the Adobe
Adobe T | Acrobat Reader program.

» Print Fax Cover Sheet

» Upload Scanned Receipts Browse... Upload

Existing Receipts

Date Hotes View Remove

20-Feb-2004 Airfare Receipt =g =FEMOVE

Refresh Save hotes

Figure 2-35: Receipts Window

9. Click View to review receipts contained in the fax.
10. If necessary, click Remove to remove the desired fax from the current document.

Using the Scan/Upload method:

1. Gather all necessary receipts (see local policy) and other supporting documentation that needs to be
scanned. Acceptable file types include:.bmp,.gif,.jpg,.pdf,.png, and.tif. The maximum file size is 2MB
per file. Note: Multiple files can be uploaded. However, each file must be uploaded individually by
repeating steps 4-6 below.

2. Click Expenses from the main navigation bar.

3. Click Receipts from the Expenses navigation bar (See Figure 2-33).

4. Click the Browse button and locate the scanned file to be uploaded.
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Chapter 2: Authorization

5. Click the Open button once the desired file is selected (Figure 2-36).

Choose file

21|

Look i I@ receipts j - £k B

@ _Registration fee_receipt.jpg

File name: Fieui:s:tratiu:un fee receipt

j Open I
Files of type: IPictures [*.gif. *.jpg) j Cancel |

pA

Figure 2-36: Browse Window

6. Click the Upload button (Figure 2-37).

Go

*TRAVEL far

e — ’ Itinerary  Tra veMccounling Additional Options  Review/5ign
. = -
virip &

Non-Mileage NEETERY Receipts 4

To fax in your receipts click "Print Fax Cover Sheet", and follow the instructions on the cover sheet, Then five minutes after the fax
transmizsion is complete click "Refresh" to see receipts in the list, To upload receipts that you have scanned, click "Browse, " and after
selecting the scanned file click "Upload", Click "wiew" to view the receipts, To add or change notes on an existing receipt, under the "Notes"
column select the field you would like to change, edit the text, then click the "Save Motes" button,

'\‘Gﬂ m_{ “fou must have the free Adobe Acrobat Reader program installed on your computer to view receipts, Download the Adobe
Adobe hcrobat Reader program,

» Print Fax Cover Sheet

+ Upload Scanned Receipts |C:\WindDWS\DeSktop\Receipts\Registrationfee_recei Browse... | Upload I

Currently there are no Receipts on file for this Youcher.

Date Hotes View Remove

Refresh |

Figure 2-37: Receipts Window

7. Once the file has been loaded into the document, it will be displayed in the lower portion of the
Receipts window and sorted by date.
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Chapter 2: Authorization

8. Enter a description of the receipts contained in the uploaded file in the Notes field and click the Save
Notes button (Figure 2-38).

——
—

GovITip

STRAVIL far SOVIRMMINT

’ Itinerary TraveMccwming Additional Options  Review/Sign

4 Non-Mileage Mileage JTSNCY
Below is a list of your receipts, To fax in your receipts click "Print Fax Cover Sheet", and follow the instructions on the cover sheet, Then
five minutes after the fax transmizsion is complete click "Refresh" to see receipts in the list, To upload receipts that you have scanned,

click "Browse, " and after selecting the scanned file click "Upload", Click "wiew" to wiew the receipts, To add or change notes on an existing
receipt, under the "Motes" column select the field you would like to change, edit the text, then click the "Save Notes" button,

AT

» Print Fax Cover Sheet

“fou must have the free Adobe Acrobat Reader program installed on your computer to wiew receipts, Download the Adobe
hcrobat Reader program.

» Upload Scanned Receipts Browse... Upload

Existing Receipts

Date Hotes View Remove

20-Feb-2004 Conference Registration receipt

=g Fremove

Refresh Save Motes

Figure 2-38: Receipts Window

9. Click View to review receipts contained in the fax.
10. Click Remove to remove the desired fax from the current document.
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Chapter 2: Authorization

2.8 Selecting Accounting Codes

Federal personnel traveling on orders must have an accounting code(s) that authorizes funds for travel.
Travelers may be required to provide this information when they fill out an Authorization. In some cases
the traveler will have a default accounting code already set up in the traveler profile that will be used for
travel (Figure 2-39).

T—
—_—

Govlrip

STRAVEL far GOVIRMMEINT

’ Itinerary  Travel ExpenseMddﬂionalOplions Review /Sign
4

Accounting Codes Expenses Summary

Select the appropriate accounting code for this trip, If there are multiple

accounting codes that are required for this trip, pleaze select all that 06 1234567-21.51
apply. LODGING : 50,00
MEIE : 50,00

Start Date:  15-Sep-06 + Find Accounting Label
End Date: 18-5ep-06 + Change Organization 06 1234567-21.51 sub 50,00
i 0 ) Total: '
L:EZIL,'” M [ seiect + | From GHHSPTRAINO

' o T 06 1234567-219H
Selected Accounting Codeis) TAVEXP -C: 316,25

06 1234567-219H Sub
To remove an accounting code that does not apply to this trip, select the Total: 316,28

remove link corresponding to the accounting label to be remowved,

06 1234567-252W

2 - View/Edit Object Class = View/Edit 253W-REG FEE : $350.00
A nting Label 0 at Re
ccounting Labe! rganization Accte Code move ol Object Class
06 1234567 GHHEPTRAIMC = wiew fedit » FEMOvE 21,51 = wigw fedit 22:;3456?‘252“' S $350.00
Calculated Trip Cost: 366,25

Figure 2-39: Accounting Codes Window

1. Select Accounting from the navigation bar.

2. Select the appropriate Accounting Label from the drop-down list.

3. If only using one accounting code, navigate to Additional Options (if necessary), or Review/Sign if
document is complete.

2.8.1 Selecting Multiple Accounting Codes

1. If there are multiple accounting codes that are required for this trip, select all that apply.

2. Select How To Allocate (By Expense Category, Percent, Date, Dollar Amount) from the drop-
down list located at the bottom of the page.

Click Allocate Expenses.

Select the accounting code to use for each allocation.

5. Select Save Allocations.(Figure 2-40).

W
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’ Itinerary  Travel ExpenseMddmonalOplions Review/Sign

GovIrip

STRAVEL far GOVIRMMENT

Accounting Codes Expenses Summary
Exp llocated by Exp Category
Select the appropriate accounting code for this trip, If there are multiple
accounting codes that are required for this trip, pleasze zelect all that 03 GENERAL
apply. LODGING : $680,00
) ) MEIE $275.00
Start Date: 03-%ep-03 + Find Accounting Label
REMTAL CAR. $141.00
End Date: 058-%ep-03
Accounting Label: I---Select--- =]  From DFcwTSO9BW D3 GENERAR S Fotal: §1,096.00
E 03 SHORT
Selected Accounting Code(s)
COM, CARR.-| : $87.44
To remowe an accounting code that does not apply to this trip, select the RIREEY S
remove link corresponding to the accounting label to be remowved,
03 SHORT 5Sub Total: $87.44
it ot eatindt View/Edit Edit = _
i ) Acctg Code  Allocation ¢ d Trip Cost: $1,183.44
03 GEMERAL DFCWTBOSEW  » wiewfedit » edit » FEmove
03 SHORT DFCWTEOSEW = wiewfedit » edit » FEMOvE
Multiple accounting codes on a trip reguire allocation of expenses to the
accounting codesilabels), Select how you wizh to allocate, Then click
"hllocate Expenses" to proceed with allocations.,
Hows to Allocate: IBy Expensze Category VI
Allocate Expenszes |

Figure 2-40: Multiple Accounting Codes Window

2.9 Additional Options

Select Additional Options from the main navigation bar.

2.9.1 Profile

Select Profile from the sub-navigation bar.

The profile link under additional options allows the user/traveler to view and update personal informa-
tion based on their permission levels. There are four parts of the user/traveler profile accessible from
an authorization. At the bottom of each screen the user/traveler must click the Update Personal Infor-
mation button to save changes only on the current document. If permanent changes are required click
the Save changes to permanent traveler information check box. On the My Profile screen is the My
Profile information along with the links to three other sections of the profile. The sections contain the
following information.

Select Profile from the sub-navigation bar.

My Profile—This gives the user/traveler the ability to view and edit name, address, and other
general information.
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Chapter 2: Authorization

My Preferences—This section is divided into six areas: Air Travel Preferences, Miles to
Airport, Lodging Preferences, Car Rental Preferences, Passport Information, and Travel
Rewards. The PNR button will display what GDS is used as well as the traveler’s Personal
Charge Card information. The Frequent Flyer, Hotel Rewards, and Car Rental Club Rewards
buttons at the bottom will allow Frequent Patron numbers to be entered into the system. Note:
If preferred airline, lodging, or rental car brands are chosen, the results will only
display that brand, narrowing the search when a search is performed.

My Additional Information—This section is divided into four areas. The user/Federal
Traveler will have the ability to update information pertaining to their routing list, charge card
status, address, clearance, payment address, travel approver, and additional information.

My Account Information—This section is used for financial information such as setting a Default
Accounting Code, or viewing EFT and Credit Card Account information (Figure 2-41).
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mypronie

= My Preferences » My Additional Information » My Account Information

Complete the information below,

= Mailing Address Ling 1:

#ailing Address Line 2 :

* Mhailing City ©

* Mailing Zip Code ¢

* Mailing State J Country @

*Last Mame : Dove

#First Mame : .Suzanne

Ml

= Gender: Cnra Cu ©F
SSM: RG2S

Emplayee ID: |

Mailing

| 11054 wavetand

|Fawfax

Wi ‘ Lookup
22033

*Home Phone:

#habile Phone:

*Email Address:

* Alternate Motification
Emailiz):

| 5555565555

|suzanne Jdove@nge.com

Residence

Residence City ©

Residence State f
Country :

Residence Zip Code :

Residence Address Line 1 :

Residence Address Line 2 :

11054 Waveland

Fairfax

|\M ‘ Lookup
22033

Billing

*Billing Address Line 1:

Billing Address Line 2 ¢

*Billing City @

*Billing State J Country @

“Billing Zip Code ©

[1z3

|centrevﬂle

20120

Emergency Contact

*Emergency Contact :

*Emergency Phone @

|m\ke

|s55558E55E

Page 2-40

D Sawe changes to petmanent travelet infarmation

Update Personal Information

Figure 2-41: My Profile Window
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Chapter 2: Authorization

2.9.2 Per Diem Entitlements

The information provided to the traveler on the Per Diem Entitlement window is populated automat-
ically when the traveler builds the Itinerary (Figure 2-42).

Select Additional Options from the main navigation bar.

——
—

GovIrip

STRAVEL far GOVERMMEINT

im, ’ Itinerary Travel Expenses Accounting gtlHaGLEIRSLEGLE Review/Sign
> m!’er NNy Partial Payments  Advances

Follawing iz a list of per diem allowances for lodging and meals fincidentals for each day of your trip, The "edit" link allows you to change the
information (e.g., duty conditions, meals provided, etc,) for a specific date or date range. The "reset" link changes the per diem information
to the default rates for that date and location.

Date Location Edit Reset Ldg Cost Ldg Allowed MZIE Alowed | Per DiemRate  Code B L D Qfrs
09403703 CHICAGO,IL »Edit | »Reset 136.00 136.00 37.50 185 £ B0
09/04/03  CHICAGO,IL »Edit  »Reset 136.00 136,00 50,00 185 £ B0
09/05/03  CHICAGO,IL »Edit | »Reset 136.00 136.00 50,00 185 £ B0
09/06/03 CHICAGO,IL »Edit  »Reset 136,00 136,00 50,00 185 f B0
09407703 CHICAGO,IL »Edit | »Reset 136.00 136.00 50,00 185 £ 5O
09/08/03  CHICAGO,IL »Edit  »Reset 0,00 0,00 37.50 1585 £ B0

Reset 4l | Edit &l |

Figure 2-42: Per Diem Entitlements Window

The lodging cost entry is updated to match the selected hotel in the reservations but any change in the
information (e.g., duty conditions, meals provided, etc.) for a specific date or date range must be input
by the user.

2.9.2.1 Update Per Diem Entitlements

1. Select Per Diem Entitlements from the sub-navigation bar.
2. Select Edit next to the date to be modified.
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Page 2-42

3. Enter date in Values Apply Through, if changes are for multiple consecutive days
(Figure 2-43).

— ’ Itinerary  Travel Expenses Accounting #EUGIRGIETREIAEIEY Review/Sign
.
I mi’er Diem Entitlements 8 ETasEIREE T T SR U Tyl

Govlrip

Per Diem Entitlements

“fou may apply changes on this screen to a certain date or range of dates by modifying the "Walues Apply Through" date, If required to
change the distribution to travelers, use the distribution method selection list to change the distribution method, Then, select the
"distribute cost" link to distribute appropriately to travelers,

Location:

“alues Apply From Date: 09/03/03

Walues Apply Through: |09f03f03 '

Per Diem Rates

Costs are total for all travelers, You may change your lodging costs below, Use the "Wiew f Edit Expense Details" link for expenze details
such as payment method, reimburseable, etc,

Per Diem Rate:
Lodging:

M IE:

Conference

If you would are at a conference and would like to enter information for it, select conference allowance and costs for this date or date

range:

[T Conference Allowance Conference Rate: 0.00

Rate Percentage: Description: hgency:

CHICAGD,IL

185 £ 5O
$|136.DD » wigw f edit expenze details
$37.50

b

Figure 2-43: Per Diem Entitlements Window

Enter lodging cost in the Lodging field, if different than per diem.
Select Conference Rate if applicable.
Select appropriate meal code and applicable meal(s) for this date or date range, if applica-

ble.

Select Leave if appropriate. Government employees can choose either Annual or Other.
Government employees may enter the number of hours to be taken.

Select Actual Lodging. Note: Additional lodging costs must authorized by an Approving
Official. The Actual Costs Limited field will display the maximum actual lodging
amount authorized.

Click Save These Entitlements when complete.
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2.9.3 Scheduled Partial Payments

Scheduled Partial Payment (SPP) is an option in the Additional Options section of an authorization
that allows a traveler to be reimbursed periodically for travel expenses. This function is allowed for
trips in duration of 45 days or more (Exceptions can be made if an agency’s policy is other than 45
days. Please refer to agency policy expert for details.). When selected, a partial payment schedule is
set up to pay the traveler every 30 days. However, the traveler is not required to request an SPP. The
steps below set up SPP (Figure 2-44).

’ Itinerary  Travel Expenses Accounting @NGHIGIEIRSLIILER Review /Sign

Profile  Per Diem Entitlements JEUGEILENMUENEP Advances

Scheduled Partial Payments

Follawing iz the list of scheduled partial payments for this travel document

Scheduled Partial Payments

Traveler Start Date End Date Status Payment Date Calculated Amount Paid To Be Paid
221938452 | 09016/03 10/15/03 SCHEDULED 1071603 $3,230.73 40,00 $3,230.73
221938452 1071603 11514/03 SCHEDULED 11715/03 $3,090.00 40.00 $3,090.00
221938452 11/15/03 12514403 SCHEDULED 12/15/03 $3,090.00 40,00 $3,090.00

Cancel Scheduled Partial Payments |

Figure 2-44: Scheduled Partial Payments Window

1. Select Partial Payments on the sub-navigation bar.

2. Click Schedule Partial Payments. The payments are now set up.

3. Click View Details to view a breakdown of expenses, date ranges, and pay dates, or click Cancel
Scheduled Partial Payments to cancel the disbursing of Partial Payments.

2.9.4 Advances

Advances are designed to provide travelers with the necessary funds before trip departure. Use of
advances are typically limited to those travelers who do not have a Government Travel Charge Card.
Advances are divided into two categories, ADVANCE AUTH (80% of reimbursable cost) and FULL
ADVANCE (100% of reimbursable cost). The Approver must approve the request in the Travel Autho-
rization prior to electronic disbursement. Note: An agency may elect to set advance amounts to a dif-
ferent percentage. In order for a traveler to be eligible to receive an advance, it must be indicated in the
traveler’s permanent profile.

1. Select Advances on the sub-navigation bar.

2. Select the Accounting Labels(s) that are associated with the Non-ATM Advance(s). On the right
side of the screen, the amount of the advance authorized will appear.

3. Click the Edit link under View/Edit if changes need to be made to the authorized advance.

4. Enter in the new amount. Note: The traveler can decrease the advance amount as needed, but may
not increase the amount above the maximum advance allowed.

5. Click Save.
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Chapter 2: Authorization

6. Navigate to Review/Sign.
2.10 Review/Sign

Select Review/Sign from the main navigation bar.

2.10.1 Preview Trip

The Preview Trip window allows the traveler to view an overview of the trip. The traveler can confirm
and edit data, as well as provide comments to an Approving Official or the TMC. (Figure 2-45).

Select Preview from the sub-navigation bar.

’ Itinerary  Travel Expenses Accounting Additional Options EERETHIENY

AW Pre-Audit Other Auths.

Govlrip

Digital Signature Trip Compare

Preview Trip
Revien the details for this trip below, To make edits, click on the links at the left o return to that section, If wou have no changes procesd to
Pre-udit,
Ouerall Starting Point Time Zone: EST (06)
Itinerary: Leave From: RES: FAIRFAX, V4 Comments to the
Edit Leave: 11-Dec-06 Approving Oificial:
|attending Training Session,
Location 1 - MIAMLFL Time Zone: EST (06)
Itinerary: Leave From: RES: FAIRFAX, Vi
Edit TOY Location: Ml FL
Arrive: 11-Dec-0a
Leave: 15-Dec-0a
Air Travel: Carrier: AMERICAN AIRLINES [Ad) Comments to the Trawel Agent:
Edit. Flight: 4798
Fare: 5424.60
Airport Passenger facility charge included in ticket price.
Depart: DCA-washington, Do (Usa) (Mational
Apt) tnmmants entered above wil be
1A-Dec:Ng; (B0AM manually reviewed by your TMC, this will
Arrive: LGA-Mew York, My (Usa) (La Guardia cause your THC fee to increase. |f
Apt) necessary, add comments to the travel
A1-Dec-06  10: 004 agent
Method of PERSOMNAL
Peimbursement:
Air Travel: Carrier: AMERICAR AIRLINES [Ai) Comments to the Travel dgent:
Flight: 931
Depart! LGA-Mew York, My (Usa) (La Guardia
Apt)
11-Dec-06  11: 304
Arrive: MId-#iami, F1 (Usa) (Miami Int L, Apt) bnmmants e
11-DecNle; (2.3 manually reviewed by your TMC, this will
Me.thod of RERSEhALS cause your TRC fee to increase, [
Rembl s sement: necessary, add comments to the travel
agent
Air Travel: Carrier: AMERICAN AIRLINES (A4) Comments to the Trawel Agent:
Edit Flight: 714 |
Fare: 341430
Airport Pazsenger facility charge included in ticket price.
Depart: Ml i-iami, F1 {Usa) (Miami Int L, Apt)
(ERECUS ol Comments entered above will be
Arrive: DCA-Washington, Do (Usa) (Mational manually reviewed by your TWMC, this will
Apt) cause your THE fes to increase. |f
15-Dec-06  12:15P# necessary, add comments to the travel
#hethod of PERSOMAL agent
Reimbursement:

Figure 2-45: Preview Trip Window

1. Enter Comments to the Approving Official/Travel Agent as needed (optional). Note: Any addi-
tional comments entered in the Comments to the Travel Agent box may incur an additional TMC
fee.
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Chapter 2: Authorization

2. Confirm all data.
3. Click Save and Proceed to Pre-Audit.

2.10.2 Pre-Audit Trip

Pre-auditing an Authorization allows the user to screen his/her document for missing items or possible
problems before signing and routing. The user can conduct a Pre-Audit anytime during the creation of
the Authorization. An automatic Pre-Audit will occur when the traveler attempts to stamp the docu-
ment. To manually Pre-Audit the current document, select the Pre-Audit tab from the sub-navigation
toolbar. The overall status of the document is identified in the top portion of the Pre-Audit results
window. Individual audits are displayed in the lower section of the window. If any ONE of the individ-
ual audits has been flagged, the overall document status will be flagged. The user must justify why the
pre-audit has the flagged status.

Note: A flagged item does not mean the traveler cannot travel, request a certain expense, or stay at a
lodging facility that is not within the per diem rate. A flagged item means Federal or Agency standards
have been exceeded for normal government travel and the traveler is required to provide an explana-
tion in the Comments field before the Authorization will be approved by the Approving Officials, or
considered for approval.

Select Pre-Audit from the sub-navigation bar.

1. Any items that appear on this window are “flagged” for this trip. The traveler must complete Jus-
tification to the Approving Official to explain any request out of the norm.
2. Click Save and Proceed to Digital Signature once all justifications are completed (Figure 2-46).

Pre-Audit Trip

Below are any items that were "flagged" for this trip, vou must provide comments in the 'Justification to Approving Official' text field for
flagged items. When you are finished, or if there are no flagged items, click "Proceed To Digital Signature,"

3 Items have been Flagged in this Travel Document

1. Reason Flagged Hem Description * Justification to Approving Official
H ACCT CODES EXIST F MO ACCT CODESS ASSIGNED
2. Reason Flagged Hem Description * Justification to Approving Official
+ NON-CONTRACT FARE + NON-CONTRACT FARE USED B e
FOR SEGMEMT 3 I
3. Reason Flagged Hem Description * Justification to Approving Official
H MOR-COMTRACT FARE F MON-COMTRACT FARE LISED

» Reaszon Codes
FOR SEGMEMT 4 I

Figure 2-46: Pre-Audit Trip Window
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Chapter 2: Authorization

Note: Use of a non-contract flight requires the user/Federal Traveler to select from a list of Reason
Codes.(Figure 2-48)

oTRAVEL for GOVERNMENT

This is a list of Pre-Audit reazon codes that apply to NOMN-CONTRACT FARE.

Pre-Audit Reason Codes For NON-CONTRACT FARE

Select Reaszon Code & Description

1 - Scheduled contract fare flights are not available in time to meet mission requirements or use of

|:| contract service would require the traveler to incur unnecessary overnight lodging cost which
would increase the total cost of the trip.
D C2 - The contractor's flight schedule is inconsistent with explicit policies of individual federal

departments and agencies where applicable to schedule travel during normal working hours,
C3 - A non-contract carrier offers a lower fare available to the general public, the use of which will
result in a lower total trip cost to the government to include the combined costs of transportation,
lodging, meals and related expenses, MOTE: This exception does not apply if the contract carrier(s)
|:| offers a comparable fare and has seats available at the fare, or if the lower fare offered by a non-
contract carrier is restricted to gowernment and military travelers on official business and may
only be purchased with a GTR ar government travel card, e.g., YDG, MDG, QDG, WDG and similar
fares.

O

4 - Rail service available and cost effective.

D CE - Smoking is permitted on the contract flight and the nonsmoking section of the aircraft for the
contract flight is not acceptable to the traveler

Return Save

Figure 2-47: Non-Contract Fare Justification Window

2.10.3 Other Authorizations

Other Authorizations are used in conjunction with Authorizations. They are used to display and print
remarks on travel documents. When the traveler selects a duty condition or expense item that is consid-
ered something outside the normal business travel (e.g., leave in conjunction with TDY, rental car
other than compact, meals provided, etc.), GovTrip will automatically flag it as an Other Authoriza-
tion.

Select Other Auths from the sub-navigation bar.

1. Based on trip details, additional authorizations are sited. Enter any Remarks to the Approving
Officials as needed.

2. Select Add Additional Authorizations For This Trip to add any other authorizations or special
circumstances for this trip.

3. Click on the checkboxes to select any additional authorizations as appropriate.
4. Click the Add button. All authorizations should show up in the Other Authorizations window.
5. Add any remarks as needed.
6. Click on the Remove link if you need to remove any of the Other Authorizations.
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Chapter 2: Authorization

7. Click Save when complete (Figure 2-48).

Govlrip

STRAVEL for GOVERMMENT.

Other Authorizations

The following are the additional authorizations that were selected bazed on the trip details, Enter comments to your Approving Official in
the "Remarks" boxes provided,

» Add Additional Authorizations For This Trip

’ Itinerary Travel Expenses Accounting AddflionalOption@

Preview Pre-Audit MUTEIMGINP Digital Signature Trip Compare

Other Authorizations

Other duthorization Remarks Remove
1 NON-CONTRACT AIR FARE | = » remave
2 VARIATIONS AUTHORIZED | = + remave

Figure 2-48: Other Authorizations Window
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Chapter 2: Authorization

2.10.4 Digital Signature

The final step in an authorization is to digitally sign the document to begin its routing process. Select
Digital Signature from the sub-navigation bar (Figure 2-49).

e—
° ’ Itinerary Travel Expenses Accounting Additional Options S0

Q“q!i““"“p Ethics ChkList  Pre-Audit  Other Auths.

Digital Signature

Click below to stamp and submit this trip authorization for routing and approval, By submitting you are legally signing this document,

Preview

Digital Signature gigisRenhE1i=]

Document Action

“Submit this document as: SIGHED v

Additional Remarks: [

* ddvance Ticketing Date

I =
{mmfdd ey ) 77|

Adwance Ticketing Date will not be applied until approwal

Submit Completed Document

Pending Routing Actions
Awaiting Status Change To By Lewel
SIGMED Suzanne Dove o
Document Hisiory Crisplay Full History
Status Date Time Mame Remarks
CREATED o1/11./07 2:19PM EST Suzanne Dove
ADJLISTED: 01/11,/07 2:28PM EST Suzanne Dove

PASS:DEBUG LEVEL (0Z) System Faorced
Success:00

BOOK-A5-11-G0 o1s11/07 21 78PM EST Suzanne Dove

ADJUSTED 0151107 Gi07PM EST Suzanne Dove

» Wiew Reasons for Audit Failures = Wiew ddjustments

.. Proceed to the following page: | Preview w I Continue

Figure 2-49: Digital Signature Window

Select Signed from the “Submit this document as” field.

Enter any additional remarks (optional).

After all information has been confirmed, click Submit Completed Document.
The document is now signed.

el S

2.10.5 Trip Compare

The trip compare feature allows the user to compare two documents side-by-side. In order to utilize trip
compare, the user must have two created documents. To access trip compare from within a document,
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Chapter 2: Authorization

select Review/Sign on the top navigation bar and Trip Compare on the sub-navigation bar. This will bring
the user to a list of active documents (Figure 2-50). Select the document for comparison to the current
authorization. This will bring up the information for both documents side-by-side and comparison can

occur.(Figure 2-51)

ogged Inhs: Suzanne Dove
raweler Mame: Suzanne Dove
turn to Document List

o
S

ovlr

Govlrip
Trip Compare

Document Name: SDOALLASTHO12207_al1
Document Type:  duthorization

’ Itinerary  Travel Expenses Accounting Additional Options EERENIEE]

Preview

Ethics ChkList  Pre-Audit

Screen Dy 1072.1

Other Auths.

Close Window
Help far this sereen

Digital Signature

Select from the following trips to compare to this Authorization,

Available Authorizations

Document Hame:

SDWASHINGTONDOS0G06_401
SDCEMTREWILLEO51506_A01
SDLOSANGELESTO51606_AD1
SDLONDONGERDSZ206_AD1
SDBALTIMOREMDOS0506_a01
SDDEMVERCOUNTOA 1906 _A01
SDLASVEGASNYIIA 1906_AN1
SDABERDEENSDOAZO06_ANT
SDLONDONGERAZZ06_AN1
SDWASHINGTONDOZO906_ADT
SDALEUQUERQUEDZ 1006 _01
SDSTURGISSDOT 1006_AD1
SDKINGGEORGEWD71706_A01
SDSTCROIXVIOT 1706_AQ1
SDCAMCUNMEXD90406_AD1
SDLONDONGERDF 1606 _A01
SDATLANTAGA 100906 _A01
SDAUSTINTX 101606_A01
SDROCKYILLEMD101606_a01
SDDAHLGRENWA112006_401
SDALEUQUERQUE1Z21106_401
SOl AMIFL1Z1106_AD1
SDSEATTLEWA121106_A01

Departure Date
05/05/2006
05/15/2006
05/15/2006
05/22/2006
060572006
0671972006
06 /19 /2006
0 20/ 2006
06 (22 /2006
07 /0% /2006
07 /1072006
07 (1072006
07 (1772006
07 (1772006
0970472006
0971672006
1070972006
1071672006
1071672006
1120/ 2006
121172006
121172006
121172006

Departure Status
CREATED
CREATED
CREATED
CREATED
CREATED
CREATED
ADJUSTED
ADJUSTED
CREATED
ADJUSTED
CREATED
ADJUSTED
CREATED
CREATED
ADJUSTED
ADJUSTED
ADJUSTED
ADJUSTED
ADJUSTED
CREATED
ADJUSTED
ADJUSTED
ADJUSTED

Compare Document
Compare
Compare
Compare
Compare
Compare
Compare
Compare
Compare
Compare
Compare
Compare
Compare
Compare
Compare
Compare
Compare
Compare
Compare
Compare
Compare
Compare
Compare
Compare

Figure 2-50: Trip Compare Document List
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Chapter 2: Authorization

Trip Compare

Review the details far the trips below,

Overall Starting Point Time Zone: EST (06]
For AUTH - SDDALLASTX012207_A01

Itinerary: Leave From rackville, md
Leave: 22-Jan-07

©Overall Starting Point Time Zone: EST (06]
For AUTH - SDAUSTINTC101606_A01

Itinerary: Leave From RES: FAIRFAX, Vi
Leave: 16-Oct-06

LOCATION 1 - DALLAS, TX Time Zone: C3T (07)
For AUTH - SDDALLASTX012207_A01

Itinerary: Leave From: rackyile, md
TOY Loation:  DALLAS,TX
Arrive: 2-Jan-07
Leave: 25-Jan-07

LOCATIOH 1 - AUSTIN,TX Time Zane: 5T (07}
For AUTH - SDAUSTINTX101606_A01

Itinerary: Leave From: RES: FAIRFAX, Vi
TOY Location:  ALSTIN,TX
Arrive: 16-Oct-06
Leave: 20-0ct-0¢

Lodging: Hame: Haliday Inn Express Hote

Cost: $105.00 / Night
Check-In: Z2-Jan-07  1:00PM
Check-Out: 25-Jan-07  S:00AM
Hethod of PERSONAL
Reimbursement:

Air Fare Type: CF - Air Fare (GOVCCA1)

1GOVCC- Fare: $500.00

i Depart: 16-0ct-06
Method of PERSONAL
Feimbursement:

Lodging: Mame: Candiewood Suites Austin

Cost: $85.00 # Night
Check-In; 16-0ct-08  1:00PM
Check-Out: 20-0ct-08  9:00AM
#ethod of PERSONAL
Reimbursement:

Ouerall End Point Time Zone: EST {04)
For AUTH - SDDALLASTX012207_A01

Overall End Point Time Zane: EST {06]
For AUTH - SDAUSTINTX101606_A01

Itinerary: Leave From: DALLAS,T Iinerary:  Leave From: AUSTIN,TX
Return Location: Rackile, 4D Return Location: RES: FAIRFAX, Vi
Arrive 25-Jare7 Arrive: 20-Oct-06
Expenses

Hon-Hileage for AUTH - SDDALLASTX012207_A01

Expense

NG: Date Cost MeR
Type
g, BUTOMERD oi0M07  540.00 PERSONAL
Business Call
SPONSORED
2. HotelRoom Tax 122407 $t00.00 2 LTEED
SPONSORED
3. Taxi-trport O1/22/0F  $80.00  pon oo

Total: $220.00

Hon-Mileage for AUTH - SDAUSTINTX101606_A01

s -~ Cost  WoR
Type
g uthorized 06 1500 PERSONAL
Business Cal
Hotsl Room SPONSCRED
2 DASI08 0000 L cABLE

Total:  §115.00

Mileage for AUTH - SDDALLASTX012207_A01

Mo dileage Expenses,

Mileage for AUTH - SDAUSTINTX101606_A01

Mo ileage Expenses.

Per Diem Enitlements

Lodge fM&IE For AUTH - SDDALLASTX012207_AD1

Lodge § MBIE for AUTH - SDAUSTINTXC101606_A01

StartDate  End Date Totallodge  Total WAIE StartDate  EndDate Total lodge  Total MEIE
01722407 01/25/07 §327.00 §206.50 10/16/08 10720408 340,00 §243.00
Accounting Summary

For AUTH - SDDALLASTX012207_AD1

Accounting Code: 07 1234567-21302

PHONE CALLS: $40.00
07 1234567-21302 Sub Total: $40.00

Accounting Code: 07 1234567-21302:7267

LODGING: $427.00
MaIE: $206.50
07 1234567-21302:7287 Sub $633.50
Total:

Accounting Code: 07 1234567-21302:7471

OTHER: $80.00
07 1234567-21302:7471 5ub $80.00
Total:

Calculated Trip Cost: §753.50

For AUTH - SDAUSTINTX101606_AD1

Accounting Code: 07 9210001-21101:1917

LODGING: $100.00
07 9210001-21101:1917 Sub $100.00
Total:

Calculated Trip Cost: 4$100.00

Advances Summary for AUTH - SDDALLASTX012207_At

No Advances Requested

Advances Summary for AUTH - SDAUSTINTX101606_A01

Ho Advances Requested.

Raturn to Trp Compare

‘ Change to this Document

Figure 2-51: Trip Compare Side-by-Side

2.10.6 Adjusting an Authorization

Occasionally, the traveler may need to edit a travel Authorization. In the event a date is changed or an
expense was omitted, the traveler can easily make changes by using the Adjust feature. An adjustment
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Chapter 2: Authorization

is made to an authorization before the APPROVED stamp is applied to the document. (After approval,
an Amendment to the document is required.) To make an adjustment after reviewing the document:

1. After logging into GovTrip, click on Official Travel>Authorizations/Orders.

2. When the list of documents displays, click the View/Edit link under the View/Edit column for the
document that needs to be adjusted.

3. Check the status of the document.

4. Click on the View/Edit link of the current status of the document. You will not be able to edit
previous versions of the document (View only).

Note: While a document is in the status CTO SUBMIT, the user cannot make a change to the docu-
ment. At this time the TMC is holding the document to confirm the reservations and will send it back
with a status of CTO BOOKED. Once the document comes back CTO BOOKDED, the traveler will be
able to make a change to the document.

5. Unclick the check from the “Open Document VIEW-ONLY” box (Figure 2-52).

e
—

L .| ’
Govlrip | A

View-Only

Click OK to open this travel document, If wou uncheck WIEW-ORLY, you will be prompted for signature to
2o into adjustment for the document,

Cpen Document WVIEW-ONLY: [

Ok | Cancel |

Figure 2-52: View-Only Window

6. Click OK.

A confirmation message will appear. Click accept to proceed with the Adjustment.

8. The user is taken to the Preview tab and the Preview Trip screen opens. Go through the page and
see which changes need to be made.

9. Click on any of the edit links to edit details concerning those expenses/reservations/accounting
codes, etc.

10. If you need to create any new modifications (reservations, expenses, change LOAs, etc.), then
click on the specific tabs where those changes can be made: Travel, Expenses, Accounting, Addi-
tional Options, or Review/Sign.

11. Proceed to the Pre-Audit tab to justify any items that may have been flagged by your edits.

12. Click Save And Proceed to Digital Signature. Click on the drop-down list next to the field
“Submit this document as” and select the Signed stamp.

13. Put any comments needed into the Additional Remarks section.

14. Click Submit Completed Document.

15. The Authorizations/Orders screen appears. Make sure the status of your document (under the
Sort by Status column) is now SIGNED.

16. Exit the window if done adjusting all documents as needed.

~
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CHAPTER 3: GROUP AUTHORIZATION

The user/traveler may create a Group Authorization (GAUTH) when there are two or more Travelers trav-
eling as a group. The group must have a designated Primary Traveler whose itinerary the other Travelers in
the group follow. A Primary Traveler must have group access to author a GAUTH. If the Primary Traveler
does not have Group Access, the Group Authorization can be created and signed by a travel preparer with
the appropriate Group Access. Reservation needs for the Group Authorization must be procured outside of
the GovTrip system. The travel preparer or primary traveler must contact the TMC to book the reserva-
tions. Once the reservations are booked, the cost can be manually entered into GovTrip.

If there are ten or more Travelers associated with the GAUTH, the document will be signed by the Primary
Traveler and routed to the TO (Transportation Officer) based on the conditional routing parameter in the
assigned routing list. To view the flow of a GAUTH, please refer to the Group Travel Process Flow
diagram at the end of this chapter.

3.1 Creating a GAUTH/Travel Order Document

1. Place the mouse over Official Travel on the menu bar from the GovTrip Private Page. If the Group
Auth is created by a travel preparer, select the Official Travel-Others tab.

2. Select Group Authorizations/Orders from the drop-down list. A new browser window will open pro-
viding a list of previously created GAUTHs. (User/traveler will have the option to view/edit or print
GAUTHS). Previously created GAUTHs will be displayed. The primary traveler will have the capabil-
ity to sort the documents by Name, Departure Date, Status, and/or TA Number.

3. Click the Create New Group Authorization/Order link or the view/edit link corresponding to the
document to view or edit. A pop-up box is displayed indicating that a GAUTH is being created for the
primary traveler (Figure 3-1).

—— T
—

Govlrip

oTRAVEL for GOVERNMENT

Group Authorizations / Orders

Below is a list of group travel autharizations f orders, Please select the function (edit, print, etc.) corrgsnonding to the appropriate group

authorization £ order, Microsoft Internet Explorer LI

» Create New Group Authorization f Order @ Creating Group Authorization for Chris Jones

Existing Group Authorizations §f Orders

oK I Cancel |
Sort by Sorted by ort DY Sort by = = "
Vi JEdit Print Lock

Document Hame Departure Date Status TA Humber i o o
CJATLAMTAGADS2003_G01 0520403 CREATED » edit » print

Figure 3-1: Group Authorizations/Travel Orders Window
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Chapter 3: Group Authorization

4. Click OK. Note: If the primary Traveler has never created a travel document, he/she will be prompted
to update his/her profile information. Click OK in the pop-up box and fill in the required data in the

profile and click Update Personal Information. Click OK in the confirmation pop-up box (Figure 3-
2).

Govlrip

Profile Validation

Profile Information must be updated before creating documents for the first time,
Please contact your T for assistance or complete the information below:

Please Mote: 4 Red Star [*) indicates a required field,

Bl o Microsoft Internet Explorer ] LI

First Mame : Chriz Please review and confirm profile information before creating a document: For the First time, Contact your TA to
update read-only information,

Middle Initial :

SS: 221948462

Gender: Wia O mi® FO

*hddress Line 1: |123 Four 5t

hddress Line 2 I

*ity @ IWashington

*otate ! IDC Lookup |
*Zip Code : IZDDDZ-

*Home Phone : |+1 (202) BOR-EEER
*E-Mail Address : Iccook@af.mil

Figure 3-2: Profile Validation Window

5. Display the travelers for the GAUTH in the Group Travel Selection box on the left (Figure 3-3) by
either entering the last name of the Travelers and clicking Search or by clicking on the View All
Available Travelers link. The buttons/links on the bottom may also be used (Prev, Next, First, Last).
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T —
Govirip &
=
roup Travel Selectio ' Selected Travelers '
Following is a list of all travelers you can add to this Faollowing, is a list of travelers attached to this group autharization, The
group travel authorization (travel order) "Routing List" will use the primary traweler's routing list as default. If a

different routing list should be used, please select from the list provided, After
the travelers are selected for this group authorization "Proceed to Trip

> Wigwm all available travelers
Crwerwiem”

-0R -
Search by "Last Mame"

Last Mame: I search * Routing List RL_A .

*Total Traveler (s): |4_

Undefined Traveler(z): 0

Auailable Travelers List

Select Hame 55H
Hame S5H Primary
[ Clawsan, Debbie e |
BROAWR-44, ERIC T ] fhd EHEE
[T | clifton, Chris #9875
{ i Crawford, Michael HEEAQET

Proceed to Trip O

<2 First <Prew  Mext » Last »»

Sawe Selected Travelers to Group |

Figure 3-3: Group Travel Selection Window

6. Click the checkbox in the Select column next to the Travelers to be included in the GAUTH.

7. Click Save the Selected Travelers to Group in Group Travel Selection box. (If this is the first time
any of the travelers have created a travel document, a profile box will prompt the Primary Traveler to
update their profile. Select OK.) The selected Travelers will appear in the Selected Travelers box on
the right.

8. Select the appropriate routing list for this GAUTH in the Selected Travelers box.

9. Type in the number of total Travelers in the Total Traveler’s box. Note: This field may have been auto-
matically populated. If you have six Travelers selected, but eight Travelers are going on the TDY, enter
eight in the Total Travelers box. Two will appear as unidentified travelers once the primary user/
Traveler clicks Proceed to Trip Overview.

10. Any one of the selected Travelers can be selected as the Primary Traveler by selecting the appropriate
radio button.

11. Click Proceed to Trip Overview
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Chapter 3: Group Authorization

3.2 Entering Group Itinerary Information

The Itinerary window is the first window that appears when creating a new authorization/order. It is the
first step in creating the authorization document (Figure 3-4).

——

—— e Wravel Exp
Govlrip

Trip Overview

Booking Travel using GowTrip requires that you first provide information
about wour starting and ending locations jusually your home or duty station)
and your TDY Locations for per diem purposes, “ou will be able to request
bookings for transportation (e.g., air, car, rail) and lodging after these initial
steps are complete,

Overall $tarting Point Information

Plegse Moter A Red Sdar (* )indicates o required field,

*Select a Location: -0R- *Enter a Starting Point:
[~ I
*Start Date (mmfdd Ay ) I '

Overall Ending Point Information

Plegse Moter A Red Sdar (* )indicates o required field,

*Select a Location: -0R- *Enter an Ending Point:
[~ I
*End Date (mmSdd Sy I 'l

Figure 3-4: Trip Overview Window

1. Select the overall starting point from the drop-down list or type it in if not available. The overall end-
ing point should automatically populate.

2. Ifthe Starting Point is different from the departure location, select or enter the Ending Point to

change the default entry.

Enter Start Travel Date. Use pop-up calendar if necessary.

4. Enter End Travel Date. Use pop-up calendar if necessary.

W
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Chapter 3: Group Authorization

5. Select Trip Type from drop-down list (Figure 3-5).

e A

Other Trip Information

Plegse Moter A Red Sdar (* )indicates o required field,

*Trip Type: Trip Description (optional):
ISeIect Ll :I
*Trip Purpose:
ISeIect 'l L!
* Trip Duration:
{7 12 Hours or Less {7 » 12 - 24 Hours - With Lodging
{7 » 12 - 24 Hours - Mo Lodging % Multi-Day

Authorization Mumber: I

Authorization Date: IDS ra0/a003 | =T

(mmSdd Annne)

Trip Mumber: I1

Comments for Travel Crder:

=

e

Proceed to Per Diem Locations |

Figure 3-5: Trip Overview Window (Continued)

Select Trip Purpose from drop-down list.

Type a short description of the trip in the Trip Description field. (Optional)

Trip Duration radio button should already be populated to correct length.

The Authorization Number is assigned upon creation of the document and is used as the identifier for

the Group Authorization. Authorization Date is the date in which the Authorization is made. The
Trip Number is the iteration of the trip. It always starts at 1.

10. Type Comments for Travel Order (optional).

11. Select Proceed to Per Diem Locations once completed. Click OK in the confirmation box.

3.2.1 Itinerary—Per Diem Locations

In order to have a valid authorization in GovTrip, a per diem location(s) must be selected.

1. Click one of the four search options (Search Location, County Search, Zipcode Search, or TDY/
Location Lookup)

2. A list of relevant per diem locations will appear in a new window if found. Select the radio button
to left of destination. Click Select and Close.

3. [Ifthe desired location does not appear, click on the TDY Location Lookup link and select the
desired state/country. The Find a TDY Location pop-up window displays.

4. If you cannot find your TDY city in the Select Location drop-down list, select Unlisted and enter
the Unlisted location’s name in the field.

5. Click Save Location and Return.
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Chapter 3: Group Authorization

6. Once back to the Per Diem Location page (for unlisted or listed TDY locations), click Save This
Location if satisfied with the selection. This will update the per diem location information on the
document with the new per diem locations selected.

7. A pop-up message will appear stating that the per diem entitlements for this document have been
updated. Click OK.

Note: To change a per diem location using the same starting and ending dates, click Edit in Trip
Summary next to the location to change. Click Search Location or TDY Location Lookup
Command button to change the location.

3.2.2 Group Ticketed Transportation

1. At this point, the preparer or primary traveler will need to contact the TMC to get transportation
costs that will be entered manually into GovTrip.

2. Click Travel on the main navigation bar. By default the Ticketed Transportation window
displays (Figure 3-6).

—

GovIrip

STRAVEL far SOVIRMMINT

’ Itinerarﬂxpenses Accounting  Additional Options  Review/Sign

Ticketed Transportatio y Trip Summary | y
The amounts entered on this screen should reflect the total for all travelers in GuerallstartingRoint
the group that are associated to this ticketed transportation. Leawve From: RES: OKLAHOMA CITY, Edit.
OK
Leawe: 23-Feb-04

ADD Ticket Information
Location 1: ATLAHTA,GA

Enter or select the required data. Leawve From: RES: OKLAHOMA CITY, Edit
0K
Pleaze Mote: 4 Red Star (* ) indicates a field iz required. TO Loc: ATLANTA,GA
hrrive: 23-Feb-04
*Typei |- select - = Leave: 27-Feb-04

* Description: I
Overall Ending Point

* Ticket ho: fsee ttached Ticket 1 Leave From:  ATLAMTA,GA Edit
Return Loc: RES: OKLAHOMA CITY,
* Ticket Walue: 0.00 oK
hrrive: 27-Feb-04
Cost; 0.00
{If differant from
ticket walue)
*Departure Date I02 1732004 v|
{mmdd Sy )
Issue Date I v|
{mmdd Sy )
HlicketDate o2r19rzo0a | [
[mmSdd Syl

CB# Account: I I » CBA Accounts

If neceszary, add comments to the travel agent:

= wiew f edit expensze details

Save |

Figure 3-6: Ticketed Transportation Window
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Chapter 3: Group Authorization

Select the desired type of transportation from the Type drop-down. The Description field will
automatically populate based on the type of transportation selected.

The Ticket No. field will automatically populate with “See Attached Ticket 1.” The traveler will
not be issued a ticket number until after the Approving Official has approved the document and the
traveler’s TMC has ticketed the traveler’s reservation requests.

Enter total cost of the tickets (obtained from TMC) in the Ticket Value field for the entire trip.
Note: Enter the cost only if it is different from the ticketed value obtained by the TMC.

Enter the issue date (provided by the TMC) in the Issue Date field. The Ticket Date field is auto-
matically populated with the date that is three days prior to departure. Departure Date is automati-
cally populated based on the itinerary departure date.

The CBA account number will not be used unless Transportation Type was GOVCC-C. If CBA is
needed, click on the CBA Accounts link and select an account.

Click Save.

3.3 Adding/Updating Expenses

Expenses will be divided into three categories: Non-Mileage, Mileage, and Receipts. Non-Mileage is the
default expense window; it will automatically appear when window is refreshed.

3.3.1 Non-Mileage Expenses

1. Select Expenses from the main navigation bar. The Non-Mileage expenses will default. To switch
to Mileage Expenses, select Mileage from the sub-navigation bar (Figure 3-7). The traveler has the
ability to enter up to five expenses initially, after which the screen will refresh and additional
expenses may be entered one at a time.

Non-Mileage Expenses

?gi::s'i tw(}“ Q?BZZTJQI?E s i R T L e
o * Hethod of Rerbursement |- e e

¥ Select Expense Type:| v | eemsts Date: |12/11/2006 =

¥ Select Expense Type: w| | sosst:s| “Date: 1241172008 =

Hon-Mileage Expense #4

* Select Expenze Type = costi§ pater [ariivzoe | [
s T - TR

¥ Select Expenss Type: o] | ecosts “Date: [12/11/2006 EH

Figure 3-7: Non-Mileage Expenses Window
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Chapter 3: Group Authorization

2. Select an Expense Type from the drop-down list, or type an expense in the OR field if it does not

appear on the list.

Enter Cost.

Enter Date (use pop-up calendar if desired).

5. Select Method of Reimbursement from drop-down list. This field will automatically populate with
the default method based on the expense type. Make changes if necessary.

6. Click Save Expenses.

halie

3.3.2 Mileage Expenses

1. Select Expense from the main navigation bar, then Mileage from the sub-navigation bar.
2. Select an Expense Type from the drop-down list. The rate will automatically populate based on the
expense type selected and the current mileage rate for that type (Figure 3-8).

Logged In As:  Suzanne Dove Document Mame: SDKINGGECORGEY121106_G01 Screen [D: 1034.2 Close Window
Traveler Name: Suzanne Dove Document Type:  Group Authorization Help for this screen

Return to Document List

———
—

’ Itinerary TraveMccwnling Additional Options  Review/Sign

Govitip &) AT T

Mileage Expenses

Use this screen to enter mileage expenses for your trip, For Group Authorizations the cost is for all travelers, Click on the "Save Expenses”
button to save these expenses,

Leave: 11-Dec-06  Return: 15-Dec-0&
Mileage Expense #1

# ¥ *Date: 12i1172006 | [Ew
(mm.Sdd Fyyyy ) -
* Method of Reimbursement | -- Please Select -- b |
*Miles | | x Rate = Cost §

To calculate mileage for POVs usze the Table of Distances

Mileage Expense #2

b v| *Date: |12/11/200¢ ! =i
(mrm fdd Fyey)
* Method of Reimbursement i -- Please Select -- |
* files | | % Rate = Cost %

To calculate mileage for POVs use the Table of Distances

Figure 3-8: Mileage Expenses Window

Enter Date (use pop-up calendar if desired).

Select Method of Reimbursement from drop-down list.

Enter Odometer Miles. Cost will be calculated based on the expense type and rate.
Repeat above steps until all “Should Cost” expenses are completed.

Click Save Expenses.

Nk w
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Chapter 3: Group Authorization

GovTrip will automatically calculate mileage reimbursement costs. After selecting the Save Expenses
button, the window will refresh and the current Mileage expense(s) will be listed on the right side of
the window. Travelers will have the option to edit or remove individual expenses. In addition Travelers
also can add any additional expenses at this window individually.

3.4 Receipts Imaging

Receipts are an important part of trip records and serve as evidence certain expenses were incurred on
TDY. GovTrip allows travelers the option of storing receipts for official travel digitally in addition to
existing local retention methods.

Receipts along with other supporting documentation can be loaded into GovTrip and attached to the trip
record by using the scan and upload or fax method. Faxing is the preferred and easiest method of digitally
storing receipts but both methods will be explained in detail. Although the Receipts Imaging function is
available in the Authorization, it is likely that most receipts will not be available until after travel and
during the voucher creation process. The same procedures should be followed for digitally storing receipts
on the voucher/local voucher.

To load receipts into GovTrip, see Chapter 2, Section 2.7 “Receipts Imaging” for a complete explanation of
procedures.

3.5 Selecting Accounting Codes

Federal personnel traveling on orders must have an accounting code(s) that authorizes funds for travel.
Travelers may be required to provide this information when they fill out an Authorization. Adding an
accounting code(s) to the Authorization requires a discussion between the Traveler and FSTA before the
Authorization is created for the trip. In some cases the Traveler will have a default accounting code
already set up in the system.

1. Select Accounting from the main navigation bar. By default, the Accounting Codes window displays
(Figure 3-9).
2. Select the appropriate Accounting Label from the drop-down list.

Note: Agencies may elect to add additional procedures for the Accounting menu. Please contact a local
travel administrator for instruction on additional accounting information. (Examples include: Object Class
Codes, Validation of Accounting Codes, etc.)

3.5.1 Selecting Multiple Accounting Codes

1. If multiple accounting codes are required for the trip, select all that apply.

2. Select the How To Allocate (By Expense Category, Percent, Date, Dollar Amount) drop-down list
and choose the method by which to allocate the funds.

3. Navigate to Additional Options, if necessary, or Review/Sign, if complete.

3.6 Additional Options

Select Additional Options from the main navigation bar.

Group Travelers—Allows the traveler to view a list of travelers who have been selected for the GAUTH.
The traveler has the ability to add travelers, change the routing list, edit total travelers, and remove selected
travelers.
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‘P, ’ Itinerary  Travel ExpenseMddmonalOplions Review /Sign

TI‘Ip

uuun  GOVIEMMEINT

Accounting Codes Expenses Summary
Select the appropriate accounting code for this trip, If there are multiple
accounting codes that are required for this trip, pleaze select all that 03 GENERAL
apply. COM, CARR.-| $20,000,00
LODGIMG $2,240.00
: s : :
Start Date 20-Aug-03 + Find Accounting Label MEIE : $524.00
End Date: 2E8-Aug-03 + Change Organization MILEAGE : 10,80
Accounting Label: I---Select--- VI From DFCWT309BW OTHER.: 440,00
PHORE CALLS : $5.00
Selected Accounting Code(s) TRAMSPORT ¢ 425,00
To remowe an accounting code that does not apply to this trip, select the 03ENERAL 00 TotSl: 323,21:80
remove link corresponding to the accounting label to be remowved,
Calculated Trip Cost: 423,244,880
- Sy View/Edit
Accounting Label Organization Acctg Code Remove
03 GEMERAL DFCWT BOIEW = wigw fedit » FEmove

Figure 3-9: Accounting Codes Window

Profile—The profile tab allows the traveler to save his/her personal profile information for the current
document, as well as permanently. Click on the checkbox for Save changes to permanent traveler infor-
mation on any of the profile windows.

* My Profile—User has ability to update personal information, including: address, city, state, zip, home
phone, email, and emergency contact info.

* My Preferences—User can update Air, Lodging, Rental Car, and Miscellaneous preferences.

* My Additional Information—Edit Duty Station information, including address, city, state, zip,
phone, fax.

* My Account Information—User will be able to view but not edit accounting information that
includes Default Accounting Code Label, EFT, and Credit Card Accounts.

When finished updating the profile, click the Update Personal Information button.
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3.7 Per Diem Entitlements

The information provided to the traveler on the Per Diem Entitlement window is populated automatically
when the traveler builds the Itinerary (Figure 3-10).

-—-:...__""“'- ’ Itinerary Travel Expenses Accounting @NGIRGIEIRSLIIGNER” Review /Sign
G Trl 3 Group Travelers  Profile JdS@WENNGISIENIIEY" Partial Payments  Advances

Per Diem Entitlements y

STRAVEL lor GOVIRMMINT

Follawing iz a list of per diem allowances for lodging and meals fincidentals for each day of your trip, The "edit" link allows you to change the
information (e.g., duty conditions, meals provided, etc,) for a specific date or date range. The "reset" link changes the per diem information
to the default rates for that date and location,

Date | Location Edit | Reset Ldg Cost A";‘:i ; Aﬁj: . Pe;a[;;em Code B L D Qtrs t'gdd::b;;: Ar:;:;”
02/23/04 ATLANTA,GA SEdit  +Reset | 11200 11200 | 3225 112/ 43 0,00 7 0,00
02/24/04  ATLANTA,GA 2Edit »Reset 11200 11200 4300 112/ 43 0,00 7 0,00
02/25/04 ATLANTA,GA SEdit  »Reset | 11200 | 11200 | 4300 112/ 43 0,00 7 0,00
02/26/04  ATLANTA,GA SEdit  »Reset 11200 11200 4300 112/ 43 0,00 7 0,00
022704 ATLANTA,GA +Edit sReset | 000 | 000 | 3225 112/ 43 0,00 7 0,00
Reset Al | Edit Al |

Figure 3-10: Per Diem Entitlements Window

The lodging cost entry needs to be updated to match the selected hotel in the reservations and any change
in the information (e.g., duty conditions, meals provided, etc.) for a specific date or date range.

Note: Lodging and M&IE are always dispersed equally in a GAUTH by the system. This cannot be
changed.
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3.7.1 Update Per Diem Entitlements

L.

Select Edit next to the date to be modified.
2. Enter date in Values Apply Through, if changes are for multiple consecutive days (Figure 3-11).

GovIrip

STRAVEL f4r GOVIRMMINT

\ ’ Itinerary  Travel Expenses Accounting ANGIRGIEIRSLIUER Review /Sign
_mi’er Diem Entitlements 8 =TaREIREE VTl CRT U T

Per Diem Entitlements

“fou may apply changes on this screen to a certain date or range of dates by modifying the "Walues Apply Through" date, If required to
change the distribution to travelers, use the distribution method selection list to change the distribution method, Then, select the
"distribute cost" link to distribute appropriately to travelers,

Location: ATLAMTA,GA
“alues Apply From Date: 0&/720/03

Walues Apply Through: |08f20f03 =1

Per Diem Rates

Costs are total for all travelers, You may change your lodging costs below, Use the "Wiew f Edit Expense Details" link for expenze details
such as payment method, reimburseable, etc,

Per Diem Rate: 1z 4z

Lodging: S|1 12,00 = wiew f edit expensze details
MR IE: $31.50

Conference

If you would are at a conference and would like to enter information for it, select conference allowance and costs for this date or date
range:

[T Conference Allowance Conference Rate: 0.00

Rate Percentage: Description: hgency:

Figure 3-11: Per Diem Entitlements Window

3. Enter lodging cost in the Lodging field, if different than per diem.

4. Select Conference to enter information for conference allowance and cost, if applicable.
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5. Select the applicable meal(s) provided for the date or date range (Figure 3-12).

Meals
If any of the following meals are provided please select the applicable mealis) for thizs date or date range:

[T Breakfast
I Lunch
I~ Dinner

Other Per Diem Entitlements

If you need to claim actuals for lodging, taken leave, or have any OCONUS incidental amounts, you may check the appropriate box, Only one
option may be applied to a specified date or the date range used for the "Walues Apply Through" Date,

[ Leave
Check here if you are taking leave for the above date or date range.
Leave Type: € Annual
© Other

Mumber of Hours: 0O

[~ Actual Lodging
Check here if you need to use Actual Lodging for the above date or date range,

Actual Lodging costs limited to: 0,00

Cancel These Entitlement Changes and Return | Save These Entitlements |

Figure 3-12: Per Diem Entitlements Window (Continued)

6. Select Leave if appropriate. Government employees can choose either Annual or Other. Govern-
ment employees may enter the number of hours they wish to use.

7. Select Actual Lodging if authorized by the Approving Official. The Actual Costs Limited field
will display the maximum actual lodging amount authorized.
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3.8 Scheduled Partial Payments

Scheduled Partial Payments (SPP) is an option in the Additional Options section of an authorization that
allows a Traveler to be reimbursed periodically for travel expenses. This function is only allowed for trips
in duration of 45 days or more. (Note: The trip duration may differ depending on agency policy.) When
selected, a partial payment schedule is set up to pay the Traveler every 30 days. However, the Traveler is
not required to request an SPP in GovTrip. The steps below set up an SPP (Figure 3-13).

Partial Payments scheduled on a GAUTH will only affect the primary Traveler. If any of the other Travel-
ers require partial payments, they must wait until the Approving Official has approved the document. Trav-
elers can then amend the document and schedule partial payments for the individual documents.

— o
‘_:"-'-—-" &l 00 ’ Itinerary Travel Expenses Aocwnlinl!ev{ew!Sign
Govlrip %
-uug!’:ﬂ"{! Group Travelers Profile Per Diem Entitlements Advances
sepsummar, N
Select the scheduled partial payment from the drop-down list to wiew
additional details, B3 GERERAD
COM, CARR.-I $20,000.00
Scheduled Partial Payment: SPP #2: 09/19/03 - 10/158/03 j LODGIMG ¢ $2,240.00
MEIE : $11,844,00
Scheduled Partial Payment Details MILEAGE : 410,80
OTHER.: 540,00
Scheduled Partial Payment: SPP#2: 0919703 - 10/158/03 PHOME CALLS : 5,00
Allocated By: Expenze Category TRANSPORT 425,00
Traveler: 221948475
Start Date: 0971903 03 GEHERAL Sub Total: $34,164.80
End Date: 1018503
Pay Date: 10719703 Total Allocation: 34,164,850
Current Status: SCHEDULED
Calculated: 46,040,00
Amount Paid: 40,00
To Be Paid: $5,040.00

Figure 3-13: Scheduled Partial Payments Window

1. Click on Partial Payments on the sub-navigation bar.

2. Click Schedule Partial Payments. The payments are now set up.

3. Click View Details to view a breakdown of expenses, date ranges, and pay dates, or click Cancel
Scheduled Partial Payments to cancel the disbursing of Partial Payments.

3.9 Advances

Advances cannot be used on a Group Authorization.
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3.10 Review/Sign

3.10.1 Distributions

The Distributions tab is used for the cost distribution of the entered Expenses (Mileage & Non-Mile-
age), Travel (Ticketed Transportation), and Lodging and M&IE. All expense items on the group autho-
rization that has a dollar amount must be distributed for proper processing of the group authorization.

The Distributions window is divided into 2 sections: Cost Distribution (Selected Travelers) and
Expense Summary. In Cost distribution, there are four methods by which expenses can be distributed:
Equal, Amount Percent, and Single Traveler. Initially, screen descriptions are displayed in this section.
Select Edit to distribute individual expenses. The Expense Summary lists both distributed and undis-
tributed expenses and the distribution method used.

The Expense Summary has controls to display desired data elements. The user may elect to display
Travel related expenses, Mileage & Non-Mileage Expenses, and Lodging / M&IE expenses for the
trip. By default, only undistributed expenses are displayed in the Undistributed Expenses section of
the Expense Summary window. There is also an option to display expenses that have already been dis-
tributed.

Once the expense has been distributed, it will automatically be moved to the Distributed Expenses
section of the window or removed from the page.

Select the Edit or View link next to the item in the results list to edit the distributions or review the dis-
tribution (Figure 3-14).
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__.'.__":_ ’ Itinerary Travel Expenses Accounting Additional Options gHSNENEEIE]
e
QHOI.Ylj!:!p ' AT Preview  Pre-Audit  Other Auths.  Digital Signature  Trip Compare

Exponses Summary

Include the following:
This page iz for the cost distribution of the entered Expenses (Mileage & Mon-

Mileage), Travel (Ticketed Transportation), and Lodging and MEIE, ¥ Travel I Mileage & Mon-Mileage Exp
The Expenze Summary on the right lists the related Expenses and Travel for ¥ Lodging / MAIE
this Group Trawel Trip that REQUIRE DISTRIBUTION,

Include Distributed? & po C ves

BHSHE T O B S DSV B e D e Cost shown in black are ariginal amounts, Cost shown

in (red) are the remaining undistributed amounts,

Expenses
Trawvel - Dizplay related Ticketed Transportation UnDistributed Expenses:
Mileage & Mon-Mileage Exp - Display related expenses Expense Type Date Cost Method
Lodging £ M&IE - Display related Lodging & MEIE 450,00

Edit | Excess Baggage | 11/23/04 1$50.00]
Include Distributed :

.. Gasoline- $200.00

Mo > Select this option to display OMLY those items it oo | 230 ($200.00)

that REQUIRE DISTRIEUTION
“fes » Select this option to display all {regardless of
diztribution status),

Result List

List of Travel, Mileage and Mon-Mileage Expenszes, and Lodging and M&IE, The
list will be grouped by those items that REQUIRE DISTRIBUTION and those
items that are DISTRIBUTED.

Select the "Edit" or "Wiew" link next to the item in the results lizt to edit the
distributions or review the distribution,

Figure 3-14: Selected Travelers/Expenses Summary Window

To distribute expenses:

[a——

Click the Edit link to the left of expense name.

2. Select the desired distribution method from the Distribution Method drop-down.

3. Click the checkbox to the left of each Traveler that is responsible for the selected expense to dis-
tribute by the Equal or by Single Traveler method; or

4. Enter the dollar amount in the Cost field for each Traveler that the selected expense is to be dis-
tributed; or

5. Enter the percentage each Traveler is responsible for in the Percent field to distribute the selected
expense.

6. Click Save Distribution.
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Chapter 3: Group Authorization

3.10.2 Preview Trip

The Preview Trip window allows the traveler/preparer to view a general overview of the trip, confirm
data, edit data, and give comments to the Approving Official (Figure 3-15).

’ Itinerary Travel Expenses Accounting Additional OplionM
(,,E‘“ ’ GI{'JP MAITTTW Pre-Audit Other Auths. Digital Signature Trip Compare
Preview Trip
Rewiew the details for this trip below, To make edits, click on the links at the left to return to that section, If you have no changes proceed
to Pre-Audit.
Overall $tarting Point
Itinerary: Leawve From: RES: , Comments to the
Edit Leave: Z0-hug-03 Approving Official:
=
[
Location 1 - ATLAHTA ,GA
Itinerary: Leawve From: RES: ,
Edit TO Location: ATLAMTA G
Arrive: 20-Aug-03
Leawve: 2E8-Aug-03
AR FARE [GOVCC-1): Type: AR - AR FARE (GOWCC-1)
Edit Fare: 4$20,000,00
Depart: 20-Aug-03
Overall End Point
Itinerary: Leawve From: ATLAMTA,GA
Edit Return Location: RES: ,
hrrive: 29-0ct-03
Figure 3-15: Preview Trip Window
1. Enter Comments to the Approving Official as needed (optional).
2. Confirm all data.
3. Click Save and Proceed to Pre-Audit.
GovTrip Version 1.0.9.9, Document Processing Manual 00562-2.0, Version 2.0, Updated 2/2/07 Page 3-17

NGMS Copyright © 2003-2004. All Rights Reserved.

This document is controlled and maintained on the www.govtrip.com website. Printed copies may be obsolete.
Please check revision currency on web prior to use.



Chapter 3: Group Authorization

3.10.3 Pre-Audit Trip

Pre-auditing an Authorization allows the traveler to screen his/her document for missing items or
possible problems before signing and routing. An automatic Pre-Audit will always occur when the
traveler signs the document for signature and routing.

1. Any items that appear on this window are "flagged" for this trip. The traveler must complete Justi-
fication to the Approving Official to explain any request out of the norm (Figure 3-16).

STRAVIL far GOVIRMMENT

e
T‘_:"- . - ’ Itinerary Travel Expenses Accounting Additional Options GESUENERE]
GOV Iy Preview MICHULIYF Other Auths. Digital Signature Trip Compare

Pre-Audit Trip y

Below are any items that were "flagged" for this trip, You must provide comments in the 'Justification to Approving Official' text field for
flagged items, When you are finished, or if there are no flagged items, click "Proceed To Digital Signature,”

2 Items have been Flagged in this Travel Document

1. Reason Flagged Hem Description * Justification to Approving Official
TACTHALS ExIST FACTUARSEXIST, (Conference room rate iz above per diem ;I
[

2. Reason Flagged Hem Description * Justification to Approving Official
* OTHER EXPEMSES * Parking - TDY/TAD = 0 Estimated hotel parking charges ;I
[

Sawe and Proceed To Digital Signature

Figure 3-16: Pre-Audit Trip Window

2. Click Save and Proceed to Digital Signature once all justifications are completed.
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3.10.4 Other Authorizations

Chapter 3: Group Authorization

1. Click on Other Auths. from the sub-navigation bar. Based on the trip details, additional authoriza-

tions may be cited (Figure 3-17).

e
1

Govlrip

STRAVEL Tor SOVERNMINT

Pre-Audit JMVTTISIMOENP”  Digital Signature

4

Preview

Dther Authorizations

the "Remarks" boxes prowided.

» Add Additional Authorizations For This Trip

Other Authorizations

Cther Authorization Remarks

1 EXCESS BAGGAGE Mechanic traveling with tools

’ Itinerary Travel Expenses Accounting Additional Options JEERETEIN

The following are the additional authorizations that were selected based on the trip details, Enter comments to your dpproving Official in

Remove

» remove

Trip Compare

Figure 3-17: Other Authorizations Window

2. Enter any Remarks for the Approving Official to view.

3. Click on the Add Additional Authorizations For This Trip link to add any other authorizations

or special conditions for this trip (Figure 3-18).

y

Following is a master list of Other duthorizations you can add to your travel authorization.

Other Authorizations Available

Select Other Authorizations

=

ABOARD 1.5, VESSEL

AMMUAL LEAVE OR MON-DUTY DAYS
EXCESS BAGGAGE

EXTR AR OR RalL FARE

Fiscal “rear Funds

GOWT-OWMED VEHICLE &Vl LAELE
GROUP AUTHORIZATICN

HOSPITAL STAY

Mandatory TTRA Remarks

MEALS PROVIDED

MON COMPACT CAR ALUTHORIZED
MON ECORCMY CAR AUTHORIZED
MOMN-COMTRACT AIR. FARE

DCCASIOMAL MEALS

O NEH O 8O O 5018 O WCIN O WEE 7 81 O (6]

OTHER (See remarks belaw)

Figure 3-18: Other Authorizations Window
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Chapter 3: Group Authorization

Click Add.

PN

Select any Additional Authorizations by clicking on the checkboxes next to each.

Enter any Remarks as needed.
Click Save when complete.
To remove any of the additional authorizations, click the Remove link next to the appropriate one.

3.10.5 Digital Signature

The final step in an authorization is to digitally sign the document to begin its routing process. This is
done by clicking Review/Sign on the main navigation bar, then Digital Signature on the sub-navigation
bar. The process for signing an authorization is below.

1. Select Signed from

the “Submit this document as” field.

2. Enter any additional remarks (optional) (Figure 3-19).

Govlrip

STRAVEL far GOVIRNMINT

—
—

’ Itinerary Travel Expenses Accounting Additional Options GHENENFESEN]

Other Auths. Trip Compare

Preview Pre-Audit

y

Click below to stamp and submit this trip authorization for routing and approval, By submitting you are legally signing this document,

Document Action

“Submit this document as:

Additional Remarks:

SIGMED

Document History

Status

CREATED

Pending Routing Actions

Awaiting Status Change To

01730404

ISIGNED Vl

| B

Submit Completed Document

By Lewel

BROWI-44, ERIC T,

Date Time Mame Remarks

0048 EST CHRIS D PALMER.

= Wiew Reasons for Audit Failures

Figure 3-19: Digital Signature Window

3. After all information has been confirmed, click Submit Completed Document.
4. The document is now signed. You will be taken back to the main authorization window.

3.10.6 Trip Compare

For details about Trip Compare, please refer to Chapter 2, Section 2.10.5.
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CHAPTER 4: VOUCHER

A voucher is a travel document that contains “actual expenses” incurred during the trip. Vouchers are pre-
populated with information that was entered into the authorization. Necessary corrections or additions can
be made in the Itinerary, Travel, Expense, and Additional Options modules. Travelers may create and
submit a voucher once the Authorization has fully routed through the approval chain and also the agency’s
financial system. Agencies use various stamps to denote an approved and obligated authorization. Please
contact a local travel administrator for agency-specific details. It is recommended that the users/travelers
submit the Voucher within five days of returning from travel.

4.1 Login

1.

RN

Travelers may create Travel Documents by entering the GovTrip Public Web portal:
WWW.govtrip.com
Click the LOG IN button located in the Login to GovTrip box.

Click the Accept button on the Privacy and Ethics Policy dialog box.
Enter User ID and Password.

Click Log In.

4.2 Creating a Voucher from Authorization

1. From the GovTrip Welcome Page, select Vouchers from the Official Travel drop-down list.

2. Previously created vouchers will be displayed in the Existing Vouchers section as described in section
4.4 below.

3. [Ifthere are no previously created vouchers, click the Create New Voucher from Authorization/
Order link.

4. The Voucher from Authorization/Order page displays a list of authorizations that are ready to be
vouchered.

5. Click the Create link under the Create column for the authorization for which you would like to create
a voucher.
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Chapter 4: Voucher

4.3 Other Options in the Voucher from Authorization Window

Previously created Vouchers from Authorizations will be displayed under the Existing Vouchers section in
the Vouchers window (Figure 4-1). Travelers can sort existing vouchers by document name, departure
date, status, and TA number. The existing vouchers can be edited, printed, removed and amended.

-
|

Govlrip

Below is alist of your vouchers, Please select the appropriate function which corresponds to the Woucher with which you wish to work

» Create New Youcher From Authorization/Order

Existing Youchers

Sort by Sorted by Sort by Sort by . 3 o

¥i JEdit Print Re Al il
Document Hame Departure Date Status TA Humber e o MoLe i
CEPHILADELPHIOR04035_W01 09./04/03 CREATED OMTEMM = edit =print | » remove

Figure 4-1: Vouchers Window

» Edit—Travelers can edit information in a voucher from authorization that has already been created.
Note: This option changes to view/edit after the voucher from authorization has been signed. Travelers
will have the option to uncheck the VIEW-ONLY check box after clicking the view/edit link under the
view/edit column.

*  Print— Allows the user to print an overview of the itinerary, including per diem rates and entitle-
ments. The voucher from authorization will be displayed in a new browser window, where it can be
printed.

*  Remove—This allows a document with the status of CREATED to be deleted, therefore giving the
traveler the ability to start the voucher process over. The remove link disappears after the traveler
SIGNS the voucher.

*  Amend—This link will appear after a voucher has been approved by the Approving Official. Travelers
can make necessary changes to the voucher. A new document will be created and signed causing it to
go through the entire routing process again.

4.4 Review/Update Itinerary

The travel dates for a traveler may have been extended, shortened, or changed while on travel. When this
happens, updates to the Itinerary may be made while creating a voucher.

Note: The steps outlined in this paragraph apply to a multiple day, single location TDY trip.

4.4.1 Updating Itinerary Information

The Itinerary window is the first window to appear when creating a new voucher (Figure 4-2).
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Chapter 4: Voucher

Select Itinerary from the Navigation Bar and click Trip Overview from the sub-navigation bar.

Travel Expenses Accounting Additional Options Review/Sign

Trip Overview Per Diem Locations

Govlrip

STRAWEL |

Trip Overview

Booking Travel using GowTrip requires that you first provide information OUETall STt ROiRE

about your starting and ending locations (usually your home or duty station) Leave From: RES: FAIRFAX, VA Edit
and your TDY Locations for per diem purposes. “ou will be able to request Leave: 05-5ep-03
bookings for transportation (e.g., air, car, rail) and lodging after these initial
steps are complete. Location 1: MILWAUKEE W1
Leawe From: RES: FAIRFAX, VA Edit
Overall Starting Point Information TO Loc: MILWAUKEE, Wi
Plegse Note: A Red Star ( * Jindicates a required field. ARG, O3 Sepel
Leave: 15-Sep-03
*Select a Location: -0R- *Enter aStarting Point:
J Carriers Midwest Express (V31401 Edit
- ;
FES: FalRFaX, v Eat
#Start Date (mm/ddfyyyy): ’—DG‘IDSIZDDS |@,l Depart: q0: ETS.\\M - 05-5gp-03 - BW|- Remowve
Baltimare, Md (Usa) (Balt,
) ) _ Int'L, &p
Overall Ending Point Information N e 11:554b - 05-52p-03 - MKE-

Please Mote: A Red Star { * ) indicates @ required field, Wilaukee: Wi ksa)

*Select a Location:  -OR- *Enter an Ending Point: Cartigrf Midwest Express (YX) 411 Edit
=l RES: FAIRFAYX, i flight:
i d 2! Depart: 745N - 15-5ep-03 - MKE-  Remove
*End Date fmm/dd/yyyy)  [02/15/2003 Bl » :*&'h;aome: \;\ﬁs (USS; -
rrive: : - 15-Sep-03 - DCA-
Washington, Dc (Usa)

Other Trip Information (Mational Apt)

Plegse Moder A Red Sdar (* )indicates o required field, Rental Car: Enterprise Rent-4-Car Edit

*Trip Type! Trip Description (optional): Pick-Up: 05-5ep-03  1:00PM Remawve
I M-I TATIOMNAL TRA\:’ELj =l Drop-Off: 16-5ep-03  7:004M

Lodging: Residence Miwaukes Down Edit
*Trip Purpose: Check-In: 05-Sep-03 Remove

iCONFERENCE ATTEMDARC ‘I LI Check-In: 15-5ep-03

Overall Ending Point

r * Trip Duration;

Figure 4-2: Trip Overview Window

Note: Only use this procedure if trip dates have changed.

1. Select Itinerary on the navigation bar.

2. Adjust the Start Date or End Date field in the Trip Overview window.

3. Click Proceed to Per Diem Location button.

4. Click OK to the entitlements update prompt.

5. Click OK to the warning.

6. Dates in fields are now populated with a question mark. Click the Edit link under Location in the Trip
Summary box.

7. In the Per Diem Location (left box), change your dates accordingly.

8. Click Save Changes and then click OK to the entitlements update message prompt.

9. If applicable, click Remove next to the air segment that says, “Items not Associated to TDY stop”.

10. Under Travel on the navigation bar click Other Trans. to add changed flight ticket data.

11. Click Remove next to Lodging and Car Rental (see respective sections to make changes).

12. The Authorization Number, Authorization Date, and Trip Number should automatically be popu-
lated based on the original authorization (Figure 4-3).

13. Type any Comments for the Travel Order that you’d like the Reviewing Official/Approving Official
to review(Optional).
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Chapter 4: Voucher

Overall Ending Point

~ * Trip Duration:
€12 Haurs or Less € =12 - 24 Hours - With Lodging Hehieiimomi | EICWALIKER, W Edit’
Return Loc: RES: FAIRFAX, VA
7 212 - 24 Hours - Mo Lodging £ Multi-Day hirive: 15-5ep-03

Authorization Number: iDNTENL
Authorization Date: Igg,rgg,rgggg '
{mmdd Ann)

Trip Mumber: l1

Comments for Travel Crder:

H

=

Proceed to Per Diem Locations |

Figure 4-3: Trip Overview Window (Continued)

14. Click the Proceed to Per Diem Locations button once complete.

4.4.2 Itinerary—Per Diem Locations

In order to have a valid voucher in GovTrip, a per diem location(s) must be selected (Figure 4-4).

Note: Only use this procedure if the location was changed.

Select Itinerary from the main navigation bar, then Per Diem Locations from the sub-navigation bar.

1.

Page 4-4

Per Diem Location(s) and Arrival and Departure Dates are shown in the top left side window. If
there was a change to the Per Diem location in between TDY locations, click the Click Here link
and make necessary changes.

Click Search Location if the user/Federal Traveler went to an additional location.

In the Search location window, type in the city, state, or country of the TDY and click Search
Location. If the desired city and state displays, click on its radio button and click Select and
Close.

If desired location does not appear, click the TDY Location Lookup Tool link at the bottom of the
page.

Choose the State/Country for the TDY and click Return.

Click the drop-down list for Location and choose the desired location. If you do not see the
desired location, select Unlisted. When the window refreshes, type in the name of the unlisted
location in the empty field.

Click Save Location and Return to save the location.

Select the Arriving and Departing Dates for the new TDY location on the Per Diem Locations
page.

Click Save This Location when complete.
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Chapter 4: Voucher

Trip Overview

.unuu eovinmwEnt

T @ ’ 'ﬁavel Expenses Accounting  Additional Options Review/Sign

Booking Travel using GowTrip requires that you provide information about Overall Starting Point
your TOY locations for per diem purpozes. You will be able to request Leawe From: RES: FAIRFAX, VA Edit
bookings for transportation (e.g., air, car, rail) and lodging after these Leawe: 05-5ep-03 [

initial steps are completed,

Location 1: MILWAUKEE , w1

Owerall Starting Point: RES: FAIRFAX, Wi
Leave From: RES: FAIRFAX, VA Edit
Owerall Start Date; 05-%ep-03
TCoy Loc: MILWAUKEE Wil
Click Here to Add a Destination in Between Arrive: 05-5ep-03
Location 1; AILWALIKEE i1 fedie 15sens
Arrival Date: 05-5ep-03 B Cartiers Midwest Express (vX) 401 Edit
Flight:
Departure Date:  15-5ep-03 Depart: 10:55AM - 0B-5ep-03 - BW|- Remove
Baltimare, Md (Usa) (Balt,
Add a TDY Location Int'L, &p
Arrive! 11:55AM - 05-5ep-03 - MKE-

Click on a button below to select wour TDY Location, Use "Search Location” Milingdlee; Wi (Haa)

to search for the per diem location, Use "TDY Location Lookup" to select Carrierd Midwest Express (v¥1 411 Edit
from alist of per diem locations, Flight:
Depart: FABAM - 15-5ep-03 - MKE-  Remowe
Please Moter 4 Red Star{ * indicates @ required field, Milwaukee, Wi (Usa)
o hrrive: 103040 - 15-5ep-03 - DCA-
oY .L°°at‘°'.“ Lackup Wwazhington, Do (Uza)
[Mational Apt)

* Location: Usze Location Tools Above
Rental Car: Enterprise Rent-A-Car Edit

* hrriving On: IDQIDS;’ZDDS "I Pick-Up: 08-%ep-03  1:00PM Femowve

Drrop-Off: 16-5ep-03  7:004M
* Departing On: |09f1 EF2003
Lodging: Residence Milwaukee Down Edit
Check-In: 05-%ep-03 Femowe
Owerall End Point: RES: FAIRFAH, Wi Check-In: 15-5ep-03

Owerall End Date: 15-%ep-03

Overall Ending Point

Figure 4-4: Per Diem Locations Window
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Chapter 4: Voucher

4.5 Travel

The Travel tab is not used to make reservations, but simply to update some of the costs of travel that were
reserved.

4.5.1 Update Air Travel

The following steps will guide you to update commercial air transportation changes in GovTrip
(Figure 4-5).

—
G T_;h_ ’ !tinerar@xpenses Accounting  Additional Options  Review/Sign
OV rlp AW Lodging Rental Car Rail Other Trans.

oTRAVEL for GOVERNMENT

Lairmavel R o summary

Please select a flight from the trip summary on the right to edit air Oierall Starting Point
reservations. Leave From: RES: FAIRFAX, VA Edit
Leave: 05-5ep-03

Location 1: MILWAUKEE , w1

Leave From: RES: FAIRFAX, YA Edit
TO Loc: MILWAUKEE W1
Artive: 05-Sep-03
Leave: 156-5ep-03
Cartiers Midwest Express (vX) 401 Edit
Flight:
Depart: 10:55AM - 05-5ep-03 - BWI|- Femove
Baltimare, Md (LUsa) (Balt.
Int'L, &p
Arrive: 11:5BAM - 05-5ep-03 - MKE-

Milwaukee, Wi (Usa)

Cartiers Midwest Express (vX1411  Edit

Flight:

Depart: TidBAM - 15-5ep-03 - MKE-  Remowe
Milwaukee, Wi Usa)

Arrive: 10:304M - 15-5ep-03 - DCA-
‘Washington, Do {Usa)
[Mational Apt)

Rental Car: Enterprize Rent-4-Car Edit

Pick-Up: 05-%ep-03  1:00PM Remove
Drrop-Off: 15-5ep-03 7:004M

Lodging: Residence Milwaukee Down Edit
Check-In; 0B-5ep-03 Femoyve
Check-In; 16-5ep-03

Figure 4-5: Air Travel Window

Select Travel from the main navigation bar.

Select Air from sub-navigation bar.

Under Trip Summary column, click the Edit link on the specific flight that requires changes.

The Air Travel box displays specific flight information from the authorization.

Click on Change Ticket Data link to update air travel changes.

The page refreshes to the Other Trans. Page. Under Edit Ticket Information, change the necessary

fields. Click the Save button when complete. Note: Ticket type cannot be changed during this

process.

7. Additional changes to any form of transportation can be entered by clicking on the Create a New
Transportation Entry button.

8. If any portion of air travel needs to be removed, click on the Remove link next to the specific

flight.

A e o e
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Chapter 4: Voucher

4.5.2 Update Lodging

The traveler has the ability to adjust the Lodging and M&IE if necessary. The Per Diem Entitlements
screen (where updates/changes to lodging should be made) lists each day individually so changes can
be made to one individual day or to a range of days. Do not add hotel sales taxes or room taxes in the
Lodging section. These should be entered in the Expenses section. Refer to Section 4.8 for more infor-
mation.

The following steps will guide you in updating lodging changes in GovTrip (Figure 4-6).

’ Ilinerar@penses Accounting  Additional Options  Review/Sigd

MTEPITY  Rental Car Rail Other Tran:

Lodging | Trip Summary

Overall Starting Point

GovIrip

ATRATIL tor SEVERNMENT

Please select lodging from the trip summary an the right to edit the lodging
request, Leave From: RES: FAIRFAX, VA Edit
Leave: 05-Sep-03

Location 1: MILWAUKEE , w1

Leave From: RES: FAIRFAX, YA Edit

TOY Loc: MILWAUKEE W1

Arrive: 05-Sep-03

Leave: 15-5ep-03

Carriers Midwest Express (vX) 401 Edit

Flight:

Depart: A0:BBAM - 05-5ep-03 - BWI- Remove
Baltimare, Md (Usa) (Balt.
Int'L, &p

A rive: 111 65AM - 05-5ep-03 - MKE-
Milwaukee, Wi (Lsa)

Carriers Midwest Express (vH)1 411 Edit

Flight:

Depart: FABAM - 15-5ep-03 - MKE-  Bemove
Milwaukee; Wi iLsa)

Arrive! 10:304M - 15-5ep-03 - DCA-
‘Washington, De (Usa)
{Mational Apt)

Rental Car: Enterprize Rent-A-Car Edit

Pick-Up: 05-5ep-03 1:00PM Remove
Dirop-Off; 16-5ep-03  7:004M

Lodging: Residence Milwaukee Down' Edit
Check-1n; 05-Sep-03 Remove
Check-1n; 15-5ep-03

Figure 4-6: Lodging Window

—

Select Travel from the main navigation bar then, select Lodging from the sub-navigation bar.

2. Under the Trip Summary column, click on the Edit link on the specific lodging that requires

changes.

The Lodging box displays specific lodging information from the authorization.

Change dates as necessary in the Lodging box.

5. [Iflodging costs require updating, click on Update Actual Lodging Cost link. This will refresh the
page to the Per Diem Entitlements page.

6. Click the Edit link on the specific date where changes are necessary or click the Remove link to
delete the specific lodging entry.

7. On the Per Diem Entitlements page, the traveler has the ability to change Dates, Per Diem Rates,

Conference Allowances, Meals, and other Per Diem Entitlements. Click on Save These Entitle-

ments button when complete. If no changes are necessary on this page, click on the Cancel These

Entitlement Changes and Return button.

W
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Chapter 4: Voucher

4.5.3 Update Rental Car

Any updates/changes made to Existing Rental Car information (if rental car was included as part of the
authorization) should be made in the Rental Car section. If rental car was booked offline and/or was
not included in the authorization, the Federal Traveler must input the rental car (commercial auto)
costs in the Expenses section (section 4.8).

The following steps will guide you in updating rental car changes in GovTrip (Figure 4-7).

——

Govl. 1711;

STRAVIL Iw0 GOVERMMINT

\ ’ Ilinera@pens&\s Accounting | Additional Options: Review/Sign
4 Alr Lodging MITCHENETS Rail Other Trans.

o summary 4N

Please select a car rental from the trip summary on the right to edit car Ouerall Starting Foint
rental reservations, Leawve From: RES: FAIRFAX, ¥A Edit’
Leave: 05-%ep-03

Rental Car

Location 1: MILWAUI(EE;WI

Leave From: RES: FAIRFAX, ¥A Edit
TOY Loc: MILWAUKEE W1
Arrive! 05-5ep-03
Leawve: 15-5ep-03
Cartier/ Midwest Express [vX) 401 Edit
Flight:
Depart: 10:55AM - 05-5ep-03 - BWI|- Femove
Baltimare, Md (Usa) (Balt,
Int'L, &p
Arrive: 11:554M - 05-5ep-03 - MKE-

Milwaukee, Wi {Usa)

Carriers widwest Express (VX1 411 Edit

Flight:

Depart: 714540 - 15-5ep-03 - MKE-  Bemowe
Milwaukee, Wi jUsa)

Arrive: 10: 3048 - 15-5ep-03 - DCA-
Wiazhington, Dz (Usa)
(Mational Apt)

Rental Car: Enterprize Rent-A-Car Edit

Pick-Up: 05-%ep-03  1:00PM Remove
Drrop-Off: 16-%ep-03  7:004M

Lodging: Residence Milwaukee Dowr Edit
Check-In: 05-%ep-03 Femowe
Check-In: 15-Sep-03

Figure 4-7: Rental Car Window

—

Select Travel from the main navigation bar then, choose Rental Car from the sub-navigation bar.

2. Click the Edit link next to the specific car rental that requires changes, or the Remove link to
delete the specific car rental entry.

3. From the Car Rental box, changes can be made to the Dates, Times, Cost and Method of Reim-
bursement.

4. Click the Save Selected Car button to apply the updates.

4.5.4 Update Rail Travel
The following steps will guide you in updating the rail travel changes in GovTrip (Figure 4-8).

1. Select Travel from the main navigation bar then, select Rail from the sub-navigation bar.
2. Click the Edit link next to the specific rail travel that requires changes, or the Remove link to
delete the specific rail travel entry.
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STRAWEL lor GEVERNMENT

——
G T T @ ’ Itinera@pens&\s Accounting  Additional Options:  Review/Sign

Air Lodging Rental Car fEYW”  Other Trans.

Rail Travel

| mrp summary 4

Please select a train from the trip summary on the right to edit train Ouprall Starting Point
reservations. Leave From: RES: FAIRFAX, VA Edit
Leave: 05-Sep-03

Location 1: MILWAUKEE , w1

Leave From: RES: FAIRFAX, YA Edit

TOY Loc: MILWAUKEE W1

Arrive: 05-Sep-03

Leave: 15-3ep-03

Carriers Midwest Express (vX) 401 Edit

Flight:

Depart: A0:BBAM - 05-5ep-03 - BWI- Remove
Baltimare, Md (Usa) (Balt,
Int'L, &p

A rive: 111 65AM - 05-5ep-03 - MKE-
Milwaukee, Wi (Lsa)

Carriers Midwest Express (vH)1 411 Edit

Flight:

Depart: 7i4BAM - 15-5ep-03 - MKE-  Remove
Milwaukee, Wi (Lsa)

Arrive! 10:304M - 15-5ep-03 - DCA-
‘Washington, D (Usa)
(Mational Apt)

Rental Car; Enterprize Rent-A-Car Edit

Pick-Up: 05-5ep-03 1:00PM Remove
Dirop-Off; 16-5ep-03  7:004M

Lodging: Residence Milwaukee Down' Edit
Check-1n: 05-5ep-03 Remove
Check-In; 16-5ep-03

Figure 4-8: Rail Travel Window

3. The page refreshes to the Other Trans. Page. Under Edit Ticket Information, change the necessary
fields. Click the Save button when complete.
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4.6 Update Other Ticketed Transportation

Any ticketed transportation (air or rail) that was booked using the GovTrip reservation module can be
edited by clicking on Travel-Other Trans. In addition, other ticketed transportation arrangements made
outside of the GovTrip reservation system can be entered here (Figure 4-9).

’ !tinerarﬂ Expenses Accounting Additional Options. Review/Sign

Lodging Rental Car CEV Other Trans.

Govlr

T s SOVIRMMENT

Other Transportation W

Overall $tarting Point

Leawve From: RES: FAIRFAX, VA Edit
Leave: 05-%ep-03

Use this screen to enter Other Ticketed Transportation information.

ADD Ticket Information
Location 1: MILWAUKEE Wl

Enter ar select the required data. Leave Fram: RES: FAIRFAX, ¥A Edit
TO Loc: MILWAUKEE W1
Please Mote: A Red Star (* ) indicates a field is required, Arrive: 05-Sep-03
Leawve: 15-Sep-03
*Type: |- setect -- =
2 — Cartiers Midwest Express (YH) 401  Edit
escription: | Flight: e
. Depart: 10:B5AM - 05-5ep-03 - BWI- Remove
* Ticket kot i e
feete [se= Attached Ticket 3 Baltimare, #d (Usa) (Balt,
*Ticket Value: Int'L. 4p
' 0.00 Arrive: 11155 - 05-52p-03 - MKE-
Cost: o Milwaukee, Wi jUsa)
LT diffarent from Carriet/ Midwest Express (YX) 411 Edit
ticket value) Flight:
*Departure Date ID":‘M 53003 -'! Depart: ?:.45AM - 15-S§p-03 - MKE- Remove
(mmAdd Sy ) Milwaukee, Wi {Usa)
Arrive: 10: 3048 - 15-5ep-03 - DCA-
|ssue Date i : :
immdd fryy ) @I Washington, Dc {Usa)
: (Mational 4pt)
*Ticket Date i =R
(mm A Fyye )i P00 ll Rental Car: Enterprize Rent-A-Car Edit
Pick-Up: 05-%ep-03 1:00PM Remove
4 Drrop-Off: 15-5ep-03  7:004M
CEBA Account | I + CBA Accounts rop e
Lodging: Reszidence Milwaukes Down Edit
If necessary, add comments to the travel agent: Check-In: D5-58p-03 Remove
Check-In: 15-5ep-03

=l

Overall Fnding Point

Figure 4-9: Other Ticketed Transportation Window

Select Travel from the main navigation bar then, select Other Trans. from the sub-navigation bar.
Select type of travel from the Type menu. The description will automatically populate.

Enter Ticket Value.

Enter Ticket Cost (if different from ticket value).

Enter Departure Date.

Enter Issue Date (if known).

Click on CBA Accounts link to choose account. Only use this option if CP-C or CR-C is selected in
the type field.

Click Save button.

9. Confirm the information in the Ticketed Transportation Saved box. The information will also update
and show up in the Trip Summary column and if necessary can be edited or removed.

Nk L=

i
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4.7 Update Expenses

Trip Expenses can be added, updated, or deleted in the Expenses section. After travel, expenses are
updated with the actual costs from the trip if needed.

GovTrip allows both non-mileage and mileage expenses to be reported. In the non-mileage section,
expenses can be chosen from a list or entered manually. In the mileage section, different forms of transpor-
tation and rated mileage can be chosen, with the expense costs calculated automatically. The following two
sections will allow a user to enter both.

4.7.1 Update Non-Mileage Expenses

1. Select Expenses from the main navigation bar. The screen will default to the Non-Mileage page
(Figure 4-10).

’ Itinerary TraveMccaunting Additienal Options:  Review/Sign
' AR Mileage  Receipts

Non-Mileage Expenses Expenses Summary

GovIrip

ATRAVEE (o0 SOVERWMENE

Expense Type Date Cost EM
Use this screen to enter non-mileage expenses for your trip, Select an :
expenzes type, or, if you cannot find the appropriate expenze type, enter Airport Tax 09/05/03  $5.00 Edit
a description in the box provided. Click on the "Save Expenszes" button to Remave
save these expenses, Edit
Tawxi- hirport 09/05/03 528,00 e
Remave
Leave: 05-55p-03 Return: 15-5ep-03 Add E)(pense
Total Expenses: 433,00
*Expense Type: | j
-OR- |
" Cost £ !
*Date: I— =
fmmdd vy 0970672003 2=
* Method of Reimbursement: |-- Pleaze Select -- j
# wiewfedit expense details

Figure 4-10: Non-Mileage Expenses Window

2. To edit expenses, click Edit to the right of the appropriate expense in the Expenses Summary.
For expenses not on the authorization, select the Expense Type from the drop-down list or type
the expense into the field labeled OR.

Enter the Cost of the expense.

Enter the Date of the expense. Use the pop-up calendar if necessary.

Select the Method of Reimbursement.

Click the Save Expenses button.

Repeat steps 2 through 7 until all non-mileage expenses are updated.

98]
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Chapter 4: Voucher

4.7.2 Update Mileage Expenses

1. Select Expenses from the main navigation bar then, select Mileage from the sub-navigation bar
(Figure 4-11).

— ’ Itinerary TraveMccaunting Additional Options: Review/Sign
. A

__________________ Non-Mileage SITICITER”  Receipts
Mileage Expenses Expenses Summary

Expense Type Date Cost EM

Use this screen to enter mileage expenses for your trip, Click on the "Save

Expenzes" button to zave these expenzes. Pyt duto-Terminal 09/05/03 | $3.96 Edit

Femaove

Leave: 05-5ep-03 Return: 15-5ep-03 Add Expense Total Expenses: $3.96

¥ Expenze Type: | LI

* Date: |09f05f2003 |

(mm fdd Fiyyyy )

* Method of Reimbursement: |-- Fleasze Select -- j

* Miles I x Rate = Cost §

To calculate mileage for POVs use the Table of Distances

# Edit Thiz Expensze Type's Defaults

Sava Expense

Figure 4-11: Mileage Expenses Window

2. To edit expenses, click Edit to the right of the appropriate expenses in the Expenses Summary

3. For expenses not on the summary, select the Expense Type from the drop-down list.

4. Enter the Date of the expense. Use the pop-up calendar if necessary.

5. Select the Method of Reimbursement.

6. For the Miles field, enter mileage from odometer for “in and around” travel or use the Table of
Distances link for TDY travel.

7. Click the Save Expenses button.

8. Repeat steps 2 through 7 until all mileage expenses are updated.

4.7.3 Table of Official Distances (TOD)

The Table of Official Distances (TOD) should be used when driving to a TDY location, driving to a
Permanent Change of Station (PCS), or during other travel outside of a duty area.

1. Access TOD by clicking on the Table of Distances link below the mileage calculation fields in the
mileage expense window (an expense type must be selected).

2. Enter City in the Traveling From section.

Enter State/Country or click the Lookup State and Country Codes link if state and country are

unknown.

Enter County (Optional).

Click Search to see all locations associated with the City Traveling From.

Click the Select link next to the desired location, in the Search Results column.

Enter City in the Traveling To section.

Enter the State/Country or click the Lookup State and Country Codes link if state and country

are unknown.

9. Enter County (Optional).

(98]
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Chapter 4: Voucher

10. Click Search to see all locations associated with the City Traveling To.
11. Click Calculate Mileage button to display Total Miles.
12. Click Save Total and Continue button.

4.8 Receipts Imaging

Receipts are an important part of trip records and serve as evidence that official travel actually took place.
GovTrip allows travelers the option of storing receipts for official travel digitally in addition to existing
local retention methods.

Receipts along with other supporting documentation can be loaded into GovTrip and attached to the trip
record by using the scan and upload or fax method. Faxing is the preferred and easiest method of digitally
storing receipts but both methods will be explained in detail. Although the Receipts Imaging function is
available in the Authorization, it is likely that most receipts will not be available until after travel and
during the voucher creation process. The same procedures should be followed for digitally storing receipts
on the voucher.

To load receipts into GovTrip, see Chapter 2, Section 2.7 “Receipts Imaging” for a complete explanation of
procedures.

4.9 Updating Accounting Codes

Note: The ability to change an LOA on a voucher is dependent on the agency’s accounting system. Please
contact the local travel administrator for detailed procedures.

'_ ’ Itinerary  Travel Expenses @SV Additional Options:  Review/Sign
:" Accounting Codes

Exponses summary

GovIrip

FTRAVIL v SOVIRMEENT

Select the appropriate accounting code for this trip, If there are multiple
accounting codes that are required for this trip, pleaze select all that 03 GENERAL
apply. COM, CARR.-| : $324.65
LODGIG $960.00
Start Date: 058-%ep-03 + Find Accounting Label MEIE ¢ <4830
End Date: 16-%ep-03 + Change Organization MILEAGE 1 £5.06
Accounting Label: |---Select--- YI From DFCWTS09BW OTHER. 433.00
REMTAL CAR $272.00
Selected Accounting Code(s)
03 GEHERAL 5ub Total: $2,066.61
To remowe an accounting code that does not apply to this trip, select the
remove link corresponding to the accounting label to be remowved, Calculated Trip Cost: $2,066.61

View/Edit
A nting Label O izati Re
ccounting Label rganization Acctg Code move
03 GEMERAL DFCWT BOFEW = wigw fedit » remove

Figure 4-12: Accounting Codes Window

1. Select Accounting from the main navigation bar.
2. Select the appropriate Accounting Label from the drop-down list.
3. Navigate to Additional Options, if necessary, or Review/Sign on the main navigation bar if complete
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4.9.1 Changing Accounting Code on Voucher (if applicable)

1. To remove an accounting code, click on the remove link to the right of the appropriate accounting
code.

2. To add an additional accounting code, click on the Accounting Label drop-down list, and select
the correct accounting code. Note: Remember, if multiple accounting codes are added to the autho-
rization, the traveler will need to re-allocate.

4.9.2 Update Multiple Accounting Codes

If there are multiple accounting codes that are required for this trip, select all that apply.
Select How To Allocate (By Expense Category, Percent, Date, Dollar Amount) with the drop-
down list located at the bottom of the page.

Click Allocate Expenses.

Select the Accounting Code to use for each allocation.

Select Save Allocations button.

The Expense Summary box will display a breakdown of the expenses pertaining to each LOA.

N —

AN

4.10 Additional Options

Select Additional Options from the main navigation bar then, select Profile from the sub-navigation bar.

Profile—The Profile link under Additional Options allows the user/Federal Traveler to view and update
their personal information based on their permission levels. There are four parts of the user/Federal
Traveler profile accessible from a voucher from authorization. At the bottom of each window there is an
Update Personal Information button to update information for the current document only. To save
changes to the profile permanently, click on Save changes to permanent Traveler information check-
box. On the My Profile window is the My Profile information along with the links to three other sections of
the profile. The sections control the following information.

My Profile—This gives the user/Federal Traveler the ability to view and edit name, address, employee
ID, emergency contact information, and other general information.

My Preferences—This section is divided into five areas of preference, including Air Travel prefer-
ences, Miles To Airport, Lodging preferences, Rental Car preferences and Passport Information. The
four information buttons at the bottom lead to the selection of even more preferences, where a traveler
can add frequent traveler numbers for Air, Hotel, and Rental Car. Note: If Preferred Airline, Lodging
or Rental Car brands are chosen, when a search is performed the results will ONLY display that brand,
narrowing the search.

My Additional Information—This section is divided into three areas. These sections deal mostly
with duty station information and information related to Approving Officials. This section will only
need to be updated if the traveler’s duty station or routing list change.
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My Account Information—This section is used for financial information such as: Default Account-
ing Code Label, EFT, and Credit Card Accounts (Figure 4-13).

—

Govlrip

STRAVIL far COVIRNRINT

’ Itinerary Travel Expenses Accounting ANGHEGIEIRERIRELEY Raview /Sign

AT Per Diem Entitlements  Payment Totals  Partial Payments  Advances

= My Preferences » My ddditional Information » My Account Information

Complete the information below,

*Last Mame: |pEESING

*First Mame: jcHris

Ml l_

*Gender: Cuig ®w OF

|TC Status: ** |nwitational Traveler =
SEM: F21938467

Employee |0t I?

Mailing.

hddress Line 1! I'1234 Main 5t

hddress Line 2 |

City : stow

State: |OH Laokup |
Zip Code ! |44224

Home Fhone: i3305554321

Mabile Phone: I

Figure 4-13: My Profile Window
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4.11 Per Diem Entitlements

Select Additional Options from the main navigation bar then, Per Diem Entitlements from the sub-navi-
gation bar.

The information provided to the traveler on the Per Diem Entitlement window was populated automati-
cally when the traveler built the Itinerary (Figure 4-14).

_._;__"t_ \ ’ Itinerary Travel Expenses Accounting dO%[HLIETRORIREGIPF Review /Sign
- e -

G“OKT{'_IP 7 'mPer EENETEEGTELCY Payment Totals  Partial Payments  Advances
Following is a list of per diem allowances for lodging and meals fincidentals for each day of your trip, The "edit" link allows you to change the
information (e.g2., duty conditions, meals provided, etc. ) for a specific date or date range. The "reset" link changes the per diem information
to the default rates for that date and location,

Date Location Edit Reset Ldg Cost Ldg Allcwed MEZIE Mlowed | Per DiemRate  Code B L D Qfrs
09/05/03  MILWALKEE W »Edit | »Reset 95,00 S5.00 34,50 95 £ 46
0906703 MILWALKEE, W] »Edit | »Reset G500 95,00 46,00 95 F 46
09407703 MILWALKEE W »Edit | »Reset S95.00 95.00 46,00 EL )
09/08/03  MILWALKEE W1 = Edit  »Reset 95,00 95,00 46,00 95 f 46
0909403 MILWALKEE W »Edit | »Reset 95,00 S5.00 46,00 95 £ 46
09710703 MILWALKEE, W »Edit | »Reset S5.00 5,00 46,00 95 F 46
09511403 MILWALKEE W »Edit | »Reset S95.00 95.00 46,00 EL )
09712403 MILWALKEE W1 = Edit  »Reset 95,00 95,00 46,00 95 f 46
0913403 MILWALKEE W »Edit | »Reset 95,00 G500 46,00 95 £ 46
09514703 MILWALKEE W »Edit | »Reset G500 95,00 46,00 95 F 46
09515403 MILWALKEE W »Edit | »Reset 0,00 0.00 34,50 EL )

Reset &l | Edit &ll |

Figure 4-14: Per Diem Entitlements Window

The lodging cost section will only need to be updated if the lodging costs changed while on TDY. If a hotel
was selected using GovTrip, the per diem entitlements page is automatically updated.

4.11.1 Update Per Diem Entitlements

1. Select Additional Options from the main navigation bar then, Per Diem Entitlements from the
sub-navigation bar.

2. Select Edit next to the date and location to be modified.

3. Enter date in Values Apply Through, if changes are for multiple consecutive days (Figure 4-15).

Note: Edit All button located at the bottom of the page allows the user/traveler to edit all of the dates at
once.
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- ’ Itinerary  Travel Expenses Accounting glHaGTEE Optlons Review /5ig
4 Profile JMZTMNENNDIRNEREIEY Partial Payments  Advance:

Per Diem Entitlements

“fou may apply changes on this screen to a certain date or range of dates by modifying the "Walues Apply Through" date, If required to
change the distribution to travelers, use the distribution method selection list to change the distribution method, Then, select the
"distribute cost" link to distribute appropriately to travelers,

Location: MILWALIKEE |
“alues Apply From Date! 090703

Walues Apply Thraugh: Iowo?ms

Per Diem Rates

Costs are total for all travelers, You may change your lodging costs below, Use the "Wiew f Edit Expense Details" link for expensze details
such as payment method, reimburseable, etc,

Per Diem Rate: 95 /46

Lodging: SIG‘S.DD = wigw [/ edit expensze details
& IE: $46.00

Conference

If you would are at a conference and would like to enter information for it, select conference allowance and costs for this date or date
range:

[T Conference Allawance Conference Rate: 0.00

Rate Percentage; Description: Agency:

Figure 4-15: Per Diem Entitlements Window

4. Enter lodging cost in the Lodging field, if different than per diem. Click View/Edit Expense
details to change the Payment Method.

5. Select Conference Allowance and conference rate, if applicable.

6. Select appropriate meals provided, if applicable (Figure 4-16).
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Heals

If any of the following meals are provided or actual please select the applicable meal(s) for this date or date range:

Provided Actual F
Fl Breakfast

| Lunch

Fl Dinner

Other Per Diem Entitiements

If wou need to claim actuals for lodging, taken leave, or hawe any QCOMUS incidental amounts, you may check the appropriate box, Cnly one
option may be applied to a specified date or the date range used for the "Walues Apply Through" Date,

[] Leave
Check here if vou are taking leave for the abowe date or date range.

Leawe Type: Annual

Other

Mumber of Hours: 0O

Actual Lodging
Check here if you need to use Actual Lodging for the abowe date or date range.

Pet Traveler dotual Lodging costs limited to: (180,00

Cancel These Entitlement Changes and Return | Save These Entitlements |

Figure 4-16: Other Per Diem Entitlements Window

7. Select Leave if appropriate. Select Annual or Other as appropriate as well as number of hours of
leave taken.

8. Select Actual Lodging if appropriate. Note: Additional lodging costs must be authorized by the
AO. The Actual Costs Limited field will display the maximum actual lodging amount that can be
authorized.

4.12 Payment Totals

The Payment Totals feature allows the traveler to review calculated trip expenses and enter charge card
advances taken at ATM facilities during the trip. The traveler also has the option to make an additional
payment to the GOVCC account. Any amount entered into the Gov’t Charge Card ATM Advance or
Add’l Gov’t Charge Card Payment fields will decrement the Pay to Federal Traveler field by the
entered amount (Figure 4-17).

Note: The ability to split disburse money to a traveler’s GOVCC is dependent on the agency’s finan-
cial system. Please contact a travel administrator to determine specific agency policies regarding
split disbursement.

Select Additional Options from the main navigation bar, then Payment Totals from the sub-navigation bar.

There are four sections on the Payment Totals window: Amount Claimed, Advance Information, Govern-
ment Charge Card Amount, and Payment Distribution.

To add a GOVCC ATM Advance:
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Amount Claimed

A ’ Itinerary Travel Expenses Accounting #SGIRGTEIRSIIEY” Review/Sign
Sy
~= Profilte  Per Diem Entitlements JGWNEIIMMEY” Partial Payments  Advances

Payment Totals

Following iz the calculated totals for the woucher - Voucher Payment Totals,

Total Expenses: 4 2,066.61
Mon-Reimbursement Expenses: 40.00
Total Amount Claimed: 42,086,61
Advance Information

Gow't Advance Outstanding: 50,00
Gov't Advance Applied: 40.00
Applied Amount: 40.00

Met ta Traveler: (Due Gow't if Negative) $ 2,066.61
Government Charge Card Amount

Expenszes on Gov't Charge Card: 4 1,546,65
Gov't Charge Card ATM Advance: 0.00

Add'l Gow't Charge Card Payment: 5 ID.DD = Calculate
Total Gow't Charge Card Amount: 4 1,546.65

Figure 4-17: Payment Totals Window

1. Enter the total amount of the advance(s) into the Gov’t Charge Card ATM Advance field.
2. Click the Calculate link next to the Add’l Gov’t Charge Card Payment field. The specified amount

will be decremented from the Pay to Federal Traveler field.

To add an additional payment to the GOVCC:

1. Enter the total amount of the additional payment to the GOVCC into the Add’l Gov’t Charge Card

Payment field.

2. Click the Calculate link next to the Add’l Gov’t Charge Card Payment field. The specified amount

will be decremented from the Pay to Federal Traveler field.

Note: Any ATM processing fees associated with the gov’t charge card will need to be entered in the

Expenses section. Do not add them in the Payment Totals section.

4.13 Schedule Partial Payments and Advances

A request for a Scheduled Partial Payment and/or Advances is NOT allowed for travel already completed.

4.14 Review/Sign

Select Review/Sign from the main navigation bar.
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Chapter 4: Voucher

4.14.1 Preview Trip

The Preview Trip window allows the traveler to view a general overview of the trip. A traveler can
review or edit data.

Select Preview from the sub-navigation bar (Figure 4-18).

e T
. —— ’ Itinerary Travel Expenses #Accounting Additional Options #EENENTA DY
Govlri -
,“pg(!:!p W Preview TSI Other Auths.  Digital Signature  Trip Compare
Preview Trip
Rewiew the details for this trip below, To make edits, click on the links at the left to return to that section, If you hawve no changes proceed
to Pre-Audit.
Overall $tarting Point
|tinerary: Leave From: RES: FAIRFAX, W4 Comments to the
Edit Leaye: 05-5ep-03 Approving Official:
E
=
Location 1 - MILWAUKEE, W1
|tinerary: Leave From: RES: FAIRFAX, WA
Edit TO Location: MW ALIKEE |
Artive! 0&-%ep-03
Leave; 15-%ep-03
Air Travel: Carrier; Midwest Express [H) Comments to the Travel Azent:
Edit Flight: 401 SEAT PREFEREMCE: 3C =
Fare: 147,91
Depart: Bwi|-Baltimore, Md (Usa) (Balt, Int'L,
Ap LI
05-5ep-03  10:5544
Arrive: MKE-Milmaukes, Wi (Usa)
08-5ep-03  11:5544
Air Travel: Carrier: Midwest Express (4 Comments to the Travel Agent:
Edit Flight: 411 SEAT PREFEREMCE: 3C =
Fare: $176.74

Figure 4-18: Preview Trip Window

1. Review all data.
2. Click the Edit link next to each section if changes are necessary.
3. Click Save and Proceed to Pre-Audit button.

4.14.2 Pre-Audit Trip

Pre-Auditing a Voucher from Authorization allows the traveler to screen the document for missing
items or possible problems before signing and routing.

An automatic Pre-Audit will always occur when the traveler attempts to sign the document for signa-
ture and routing.
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Chapter 4: Voucher

Select Pre-Audit from the sub-navigation bar (Figure 4-19).

—

T‘—:-- £l 3, ’ Itinerary Travel Expenses Accounting Additional Options JiGRERER-]

GOV rlp Preview MITHUETY Other Auths, Digital Signature Trip Compare
Pre-Audit Trip

ATRAVEL for GOVENNMENT
Below are any items that were "flagged" for this trip, vou must provide comments in the 'Justification to Approving Official’ text field for
flagged items. When wou are finished, or if there are no flagged items, click "Proceed Tao Digital Signature.”

2 ltems have been Flagged in this Travel Document

1 Reason Flagged Hem Description * Justification to Approving Official

+ OTHER EXPENSES * Registration Fees » 1 E-Registration fee for conference

25 Reason Flagged Hem Description * Justification to Approving Official

* OTHER. EXPEMSES * huthorized Call Home = & E‘Call home authorized,

Sawe And Proceed To Digital Signature

Figure 4-19: Pre-Audit Trip Window

1. Any items that appear on this window are “flagged” for this trip. The traveler must complete Jus-
tification to the Approving Official to explain any request out of the norm. Note: A “flagged”
item indicates that Agency standards have been exceeded for normal government travel and the
traveler is required to provide an explanation in the comments field before the voucher can be
approved by the Approving Official or considered for approval.

2. Click Save and Proceed To Digital Signature button once all justifications are completed. Note:
Traveler will not be able to sign the document until all justifications are made.

4.14.3 Other Authorizations

Select Other Auths. from the sub-navigation bar.

1. Based on trip details, additional authorizations are cited. Enter Remarks to the Approving Offi-
cial.

2. Select Add Additional Authorizations For This Trip link to add any other authorizations or

special circumstances for this trip.

Select any additional authorizations appropriate by clicking on the checkbox.

Click Add.

5. Add any Remarks for justification.

W
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Chapter 4: Voucher

6. Click Save button when complete.
7. Click the Remove link on the right to remove any of the Other Auths.

4.14.4 Digital Signature

The final step in a Voucher from Authorization is to digitally sign the document to begin its routing
process. This is done by clicking on Digital Signature on the sub-navigation bar. The process for
signing a voucher from authorization is below (Figure 4-20).

Digital Signature

Click below to stamp and submit this trip authorization for routing and approval, By submitting you are legally signing this document,

Document Action
"Submit this document as: SIGHED -

Additional Remarks:

* wdvance Ticketing Date:
[mmfdd Sy

[11728/2006 E-

Adwance Ticketing Date will not be applied until approwal

| submit Completed Document

Pending Routing Actions

Mwaiting Status Change To By Level
SUZAMNNE
RECOMMENDED RECOMMENDER 10
FUMDS &%l LABLE SUZAMME FUMDER. 15
APPROVED SUZANNME 4PPROVER. 5
Document History Display Full History:

tati Liat Tim, hlam, Bemark

Figure 4-20: Digital Signature Window

1. Select Signed from the “Submit this document as” field.

2. Enter any additional remarks (optional).

3. After all information has been confirmed, click Submit Completed Document.

4. The document is now signed, and the traveler will be returned to the main voucher from authoriza-
tion window.

4.14.5 Trip Compare

The trip compare feature allows the user to compare two documents side-by-side. In order to utilize trip
compare, the user must have two created documents. To access trip compare from within a document,
select Review/Sign on the top navigation bar and Trip Compare on the sub-navigation bar. This will bring
the user to a list of active documents (Figure 2-21). Select the document for comparison to the current
authorization. This will bring up the information for both documents side-by-side and comparison can
occur.(Figure 2-22)
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ozged In As:
raweler Mame: Suzanne Dove
turn to Document List

Suzanne Dove

P—
—_—

Govlrip

Preview  Ethics Chi

Select from the following trips to compare to this Authorization,
Available Authorizations

Document Hame
SDWASHINGTONDOSOS0A_A0T
SDCEMTREWILLEO51506_A01
SDLOSANGELESTO51506_AO1
SDLONDONGERO52206_AD1
SDBALTIMOREMDOS0506_A01
SDDEMWERCOUNTDG1906_A01
SDLASVEGASNYIDG 1906 _AD1
SDABERDEENSDOG2006_AD1
SDLONDONGERISZ206_AD1
SDWASHINGTONDO70906_AD1
SDALEUQUERQUEDZ 1006 _01
SDSTURGISSDOT 1006_AN1
SDKINGGEORGEWDZ1706_A01
SDSTCROIXVIOZ 1706_AD1
SDCAMCUNMEXD90406_AD1
SDLONDONGERDF1606_AD1
SDATLANTAGA100906_AD1
SDAUSTINTX101606_AO1
SDROCKY|LLEMD101606_a01
SDDAHLGREM WA 112006 _A01
SDALBUQUERQUE121106_401
SDIAMIFL1Z1106_A01
SDSEATTLEWA121106_A01

Trip Compare

Document Name: SDDALLASTRO12207_A01
Document Type:  authorization

Screen ID; 10721

Close Window
Help far this sereen

° l Itinerary Travel Expenses Accounting Additional Options JUENENISET]

Pre-Audit  Other Auths.  Digital Signature JSTSTPRRPEGS
Departure Date Departure Status Compare Document
0505 /2006 CREATED Compare:
05/15/2006 CREATED Compare.
05/15/2006 CREATED Compare.
05/22/2006 CREATED Compare.
06 /0572006 CREATED Compare
061972006 CREATED Compare:
0671972006 ADJUSTED Compare
06/20/2006 ADJUSTED Compare
0672272006 CREATED Compare
0770972006 ADJUSTED Compare
07 /1072006 CREATED Compare
07 /1072006 ADJUSTED Compare.
07 (17 /2006 CREATED Compare.
07 (17 /2006 CREATED Compare:
0970472006 ADJUSTED Compare
09/ 16/2006 ADJUSTED Compare.
1040972006 ADJUSTED Compare
1041672006 ADJUSTED Compare.
1071672006 ADJUSTED Compare
1172072006 CREATED Compare
1271172006 ADJUSTED Compare
1271172006 ADJUSTED Compare
121172006 ADJUSTED Compare:

Figure 2-21: Trip Compare Document List
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Trip Compare

Review the details far the trips below,

Overall Starting Point Time Zone: EST (06]
For AUTH - SDDALLASTX012207_A01

Itinerary: Leave From rackville, md
Leave: 22-Jan-07

©Overall Starting Point Time Zone: EST (06]
For AUTH - SDAUSTINTC101606_A01

Itinerary: Leave From RES: FAIRFAX, Vi
Leave: 16-Oct-06

LOCATION 1 - DALLAS, TX Time Zone: C3T (07)
For AUTH - SDDALLASTX012207_A01

Itinerary: Leave From: rackyile, md
TOY Loation:  DALLAS,TX
Arrive: 2-Jan-07
Leave: 25-Jan-07

LOCATIOH 1 - AUSTIN,TX Time Zane: 5T (07}
For AUTH - SDAUSTINTX101606_A01

Itinerary: Leave From: RES: FAIRFAX, Vi
TOY Location:  ALSTIN,TX
Arrive: 16-Oct-06
Leave: 20-0ct-0¢

Lodging: Hame: Haliday Inn Express Hote

Air Fare Type: CF - Air Fare (GOVCCA1)

1GOVCC- Fare: $500.00

i Depart: 16-0ct-06
Method of PERSONAL
Feimbursement:

Cost: $105.00 / Night
Check-In: Z2-Jan-07  1:00PM
Check-Out: 25-Jan-07  S:00AM
Hethod of PERSONAL
Reimbursement:

Lodging: Mame: Candiewood Suites Austin

Cost: $85.00 # Night
Check-In; 16-0ct-08  1:00PM
Check-Out: 20-0ct-08  9:00AM
#ethod of PERSONAL
Reimbursement:

Ouerall End Point Time Zone: EST {04)
For AUTH - SDDALLASTX012207_A01

Overall End Point Time Zane: EST {06]
For AUTH - SDAUSTINTX101606_A01

Itinerary: Leave From: DALLAS,T Iinerary:  Leave From: AUSTIN,TX
Return Location: Rackile, 4D Return Location: RES: FAIRFAX, Vi
Arrive 25-Jare7 Arrive: 20-Oct-06
Expenses

Hon-Hileage for AUTH - SDDALLASTX012207_A01

o, Expense DaE Cost MoR:
Type
g, BUTOMERD oi0M07  540.00 PERSONAL
Business Call
SPONSORED
2. HotelRoom Tax 122407 $t00.00 2 LTEED
SPONSORED
3. Taxi-trport O1/22/0F  $80.00  pon oo

Total: $220.00

Hon-Mileage for AUTH - SDAUSTINTX101606_A01

Expense

M. Date Cost MR
Type
g dthorized L om0 PERSONAL
Business Cal
Hotel Room SPONSORED
2 DASI08 0000 L cABLE

Total:  §115.00

Mileage for AUTH - SDDALLASTX012207_A01

Mo dileage Expenses,

Mileage for AUTH - SDAUSTINTX101606_A01

Mo ileage Expenses.

Per Diem Enitlements

Lodge fM&IE For AUTH - SDDALLASTX012207_AD1

Lodge § MBIE for AUTH - SDAUSTINTXC101606_A01

StartDate  End Date Totallodge  Total WAIE StartDate  EndDate Total lodge  Total MEIE
01722407 01/25/07 §327.00 §206.50 10/16/08 10720408 340,00 §243.00
Accounting Summary

For AUTH - SDDALLASTX012207_AD1

Accounting Code: 07 1234567-21302

PHONE CALLS: $40.00
07 1234567-21302 Sub Total: $40.00
Accounting Code: 07 1234567-21302:7267

LODGING: $427.00
MBIE: $206.50
07 1234567-21302:7287 Sub 633,50
Total:

Accounting Code: 07 1234567-21302:7471

OTHER: $80.00
07 1234567-21302:7471 5ub $80.00
Total:

Calculated Trip Cost: §753.50

For AUTH - SDAUSTINTX101606_AD1

Accounting Code: 07 9210001-21101:1917

LODGING: $100.00
07 9210001-21101:1917 Sub $100.00
Total:

Calculated Trip Cost: 4$100.00

Advances Summary for AUTH - SDDALLASTX012207_At

No Advances Requested

Advances Summary for AUTH - SDAUSTINTX101606_A01

Ho Advances Requested.

Raturn to Trp Compare

Change to this Document

4.15 Interim Vouchers

Interim Voucher functionality provides the user with the ability to create vouchers for expenses that have
already been incurred prior to the end of the trip.

Figure 2-22: Trip Compare Side-b

-Side
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Chapter 4: Voucher

4.15.1 Create an Interim Voucher

1. To create an interim voucher from the user’s Welcome Screen, select Voucher from Authoriza-
tion beneath the Official Travel heading.

2. From the Vouchers main page, select Create New Voucher from an Authorization.

3. A list of the authorizations available from which to create a voucher appears. An interim voucher
link will only appear for documents where expenses have previously been incurred and where the
expense date for the expense on the authorization has already passed. Click Interim to create an
interim voucher or Final to create a final voucher.

. y 4
Govlrip y

Voucher from Authorization / Order

Eelaw iz a list of your authorizations, Click "Create” next to the travel authorization for which you want to create a woucher,

Document Hame Departure Date Status TA Humber  Interin Final

.-‘__
——

SWGALVESTONTXO0S1407_AD1 03714507 POSACK OBLIGATICN OnxEL) =Final
JWSANDIEGOCADZOE07 _AD1 0270507 POSACK OBLIGATION OMXELF slnterim  =Final
JWRETR AWK IS083005_A01 03 /30/08 AUTH 24 HOLR PASSED OrWIS7 =Final

Figure 4-23: Voucher Selection Page

4. A pop-up box will appear asking for the ending date of the expenses for the interim voucher. Enter
the ending dates of the expenses in the format MM/DD/YYYY.

Voucher from £ S -
Explorer User Prompt

Below is a list of youd  Script Prompt: oucher
‘what iz the ending date of the expenzes?
[E arliest allowed=02/13/2007] [Latest allowed=02/20/2007] Cancel

Document Hame erim Final

JWGALVESTOMTHOS =Final

JWEBELIMGCHNOZ0507 _AD1 03/05/07 POSACK OBLIGATIORN OrlEEmU =interim  =Final
JWSANDIEGOCADZOB07 _A01 0z/08/07 POSACK OBLIGATIORN ORHELF =interim | =Final
JWREYKJAWIKISOE3005_A01 0830405 AUTH 24 HOUR, PASSED ORVIST =Final

Figure 4-24: Ending Date Pop-Up
5. The traveler will be brought into the voucher. Expenses with expense dates that have already
passed will appear in the interim voucher. Expenses whose expense dates have not already passed
will not be included (example: lodging and mé&ie for dates that have not yet passed).
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Chapter 4: Voucher

6. The traveler completes the voucher following the voucher process indicated in Section 4.2.

7. The trip preview page will show a breakdown of the entire trip. At the bottom of the page, there is
a section marked Prior Vouchers Summary. In this section, the traveler can view the amounts
claimed on previous interim vouchers, as well as a total combined amount claimed thus far on
interim vouchers.

Prior Youchers Summary

Date Amaount
0117507 438,50
Current Youcher Cost $2,590.00
Total Wouchered Cost 52,628,580

Save And Proceed To Pre-tudit |

Figure 4-25: Prior Vouchers Summary
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CHAPTER 5: LOCAL VOUCHER

A Local Voucher is a document used to claim reimbursement for miscellaneous expenses incurred by a
traveler who travels within a 12-hour period within the local area.

5.1 Creating a Local Voucher (LV) Document

1. Mouse over Official Travel in the menu bar.
2. Select Local Vouchers from the drop-down list.

A new browser window will open providing a list of previously created LVs. (Depending on the status of
the document, the user/traveler will have the option to view/edit, print, or remove LVs.)

3. Ifno previously created local vouchers need to be revised, click the Create New Local Voucher link.
Note: If creating a document for the first time, the user/traveler will need to update his/her profile
information. A pop-up window will display. Click OK. The Update Profile page displays. Fill in all
required information as needed.

5.2 Local Voucher Date
1. Enter Expense Date. Use pop-up calendar if necessary.
2. Click OK.

5.3 Adding/Updating Expenses

Expenses will be divided into two categories, Non-Mileage and Mileage. Non-Mileage is the default
expense window and will be the first part of the Expenses Section

5.3.1 Adding a Non-Mileage Expense

Select an expense from the Expense Type drop-down list.
Enter Cost.

Enter Date. Use pop-up calendar if necessary.

Select Method of Reimbursement from drop-down list.
Enter as many as five expenses on this screen.

Click Save Expenses.

SNk L=

The Non-Mileage window will update and a summary of expenses will be listed on the right side of the
window. Also, users/travelers can add any additional expenses in this window, although they will only
be able to add one expense at a time. Users/traveler will also have the option to edit or remove individ-
ual expenses (Figure 5-1).
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Chapter 5: Local Voucher

—— T
—

Govlrip

Non-Milsago Exponse

chwnﬁng Additional Options  Review / Sign

Mileage

Expense Type Date Cost EM
Use this screen to enter non-mileage expenszes for your trip, Select an )
expenzes type, or, if you cannot find the appropriate expenze type, enter Registration Fee 08/20/03  $50.00 Edi
a description in the box provided, Click on the "Save Expenszes" button to Remave

save these expenses,

Auth, Business Call  08/20/03  $5.00 s
Remave
Add Expense .
Edit
p Parking - Local 05/20/03 510,00 g;ove
*Expense Type: I j
Total Expenses: 465,00
-0R- I
" Cost: $ I
*Date:
IDSIZDIZDDS '
(mm.Sdd Sy
* Method of Reimbursement: I-- Pleasze Select -- j

+ wiewfedit expensze details

Figure 5-1: Non-Mileage Expenses Window

5.3.2 Adding a Mileage Expense

Select Mileage from the sub-navigation bar.

Select an expense from the Select an Expense Type drop-down list.

Enter Date. Use pop-up calendar if necessary.

Select Method of Reimbursement from drop-down list.

Enter miles from odometer reading.

GovTrip will automatically calculate mileage reimbursement costs.

Click Save Expenses.

The Mileage window will update and a summary of expenses will be listed on the right side of the
window. Users/travelers can add any additional expenses at this window one expense at a time. Users/
travelers will have the option to edit or remove individual expenses (Figure 5-2).

Ao e
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Chapter 5: Local Voucher

Traveler ame: Chris Cook DOCUmEnT Type:  Local woucher LIS SRS SRS R i

——
e —— chwnling Additional Options  Review / Sign
° B
1 p Non-Mileage _MITIEETTR
eTRAVEL for GOVERNMENT

Govlr

Use this screen to enter mileage expenses for your trip, Click on the "Save Expenses" button to save these expenses,

Mileage Expense #1

*Expense Type: Private Auto Mileage - (50.360) j *Date:  |08/20/2003 =
(mrm fdd fyey )
* Method of Reimbursement | PERSONAL =l
* Miles |25 x Rate 0360 = Cost $9.00
Mileage Expense #2
*Expense Type: j *Date:  |084202003 =g
(mm.Sdd Sy
* Method of Reimbursement I-- Pleaze Select -- j
* files I % Rate = Cost %

Figure 5-2: Mileage Expenses Window

5.4 Receipts Imaging

Receipts are an important part of trip records and serve as evidence that official travel took place. GovTrip
allows travelers the option of storing receipts for official travel digitally in addition to existing local reten-
tion methods.

Receipts along with other supporting documentation can be loaded into GovTrip and attached to the trip
record by using the scan and upload or fax method. Although the Receipts Imaging function is available in
the Authorization, it is likely that most receipts will not be available until after travel and during the
voucher creation process. The same procedures should be followed for digitally storing receipts on the
voucher.

To load receipts into GovTrip, see Chapter 2, Section 2.7 “Receipts Imaging” for a complete explanation of
procedures.

5.5 Adding an Accounting Code

1. Select Accounting from the main navigation bar.

2. Select the appropriate Accounting Label from the drop-down list:

*  Only Lines of Accounting (LOAs) that are in the user/traveler’s organization will be displayed.

*  The selected LOA will appear below with options to view/edit or remove. An Expense Summary will
be displayed on the right side of the window including the LOA, the expense breakout, subtotals, and
calculated trip costs (Figure 5-3)

GovTrip Version 1.0.9.9, Document Processing Manual 00562-2.0, Version 2.0, Updated 2/2/07 Page 5-3
NGMS Copyright © 2003-2004. All Rights Reserved.

This document is controlled and maintained on the www.govtrip.com website. Printed copies may be obsolete.
Please check revision currency on web prior to use.




Chapter 5: Local Voucher

Note: Each agency’s accounting functionality may differ to include additional steps. Contact the local
travel administrator to find additional information on agency specific accounting procedures.

e — ’ ExpensesMAddilional Options  Review / 5ign
° e B

Accounting Codes Expenses Summary
Select the appropriate accounting code for this trip, If there are multiple
accounting codes that are required for this trip, pleaze select all that 03 GENERAL
apply. PARKIMNG $10.00
PHOME CALLS : $6.00
Start Date: 20-Aug-03 + Find Accounting Label REG, FEES : $50.00
End Date: 20-Aug-03 + Change Organization
03 GEHERAL 5ub Total: 65,00
Accounting Label: I---Select--- =]  From DFcwTSO9BW bt §
Selected Accounting Code(s) Calculated Trip Cost: 466,00

To remowe an accounting code that does not apply to this trip, select the
remove link corresponding to the accounting label to be remowved,

View/Edit
A nting Label 0 izati Re
ccounting Label rganization Accte Code move
03 GEMERAL DFCWT BOFEW = wiew fedit » FEmove

Figure 5-3: Accounting Codes Window

5.5.1 Selecting Multiple Accounting Codes

1. Select an additional LOA from the Accounting Label drop-down list:
e Multiple LOAs will now appear underneath the previous LOA selected.

5.6 Allocate Expenses

Expenses can be allocated by Percentage, Date Range, Dollar Amount and Expense Category when
multiple LOAs are used. The user/traveler can assign a percent to the appropriate LOA to allocate
expenses for their trip. The percentages must equal 100%. The user/traveler can also charge different
expense categories to the appropriate LOAs.

1. Select By Expense Category, Date Range, Dollar Amount or Percentage from the How to Allocate
drop-down list.

2. Click Allocate Expenses.

3. Allocate to correct account code or percentage totaling 100%.

The Accounting codes window will update and a summary of expenses will be listed on the right side of
the window (Figure 5-4).
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—
e » ’ ExpensesMAddilional Options  Review / Sign
Govlri ' )

ted by Exp Category
Select the appropriate accounting code for this trip, If there are multiple

accounting codes that are required for this trip, pleaze select all that 07 1234567-21101
apply. Wl LEAGE : $24.48
Retriovs & " OTHER : 445,00
EEEICELCE O S
Start Date:  29-Dec-0é + SELrleve ACCOUNHT:
Label
07 1234567-21101 Sub 549,45
End Date: 04-Jan-07 + Change Organization Total: '
ABEoUnting [ colect v | From GHHSPTRAINA
Latel; = | From 07 General-21301
PHOME CALLS : 415,00
Selected Accounting Code(s) Tax] 425,00

Ta remove an accounting code that does not apply to this trip, select the 07 General-21301 Sub 40,00

remove link corresponding to the accounting label to be remowved, Total:

i Calculated Trip Cost: 109,48
N | A— viewEdt  Edt 033;? View/Edit E
= : Acctg Code Allocation Object Class
Code
07 1234567 GHHEPTRAIMA | = wiew fedit = edit » FEMmOveE 21101 = wiew fedit
07 General GHHSPTRAIMA = wiew fedit » edit » FEMOvE 21301 = wiew fedit

Multiple accounting codes on a trip require allocation of expenses to the
accounting codesilabels), Select how ywou wizh to allocate, Then click to
proceed with allocations,

————— .
How to Allocate: : By Expense Category &

Allocate Expenszes |

.. Proceed to the following page: | Expenze - Mileage | Continue

Figure 5-4: Accounting Codes Window

5.7 Additional Options

Select Additional Options from the main navigation bar.

5.7.1 Comments

Select Comments from the sub-navigation bar.

1. Ifnecessary, enter Comments to Approving Official.
2. Click Save Comments and Proceed to Payment Totals

5.7.2 Payment Totals

Select Payment Totals from the sub-navigation bar.
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Chapter 5: Local Voucher

The Payment Totals section allows the user/traveler to review total amount claimed and to enter addi-
tional charge card expenses taken during the trip. The traveler also has the option to increase a
payment to the GOVCC account.

5.7.3 Profile

Select Profile from the sub-navigation bar.

There are four parts of the user/traveler profile accessible from a Local Voucher. If changes are made,
the user/traveler must click the Update Personal Information button at the bottom of each screen to
save changes for this Local Voucher only. If permanent changes are required click the Save changes to
permanent traveler information check box. There are also three links located at the top of the My
Profile box. These links are My Preferences, My Additional Information, and My Account information.

My Profile—This gives the user/traveler the ability to view and edit name, address, and other general
information.

My Preferences—This section is divided into six areas of preference, including air travel, lodging,
passport, rental car, and miscellaneous. The frequent flyer, hotel rewards, and rental car club buttons at
the bottom lead to the option of inputting frequent traveler membership numbers.

My Additional Information—This section is divided into five areas. These sections outline informa-
tion related to the traveler’s duty station.

My Account Information—This section has two areas: Financial information such as Default
Accounting Code Label and EFT and Credit Card Accounts.

5.8 Review/Sign
Select Review/Sign from the main navigation bar.
The Review/Sign link gives users/travelers the ability to review/edit trip details, type comments to the

Routing Officials, and stamp the document SIGNED. Placing the SIGNED stamp on the document will
initiate the routing process.

5.8.1 Preview
Select Preview from the sub-navigation bar.

The Preview section gives the user/traveler the ability to review/edit trip details and comments to the
Routing Officials.

5.8.2 Pre-Audit

Select Pre-Audit from the sub-navigation bar.

Pre-Auditing a document allows the traveler to screen his/her document for missing information or
possible policy concerns before signing and routing. The traveler must provide justifications for each
of the items that were flagged on the Pre-Audit screen BEFORE signing the document. If the traveler
does not provide a justification for each flagged item, he/she will not be able to sign the document.
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Chapter 5: Local Voucher

1. Type a comment in Justification to the Approving Official field.
2. Click Save once all justifications are completed.

5.8.3 Digital Signature

Select Digital Signature from the sub-navigation bar.

The traveler can stamp the document SIGNED, and can also type any additional comments into the
Additional Remarks field. The window also displays the Pending Routing Actions, and the Document

History (Figure 5-5).

-".__

GovITip

Document Action

“Submit this document as:

Digital Signature

Click below to stamp and submit this trip authorization for routing and approval, By submitting you are legally signing this document,

’ Expenses Accounting  Additional Options gH=ATEE )]

Preview

Pre-Audit Digital Signature

ISIGNED Vl

Additional Remarks:

Pending Routing Actions

Awaiting Status Change To

SIGMED

Document History

Status Date

CREATED 05720403

Submit Completed Document

Level

Mame Remarks

Chriz Cook

Figure 5-5: Digital Signature Window

1. Click Submit Completed Document.
The document will now be forwarded to the routing officials in the routing list.
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CHAPTER 6: ROUTE & REVIEW

The Route & Review module allows for the electronic routing of documents to Routing Officials. From
here, routing officials are able to determine whether the TDY travel is necessary for the mission. Routing
Officials can also see if the estimated cost of the TDY is documented and within the constraints of the
budget. The Pre-Audit feature helps the Routing Official in his/her duties by flagging items that are out of
regulations or norms. This module plays a key role in the electronic processing of travel documents.

6.1 Process

In GovTrip, Federal Travelers create Authorizations as well as Vouchers from Authorization, and Local
Vouchers for reimbursement after completing the trip. Documents created in GovTrip must be signed by
the Traveler/Preparer to initiate the routing process. Authorizations containing reservation information will
trigger the system to route the document to the Travel Management Center (TMC) for initial processing
before it is released to the Approving Officials for review and processing. Additional steps in the routing
scheme (i.e., Reviewers or Certifiers) must occur after routing to the TMC, and before approval.

6.2 Document List

Once logged into GovTrip as an Approving Official, there are two ways to view the documents awaiting
review and stamping. One way is to mouse over the Administrative tab and select Route & Review. The
alternative way is to click the Click Here link in the Documents Awaiting Your Approval box. The doc-
uments waiting to be stamped are displayed. Using the hyperlinks on the column headers, the Approving
Official has the ability to sort using five different methods: Sort by Type, Sort by Document, Sort by
Awaiting Status, Sort by Departure Date, or Sort by Traveler. To view documents that have previously
been approved, click on the Complete Documents tab (top right).

To review a document, select the Review link to the left of the document name (Figure 6-1).

—

l (el MEH T Document Detafls  Route/Sign  Adjustments  Setup  Print
. {

l 3 . 3

Gp‘,:,__{.!p - Documents in Routing Complete Documents

Documents in Routing

Follawing iz a list of documents that were routed to you for review and signature, Select a document to review and use the navigation bar at the top
for additional tasks.

Sorted by
covion | SOTLBY Sortby Aw:ﬂiﬁ 7 B— Sortby Tatal Netto | Adv | MaxAdy
Type Document .S'tatusg Lt Dep Date Traveler Cost Traw Requested  Allowed
review  AUTH  EMMINMEAPCLISOSZ703_A01  APPROVED 05 F27/03 tahan, Eric 414,286,30 $28,572.60 50,00 40,00
wrewiew  GAUTH CBWESTPOINTMY120503_G01  APPROVED 12/058/03 BEESIMNG, CHRIS  57,561.87  58,910.00  %0.00 50,00

Figure 6-1: Documents in Routing Window
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Chapter 6: Route & Review

6.3 Route/Sign

The Approving Official may navigate to different areas of the document by clicking on Review/Sign and a
sub-navigation bar heading at the top of the screen. The different headings are listed below:

Preview—Shows the Approving Official a general overview of the trip and comments entered by the trav-
eler. The trip preview window is displayed after clicking the review link.

Pre-Audit—Allows the Approving Official to view flagged items on an Authorization and provide justifi-
cation for these items.

Other Authorizations—Displays a list of supplementary authorizations that are considered to be beyond
the scope of a normal trip. An example would be if the traveler has excess baggage. The Approving
Official can also view the traveler’s comments.

Digital Signature—The Approving Official now has enough information about the document to enter the
necessary stamp to move the document along on the routing list. The Digital Signature section is where the
user applies their stamp and allows the document to be routed as needed.

6.4 Document Details

Trip Overview—The user can view departure and return dates, per diem location, status of the document,
the total estimated cost of the trip, and the total advances. The right side of the page will display the trip
summary.

Document Route Status—Allows the user to view the current status of the document and comments
entered into the remarks field before the traveler signed the document. Adjustment comments are dis-
played in this view.

Expense Summary—Displays a breakdown of expense by categories including cost and Accounting
Codes.

Note: The FATA may use the above tabs to find out additional information about the document. To
continue processing the document, the Approving Official must return to Route/Sign.

6.5 Adjustments

The adjustments link can be used as a quick and easy way to go into documents and make changes to those
that have NOT yet been approved. Since the document has already been signed, the next stamp in the
routing process should be applied.

1. To view or edit the current document, click on Adjustments tab.

2. A View-Only pop-up window displays.

3. To view the document, click OK. To adjust (make changes to) the document, uncheck the checkbox
for “Open Document VIEW-ONLY” then click OK.

4. The Preview window of the traveler’s document opens. Make the necessary changes to the document.

5. When finished with the changes (and saved any expenses if needed), DO NOT SIGN the document
with any stamp.

6. Close out the traveler’s document.
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Chapter 6: Route & Review

7. Go back to the Approving Official’s private page and click on Administrative =% Route & Review or
click on “Documents Awaiting Your Approval” Click Here (Figure 6-2).

Govlrip

| Official Travel Y" Official Travel - Others '" Traveler Setup "" Reports '" Administrative ‘|

Documents Awaiting Your Approval -->  Click Here

Welcome CHRIS BEESING

Organization:  DFCWTS09BW My Signed Documents

0rg Access: DFCWTEDORW

Document Name Current Status Departure Date Type

GrDUp ACCHIGH SUORWGH CB210803 Lol SIGMED 0821703 LwCH
Permission: 0;1,2:3,4,5,8

CBPHILADELRPHIDa0403 any  AYTH 24 HOUR  hopnains  auTH

PASSED
CEMILWAUKEEWINg0503 Aoy AYTHZAHOUR  agrasing auTw
Message Center
CBWESTPOINTNTIA0803 GO1 ADJUSTED 12/08/02 GAUTH

Thiz iz an example of Message Center text, Have a nice
day

Figure 6-2: Private Page

8. The Documents In Routing page displays. Click on the Review link next to the document you just
adjusted.
9. You are taken back to the Preview window once again. Verify all information is appropriate.

6.6 Digital Signature

The Approving Official now has enough information about the travel authorization to make an intelligent
decision about approving the document. If information in the document is correct and within policy (local
and government), the Approving Official can apply the APPROVED stamp to the document. If, however,
changes need to be made to the authorization, the Approving Official has two options: stamp the document
RETURNED and return the document to the Federal Traveler with instructions about what needs to be
done OR make the necessary changes to the document and then stamp the document APPROVED. Any
change to the authorization prior to approval is called an Adjustment. If the authorization has already been
stamped APPROVED and a change needs to be made to the document, an Amendment would be neces-

sary.

Note: If the traveler requested an advance, and the date is more than the agency’s default number of days
from the departure date, a box will appear asking the Approving Official if they wish to submit advance
immediately.

To stamp a document RETURNED:

1. Select the desired document (if it is not already selected) and click on Review/Sign from the main nav-
igation bar.

2. Select the Submit this document as drop-down list arrow and scroll down to find the status
RETURNED. Enter instructions to the Federal Traveler about what needs to be done to the document
in the Additional Remarks section.

3. Select Submit Completed Document.
4. Select OK.
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Chapter 6: Route & Review

6.7 Route & Review of a Group Authorization

Route and Review of a Group Authorization follows the same procedure as an individual authorization.
The Group Authorization Route and Review screens will also include screens to view and edit the group
members included on the authorization.

6.8 Setup

The Setup option gives the user the ability to view Routing Lists, view Reports, Delegate Authority,
change User Preferences, view/change Form Defaults, and view the Rates Lookup Menu.

6.8.1 Delegate Authority

GovTrip allows Routing Officials to delegate signature authority to another person in accordance with
local policy. When Delegate Authority is selected, the screen will display a list of officials who have
the proper permissions to perform the role in GovTrip. A user can delegate to only one person at a
time.

Use the following steps to Delegate Authority:

1. From the User’s Welcome Page, click Traveler Setup on the navigation bar.
2. Click Delegate Authority (Figure 6-3).

Logged In As:  Chris Montalvo Screen (D 10951 Cloze Window
Help for thiz screen

—
e ’ Routing Lists Reports Additional Setup Rate Lookup

Govlrip

eTRAVEL for GOVERNMENT

Delegate Authority

Select a name to delegate your document signing authority,

Delegate Authority User Preferences Form Defaults

Select Mame Authority
» Select ALBERT M LONE

» Select CLAIRE FOSTER

» Select Herb Walker

» Select LISA b ADKAIN-OSTA

Figure 6-3: Delegate Authority Screen

3. Review the list of officials who may receive delegate signature authority.
4. Click Select to the left of the name of the official to receive the delegated authority.
5. Click OK to confirm that the correct person has been selected.
6. When the Confirmation screen appears, select the Accept button.
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Chapter 6: Route & Review

7. Click OK. The Delegate Authority screen appears showing the authority assigned (Figure 6-4).

Logged In As:  Chris Montalvo Screen Dy 10951 Close Window
Help for thiz screen

— ’ Routing Lists Reports Additional Setup Rate Lookup
Ac.

Delegate Authority User Preferences Form Defaults

eTRAVEL for GOVERNMENT

Delegate Authority Assign Authority

Select a name to delegate your document signing authority, Click OK to delegate your document signing
autharity. “fou will be prompted for signature,

Select Mame Authority
ALBERT MALOHE has permission level 0,1,2 and
» Select ALBERT MALONE may be delegated.
= Select CLAIRE FOSTER Cancel | oK |
» Select Herb Walker
= Select LIS& b ADRAIM-CST 1

Figure 6-4: Delegate Authority Screen—Authority Assigned

When authority has been delegated, the following events occur:
*  The delegate official’s name displays in the travel documents Pending Routing Actions list.
*  Documents that normally route to the RO now route to the RO and the delegate official.
e E-mails normally sent to the RO are now sent to the delegate official.
e Travel documents are removed from the RO’s Route & Review screen and delegate official’s
screen after they are stamped.
Use the following steps to remove signature authority:
1. Click Delegate Authority.
2. Browse the list of names.

3. Click Remove. A window opens for you to confirm revocation of the delegated signature authority
(Figure 6-5).

Microsoft Internet Explorer x|

@ Are you sure wou want to revoke this delegation of signature autharity?

oK I Cancel |

Figure 6-5: Revocation of Delegated Signature Authority Confirmation Window

Click OK.

6.9 Print

The Print tab allows to Approving Official to print an overview of the itinerary including per diem rates
and entitlements. The authorization will be shown in a new browser window.
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CHAPTER 7: AMENDING AN AUTHORIZATION AFTER APPROVAL

Amendments are made by the traveler/preparer AFTER the Approver has approved the document. Amend-
ments are made to documents when: the itinerary changes prior to the trip; lodging arrangements have been
changed; significant additional expenses have been identified; or the accounting codes have been changed.

Note: After the Approver has approved a document, users/travelers can make amendments.

Note: At any point during the amendment process, the user/traveler can click Review/Sign, and then click
Digital Signature to stamp the document SIGNED.

7.1 Creating an Authorization Amendment

1. Mouse over Official Travel in the menu bar.

2. Select Authorizations/Orders from the drop-down list.

3. A new browser window will open and display a list of existing Authorizations (user/traveler will have
the option to view/edit, print, remove, or amend).

4. Click Amend next to the authorization users/travelers wish to amend from the document list.

5. A Create Amendments box will appear giving the users/travelers the ability to give an optional remark
about why this amendment is being created. Select OK

6. When the window refreshes, users/travelers will be brought to the Preview Trip window.

7.2 Amending Itinerary

Select Itinerary from the main navigation bar or select Edit under overall starting point on Preview Trip
window. Here the users/travelers can make changes to:

*  Locations Or Starting/Ending Points
e Start/End Dates

*  Trip Type

*  Trip Purpose

e Trip Duration

* Authorization Date

Note: When making an amendment to itinerary dates, be sure to also change the necessary reservations
and expense dates.

Note: In order to save the changes made to the itinerary, the user MUST select Proceed to Per Diem
Locations before continuing using the navigation bar.

7.3 Per Diem Locations

When the window refreshes, the users/travelers will be brought to the Per Diem Locations. Here the users/
travelers can make changes to:

e Add or delete TDY locations.
« [Edit arrival or departure dates

After making any necessary changes, click Travel in the navigation bar and click Continue.
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Chapter 7: Amendments

7.4 Air Travel

When the window refreshes, users/travelers will be brought to Air Travel. Here the users/travelers can
make changes to:

* Arrival or Departure Airport
*  Arrival or Departure Date and Times

After saving any necessary changes by clicking Save Selected Flight. The screen will refresh and take the
user back to the Flight Search Screen. The user may then navigate to the next section using the navigation
bar.

7.5 Lodging

When the window refreshes, users/travelers will be brought to Lodging. Here the users/travelers can make
changes to:

¢ Check-In Date
¢ Check-Out Date

The users/travelers may select a specific Lodging Area:

* By Hotel Name
e Near an Airport
e Near a City

After saving any necessary changes by clicking Save Selected Accommodations. The screen will refresh
and take the user back to the Lodging Search Screen. The user may then navigate to the next section using
the navigation bar.

7.6 Rental Car

When the window refreshes, users/travelers will be brought to Rental Car. Here the users/travelers can
make changes to:

*  Pick-Up Date

*  Pick-Up Time

*  Drop-Off Date

*  Drop-Off Time

e Search Criteria: Airport
* Class of Car

After making any necessary changes, click Save Selected Car to save the changes. The screen will refresh
and take the user back to the Lodging Search Screen. The user may then navigate to the next section
using the navigation bar.

7.7 Rail

When the window refreshes, users/travelers will be brought to Rail. Here users/travelers can make changes to:

*  Departure Station
* Arrival Station
e Arrival or Departure
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Chapter 7: Amendments

e Date
e Time

After making any necessary changes, click Save Selected Train. The screen will refresh and the user may
navigate to the next section using the navigation bar.

7.8 Ticketed Transportation

When the window refreshes, users/travelers will be brought to Ticketed Transportation.
Any ticketed transportation (air or rail) booked within the GovTrip reservation system can be edited by
clicking on Other Trans. In addition, other ticketed transportation arrangements made outside of the

GovTrip reservation system can be entered here.

Here the users/travelers can make changes to:

*  Type
*  Description
*  Ticket No.

» Ticket Value

e Cost (if different from ticket value)
*  Departure Date

e Issue Date

* Ticket Date

*  CBA Account

After making any necessary changes, click Save. The user may then navigate to the next section using the
navigation bar.

7.9 Expenses

When the window refreshes, users/travelers will be brought to Expenses. The default window will be set to
Non-Mileage Expenses.

GovTrip allows both non-mileage and mileage expenses to be reported. In the non-mileage section,
expenses can be chosen from a list or input manually. In the mileage section, different forms of transporta-
tion and related mileage can be chosen, with the costs calculated automatically.

7.9.1 Non-Mileage

Here the users/travelers can make changes to:

*  Expense Type

e  Cost

¢ Date

¢ Method of Reimbursement

7.9.2 Mileage

By selecting Mileage Expense in the navigation bar, the users/travelers will be able to make necessary
changes to:
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Chapter 7: Amendments

*  Expense Type
¢ Date
¢ Method of Reimbursement

After making any necessary changes, click Save Expenses. The user may then navigate to the next section
using the navigation bar.

7.10 Accounting

When the window refreshes, users/travelers will be brought to Accounting. Here the users/travelers can:
*  Add Accounting Codes

* Remove Accounting Codes

* View and Change Accounting Codes

After making any necessary changes, the user may then navigate to the next section using the navigation
bar.

7.11 Additional Options

When the window refreshes, users/travelers will be brought to Additional Options. Users/travelers can make
changes to:

e Profile

¢ Per Diem Entitlements
* Partial Payments

¢ Advances

After saving any necessary changes, use the toolbar to navigate to the next section.

7.12 Review/Sign

When the window refreshes, users/travelers will be brought to Preview. Users/travelers will be able to:

*  Preview document
e Type Comments to Approving Officials

By selecting Pre-Audit in the navigation bar, or by selecting Continue, users/travelers will be able to:

* See a list of items that have been flagged
*  Type justification to Approving Officials

By selecting Other Auths. in the navigation bar, users/travelers will be able to:

* Add additional authorizations
*  Type comments to Approving Officials

By selecting Digital Signature in the navigation bar, users/travelers will be able to:

* Place the SIGNED Stamp onto document

e Type any additional comments to the Approving Officials
*  Submit Completed Document

* View any Audits or Adjustments
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CANCELLATION PROCEDURES
Federal Traveler/FTP Actions

Cancellations With or Without Reservations

Follow the directions for section A if no expense(s) have been incurred. Follow the directions for sec-
tion B if expense(s) incurred included a paid non-ATM Advance.

Section A: No Expenses Incurred

Note: Traveler should confirm with the Government Charge Card Vendor (and/or their personal charge
card vendor) that no expenses have been charged against the trip. If a ticket has been issued (typically 72
hours prior to scheduled departure), the traveler should check the document to see if a TMC fee has been
charged.

1. From the user’s GovTrip Welcome Screen, select the Official Travel tab and click on Authorizations/
Orders. (If the user (FTP) is canceling the Authorization for another traveler, select the Official
Travel — Others tab and click on Authorizations/Orders. Type in either the traveler’s Social Secu-
rity Number, Employee Identification Number (EIN) or Last Name and then click on the Search
button. The names of the travelers to which the user has access will appear on the right hand side.
Click on Select next to the name. Scroll down to the bottom of the page and click on the Proceed but-
ton.)

a. Creating an Adjustment: 1f the Authorization has not been stamped APPROVED, click on
View/Edit next to the document to create an adjustment. Deselect the check box next to Open
Document VIEW-ONLY. Select the Accept button to confirmthe adjustment of the document.

b. Creating an Amendment: If the document has been stamped APPROVED, click on Amend
next to the document to create an amendment. Type in reasons for the amendment in the com-
ments field “Trip was cancelled — no expenses incurred”. Click on the OK button. Select the
Accept button to the amendment to the document.

1. In the Preview Trip screen, type in “Trip was cancelled — no expenses incurred” in the
Comments to the Approving Official field. Comments added in the field can be used as an
audit trail. Authorizations stamped CANCELLED by a traveler or a FTP will not route back
to the Approving Official. Scroll down and click on the Save and Proceed to Pre-Audit
button.

2.In the Pre-Audit Trip screen, ensure all flags are justified and click on the Save and Pro-
ceed to Digital Signature button.

3.In the Digital Signature screen, click on the down arrow next to *Submit this Document
as: and select the CANCELLED stamp. Click on Submit Completed Document.

4. At the Confirmation Screen, select the Accept button.

When an approved Authorization is stamped CANCELLED, funds are de-obligated.

When the traveler stamps the document CANCELLED, reservations are automatically cancelled when
routed to the TMC.
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Cancellation Procedures

Section B: Expenses Incurred including a Paid non-ATM Advance

If expenses have been incurred the document cannot be cancelled using the CANCELLED stamp; an
Authorization and Voucher must be submitted for payment. The itinerary must be changed to
reflect a one-day trip of less than 12 hours in order for GovTrip to zero out Per Diem allowances.

Note: Travelers should consult their FATA for instructions on use of Debt-related expense codes if a non-
ATM advance was paid prior to trip cancellation. The Federal Traveler must include an “Overpayment”
expense equal to the amount of the paid non-ATM advance. This will allow for processing of the settlement
voucher. Manual procedures (outside of GovTrip) must be followed to record the debt and collect the over-
payment.

Authorization Process

1. From the user’s GovTrip Welcome Screen, select the Official Travel tab and click on Authorizations/
Orders. (If the user (FTP) is canceling the Authorization for another traveler, select the Official
Travel — Others tab and click on Authorizations/Orders. Type in either the traveler’s Social Secu-
rity Number, Employee Identification Number (EIN) or Last Name and then click on the Search
button. The names of the travelers to which the user has access will appear on the right hand side.
Click on Select next to the name. Scroll down to the bottom of the page and click on the Proceed but-
ton.)

2. Ifreservations were made, click on Travel on the top navigation bar. On the right hand side under Trip
Summary, click Remove for all the reservations (Air, Lodging, and Rental Car) that had been previ-
ously selected (select OK to confirm the removal of each segment).

NOTE: Check to see if all the reservations have been deleted under Trip Summary.

3. Click on the Expense tab at the top of the page. Under the Expense Summary location on the right
hand side of the screen, select Remove from each expense that was not incurred. Be sure to delete both
non-mileage and mileage expenses which have not been incurred.

NOTE: Leave-only expense(s) and cost(s) of items that have been incurred. Examples include
TMC Fees, Registration Fees, and Cancellation Fees.

4. If an advance has been paid to the traveler, do not make an adjustment to the Advance screen.

5. Click on the Itinerary tab. Click Edit in the “Location 1” box and change the departing date to equal
the arriving date. Click on Save Changes. Click OK to update Per Diem Locations. Next click on Edit
in the “Overall Ending Point” box and change the end date to equal the start date. The Trip Duration
must also be changed to 12 Hours or Less. This is to ensure no Per Diem allowances are paid to the
traveler. Click OK to update Per Diem Locations. Click on Proceed to Per Diem Locations. Next
click on the Additional Options tab and the Per Diem Entitlements sub-tab to ensure the lodging
and/or M&IE allowed is equal to zero.

6. Click on the Review/Sign tab on the top of the page. In the Preview Trip screen, type in “Trip was
canceled but expenses were incurred.” in the Comments to the Approving Official field. Scroll down
and check the Accounting Summary section to insure that Calculated Trip Cost is equal to the cost
of expenses incurred. Scroll down to the bottom and click on the Save and Proceed to Pre-Audit but-
ton.

7. In the Pre-Audit Trip screen, ensure all flags are justified and click on the Save and Proceed to Dig-
ital Signature button.

8. In the Digital Signature screen, click on the down arrow next to *Submit this Document as: and
select the SIGNED stamp. Click on Submit Completed Document.
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Cancellation Procedures

9. At the Confirmation Screen, select the Accept button.

When the Federal Traveler/FTP stamps the document SIGNED, reservations are automatically can-
celled when routed to the TMC. After the Authorization is stamped APPROVED by the Approving Offi-
cial, a status stamp of POSACK Obligation or Auth 24 Hour Pass is required before processing a
Voucher. Once GovTrip applies the AUTH 24 HOUR PASS or POSACK Obligation stamp, a Voucher
must be created for the Federal Traveler to be reimbursed.

Voucher Process

1. From the traveler’s GovTrip Welcome Page, select the Official Travel tab and click on Voucher. (If
the user is creating a Voucher for another Federal Traveler, select the Official Travel — Others tab and
click on the Voucher tab. Type in either the Federal Traveler’s Unique ID Number or Last Name and
then click on the Search button. The names of the Federal Travelers to which the FTP has access will
appear on the right hand side. Click on Select next to the name. Scroll down to the bottom of the page
and click on the Proceed button.).

2. Click on Create New Voucher from Authorization. Only Authorizations that are ready for a Voucher
to be created will appear (Authorization must have AUTH 24 HOUR PASS or POSACK Obligation).
Click on Create next to the Authorization.

3. Click on the Review/Sign tab on the top of the page. Scroll down and check the Accounting Sum-
mary section to insure that Calculated Trip Cost is equal to the cost of expenses incurred. Scroll down
to the bottom and click on the Save and Proceed to Pre Audit button.

4. In the Pre-Audit Trip screen, click on the Save and Proceed to Digital Signature button.

5. In the Digital Signature screen, click on the down arrow next to *Submit this Document as: and
select the SIGNED stamp (FTPs select the T"ENTERED stamp). Click on Submit Completed Docu-
ment.

6. At the Confirmation Screen, select the Accept button.

The Voucher will route to the Approving Official for approval.
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Cancellation Procedures
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APPENDIX A: ACRONYMS

ACOR............ Alternative Contracting Officer Representative
ACD............. Automatic Call Distribution

ADP ............. Automated Data Processing

AEA ... ... ...... Actual Expense Allowance
AFTD............ Authorized Federal Travel Directory
AIS. ... ... ... .. Automated Information System

AMEX ........... American Express

AO ... ... ... Authorizing Official

APC ............. Agency Program Coordinator

Apollo. ........... United Airlines CRS
ATM............. Automated Teller Machine
CA............... Certification Authority

CBA ............. Centrally Billed Account

CBT ............. Computer Based Training
CDC............. Central Data Center
CGIL.............. Common Gateway Interface
CMDS............ Computer Misuse Detection System
CN............... Common Name

CO.............. Certifying Official

COolL.............. Critical Operational Issues
CompGen........ Comptroller General of the United States
CONOPS . ........ Concepts of Operations

CONUS .......... Continental United States
COR............. Contracting Officer Representative
COTR............ Contracting Officer’s Technical Representative
COTS............ Commercial Off the Self
CRL............. Certificate Revocation List

CRS ............. Commercial Reservation System

CSV ... Comma Separated Value
CID............. Civilian Travel Determination
CTO............. Commercial Travel Office
CUL.............. Common User Interface
DAC............. Discretionary Access Control
DGC............. Data General Corporation

DITY ............ Do-It-Yourself Move (Household Goods)
DLA ............. Dislocation Allowance
DN............... Distinguished Name

DO .............. Disbursing Officer
DS............ ... Directory Server

EAL.............. Enterprise Application Interface
EDI.............. Electronic Data Interchange
EFT.............. Electronic Funds Transfer
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Appendix A: Acronyms

EIN.............. Employee Identification Number
EP............... Electronic Processing
EWTS............ Enterprise Web Training System

FATA ............ Federal Agency Travel Administrator
FAQ ............. Frequently Asked Questions
FDDIL............. Fiber Distributed Data Interface

FFTA ............ Federal Financial Travel Approver
FICA ............ Federal Insurance Contribution Act
FIPS............. Federal Information Processing Standard
FITW ............ Federal Income Tax Withholding
FMR............. Financial Management Regulation (Vol 5 Disbursements, Vol 9 Travel)
FPLP ............ Federal Premier Lodging Program
FSO.............. Financial Services Officer

FSTA ............ Federal Supervisory Travel Approver
FTA.............. Federal Travel Arranger
ftp............... File Transfer Protocol

FTR ............. Federal Travel Regulation
FY............... Fiscal Year

GAO............. Government Accounting Office
GAUTH.......... Group Authorization

GBL ............. Government Bill of Lading

GDS ............. Global Distribution System
GGMR........... Global Group Membership Rule
GOVCC.......... Government Charge Card

GSA ............. General Services Administration
GSA-PMO........ General Services Administration Project Management Office
GTA ............. Government Transportation Account
GIN............. Global Transportation Network
GIR............. Government Transportation Request
HHG ............ Household Goods

HTML ........... Hypertext Markup Language
http.............. Hypertext Transfer Protocol

httpd. ............ Hypertext Transfer Protocol Daemon
I&A. . ............ Identification and Authentication

IAW .. ... In Accordance With
IBA.............. Individually Billed Account
IBOP............. In Balance of Payment
IBT.............. Internet-Based Training

IBT/CBT ......... Internet-Based Training and Computer-Based Training
ID............... Identification

IDL.............. International Date Line

IE ............... Incidental Expenses

P ... Internet Protocol

ITO.............. Invitational Travel Orders
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Appendix A: Acronyms

JD . Joint Determination
JITC............. Joint Interoperability Test Command
JON ............. Job Order Number

LAN ............. Local Area Network
LES.............. Leave and Earnings Statement
LFATA ........... Lead Federal Agency Travel Administrator
LOA ............. Line of Accounting

M&IE. ... .. Meals and Incidental Expenses
MIS.............. Management Information System
MTMC........... Military Traffic Management Command
NIPRNET ........ Non-secure Internet Protocol Routing Network
NSA ............. National Security Agency
OCONUS......... Outside Continental United States
OPM ............ Office of Personnel Management
OSI.............. Other Supplementary Information
OTP ............. One Time Password
PCC............. Pseudo-City Code
PCS.............. Permanent Change of Station

PD ........... ... Per Diem Determination
PDS.............. Permanent Duty Station

PDTATAC ........ Per Diem, Travel and Transportation Allowance Committee
PDQ............. Pre-travel Data Query

PDT ............. Permanent Duty Travel
PIN.............. Personnel ID Number
PKI.............. Public Key Infrastructure
PMO............. Program Management Office

PNR ............. Passenger Name Record
POC............. Privately Owned Conveyance
POD............. Port of Debarkation

POE ............. Port of Embarkation

POV ............. Privately Owned Vehicle
QAE............. Quality Assurance Evaluator
RAM............. Random Access Memory
RDC............. Regional Data Center
RITA............. Relocation Income Tax Allowance
RO .............. Routing Official

SIA .............. Service/Agency
SA............... System Administrator
SABRE........... American Airline CRS
SCT.............. Setup Client Tool
SMTP............ Simple Mail Transfer Protocol
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Appendix A: Acronyms

SPP.............. Scheduled Partial Payments
SSL.............. Secure Sockets Layer

SSN.............. Social Security Account Number

. N Travel Authorization

TANUM .......... Travel Authorization Number

TAW . ............ Tickets Are Waiting

TCPAP........... Transport Control Protocol/Internet Protocol
TCSEC........... Trusted Computer System Evaluation Criteria
™Y ............. Temporary Duty

T™C............. Travel Management Center
TMO............. Traffic Management Office

T™S ............. Travel Management System
TMSC............ Travel Management Service Contractor
TO............... Transportation Officer

TOD ............. Table of Distances

TQSE ............ Temporary Quarters Subsistence Expense
TR .............. Trip Request

Travel Counselor. . . Travel Agent

TTRA............ Travel and Transportation Reform Act Status
TTT ............. Train-the-Trainer

UDF ............. User Defined File

UIN.............. Unique Identification Number

URL ............. Uniform Resource Locator

VAN ............. Valuated Add Network

VPN ............. Virtual Private Network
WAN............. Wide Area Network

WBT............. Web Based Training

WTA ... ......... Withholding Tax Allowance

WWW World Wide Web
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APPENDIX B:

Accountable Official

Actual Expenses
Allowance

Actual Travel Time
Adjustments

Airport List

Allowable Travel Time

Amendments

Annual Leave

Approved

Archive

Archive Documents

Audit Failure Report

Auditor

Authenticate

Authorization

Authorization Number

GovTrip Version 1.0.9.9, Document Processing Manual 00562-2.0, Version 2.0, 2/2/07

DEFINITIONS

Refers to all personnel to whom public funds are entrusted. This includes the
disbursing officer as well as the deputies, agents cashiers, and imprest fund
cashiers to whom the disbursing officer advances public funds for the purpose
of making disbursements.

An amount for actual and necessary expenses when the per diem allowance
for a particular area is inadequate.

Travel time from physical departure to arrival.
A change to a document prior to approval.

The Airport List builds the lookup table available in the Depart and Arrive
fields of the Ticketed Transportation window.

The number of days allowed for official travel.
A change to a document after approval.

When annual leave is taken during TDY, the per diem estimate should be
reduced: no lodging and M&IE allowance is paid for annual leave days.

Stamp used to signify that a travel document has been accepted. This stamp
triggers funding.

The Agency-Specific location where documents are stored after they are
purged from the system.

This function allows the user to store travel documents on disk and optionally
delete the archived documents from the database.

The Audit Failure report produces a list of documents that have failed the
audit and can also produce letters to be sent to the traveler(s) noting the rea-
sons for the failure. To run this report, select Reports, Audit Failures. Enter
the report selection criteria in the Audit Failure Report window.

Conducts audits and statistical sampling associated with GovTrip.

To verify the identity of a user, device, or other entity in a computer system,
often as a prerequisite to allowing access to resources in a system.

An Authorization is the request and form used for TDY of Government Per-
sonnel.

The Authorization number is globally assigned after authorizing officials
approve the document.
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Appendix B: Definitions

Authorization
Reconciliation Report
Authorized
Authorized Travel
Time

Authorizing Official

Autoload

Blanket Travel

Booking

Business Travel

Calculation Defaults

Cardholder
Centrally Billed
Accounts (CBA)

Certifying Official

Charge Card Code

Page B-2

Allows you to reconcile group and open trip type authorizations with their
respective vouchers.

Stamp used to indicate a document has been reviewed for accuracy and con-
tent.

The maximum allowable travel time determined before travel begins and
based on the mode of travel authorized in the orders.

These officials are individuals in the chain of command that have been desig-
nated specifically in writing to approve TDY travel orders, and approve travel
claims.

This feature automates the loading of new rates data into other GovTrip data-
bases ensuring special agency rates and new mileage rates are installed in all
GovTrip databases.

Allows users to create travel authorizations during a Fiscal Year. When the
traveler creates travel authorizations against the approved blanket authoriza-
tion, prior approval for each travel plan is not required.

Selecting Bookings in the Process menu of the Reservations Menu will pro-
cess only those authorizations that have reservation requests and are waiting
to be submitted to the travel office. When Bookings is selected, a filename
will automatically be entered in the Processing field and the Booking field.
The Ticketing field will be dithered.

Conducting business at a location other than Permanent Duty Station (PDS).

This Calculation Defaults table is used to set actual M&IE and lodging reim-
bursement limits and the cash advance increments, minimums, maximums,
and multipliers. First and last day quarters calculations are also defined in the
Calculation Defaults window.

Personnel designed to use the government travel card in their performance of
official travel.

Travel card account numbers issued to an agency for which the government
guarantees payment.

Individual in an organization who has been authorized specifically in writing
to certify claims for payment.

This table contains the choices listed in the drop-down list for the Charge
Card filed in the Traveler Information window. Charge Card code rules work
with Expense Categories and Calculation Defaults to calculate the travel
advance authorized for a traveler’s estimated expenses.
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City Pairs

Clerk/Travel Specialist

Comments Button

Common Carrier
Segment

Common User

Interface (CUI)

Component Program
Managers

CONUS

Default Accounting
Code

Delegate Authority

Digital Signature

Disbursing Office

Document History
Report

Document Number

Appendix B: Definitions

Government contracted fares/flights between two destinations; always avail-
able, not necessarily the least expensive, no penalty incurred if cancelled.

Creates unit travel and group travel documents. Can also create documents for
travelers who do not have access to the system.

Select the Comments button to enter any additional text or comments that
have not already been entered elsewhere in the document. You can also select
present comments from this window.

Contracted airline that provides reduced ticket costs.

The collection of hardware and software provided by the GovTrip contractor
that provides GovTrip users with access to the functionality provided by the
system.

The designated headquarters program manager for each agency using the
GSA Travel and Transportation Management Contract. CPMs are responsible
for establishing the hierarchies for their agency and distributing program
management information from the Agency’s Finance and Accounting System.

The 48 contiguous states and the District of Columbia. Excludes Hawaii and
Alaska.

Default categories can be set up for each organization. The default setting of
Default Accounting Code (None) indicates a blank organization and will auto-
matically have the categories Lodging, M&IE, and other displayed in the
Lodging, M&IE, and Misc. fields.

A user may delegate signature authority to another authorizing official. When
you delegate your signature authority to another approving official, GovTrip
routes travel documents to both you and your authorized signer. Once the doc-
ument is signed (by either you or the authorized signer), it is removed from
both review lists.

An electronic “signature” used to indicate that a specific individual has pro-
cessed and submitted a document.

An activity, or that organizational unit of an activity, whose principal function
consists of the disbursement and collection of official funds for the govern-
ment.

This feature allows you to create reports sorted by document type, start and
end dates, and status code.

The number that is automatically generated by GovTrip when a Travel Autho-
rization is created.
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Appendix B: Definitions

Document Prep
Module

Dump/Load

e-authentication

e-tickets

Expense List

Expenses Category

External Application
Interface (EAI)

Federal Agency Travel
Administrator (FATA)

Fedrooms

Frequent Flyer Miles

Government Travel
Card

Gov’t Advance
Applied

Page B-4

The Document Preparation Module (DOC PREP) (DP) provides the basic
traveler functions. It is used to create, sign and review Authorizations, Vouch-
ers, Local Vouchers and Amendments to travel documents. It also includes the
Rates, Reports, abbreviated Setup and Utilities menus. *Users: Traveler/user

This function is used to transfer all of the data in an existing Travel Manager
database to GovTrip.

Government initiative to provide a common sign on capability for use with
multiple systems.

Electronic tickets allowing a traveler to travel without a hard copy ticket

This list contains items that appear as selections in the Expenses window.
Non-Common Carrier travel modes also appear as selections in this window.
Adding items to the Expense List table makes it easier for the user to itemize
expenses. If using the audit feature, you should add all normal expenses to the
Expense List table to reduce the number of items flagged by the Audit.
Expenses are defined by a name and an Expense Category for subtotaling
costs.

Expense categories help your agency determine how much travel money is
spent on a particular type of travel expense. All expenses itemized on a docu-
ment are automatically subtotaled into expense categories, which usually rep-
resent object class codes.

Performs bank transfer functions; translates Lines of Accounting (LOA) from
GovTrip and “maps” them to the Agency’s designated Accounting and Dis-
bursing system.

Individual responsible for the overall management of GovTrip at organization
level. A FATA may serve as a systems administrator, a resource manager, or
an administrator responsible for loading, updating and maintaining all the
tables including: personnel tables, organizational tables, group tables, permis-
sion tables, routing tables, lines of accounting, budgets, production of reports
and acting as help desk for Users and Authorizing Officials.

Formerly known as the Federal Premier Lodging Program (FPLP): GSA lodg-
ing program that addresses room safety and availability at the best value.

Airlines reward their frequent flyer club members with incentives.

A plastic card issued to personnel under the guidelines of the government
travel card program.

The traveler may enter the amount of the cash advance used for this voucher.
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Gov’t Advance
QOutstanding

Gov’t + Form

Group

Group Access

Group Authorization

Hierarchical
Organizations

Incidental Expenses

Infrequent Traveler

Individually Billed
Account (IBA)

Federal Travel
Regulation

Line of Accounting
(LOA)

Local Voucher

Appendix B: Definitions

When a voucher is created from an authorization, this field displays the total
requested cash advance amount on the authorization. When a voucher is cre-
ated, this field defaults to $0.00. The default may be overridden by entering
the requested cash advance amount.

The actual government forms used to complete an authorization.

A group is generally composed of travelers who have something in common,
such as the same project, department or administrative support person.

The group of travelers to which the user has access. Group access determines
whose documents and traveler information the user can view and edit. Group
members are defined in the Groups table.

A group authorization creates one travel document for multiple travelers. If
the travelers are to receive cash advances, these are generated separately. A
cash advance can be printed out for each traveler. After the trip has been com
pleted, travelers can create individual vouchers from the group authorization.

Organizations may be arranged hierarchically further segmenting data by
“sub-organizations”. The hierarchical arrangement of organizations allows
table-editing privileges for many sub-organizations to be assigned to a single
system administrator. Hierarchically arranged Organizations do not affect the
drop-down lists that are displayed during document preparation—data ele-
ments are displayed only for the organization to which the traveler belongs.

Allowance for miscellaneous expenses such as laundry costs incurred while
traveling.

A traveler who does not travel much, as a minimum once a year.

Government charge card given to government employees to pay for official
travel expenses such as airline tickets, lodging, rental car, and meals.

The document which lists the requirements and policies for travel by federal
civilian employees and others authorized to travel at the governmnent’s
expense.

A data entity representing an agency account which may be used to finance
travel.

A document used to claim reimbursement for miscellaneous expenses
incurred by a government employee. Local vouchers do not include per diem
allowances and are normally associated with a local trip.

Lodging/M&IE This button, found under Rates Lookup, which allows the user to review the
Button rates allowed for Lodging and M&IE.
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Appendix B: Definitions

Meal & Incidental
Expenses

Mileage Rate

Miscellaneous
Expenses

Net To Traveler

Non-Repudiation

Organization

Organization Access

Organizational FATA

Other Authorizations
Button

Outstanding Cash
Advance Report

Partial Payment

Password

Pecuniary

Per Diem Location
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The M&IE rate is a fixed allowance, by locality, for the meals and incidental
portion of the per diem rate.

The amount paid to a traveler based upon the mileage driven by the traveler.

Represent any expense that is entered into an authorization or voucher that
have not been previously assigned a category. The default text is OTHER.

The total amount claimed, less the amount entered in the Gov’t Advance
Applied field. If a negative amount is displayed, the traveler owes the govern-
ment.

A digitally signed document is considered valid and cannot be disavowed by
the person who has digitally signed it (Repudiation—refusal to acknowledge
a debt or contract).

The name of the organization to which the traveler belongs. This field is used
with the Organization data maintenance feature, and determines what items
are available for selection (in drop-down selection lists) during document
preparation.

This determines which data elements (items in data tables) a user may access
or edit during table editing. The valid values are (All), (None), or a specific,
user-defined organization.

Locally manages day to day features of GovTrip.

Select the Other Authorizations button to record special circumstances. This
field is used to display or print information only.

The Outstanding Advances report provides a list of travelers who have out-
standing cash advances and sends letters to those travelers notifying them of
the outstanding advances. The report looks at the date the advance was pre-
pared and determines if there is a balance that has not been applied to vouch-
ers. You can specify the number of days that the cash advance has been
outstanding. To run this report, select Reports, Outstanding Advances. Enter
the report selection criteria in the Outstanding Cash Advance Report window.

Electronic Fund Transfer paid to a traveler every 30 days, when TDY exceeds
45 days; ensures traveler is paid in about the same time Government Travel

Charge Card bill is received; must be approved prior to TDY travel.

Alphanumeric phrase used to log into GovTrip. Each user sets up his/her own
password.

Relating to money; requiring the payment of money.

The amount of dollars allowed for M&IE for a specific city and/or county.
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Per Diem Rate

Printed Organization

Process Name

Proportional Meal
Rate

Reimbursable
Expenses

Rest Stop

Reservations Module

Route & Review
Module

Routing Status Report

Signature Verify

Split Disbursement
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The maximum amount of dollars allowed for lodging, meals and incidental
expenses for one day.

The name of the organization to be printed on an agency’s form

A process, or routing test, that determines whether the given authorizing offi-
cial must sign the document. GovTrip runs the routing test before it includes
the authorizing official in the document’s routing list. This feature is referred
to as “conditional routing”, since a given condition (test) must be valid for the
routing list entry to be used.

Average of the locality meal rate and the government mess meal rate to which
is added the appropriate incidental expense.

Expenses authorized for travel at the TDY location, i.e., transportation from
terminal to lodging and back.

Rest period, not to exceed 24 hours; given to a traveler not authorized pre-
mium/business class, and whose flight time, including stopovers, exceeds 24
hours.

The Reservations Module (Reservations) allows you to exchange reservation
information between GovTrip and external reservation systems. New and
enhanced functions allow the automatic booking of flight, hotel and rental car
reservations and the ticketing of flight reservations. *Users: Basic traveler/
user and AO

The Route & Review Module (Route & Review) allows you to sign, adjust, or
audit documents; review audit checklists, status codes and routing lists; and
generate document history reports. Provides electronic processing of GovTrip
documents. This includes electronic audits on all document types and inter-
faces to external programs. Various audit reports may be generated from
within this module. *Users: AO/Auditors or higher levels

The Routing Status report indicates where there are bottlenecks in the routing
of documents. The report shows which reviewing/approving officials have
had documents waiting for their signature for more than a user specified num-
ber of days.

Checks the signatures on the document against the routing list to verify that
the correct individuals signed the document in the correct order. Verifies that
the document has not been adjusted since it was signed.

When traveler elects to have part of entitlement go directly to their Govern-

ment Travel Charge Card for payment on their account, and the remainder
sent to their checking/savings account; must be approved prior to TDY travel.
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Appendix B: Definitions

Surface Deployment
and Distribution
Command (SDDC)
Negotiated
Agreements

System Security Policy

Temporary Duty
(TDY) Travel

Ticketing

Time Zone

Transportation Classes
Travelers

Travel Advances
Travel Authorization

Traveler Information
Table

Travel Management
Center (TMC)
Travel Modes

Travel Order

Travel Status

Page B-8

A negotiated agreement between the Surface Deployment and Distribution
Command (SDDC) and rental car companies.

The combination of the Organizational Security Policy governing the opera-
tion of an automated information system (AIS) and the related AIS Security
Policy.

Travel necessary to complete the mission.

Selecting Tickets in the Process menu of the Reservations Menu will display
only those authorizations that have been submitted to the travel office for
bookings and have been status stamped CTO BOOKED by the travel office.
When Ticketing is selected, a filename will automatically be entered in the
Processing field and the Ticketing field. The Booking field will be dithered.
A alphabetic value that represents the time zone of the traveler’s permanent
duty location. This value is used to determine whether the traveler has crossed
the International Date Line (IDL).

Coach class, premium/business class, first class.

Anyone who travels on official business for the Government.

Money the traveler is authorized to receive prior to travel.

The approved trip request, which provides the data for the obligation of funds.

A table which contains information about the traveler. For example, items
such as their name, social security to emergency contacts.

An office owned, staffed, and operated by a private contractor. It may be
located on or off a government installation.

Travel modes are used to claim transportation expenses incurred during TDY
travel.

Authorization for official travel authenticated by the Authorizing Official;
Temporary Duty (TDY) orders.

Individual travel performed away from a permanent duty station on official
business under competent travel orders. Delays for the purpose of qualifying
for reduced travel fares, and other necessary delays enroute incident to the
mode of travel and periods of necessary TDY are included.
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Travel Voucher

Trip Purposes

Trip Record

Trip Request

Trip Types

Unsubmitted Voucher
Report

User

Voucher from

Appendix B: Definitions

Expense report completed by traveler at the conclusion of a TDY, in which the
traveler records actual costs and itemizes any other reimbursable expenses
incurred during travel. This becomes the source document for payment.

Trip purposes entered into this table build the drop-down list on the Purpose
field in the Itinerary window. Trip purpose codes are defined by a name, a
document restriction (restricting the availability of Trip Purpose code to
authorizations or vouchers), and an Expense Category to assign to costs
claimed with this Trip Purposes code. The default codes represent the stan-
dard GSA trip purposes.

This document, in either electronic or paper form, provides the vehicle on
which are recorded all official travel authorizations, initial options, modifica-
tions, and payment decisions. Prepared by the Travel Management Center
(TMC) (only for unconnected travelers) it is the single trip document that
includes the travel authorization and fund cite, the should cost estimate, the
itinerary, updates to the itinerary made during the trip, and serves as the
expense report when the traveler returns.

Request for travel authorization; provides initial “should cost” estimate,
which reflects the known travel costs based on transportation, lodging, and
rental car, if applicable.

The trip type determines how GovTrip calculates allowances for M&IE and
lodging.

The Unsubmitted Vouchers report provides a list of authorizations for which
vouchers have not been submitted. GovTrip checks each authorization to
determine when travel should have ended and displays documents in the order
of number of days since trip completion. To run this report, select Reports,
Unsubmitted Vouchers. Enter the report selection criteria in the Unsubmitted
Voucher Report window.

Any person who interacts directly with GovTrip. This person may have any
role, including traveler, AO, or system administrator. However, when the con-

text is clear, the term may be used to refer only to a standard user.

A voucher created from an existing travel authorization. GovTrip reduces

Authorization redundant data entry by allowing the generation of a TDY voucher from an
authorization.

Voucher Temporary duty travel reimbursement voucher is used to claim reimburse-
ment for various travel expenses. This voucher is completed when travel has
concluded.

Wild Card Uses *’s in the routing lists and other areas.
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APPENDIX C: SPONSORED TRAVEL

When part or all of a government employee’s travel expenses are to be paid by a non-federal government
entity, a Sponsored Travel Authorization (TA) must be created. This document processing guide was
developed to assist a traveler or arranger in creating a Sponsored TA. It specifically concentrates on Spon-
sored Travel Functionality and assumes that the user has already been trained or previously used GovTrip
to make travel reservations and/or create an authorization.

Creating a Sponsored Travel Authorization

I -
1. Create a New Authorization.

2. Enter all required information on the Trip Overview page.

3. From the Trip Type drop down list, select “SP-SPONSORED” (Figure C-1).

| am Leaving From - (select From List or Enter Below|: Starting Locations in Profile:

*starting Point: IRES: Fa&IRFAX, W

DUTY STATION
“Departing On: ID3I13I2EIEIE- [

(mm fdd fyiey )

“Trip Type: celect j *Trip Purpose: Select j

felect
IN-INVITATIOMAL TRAVEL =
MO COST LOA
SINGLE TRIP

SP-SPONSORED
TT-TRIP EY TRIP

Trip Details:

Figure C-1: Trip Type Drop Down

4. The system will prompt the user with the following message: “Sponsored Travel Requires Addi-
tional Information, Proceed?” (Figure C-2).
5. Select “OK” to proceed..

Microsoft Internet Explorer x|
?)

d‘/ sponsored Travel Requires Additional Information, Proceed?

(0] 4 Cancel |

Figure C-2: Sponsored Travel Message
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Appendix C: Sponsored Travel Document Processing Guide

Once the screen refreshes, a new section titled “Sponsor Information” will appear in Section A. The
traveler/arranger will need to add the appropriate Sponsors to their Authorization. To add a Sponsor,
the traveler/arranger can use either the “Sponsor Search” button or the “Sponsor Lookup” button.

6. Select the “Sponsor Lookup” button (Figure C-3).
7. The system will bring up the “Find a Sponsor” search window...

| am Leaving From - (Select From List or Enter Below): Starting Locations in Profile:
*Starting Paint:  [RES: FAIRFAX, VA RESICENCE
DUTY STATION
*Departing On: |E|3£13f2006 =+
(mmdd Sy )
“Trip Type: | 5P-sPONSORED | “Trip Purpose:  [SITE wisIT =
Trip Details: =]

Sponsor Information:

*Event Sponsor:  Use Sponsor Toolks at Right Sponsor Tools:

*sponsar Address: Use Sponsaor Tools at Right

-0R -

Sponsar Lookup

*authority Type: [~select- x|

Save Sponsor |

Figure C-3: Sponsor Information

8. In Section A, Selected Sponsor, select the Sponsor drop down box (Figure C-4) to select from the
list of available Sponsors (Figure C-5)..

Select from the list of Sponzors, After selecting from the list the
corresponding selection list for Addrezzes will be dizplaved.

Selected Sponsor

Sponsor;

S Eoulder Mountain Observat
Young Environmental Health

Figure C-4: Sponsor Drop Down List
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Appendix C: Sponsored Travel Document Processing Guide

Find a Sponsor

Select from the lizt of Sponsorz, after zelecting from the lizt the
carresponding selection list for Addresses will be displayed.

Selected Sponsor

Sponzar; -- Select -- j

-- select --
Em'izcnna State University Hr,
M Eoulder Mountain Observat
Young Environmental Health

Figure C-5: Select Sponsor

9. Once the screen refreshes, select the Sponsor Location from the drop down list in Section B (Figure C-6).

Find a Sponsor

select from the list of Sponsors, After zelecting from the list the
corresponding selection lizt for Addrezzes will be dizplayed.

Selected Sponsor

Sponsor: I.ﬁ.rizona Ltate Universitj

Select an address for this sponsor,

Select Location

Location: I Lelect

123 College 5t

Figure C-6: Sponsor Location
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Appendix C: Sponsored Travel Document Processing Guide

10. Select the “Save Sponsor and Return” button (Figure C-7).

Find a Sponsor

select from the list of Sponzors, After selecting from the lizt the
correzponding zelection izt for Addresses will be dizplayed.

Selected Sponsor

Sponsar: I.ﬁ.rizuna State Llnhrersitj

select an address for thiz sponsor,

Select Location

Location: I 123 College 5t, j

Save sponzar and Return |

Figure C-7: Save Sponsor Information

Even though the traveler/arranger has selected the Sponsor, it has still not been saved to the document.
The traveler/arranger must indicate the Authority Type for the Sponsor (Figure C-8).

Sponsor Information:

*Event Sponsar: fHzona State University Health Department (5684) Sponsor Tools:

*sponsor Address: 123 College St

-OR-
Tempe AZ 85281
Butharity Type: |--Select-- j
Save Sponsor |
Figure C-8: Authority Type Drop Down
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Appendix C: Sponsored Travel Document Processing Guide

11. Select the appropriate “Authority Type” from the drop down list and click “Save Sponsor” (Figure C-
9).

Sponsor Information:

*Event Sponsar: fHzona State University Health Department (5684) Sponsor Tools:

*sponsor Address: 123 College St

Tempe AZ 85281

uthority Type: [~Salect-- -

Save Sponsor |

Figure C-9: Select Authority Type

- QR -

Once the Sponsor is saved to the document, it will appear in the document as shown in Figure 10. The
traveler/arranger has the ability to delete the Sponsor if it was added erroneously. The traveler/arranger
can now add another Sponsor or continue forward to process the document.

12. To add another Sponsor, select the “Sponsor Search” button (Figure C-10)

Sponsor Information:

Sponsor Sponsor Address huthority Type Delete

Arizona State
University Health 123 College 5t 31 URC 1383 Delete
Department (hé5d)

*Event Sponsor:  Use Sponsor Tools at Right Sponsor Tools:

*sponsor Address: Use Sponsor Tools at Right

Sponsor Lookup

*suthority Type: I..select-- j

Save sponsor |

Figure C-10: Sponsor Search
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Appendix C: Sponsored Travel Document Processing Guide

13. Type in the Sponsor Name. Note: If the correct spelling of the sponsor is unknown, enter the first
letter followed by an asterisk, then select the “Search Sponsor” button (Figure C-11)

Enter the sponzor's name, (Wildcards may be used, An asterizk () matches any
number of characters, a period ()1 matches a single character,

Search Term: (Sponzor)

- arch Sponsar

Cloze

Figure C-11: Search Sponsor Function

14. After the search results are returned, select the appropriate Sponsor by checking the radio button
(Figure C-12).

Search spomsor 4

Enter the sponzor's name. (Wildcards may be used. An asterizk (*) matches any
number of characters, a period () matches a single character.

Search Term: (Sponsor)

I Search Sponzar

Search Results:

"B* produced 1 results, |f the sponsor wou typed (example: Harvard) does not
appear in thizs result ist, try adding wildzards (e.2. *Harvard®) or use the "TDY
Sponsor Lookup Tool" below,

[l Eoulder Mountain Chservatory (5544): 123 Pipe 5t

" Sponsor(s):

Select and Clase

If wour Sponsar is not listed above please use the Sponsor Lookup Tool o specify
WOur Sponsor.,

» TD Sponzor Lookup Tool

Figure C-12: Search and Select Sponsor

15. Click “Select and Close” to add the Sponsor to the Authorization (Figure C-12).
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Appendix C: Sponsored Travel Document Processing Guide

16. Select the appropriate “Authority Type” for the second Sponsor from the drop down list, and then

select the “Save Sponsor” button.(Figure C-13)

Sponsor Information:

Sponsar sponzor Address Authority Type Delete
hrizona State
Univerzity Health 123 College 5%, 31 USC 1363 Delete

Department (B&54)

*Event sponsor:  Boulder Mountain Observatory (5544) Sponsor Tools:

*sponsor Address: 123 Pipe St.

Sponzor Lookup I

=authority Type: |—Select-- j

42 15C 3506

b USC 7342

Figure C-13: Authority Type

17. When all Sponsors have been added to the Authorization, review all Sponsor Information to
ensure accuracy (Figure C-14). If a Sponsor is ever deleted, then all associated Lines of Account-

ing and ethics checklist will also be removed from the authorization.

Sponsor Information:

Lpansar sponscr Address Autharity Type Delete
Boulder Mountain
Observatory (B544)
Arizana State

Uniwversity Health 125 College 5t 31 U5C 1363 Delete
Cepartment (5add)

123 Pipe 5t. 31 U5C 13563 Delete

*Event Sponsor;  Use Sponsor Tools at Right Sponsor Tools:

*sponsor Address: Use Sponsor Tools at Right

Sponzor Lookup I

=suthority Type: |--Select- j

Save Sponsor |

Figure C-14: Sponsor Information Review
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Appendix C: Sponsored Travel Document Processing Guide

18. Select and save the TDY location(s) and Departing on Date in section B (Figure C-15).

My TDY Location is - [Where | Will be \Warking):

*Location 1 Use Location Tools at Right Location Tools:

*Arriving On: W Search Location -0OR -
{mmSdd frwe )

*Departing On: I TOT Location Lookup I
{mmSdd Sy )

Location Tool

Figure C-15: My TDY Location

19. Enter all remaining information for Section C, “I am Returning To” (Figure C-16).

My TDY Location is - [Wwhere | Will be Waorking):

Location Arriving On Departing COn Edit Delete

Inzert 1 MAARHATTAR MY 0313506 03171064 Edit Delete

| am Returning To: Return Locations in Profile:

- - RESIDEMCE
Ending Point: | DUTY STATION
*Returning on: IDSH?QD% [E=]\¢

[mmafdd S
*Trip Duration: i~ 12 Hours or Less =12 - 24 Hours - With Lodging

=12 - 24 Hours - No Lodging & Multi-Day

Where would you like to go next? - (Click One):

Air Travel Lodging Car Rental Rail Preview Screen
o (@] (@] (o e

Save and Proceed |

Figure C-16: Returning Location

20. Using the reservation module, search and save all reservations to include Air, Lodging, Rental Car,
and/or Rail (Figure C-17)..

’ It1nerarﬂMpenﬁes Accounting  Additional Options Review/Sign

Lodging Rental Car Rail Other Trans.

Figure C-17: Reservation Module
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Appendix C: Sponsored Travel Document Processing Guide

Il. Adding Sponsor Expenses

For the document example in this guide, we will assume that the traveler has made Air and Rental Car
reservations in GovTrip with their Government Charge Card. The Sponsors have agreed to reimburse
the agency for the traveler’s Airfare, Rental Car, and Gas. Additionally, the Sponsors have provided
the traveler’s lodging In-Kind.

1. Search and Save Air Reservations.
2. Search and Save Rental Car Reservations.
3. Navigate to the Expense window from the menu bar (Figure C-18). .

Non-Mileago Exponses 4

Use this screen to enter non-mileage expenses for your travel document. Select an expense type, or, if you cannot find the appropriate
expense type, enter a description in the box provided, Select "Sawve Expenses" to sawe the expenzes to the trawel document,

Reminder: T Fees are a reimbursable expense to the traveler when the transportation costs are charged to wour Individual Government
Trawvel Charge Card [IBA).

Leave: 13-Mar-06 Return: 17-Mar-06
Hon-Mileage Expense #1

*  Lelect Expense Type:l j *Cost: SI *Date: IDSHSJ‘ZDD!S '

(mm Add Ao
* Method of Reimbursement I—— Please Select -- j

-oR-|

Hon-Mileage Expense &2

* ielect Expenze Type:l j * Cost: SI *Date: IDSI13I2DI36 'l

(mm Add Ao
* Method of Reimbursement I—— Please Select -- j

-on-|

Figure C-18: Non-Mileage Expenses
When adding Sponsor expenses in the Expense window, the traveler/arranger must identify the
Method of Reimbursement. The traveler/arranger can choose from the following reimbursement meth-
ods (Figure C-19):

*  GOVCC = The traveler is paying for this expense on their Government Charge Card (GOVCC)
and it is NOT reimbursable by the Sponsor.

*  PERSONAL = The traveler is paying for this expense, but not using their GOVCC and it is
NOT reimbursable by the Sponsor.

*  SPONSORED CBA = The traveler is paying for this expense using the agency’s Centrally
Billed Account (CBA) and the Sponsor IS going to reimburse the agency.

*  SPONSORED IN-KIND = The traveler is not paying for this expense. The Sponsor is provid-
ing the expense to the traveler and will not reimburse the agency for this cost.

*  SPONSORED REIMBURSABLE = The traveler is paying for this expense either with their
GOVCC or another means of payment and the Sponsor IS going to reimburse the agency for this cost.
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Appendix C: Sponsored Travel Document Processing Guide

Non-Mileage Expenses

Use this screen to enter non-mileage expenses for your trawvel document, Select an expense type, or, if you cannot find the appropriate
expenze type, enter a description in the box provided. Select "Save Expenses” to save the expenses to the travel document.

Reminder: TMC Fees are a reimbursable expensze to the traveler when the transportation costs are charged to your Individual Government
Travel Charge Card (IB&),

Leave: 13-ihar-06  Return: 17-itar-06

Hon-Mileage Expense #1

* Select Expense Typei|Hotel Tax =l *cast: §[30.00 *Date:  [03/13£2006
-OR- IHoteI Tax {mmdd Anayy)
* Method of Reimbursement PERSCIRAL j
-- Pleaze Select --
Hon-Mileage Expense #2 GOVCE
. SPORMSORED CEA
*  Select Expense Type.l j *Cost: SI ONEORED IKIND
_OR- | SPONSORED REIMBURSABLE
* dethod of Reimbursement -- Please Select -- Ll

Figure C-19: Methods of Reimbursement

4. Enter up to five expenses with the estimated cost and appropriate method of reimbursement
(Figure C-20).
5. After saving, enter any additional expenses as necessary.

Hon-Mileage Expense #1
* select Expense TYPe:| Hotel T =l | *cost sfanoo *Date: 0341372006
-OR- IHoteI Tax mm ddryy)
*Method of Reimbursement | SPONSORED IN-KIND =
Hon-Mileage Expense #2
* select Expense Typei parking - Airpart =l | rcost s[zsoo *Date: [03/13/2006
-OR- IParKing - hirport {mm dd vy
* Method of Reimbursement | PERSONAL =
Hon-Mileage Expense #3
* Select Expense Typei| Gasoline-Rental Car =l *Cost: § 40,00 *Date: 0341372006
- OR - [Gasaline-Rertal car {mm /)
*Method of Reimbursement | SPONSORED REIMBURSABLE =~
Hon-Mileage Expense #4
™ Select Expense Type:| =l | reests *Date: [03/13/2006
oR I {mm Add Ay
*method of Reimbursement I-- Flease Select -- j
Hon-Mileage Expense #3
* Select Expense Type:| =l Cost: § *Date: [03/1312006
oR I (mm Add Aoy
* Method of Reimbursement IW Please Select - j
. .
Figure C-20: Non-Mileage Expenses
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Appendix C: Sponsored Travel Document Processing Guide

6. Navigate to the mileage expense window and add all mileage expenses as necessary (Figure C-21).

Use this screen to enter mileage expenses for your trip, Click on the "Save Expenses" button to save these expenzes.

Leave: 13-Mar-06 Return: 17-Mar-06
HMileage Expense #1

* | Pt duto = *Date: IDSMSIEDD& =1

[mm S dd Sy )
* Wethod of Reimbursement | PERSONAL |

* hiles |15 % Rate 445 = Cost  §6.68

To calculate mileage for POYs use the Table of Distances

Mileage Expense #2

* [Pyt duto | * Date: |03f1?f2006 =

mm . dd Sy )
* Method of Reimbursement | PERSOMAL j
-- Pleaze Select -

* Wiles |15 % Rate [GOVCC

To calculate mileage for PO SPOMSORED CBA,

SPONSORED IM-KIMD
SPOMSORED REIMEURSAE LE

Figure C-21: Mileage Expenses

lll.Identifying the Payment Method for Each Expense

Next, the traveler/arranger must ensure that all reservation expenses, lodging, and meals and incidental
expenses (M&IE) have the appropriate reimbursement method. This is done in the “Payment Meth-
ods” window under “Accounting” (Figure C-22).

Itinerary  Travel Expensewddftinnalﬂpliﬂns Review /Sign

Accounting Codes Sponsored Travel

Payment Methods

Figure C-22: Payment Methods Module
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Appendix C: Sponsored Travel Document Processing Guide

7. The traveler/arranger has the option to allocate the payment methods for all expenses by either
“Individual Expense” or “Expense Category” (Figure C-23).

8. Check the “Individual Expense” radio button to assign the payment method to each expense indi-
vidually (Figure C-23).

Payment Methods

Each expenze for your trip has an associated payment method, Payment methods are assigned by default, all Sponzored Trawel
payment methods must hawe a sponsored type payment method azsigned. The payment method for non-sponsored expenses must have
a non-sponsored payment method assigned, You may assign payment method by:

* |ndividual Expense
" Expense Category
Aszign Payment Method

Figure C-23: Assign Payment Method--Individual Expense
Note: When assigning payment methods by “Individual Expense”, the traveler/arranger can identify
the payment method for each day of lodging and/or M&IE. A traveler/arranger has the following
options when assigning a payment method for each expense:

*  GOVCC = The traveler is paying for this expense on their GOVCC and it is NOT reimburs-
able by the Sponsor.

* PERSONAL = The traveler is paying for this expense, but not using their GOVCC and it is
NOT reimbursable by the Sponsor.

*  SPONSORED CBA = The traveler is paying for this expense using the Agency’s CBA and the
Sponsor IS going to reimburse the Agency.

*  SPONSORED IN-KIND = The traveler is not paying for this expense. The Sponsor is provid-
ing the expense to the traveler and will not reimburse the Agency for this cost.

*  SPONSORED REIMBURSABLE = The traveler is paying for this expense either with their
GOVCC or another means of payment and the Sponsor IS going to reimburse the agency for this cost.
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Appendix C: Sponsored Travel Document Processing Guide

9. Using the drop down list next to each expense, select the appropriate “Payment Method” (Figure C-24)

Date

03/13/06

031306

031306

0313706

0313706

0313706

0313706

03513706

03514/06

03514/06

03.16/06

03/15/06

03/16/06

03/16,/06

0317 /06

03417 /06

0317 /06

Category

Air Fare (GOWCC-1)

Gasoline-Rental Car

Hotel Tax

LODGIMG

MEIE

Parking - Airpart

Pt duto

Rental Car

LODGIMG

MEIE

LODGIMG

1=113

LODGING

MElE

Air Fare (GOWCC-1)

MEIE

Pt duto

Amount

$259.30

340,00

330,00

$201.00

44,00

426,00

$6.68

$160.00

$201.00

564,00

$201.00

564,00

$201.00

364,00

$257.80

348,00

46,68

Payment
Method

|PERSONAL |

|SPONSORED REIMELRSABLE [~ |

| SPONSORED IN-KIND =l
|PERSONAL |
|PERSONAL |
|PERSONAL |
|PERSONAL |
|PERSONAL |
|PERsONAL =l
|PERsONAL |
|PERsOnAL =l
|PERSCNAL |
|PERSONAL |
|PERSONAL |
|PERSONAL =l
|PERSONAL |
|PERSOMAL |

Figure C-24: Select Payment Method

Note: For this document example, lodging and hotel tax will be assigned a payment method of
“SPONSORED IN-KIND.” Airfare, Rental Car, and Gas will be assigned a payment of “SPON-
SORED REIMBURSABLE.” All other expenses will be assigned a payment method of “GOVCC” or

“PERSONAL.”
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Appendix C: Sponsored Travel Document Processing Guide

If the traveler/arranger does not want to assign payment methods individually, they can select the
“Expense Category” radio button (Figure C-25).

Payment Methods

Each expensze for your trip has an associated payment method, Payment methods are assigned by default, all Sponsored Trawvel
payment methods must hawe a sponzored type payment method assigned. The payment method for non-sponsored expenses must have
a non-sponsored payment method assigned, vou may assign payment method by

' Individual Expense
¥ Expense Categary
Aszign Payment Method I

Figure C-25: Assign Payment Method-Expense Category

The expenses are grouped together by expense category. The traveler/arranger can assign the appro-
priate payment method for each expense category.

10. For each expense category, select the correct “Payment Method” (Figure C-26).
11. Once complete, select “Save Payment Methods.”.

Payment Methods

Select the payment method to use for each expensze far ywour trip,

Payment
Date Category Amount Method
03,13/06 &ir Fare [GOWCC-1) 4269.30 PERSOMAL j
PERSOMAL
03713106 Gazoline-Rental Car 440,00 CEMTRAL BILL
GOWICC
0371306 Hotel Tax 430,00 | [POMSORED IN-KIND
SPOMSORED CEA

FD' REIMBURSABLE

03513106 LoD MG 5201.00

Figure C-26: Selecting Payment Method

IV.Associating a Sponsor to a Line of Accounting

Before associating a Sponsor to a Line of Accounting (LOA), the traveler/arranger must first identify
the correct accounting information for this TA.
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Appendix C: Sponsored Travel Document Processing Guide

1. Select the appropriate LOA from the “Accounting Label” drop down list (Figure C-27).

Accounting Codes

Select the appropriate accounting code for thiz trip, If there are multiple
accounting codes that are required for this trip, please select all that

apply.

Start Date: 13-mar-0a » Find Accounting Label
End Date: 17-Mar-06

Accounting Label: |---Select--- j From GHHSG

Selected Accounting Code(s)

To remowe an accounting code that does not apply to this trip, select the
remowe link corresponding to the accounting label to be removed.

Accounting Label  Organization View/Edit Edit Remove O(I?:aes[s:t View/Edit
& & Acctg Code Allocation Object Class
Code
OB K722220 GHHEG » visw » edit » PEmove 1.1 » wiew Sedit
05 K7225BM GHHSG = wigm =+ edit » FEMOvE 2113 = wigw fedit

Figure C-27: Lines of Accounting

2. To associate a Sponsor to a LOA, navigate to “Sponsored Travel” under “Accounting” (Figure C-28)

————— ’ Itinerary  Travel ExpenseMddflional Options  Review/Sign
L
GOVTr 1 Payment Methods Accounting Codes Sponsored Travel

STRAVEL far SOVERMMINT

Assign Sponsor to Accounting Code |

Select the Sponsor and then select the Accounting Label to be assigned to the Sponsor.

Sponsor Arizona State University Health Department |j

Select Orzanization Account Label
Select GHHSG 08 K72222M-21.11
Select GHHSG 05 K7ZZEBM-21.13

Return |

Figure C-28: Sponsored Travel
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Appendix C: Sponsored Travel Document Processing Guide

3. From the “Sponsor” drop down list, select a Sponsor (Figure C-29).

Assign Sponsor to Accounting Code

Select the Sponzor and then select the Accounting Label to be aszigned to the Sponzor,

Sponsor: Arizona State University Health Department |j

_ 'y Ith Department 1

Select Org{Boulder Mountain Observatary (5544):123 Pipe st
Select GHHSG 05 K72222M-21,11
Select GHHSG 05 K722RBM-21,13

Return |

Figure C-29: Select Sponsor

4. Assign the Sponsor to a LOA by clicking the “Select” hyperlink next to the appropriate accounting
line (Figure C-29)

5. Repeat these steps until all Sponsors have been associated to at least one LOA

(Figure C-30, Figure C-31) . .

Assign Sponsor to Accounting Code

Select the Sponsor and then select the dccounting Label to be assigned to the Sponsor,

Sponsor Sponsor Address Accounting Label Delete

Arizona State
08 K72222M-
University Health 123 College 5t. Delete

21.11:4506
Department (BA34)

Sponsor: Arizona 3tate University Health Department |j

Arizona State University Health Department (568'

Select

Select GHHEG OB K72223M-21.11

Select GHHSG 05 K722EBM-21.13

Return |

Figure C-30: Select Additional Sponsor
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Appendix C: Sponsored Travel Document Processing Guide

Assign Sponsor to Accounting Code

Select the Sponzor and then select the Accounting Label to be assigned to the Sponsor.

Sponsar Sponzar Address Accounting Label Delete

#rizona state
05 K72222M-
niverzity Health 123 College 5t R p— Delete
Department (5654) U
Boulder Mountain 05 K72ZZE5EM-
123 Pipe 5t, Delet

Observatory (5544) L 31,13:4503 —EERE

Figure C-31: Assign Sponsor to Accounting Code

6. Once complete, select the “Return” button to return to the “Accounting Codes” window.

When returning to the “Accounting Codes” window, the traveler/arranger will now see multiple LOAs.
The number of Sponsors the traveler/arranger has selected and associated to a LOA will determine the
number of accounting lines seen on this screen. The traveler can see which LOA is for a Sponsor by
mousing over the “Accounting Label” (Figure C-32). .

Selected Accounting Code(s)

To remowve an accounting code that does not apply to this trip, select the
remowe link corresponding to the accounting label to be remowved.

Object

View/Edit Edit View/Edit
A nting Label O izati Re Cla
CCOUNtNg Labet  Ureamzation o cctg Code Allocation o e ¥ Object Class
Code
05 KF22220 GHHSG = owisw »edit * PEMOVE 21,1 = wisw fedit
05 KF22228 GHHSG E = redit * PEMONE 21,1 » wigw fedit
05 K72256M GHHSG Wi »edit * PEMOVE 21,13 = wigw fedit
05 K72256M GHHSG Wi »edit * PEMOVE 21.13 = wigw fedit
|Eh:n_|||:|er Mountain Observatary (55445: 123 Pipe 3t |
Figure C-32: Accounting Codes Screen
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Appendix C: Sponsored Travel Document Processing Guide

V. Allocating Sponsored Travel Expenses to Sponsored
Lines of Accounting

Once all Sponsors have been associated to a LOA, the traveler/arranger must allocate the Sponsored
Expenses between the Sponsored LOAs.

1. Select the appropriate allocation method from the “How to Allocate” drop down list. For this doc-
ument we will use “Expense Category.”
2. Select the “Allocate Sponsored Expenses” button (Figure C-33). .

Multiple accounting codes on a trip require allocation of expenzes to the
accounting codesilabelz), Select how yvou wizh to allocate, Then click
"wllocate Sponsored Expensez" or "tllocate Mon-Sponzored Expenzes" to
proceed with allocations.

Howw to Allocate: Ey Expenze Category j

Allocate Sponzored Expenses dllocate Mon-Sponzored Expenzes

Figure C-33: Allocate Sponsored Expenses
When allocating Sponsored expenses, the system shows the traveler/arranger only those expenses that
have been assigned a Sponsored payment method or method of reimbursement. All other expenses will
be allocated using the “Allocate Non-Sponsored Expenses” button. Using the radio buttons for each
expense category, the traveler/arranger can allocate the Sponsored Travel expenses. If the traveler/
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Appendix C: Sponsored Travel Document Processing Guide

arranger needs to know which LOA is associated to which sponsor, they can mouse over the Account-
ing Code label (Figure C-34)..

Allocate Expenses by Category

Select the accounting code to use for each category for wour trip,

05 K72222M- 05 K7225BM-

Category Amount 21.11:4506 21.13:4503

|P.ri2u:una Skate University Hea
o) T

dir Fare [GOVCC-1) 561710

Gasoline-Rental Car 540,00 [0 .
Hotel Tax 530,00 la .
LODGING 5E04,00 o i
Rental Car $160.00 {* [

Save Allocations Cancel |

Figure C-34: Allocate Expenses
3. Check the radio button for each expense category under the appropriate Sponsored LOA and click
“Save Allocations” when complete (Figure C-35).

Aliocate Expenses by Category

Select the accounting code to use for each category for your trip.

05 K72222M- 05 K7225BM-

Category Amount 21.11:4508 21.13:4503

|.¢\ri20na State University Hea
[ T

Air Fare (GOWCC-1) 451710

Gasoline-Rental Car 40,00 [ )
Hotel Tax £30,00 o O
LODGIMG 580400 [ (@
Rental Car 5160.00 * o

Save sllocations Cancel |

Figure C-35: Allocate Expenses by Category
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Appendix C: Sponsored Travel Document Processing Guide

Once the allocation is complete and saved, the traveler/arranger can see the updated Accounting
Expense Summary (Figure C-36).

Note: If the traveler/arranger changes the payment method of any expense, they must return to the
“Accounting” module and reallocate their expenses.

Expenses Summary

Expense allocated by Expense Category

03 K72222M-21.11

MElE $2585.00
MILEAGE 513,36
QTHER.: $26.00

05 K72222M-21.11 5ub
5326, 36
Total:
05 K72222M-21.11:4506
Adrizona State University Health Department
[R6E4]: 123 College 5t

COM, CARR.-1 $617.10
LODGIMG ¢ £30.00
OTHER.: 40,00
REMT&L CAR. : $160.00

05 K72222M-21.11:4506

sub Total: TREe
05 K7225BM-21.13:4503

Boulder Mountain Observatory (65441123 Pipe 5t

LODGIRMG ; 5804.00
05 K7225BM-21.13:4503
sub Total: L
Calculated Trip Cost: 51,877,468
Figure C-36: Expense Summarys
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Appendix C: Sponsored Travel Document Processing Guide

VI.Allocating Non-Sponsored Travel Expenses to Lines of
Accounting

Next, the traveler/arranger can allocate all other expense to non-sponsored LOAs.

1. Select the appropriate allocation method from the “How to Allocate” drop down list. For this doc-
ument we will use “Percent.”
2. Select the “Allocate Non-Sponsored Expenses” button (Figure C-37)..

Multiple accounting codes on a trip require allocation of expenses to the
accounting codesilabelz ). Select how wou wizh to allocate, Then click
"&locate Sponzored Expenses" or "Allocate Mon-3ponzared Expenzes" to
proceed with allocations,

Hiow to Allocate: IEiy.f Expense Category j

dllocate Sponsored Expenses | Allocate Mon-Sponzared Expenzes

Figure C-37: Allocate Non-Sponsored Expenses
3. Enter the appropriate percentage for each LOA and select the “Save Allocated Expenses” button
(Figure C-38).

Allocate Expenses by Percentage

Pleasze allocate the expenses for your trip to the accounting codes that
wou selected. Please make sure that percentages add to 100%.

05 K722228-21.11 20%
05 K7225BM-21,13 G002
Percentage that iz not allocated: 0%

Calculate Totals |

Sawe Allocated Expenses I Cancel

Figure C-38: Allocate Expenses by Percentage
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Appendix C: Sponsored Travel Document Processing Guide

Once complete, the traveler/arranger can view the updated Accounting Expense Summary (Figure C-39)..

E

Expenses Summary

pense allocated by Expense Category

05 K72222M-21.11

LODGIMG 40,00
MEIE : $57.60
MILEAGE ¢ $2.68
OTHER. : $6.00

05 K72222M-21.11 Sub

o $65.28
Total:
05 K72222M-21.11:4506
Arizona State University Health Department
(B654):123 College St

COWh, CARR.-| : $517.10
LODGING : 430,00
OTHER : 40,00
REMTAL CAR. ! $160.00
05 K72222M-21.11:4506

Sub Total: AR
05 K72256M-21.13

LODGING © 40,00
MEIE 230,40
#ILEAGE : $10.68
OTHER : 420,00
05 K72256M-21.13 Sub ST

Total:

05 K7225BM-21.13:4503
Boulder Mountain Observatory (5544):123 Pipe 5t

LODGIMG $804.00
05 K7225BM-21.13:4503

Sub Tatal: S
Calculated Trip Cost: $1,877.46

Figure C-39: Expenses Summary

VII.Ethics Checklist

The next step for the traveler is to fill out the Ethics Checklist. Note: If an arranger is creating the
Sponsored Travel document, they will be unable to fill out the Ethics Checklist. The arranger must
stamp the Sponsored TA “AUTH PREPARED.” This will notify the traveler by email that they have a
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Appendix C: Sponsored Travel Document Processing Guide

Sponsored TA ready to sign. From the “Preview Trip” page, the traveler will select the “Save and Pro-
ceed to Ethics Checklist” button (Figure C-40)..

Advances Summary

Mo ddvances Requested.

| Save And Proceed To Ethics Checklist I

Figure C-40: Save and Proceed to Ethics Checklist

If an Amendment is created to the Sponsored Travel Authorization, but the Sponsor information does
not change, then the Travel Preparer will be able to stamp the document “Signed”. They do not have to
have the traveler resign the Sponsored Travel Authorization.

For each Sponsor listed on the Travel Authorization, the traveler will be required to fill out an Ethics
Checklist.

1. Click the “Select” hyperlink next to the first Sponsor (Figure C-41).
2. Once complete, save the Ethics Checklist.
3. Repeat this step for all Sponsors.

Advances Summary

Mo sdvances Requested,

| Save &nd Proceed To Ethics Checklist I

Figure C-41: Select Sponsor
4. Stamp the Authorization “Signed.”

Vill.Sponsored Travel Print Forms

Once the Sponsored Travel document has been completed and signed, the traveler/arranger can view
the Sponsored Travel print forms at the end of the traveler Authorization print out.

1. Select “Print” next to the Sponsored TA from the “Authorizations/Orders” page.
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Appendix C: Sponsored Travel Document Processing Guide

2. View the Sponsored Travel print outs at the end of the printed document (Figure C-42). .

REQUEST FOR APPROVAL TO ACCEPT PAYMENT OF
TRAVEL EXPENSES FROM A NON FEDERAL SQURCE

(date)

Use this form to request approve, and report acceptence of payments as provided in DHHS Travel Manuel Chapter 1-70. Submit request to recom-
mending official as soon as possible, but no later than 15 days before scheduled departure.

1. NAME AND TITLE OF TRAVELER 2. NAME AND ADDRESS OF SPONSORING ORGANIZATION
Ken Carley Boulder Mountain Observatory (5544)
BANDA 123 Pipe St.
3. TRAVELER'S ORGANIZATION
GHHSG

Boulder, CO 80301

4. PURPOSE OF TRIP

SITE VISIT

5. AUTHORITY FOR TRAVEL INDICATE VALUE OF PAYMENT
31 USC 1353 ]:| 42 USC 3506 I:[ 5USC 7342
(See DHHS Travel manual Chapter 1-70): TRAVEL £0.00
METHOD OF PAYMENT:
LODGING $804.00
|:| DIRECT REIMBURSEMENT TO APPROPRIATION
Appropriation No. MEALS $ 0.00
INKIND $804.00 OTHER £0.00
D SPONSORED CBA
*Note: Cash may onfy be accepred under 42 U.S.C. 3506 Aurhcrrl'y
5. PAYMENT TO BE USED FOR TRAVEL
]:I ROUND ]:I ONE WAY (see itinerary below)
STARTING DATE ENDING DATE FROM TO
03/13/2006 03/17/2006 RES: FAIRFAX, VA MANHATTAN
03/17/2006 03/17/2006 MANHATTAN RES: FAIRFAX

Figure C-42: Printed Form
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APPENDIXD: TROUBLESHOOTING GUIDE

Pop Up Blocker:

e Pop-up blocker must be disabled to use GovTrip. The most common pop-up blocker is Windows
based. If Windows blocks a pop-up, a yellow toolbar will appear at the top underneath the address bar
that will say ‘A pop-up has been blocked”. To disable it from GovTrip, click on the bar and select
“Always allow pop ups from this site”. There are many other types of pop-blocker. Google Toolbar
automatically installs a pop-up blocker, Norton can provide pop-up blocking as well. One way to
bypass pop-up blocker and open a page is to hold down the control key and then click on the link that
was blocked again. This is a temporary fix. A user may contact the local IT office if unable to disable
pop-up blocker.

Document Status:

» Ifauser would like to check the document status or all stamps previously applied to a particular docu-
ment, follow these steps:

* Loginto GovTrip

*  Select the appropriate document type (i.e. — Authorization, Voucher, and Group Authorization)

e Click the ‘View’ link next to the appropriate document (It is important to go into the document in a
View-only mode when there is no need to make a change)

*  From the menu bar select — Review/Sign then Digital Signature

* This page displays all stamps applied to a document

Book as You Go:

*  Book as You Go allows the traveler to make real-time reservations using the GovTrip system.

* In order to not hold up the available reservations, without the intention of later utilizing the reserva-
tions, GovTrip will auto-cancel reservations 4 days prior to the earliest departure date if the document
is not SIGNED.

» Ifthe document is created within the 4 day window, it MUST be signed by midnight on the night of
creation to prevent the reservations from auto-cancelling.

Travel Preparers:

» Travel Preparers MUST have group access to the group that includes the travelers for whom they cre-
ate travel.

* Ifatravel preparer does not have the Official Travel-Others tab, this travel preparer does not have
Group Access.

Pre-Audit:

* ALL pre-audit flag must be justified before the document can be signed.

» Ifatraveler tries to sign the document but keeps being pulled back to the pre-audit screen, check to
make sure that all flags have been justified.

* Some justifications require the user to select from a pre-formatted list of justifications (i.e.-Non-Con-
tract Airfares). For these types of pre-audits, the traveler must click on the link to go to the list of justi-
fications and then select the pre-formatted justification that applies to the document.
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APPENDIX E: EMAIL NOTIFICATIONS

Table E-1: EMAIL NOTIFICATIONS

EMAIL NAME DESCRIPTION OF EMAIL NOTIFICATION

SAMPLING This email is generated when running the Statis-
tical Sampling Report in the Electronic Reports
module. It is sent to travelers when one or more
of their documents are randomly selected for
auditing. If the agency does not use the Statisti-
cal Sampling Report in GovTrip, then this email
can be turned off.

CASHADV This email is generated when running the Out-
standing Cash Advance Report in the Electronic
Reports module. It is sent to a traveler to inform
them that they have an outstanding cash
advance because no voucher has been submit-
ted for that authorization when an advance
exists. If the agency does not use this report,
this email can be turned off.

NOVCH This email is generated when running the Unsub-
mitted Voucher Report in the Electronic Reports
module. It is sent to inform the traveler that a
voucher needs to be submitted for one or more
authorizations. The number of days after travel
the email is sent is organization configurable.
Contact your area administrator for the exact
number of days. If the agency does not use this
report then this email can be turned off.

PNRSTAT This email is only used during the document
routing process of an authorization. It is sent to
the traveler when their authorization is stamped
by a TMC status code. The TMC status codes
are: CTO Booked, CTO Ticketed, and CTO Can-
celled. The reservation data from the PNR is dis-
played in this email.
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Appendix E: Email Notifications

Table E-1: EMAIL NOTIFICATIONS

FOREIGNTRIP This email is used during the document routing
process of an authorization. It is sent to the trav-
eler when they have a foreign travel document
that has been stamped CTO Booked.

NOTICKETNUM This email is used during the document routing
process of an authorization. It is sent to the trav-
eler when their authorization is stamped CTO
Ticketed and their reservations are on an IBA,
but the ticket number is missing from the PNR
(Passenger Name Record).

TMNOTIFY This email is used during the document routing
process. It is sent to the traveler when his/her
document is stamped with a status code that has
the action code of "EMAILTRAV" assigned to it.
The following status stamps have the action
code "EMAILTRAV": "AUTH PREPARED", "CAN-
CELLED", "RETURNED", "SIGNED",
"VOUCHER PREPARED", "CTO BOOKED",
"CTO SUBMIT", and "APPROVED".

TMESNOTIFY This email is used during the document routing
process of a Sponsored Travel document. It is
sent to the traveler when they have a Sponsored
Travel authorization that has been stamped
"Auth Prepared".

TMINFORM This email is used during the document routing
process. It is sent to the next person in the rout-
ing list to inform them that they have a document
in their route and review queue awaiting their
attention.

PROFILECHG This email is sent when the permanent profile for
a traveler is updated. It is sent to the traveler
when any data element changes in their profile
with the exception of frequent flyer numbers,
hotel rewards numbers, and rental car reward
numbers.
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Table E-1: EMAIL NOTIFICATIONS

PAID This email is used during the document routing
process. It is sent to the traveler when his/her
document is stamped "PAID". Please note that
once GovTrip is stamped PAID, it make take a
few days for the agency'’s financial system to
submit the payment to the traveler. Contact your
agency administrator if additional details are
needed.

REJECT This email is used during the document routing
process. It is sent to the traveler when his/her
document is stamped "REJECT". The traveler
should read the message associated with the
REJECT stamp to correct the problem on the
document. If additional assistance is necessary
the traveler may contact their agency administra-
tor or the local travel help desk.

PAYPROCESSIGNORE This email is used during the document routing
process for an amended or supplemental
voucher. Itis sent to the traveler when they try to
amend and re-submit a voucher that was previ-
ously rejected from the payment module and
stamped "PAY PROCESS IGNORE".

NEGATIVEDISBURSEMENT This email is generated and sent to the traveler
when a supplemental voucher is submitted with
changes to the method of reimbursement that
results in a negative payment to either the EFT
(electronic funds transfer) or GOVCC (govern-
ment charge card).

PROFILECHANGE This email is generated when there is an update
to the frequent flyer numbers, hotel reward num-
bers, and/or rental car reward numbers in the
traveler's permanent profile. The email is sent to
the traveler.
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Appendix E: Email Notifications

Table E-1: EMAIL NOTIFICATIONS

DELINQUENTADVANCE This email is used after an authorization with an
advance has been approved. It is sent to the
traveler when they have an approved authoriza-
tion with an advance that has not been
vouchered from after a certain amount of days.
The number of days is organization configurable
system. The current default setting for this sys-
tem preference is 10 days but an agency may
elect to change that number.

RESTRCANCEL This email is generated and sent to the traveler
when the traveler's authorization has reserva-
tions with a "Restricted or Penalty" fare. It notifies
the traveler that their document must be ticketed
by a certain time or the document will be can-
celled.

UNRESTRCANCEL This email is generated and sent to the traveler
when the traveler's authorization has reserva-
tions on it, but none of those reservations involve
a "Restricted or Penalty" fare. It notifies the trav-
eler that their document must be stamped
"SIGNED" by a certain time or the document will
be cancelled.

PNRALERT This email is used during the document process
of an authorization. Itis sent to the traveler when
a document has been stamped CTO Submit, but
has not been stamp CTO Booked after a certain
amount of days. The number of days is organiza-
tion configurable. The current default setting for
this system preference is 1 day.

Note: The email notifications sent to users from GovTrip are organization configurable. If a particular
email notification is not sent to traveler’s in the organization, it may be due to the organizational settings
set forth by agency administrators.
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Appendix E: Email Notifications

TMINFORH.LTR -

0l/1&707
Organization: GUSDAOODDODDOOO
Traveler Name: Jamie R. Weaver
Document Type: Authorization
Document Name: JTWHONOLULUHIOZZ2007_AO0L
Aduthorization Humber: ONY7 4N
Trip Dates: 0z /20407 - 02723707 I
This email was generated, E rip document was just stamped SIGHNED by Jamnie B Weawver
and is awaiting your att| io
ADDITIONAL INFORMATION F ATIONS WITH AIRFARE RESERVATIONS

If the authorization is not approved 24 hours prior to departure, the THMC fee will be increased to the
higher touched transaction fee due to manual intervention.

If you have any additional dquestions or concerns please contact your Travel Helpdesk at #gd-###-f####.

Figure E-1: Identification of Email Type

IDENTIFICATION OF EMAIL TYPE: Every GovTrip email is labeled with the email type in the top
left corner as shown in Figure E-1 (indicated by a blue arrow). To identify the type of email, refer to the
email label and reference the description provided in Table E-1
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APPENDIX F:

GOVTRIP STAMPS AND DEFINITIONS

Table F-1: GovTrip Stamps and Definitions

ACTUALS Used to indicate that a document has been conditionally routed and approved for actual
APPROVED lodging expenses
ACCOUNT - . . . .
REVIEWED Stamp used for ** Account Conditional Routing by Line of Accounting
ADJUSTED A document has been edited, but no new stamp has been applied to the document.
ADVANCE i . .
REQUESTED HHS Specific Stamp used for conditional routing of advances.
Indicates that the Approving Official has approved the travel document. For an
APPROVED Authorization, Voucher, or Local Voucher, the Travel Authorization Number (TANUM) is
applied. Approved is the last stamp applied in the routing list.
ARCHIVE .
ACCEPTED The document has been accepted by the Archive
ARCHIVE . .
REJECTED The document has been rejected by the Archive
For use with a Business Data Warehouse (BDW). Although files for submission are
ARCHIVE . . ; -
created and stored, they are not forwarded. This stamp is applied when an authorization
SUBMITTED . .
is cancelled or when a voucher is PAID.
ARCHIVED Transaction has been archived.
ASSIGN HHS Specific Status Stamp used for the assignment of accounting codes
ACCOUNTING P ! pu 9 unting :
Indicates that Electronic Processing (EP) has failed the document from processing into
AUDIT FAIL ; .
the payment module based on designated audits.
AUDIT PASS Indicates that Electronic Processing (EP) has passed the document based on designated

audits.

AUTH 24 HOUR
PASSED

Assumed positive acknowledgement from agency's financial system for authorizations.
Prevents the creation of vouchers from authorizations until this stamp is applied.
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Appendix F: Document Status Stamps

Table F-1: GovTrip Stamps and Definitions (Continued)

AUTHORIZED

Used to indicate that a document has been reviewed for accuracy and content

AUTH PREPARED

Stamp used by Travel Preparers to signify that the document is complete and ready for
the traveler to sign. This stamp generates an email to the traveler, letting them know that
a document has been created on their behalf.

Applied to an authorization to cancel a trip. This stamp locks the document, cancels

CANCELLED reservations, and de-obligates funds.

CERTIFIED Used to indicate that funds are available prior to applying the approved stamp.

COMPLETED Manual stamp to lock document and prevent further amendments or adjustments to the
document.

CREATED Generated at the time a new document is opened.

CTO Used to show an amendment has been made to record reservations that have been

AMENDMENT ticketed after approval.

CTO BOOKED Auto-generated stamp which indicates TMC processed the booked reservations back into

the authorization.

CTO CANCELLED

Indicates the TMC sends cancelled reservations back into the authorization.

Auto generated stamp indicating that reservation information has been sent to the TMC.

CTO SUBMIT The document will be locked to the user while in this status.

CTO TICKETED Indicates the TMC is issuing a ticket.

ETHICS Stamp used to indicate a conditional route as a result of sponsored travel
APPROVED P P

FOREIGN TRVL
APPROVE

Stamp used to indicate a conditional route as a result of Foreign Travel

FSTA-REJECT

Stamp applied by a routing official that will cancel further routing and return the trip
request back to the individual who applied to the SIGNED stamp.
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Appendix F: Document Status Stamps

Table F-1: GovTrip Stamps and Definitions (Continued)

FUNDS oo . .
AVAILABLE Used to indicate that funds are available for travel prior to the approved stamp.

This stamp occurs after the document is stamped APPROVED and indicates a document
OBLIGATION . : . ' . :

is being processed into the agency financial system. The document cannot be edited
SUBMITTED LD

while in this status.

Applied to a voucher or local voucher based on an advice of payment received from the
PAID " . e .

agency's financial system indicating that payment was transmitted.
PAY LINK Indicates a document being processed into the payment module.

PAY PROCESS Indicates transaction processing unnecessary by the payment module.

IGNORE

PAYMENT Indicates a transaction has been generated by the payment module and staged for EAI
SUBMITTED processing.

POSACK . . , .

OBLIGATION Indicates document has successfully posted in the agency’s accounting system.
PREMIUM AIR -, . . .

APPROVED Used for Conditional Routing on Business and First Class Travel

RANDOM AUDIT Document has been chosen for a random audit

RECOMMENDED Used to indicate that a document has been reviewed for accuracy and content.

Used to indicate a processing failure by Electronic Processing, EAI translation failure, or

REJECT the agency's financial system. When a document rejects, an email is sent to the traveler.
RETURNED Can be applied by routing officials to cancel pending routing and return the document to
the individual who applied the SIGNED stamp.
REVIEWED Indicates a document has been reviewed for accuracy and content.
Stamp used to submit a completed document. This stamp initiates the document down
SIGNED S
the routing list..
SIGNED TAV System Generated stamp letting the user know a TAV fee will be applied to the
document.
STAT SAMPLING System Generated when a document has been randomly chosen for statistical sampling
T-ENTERED Stamp used to submit a voucher or local voucher on behalf of another traveler.
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Appendix F: Document Status Stamps

Table F-1: GovTrip Stamps and Definitions (Continued)

TA AUDITOR I . o .
REVIEWED Used to indicate that a document has been reviewed by the Travel Authorization Auditor
TV AUDITOR oo . .
REVIEWED Used to indicate that a document has been reviewed by the Travel Voucher Auditor
TO REVIEWED - . .
FORN TVL Also used for conditional routing foreign travel.
TO REVIEWED Agency defined status stamp
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Appendix G: Pre-Audit Flags

APPENDIX G: PRE-AUDIT FLAGS

Pre-Audit Flag

Description

ABOVE MTMC RATE

Verifies that the rental car does not go above the standard MTMC rate as
designated by the government.

ACCT COES AUTHRZED

Accounting Codes Authorized. Verifies that the voucher was submitted
with the same accounting code(s) that were used for the authorization.

ACCT CODES EXIST

Verifies that the accounting codes entered on the document are valid
codes in the master list of accounting codes for the agency.

ACTUALS EXIST

This flag is triggered when the user requests Actual Lodging and/or M&IE

ADVANCE AUTHORIZED

Verifies that the non-ATM Advance was approved on the Authorization
when a voucher is submitted.

BUS OR 1ST CLASS AIR

This flag is triggered if a user selects business or first class airfare.

COMMENTS

Check for any comments in the comments area.

COST LESS COM. CARR

This flag is triggered if an agency sets a dollar amount parameter for total
cost on a document minus the airfare. The audit will sum all expense
categories except those that begin “COM” and compare them to the
parameter dollar amount. If this audit fails it sends an e-mail to the
traveler.

CUSTOM LOCATION USED

This flag is triggered if a user selects a custom per diem location loaded at
the request of the agency.

DAILY EXPENSE THRESH

Compares transportation expense amounts against the Daily Threshold
value and non-transportation expenses against the Daily Threshold value
set by the agency.

DFLT PMT METHOD USED

Checks to see if the default payment method for an expense was
changed.

DUAL LODGING COSTS

This flag is triggered when a traveler has multiple lodging expenses on
the same day.

EMPTY GOVCC ACCOUNT

Checks to see if the traveler indicated a payment method of GOVCC for
any expenses and does not have a GOVCC listed in their profile.

EXPENSE CATEGORIES

Verifies that the total expenses for any expense category do not exceed
the threshold value set by the agency.

EXPENSE WITH LEAVE

Checks to see if an expense was claimed on the same day leave was
taken.

FLY AMERICA ACT VIOL

Checks to see if the traveler's selected reservations violate the Fly
America Act when going on foreign travel.

FOREIGN LAUNDRY

Checks to see if the traveler has claimed a laundry expense while on
foreign travel.

FOREIGN TRAVEL

Checks for any travel outside the U.S.

GAS/MILEAGE EXPENSE

Checks to see if a mileage expense was claimed the same day a gas
expense was claimed.

GROUP AUTHORIZATION This flag is triggered when the document type is a Group Authorization
Checks to see if existing travel dates overlap those with a Group
GRP TRV OVERLAP Authorization.

LAUNDRY/DRY CLEANING

Checks the document for the existence of laundry/dry cleaning expense.
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Appendix G: Pre-Audit Flags

Checks the document for the existence of annual or non-duty leave.
LEAVE EXISTS

If the limited open trip type is used, the system checks to verify the

traveler has not exceeded the threshold for limited open cost.
LIMITED OPEN COST

Verifies that all expenses entered on the document match a valid entry in
LOCAL TRAVEL EXPENSE the Local Travel Expenses table.
Checks to see if the traveler is claiming lodging costs over per diem.

LODGE OVER PERDIEM

Checks the per diem locations on the document to see if meals are

MEALS AVAILABLE available.
Checks to see if the traveler selected a rental car size other then the
NON COMPL VEHICLE agency’s indicated default

Verifies that the traveler has selected a FEMA approved hotel.
NON FEMA APPROVED
NON-CONTRACT FARE Checks to see if a non-contract fare was used.

This flag is triggered if the traveler selects an “other authorization”. The
criterion that triggers the flag is available for justification under the “Other

OTHER AUTH USED Auths” section of the document.
This flag is triggered when the traveler selects an option from the “Other
OTHER AUTHORIZATIONS Auths” section on the document.

Verifies that each expense entered does not exceed the single threshold
value set for the expense type by the agency.
OTHER EXPENSES

Checks the document to see if overrides exist for M&IE
OVERRIDE

Used to indicate the per diem location on the document has expired. The

PER DIEM EXPIRED user should remove and re-add the per diem location.

This flag is triggered when a per diem location is selected that is not
currently loaded in the per diem table. These locations are also known as
PER DIEM RATES unlisted per diem locations.

This flag is triggered when the traveler’s information entered in the
document is different than what was stored in the traveler's permanent

PERSONAL INFO - ALL profile.
This flag is triggered when the first name, last name, middle initial, charge

card, work hours, and routing list in the traveler's information entered in
the document is different than what was stored in the traveler’s permanent

PERSONAL INFO - KEY profile.
Two tests:

1. Checks the signatures on the document against the routing list to verify
that the correct individuals signed the document in the correct order.
2. Verifies that the document has not been adjusted since it was signed.

SIGNATURE VERIFY

SPECIAL MEAL RATE Checks to see if a special meal rate was used in lodging cost.

Checks all of the travel documents for a given traveler to see if more than
TRAVEL DATE OVERLAP one voucher had been submitted for the same time period.

Verifies that all travel modes entered on a document match a valid entry
TRAVEL MODES set by the agency.
TRIP DURATION 180 Checks to see if the trip length is longer than 180 days.
TRIP DURATION 45 Checks to see if the trip length is longer than 45 days.

Verifies that the trip type information entered in the document matches a
TRIP TYPES valid entry in the Trip Type table (by traveler's organization).
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Appendix G: Pre-Audit Flags

Checks to see if a Transportation mode of "Ship or Vessel" is indicated on
VESSEL TRAVEL the "Other Trans" section.
INVITATIONAL TRAVEL Checks to see if the invitational trip type is specified on the document.
Checks to see if the Sponsored Travel trip type is specified on the
NON-FED SPONSORED document.

NOTE: Pre-Audit Flags are organization configurable and each flag may be turned on or off for the agency.
The above list is a general list of flags that may be triggered by certain actions in the GovTrip application.
If a certain criteria are met but the flag is not turned on for the agency, the flag will not appear on the trav-
eler’s document.
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