Exercise #5b: Travel Authorization against a Blanket TA

Objectives: e Create a travel authorization for a trip under a blanket TA

Notes: This exercise covers how to create an individual trip authorization for each trip
taken under a blanket authorization. The NOAA Travel Handbook, section
301-2.16 states that individual trip authorizations are used for obligating travel
funds.

Use the TA number from Exercise 5a.

Instructions: Execute the following steps:

You have been requested to do a site visit in Wallops Island, VA starting January 7" and ending
Feb 7. This trip will fall under the blanket authorization.

Estimated Expenses

$375.00 = Round-trip air fare

$22.25 = Transaction Fee

36 miles one way to airport using private vehicle (POV) - person
$200 taxi fares

$100 for Hotel Tax

Step Action

1 | From the Home page:

» Click Createlew Document from the Document Toolbar

2 | The New Document Page appears. For a traveler, the information for the Vendor
Number and Traveler name will automatically fill in.

» Click on the Document Type drop-down listing and select TA
> Click the Create | (this Document) button




Step Action

3 | The Document Information page appears with the Document Information tab
highlighted and fields displaying.

Document Information

ouick Tip For this Document you can:
Enter or 2dit the general document information. If thie & a trip bazed document, click the Trip Infermation tab fo aditiview Creale | Document
the trp information. Authorizatens Voschers LocalVpuchers

==

Traveler Hame:  Brenda Germantown

Doscument Typ-e'n TA
Decument Hame D

report Date @ [07/15/2008 | (=0
Tax D

Sponzored Travel
Currency | U5 Daler \-':
Type Code | -
Purpose Code D w
Documant Deacription

Document Default Accounting Code o
Default Accounting Code Org

Enter the following information:

Document Name = YFMLBO0051

TA# = YFMLB0051

Type Code = 1-SINGLE-DOMESTIC

Purpose Code = 1-SITE VISIT

Document Description = First TA against blanket TA (YFMLBO0O050) for site visit
in Wallops Island, VA

YVVYYY




Step

Action

3a

Click on the Trip Information tab.

Document Information

For this Document you can:

Quick Tip
Enter or 2dit the general document information. If the & a frip bazed document, click the Trip Information tab fo edibiview Creale | Docement

the trip information. Sutharizations Vouchers LocaDUChens
_Cancel |

Troveler Hame:  Brenda Germantown

_ Document Information ! Trip Information

Trip Na 1
Begin Travel D E Depart | | Depart Selection w
End Travel O = Return | | Return Salection e
Trip Duration | Mukiole daya b

Comments
Preset |
Replace ALL lodging and M&IE information Create additional rowws
I AmvaiDats | Deparrobats | ety Lovston (o]
' iz | iz | |searcndd O
= = |search@h O
= = secrdd O]
| =1} | | =) | Szan:h“ D
iz | =] |searchdh O

Enter the following information in the top part of the screen:

» Begin Travel =01/07/08
» Depart=RES

» End Travel = 02/07/08
» Return =RES




Step

Action

3b

The values selected in the Begin & End Travel dates will automatically populate in the
Itinerary Location area. The Arrival and Departure dates must be filled in prior to
filling in the Itinerary Location. To enter the location:

» Type in the field the name or partial name and click Search

This will bring up a drop-down listing of possible matches below the field.

OR

> Click the Lookup # icon

This will open a new window that allows to search by country or state which will then
based off that selection, populate another drop-down list for the cities for that selection.

» Select Virginia from the State/Country drop-down list
» Click the Location drop-down list and search for Wallops Island

~ 3 n FORTSMOUTH

{= Itinerary Location Lookup - Windews Internet Explorer PRINCE GEORGE COUNTY m
QUANTICO MC COMEAT DEV CMD

£ | bkkp:} {205, 156.24.11 Flegi-bing 30t docprep flackup tdvlak.wivse ss=ger0010B 5o puatD 2107 G
ROANOKE &l
SHENANDOAH

. . SHOAE INTERMEDIATE MAINT ACTITY
Itinerary Location Lookup for S?ﬁEqi#};ﬁ,%‘nD' A%gm?,g
U5, Hrih ; IEL MANL
Quick Tip USMC FMFLANT

Select HateiCounlry Trom the drop-dewn lsl. Select from the list of avalable | pur 0 ) mopM & ELEC SPT ACT
the Location figld. Cick the Rates, Meals, Quarters or Fooinotes butions, ifﬂ.ﬂ'l.l'|RE|N|;|' BEACH -
view the respective data for the seiecied location. more WALLOPS ISLAND

L
WARRENTON EIT |
WILLIAMSBURG !
Select Hinerary Location WINTERGREEN
) WOODERIDGE
State/Country | VIRGIMNIA (Y Location | TORK COUNTY
' - CTORKTOWM FACILITIES ~i

> Click the Y=| (Location) button

The field will then be populated with the selection.

Itinerary Locations

Replace ALL lodging and MEIE information Create additional rows
| amivaipaie | DepadureDate | Enerarylocalon [unisted]
norme B [oz0nme B9 [WALLOPS ISLAND, VA |searchily O
[ T=ID- . .|.=ID- . .Szar\chﬁ D

> Click the Create | (Document) button




Step

Action

4 | Click on ExPEnses jn the Document Toolbar to bring up the Edit/Enter Expenses page
with M&IE and Lodging costs already filled in based upon what was entered on the
itinerary.

Edit/Enter Expenses for Travel Authorization: BAACB0051
Quick Tip Faor this Page you can:
Enter cr edit E.’IH_BI'ISBB. Each ine bakow {IISDW&'_E- B ditferent expense. To edi expense dedalls not displayved befow, & e e e
click the Detaiks icon nexd (o Ihe &xpenss descriplion, To deisle an éxpenss, s the chack box, Entsr sl xpentes and
changes and chok Save. mong e Changen
| SearchCrierin___________________________________________|EEey
Expense Category | (4] Exenses) - Clear | changes
Start Date | _Back | _Continue |
End Date ==
Current Allocation Method: By Individual Expenses Currency: U. 2. Dallar
Expense Entry  Cuslomize Display
Bz B [E=] = B[71.00 B |coves 5
B3 B = = B B oTreR 7]
B B = B B71.00 B v
B B = =l B B[oteer v
Bz B = = B[71.00 @ |covee 5
By B = = B EEE -
B B =] = Bl71.00 | coves ~
B B = B B B|oTrer v
By B = = B[00 B [covee 5
B B = | B ElEER v
< - — - »
4a | Enter the following information:
Date Expense Description Expense Category Cost
1/7/08 | Airline Flight Com. Carrier (fills in) See 4b
1/7/08 | TMC Transaction Fees Transaction Fees (fills in) $22.25
1/7/08 | Hotel Tax Lodging Tax (fills in) $500.00
1/7/08 | 1POC-Private Vhcle Mileage (fills in) See 4c
1/7/08 | Taxi Transport (fills in) $200.00




Step

Action

4b

To enter the cost and ticket information for the Airline Flight, click on the Show

Expense Details B icon. This will bring up a new window.

(CIITEN s

Expense Date @ 01072008 | [ Payment Method @ AGENCT CARD |
Expanse Costip usD [ meimbursable  Taxabie
Quantity fata &4 Vendor &4
Expense Category @ | Accounting Code | H-D6-05General Travel FY0E
Expenza Description @) E[

Comments

» Click on the Ticketed Transportation Details tab

Ticketed Transportation Details

Ticket Nodd Sea Atached Ticket 1 Depart From
Dep Date IEI Arrive At
Issue Date izl
TicketDate [0712/2008 |2 Confirmation No |
Class
Ticket Value 000 Carrier
Contract Fare  |0.00 Contract Carrier

» Enter Class (YCA)
» Enter Ticket Value ($375.00)

Click on the use (Expense Details Update) button

= =




Step

Action

4c

To have the system calculate the mileage, click on the Show Expense Details B icon.
This will bring up a new window.

Expense Details for MILEAGE 01707 /2008

Quick Tip
Wiew or edit all detais for this expense. Click the tab fo see the respeclive expense details. To save Use | Expense Detad Updates
changes o expensa detals, click the Uas Expanse Detall Updates button and on the main axpense

For this page you can:

soreen, Save sxpenses M without Saving Expense Detads
Expense Date@|01,07/2008 |8 Payment Method @ OTHER v
Expense Costip ush Reimbursable Taxable
Quantity Rate |1L405 ] Vendor ey
Expense Cnegoryﬂl | Accounting Code | H-06-05/General Travel FY0E |
Expense Description@) E[

Comments

» Enter 72 in the Quantity field
» Click in another field or press TAB

The Expense Cost field will automatically fill in with the calculated cost.
» Click the us=e (Expense Detail Updates) button to close this window and populate the

Cost field
» Click the [save| (Expense Changes) button when completed

S | Click on Acesunting jn the Document Toolbar to open up the Available Accounting Code
page.
» Verify the correct ACCS is assigned
» Make changes where necessary

6 | Click on Tetalz in the Document Toolbar to open up the Total Details page

» Verify the totals




Step Action
7 | Click on Preview Document jn the Document Toolbar to have a new window open with the
print preview of your travel document.
07/27/08 w poc NO: 8RACBO0SL
PAGE 1 ** Read Privacy Act On Last Page v~ TELVEL A ALLCEOOSL
1) NAME: Germantown, Brenda . Vium:  *#++-+0010
ADDR: 123 Main Strest PHONE: 30l-123-1212
MAIL CD:
Garmantown, MD 20876 QORG: H-0&6-09
TITLE:
DUTY: Gaithersburg TZ: 6 SEC CLR:
RES: B CARD: CARD HOLDER
HOURS: &8
FFB H BURERL 14
'2) TRAVEL A SAACBOOS1 DATE: 07/27/2008  TYPE: 1-SINGLE-DOMESTIC
'3) TRAVEL PURPOSE: 1-SITE visIT
First TA against blanket TA (8AACBOO50) for site wvisit in Wallops Island, V
ey
'4) GENERAL ITINERARY
DATE TIME DEPARTED/ARRIVED LOCATIONS PER DIEM RATE
01/07/2008 D-RES: ,
01,/07/2008 A-WALILOPS ISLAND, Va T1/39
0z/07/2008 D-WALILOPS ISLAWD, VA
8 | Click on Decument Status in the Document Toolbar to open up the Status page. The page

will default with Signed in the Status to Apply field.

» Enter your Signature PIN
» Enter your Remarks

» Click the _#ame_(and Submit Document) button

The document will then be routed to the first level of the electronic approval process and
you will be taken back to the Home page.




Step

Action

From the Home page click on the Open Document [ icon which will take you to the
Open Document Signature page.

» Enter your Signature PIN
» Click the 5= (to Review Document) button

The Document Summary page appears.

Change the status to Complete

Enter your Signature PIN

Enter your Remarks

Check the checkbox Stamp Without Adjustment
Click the __ Stampand Routs | hytton.

YVVYYYV

Note: For training purposes ONLY — the routing/approval/DATALINK process is not
done. To be able to create a voucher from authorization, the status must be set to
“Complete.”




