
Travel Ma
 

 
      FY 201

Extras #

Objective

Notes: 

Instructio

 
You have
2nd.   Thi
sure your
will need
 
 
Estimate
$538.00 =
$25.43 =
$100 = T
$400 = R
$65 = Ga
 
 
 

Step 

1 Fr
 


 

anager 9.0  

13 – V 1.1 

#13:    SAF

es: 
 

The
prep
for 
 
Pre
pro
cha
 
For
com
TO 
CO
aut

ons: Exe

e been asked
is trip spans 
r expenses h
d to include t

ed Expenses
= Round-trip

= Transaction
Taxi Fare 
Rental Car 
as 

rom the Hom

 Click 

  Restricted Ri

F (Creatin

 Create a

e Subject to A
eparers the a

trips where 

eparers need
oper account
arged. 

r all travel th
mments secti

BE ACCOM
ONTINGENT
tomatically e

ecute the fol

d to do a trai
the current F

have been all
the following

s 
p air fare  
n Fee  

me screen: 

ights Notice-Fo

ng TA that 

a Travel Aut

Available Fu
ability to crea

any or all d

d to make sur
ting code for

hat goes into
ion of the do
MPLISHED 
T UPON APP
entered in th

lowing steps

ning session
Fiscal Year a
located to th
g costs: 

 from the

or NOAA and B

t crosses F

thorization th

unds (SAF) p
ate, during t

dates fall und

re that the ex
r the fiscal ye

o the new FY
cument: APP
ON OR AFT
PROVAL OF
e comments 

s: 

n in Dallas, T
and the new 
e correct Fis

Action

e Document 

BIS Users Only

Fiscal Year

hat crosses F

process was 
the current F
der the New 

xpenses are 
ear in which

Y, the follow
PROVAL OF

TER OCTOB
F FY## FUN
area by clic

TX from Sep
Fiscal Year

scal Year fun

Toolbar 

           

y                      

rs) 

Fiscal Years

 implemente
Fiscal Year, 
Fiscal Year.

being alloca
h the expense

ing statemen
F TRAVEL S

BER 1, 20## 
NDS.  This co
cking on the 

ptember 26th

r.  You will n
nding.  Your

   Training Ex

 1

. 

ed to allow 
authorizatio
.   

ated to the 
e is actually 

nt must be in
SCHEDULE
IS 

omment can 
Preset butto

h through Oc
need to make
r authorizatio

xtras   

ons 

 

n the 
ED 

 be 
on. 

ctober 
e 
on 



Travel Ma
 

 
      FY 201

Step 

2 T
 







3 T
hi
 
E
 






4a C
ta
 
E
 






4b T
It
Lo
 


 
T
di
 



anager 9.0  

13 – V 1.1 

he New Doc

 Click on t
 Click on t
 Click on t

 Click the 

he Documen
ighlighted an

nter the follo

 Documen
 TA# = Us
 Type Cod
 Purpose C
 Documen

Click on the T
ab you will r

nter the follo

 Begin Tra
 Depart = 
 End Trav
 Return = 
 Commen

he values se
tinerary Loc
ocation field

 Lookup or
 Click the 

he Documen
ifferent optio

 Click on
screen. 

  Restricted Ri

cument scree

the Lookup i
the VNum to
the Docume

 (th

nt Informati
nd fields disp

owing inform

nt Name = S
se the next a
de = 1-SING
Code = 1-SI

nt Descriptio

Trip Informa
eceive an err

owing inform

avel = 9/26//
RES 

vel = 10/2/##
RES 
ts = {Click o

elected in the
cation area.  
d. 

r Enter the l
 (Doc

nt Informati
ons available

 in th

ights Notice-Fo

en appears.  

icon   by
o select your
nt Type dro

his Documen

ion screen ap
playing.   

mation: 

Same as TA#
available one
GLE-DOME
ITE VISIT
on = Giving

ation tab.  If
ror message

mation in the

//## 

# 

on the Prese

e Begin & En
These dates

ocation (i.e. 
cument) butto

ion screen st
e.  It will als

he Documen

or NOAA and B

Action

 

y either the V
r traveler. 
op-down listi

nt) button 

ppears with 

# 
e listed on y

ESTIC 

g Training in

f you click th
, click OK a

e top part of 

et button} 

nd Travel da
 must be fill

Dallas, TX)
on 

till appears b
so show your

nt Toolbar to

BIS Users Only

VNum or Tra

ing and selec

the Docume

your sheet 

n Dallas, TX

he Create bu
and it will ta

f the screen:

ates will auto
led in prior t

) 

but the Docu
r Document 

o bring up th

           

y                      

aveler Name

ct TA  

ent Informa

X  

utton prior to
ake you to th

omatically p
to filing in th

ument Toolb
Name & TA

he Edit/Ente

   Training Ex

 2

e field 

ation tab 

o clicking th
his tab. 

populate in th
he Itinerary 

bar now has 
A#.   

er Expenses

xtras   

he 

he 

 



Travel Ma
 

 
      FY 201

Step 

5 E
 
A
T
T
T
R
G
 

 

N
an
it 

6 C
sc





anager 9.0  

13 – V 1.1 

nter the follo

Airline Flight
MC Transac
axi   
axi   

Rental Car 
Gas  

 Click the 

Note: You coul
nd the other h
easier to allo

Click on
creen.   
 Verify the
 Verify the
 If there is 
 Click on A

  Restricted Ri

owing inform

t Traveler 
ction Fee  

  
  
  
  

  (Expe

ld allocate ha
half to the new
ocate. 

 in the 

ere is current
ere is a new 
not, click on

Allocate 

ights Notice-Fo

mation on th

$538.00
$25.43
$50.00 
$50.00 
$400.00
$65.00 

ense Change

alf the costs of
w fiscal year. 

Document T

t FY accoun
FY accounti
n one from y

or NOAA and B

Action

he Edit/Ente

0 (Class = Y

   
(Date 10/2/#

0 (Date 10/2
(Date 10/2/#

es) button wh

f an expense 
 It suggested

Toolbar to o

nting code 
ing code 
your master 

BIS Users Only

er Expenses

Y) 

##) 
2/##) 
##) 

hen complete

that would be
d splitting that

open up the A

list 

           

y                      

screen: 

ed 

e charged in t
t cost out by t

Available Ac

   Training Ex

 3

the old fiscal 
the dates to m

ccounting C

xtras   

year 
make 

Code 



Travel Ma
 

 
      FY 201

Step 

6a T
 

 



anager 9.0  

13 – V 1.1 

he Accounti

 Click on t
 Click on E

  Restricted Ri

ing Code Al

the Expense
Expense 

ights Notice-Fo

llocation Sum

e Level Alloc

or NOAA and B

Action

mmary scree

cation tab 

BIS Users Only

en appears.  

           

y                      

 

   Training Ex

 4

 

xtras   



Travel Ma
 

 
      FY 201

Step 

6b U
 

 


anager 9.0  

13 – V 1.1 

Using the dro

 Click Don

  Restricted Ri

op-down listi

ne  

ights Notice-Fo

ing, change t

or NOAA and B

Action

the 10/2/## e

BIS Users Only

expenses to 

           

y                      

the new FY

 

   Training Ex

 5

 code 

xtras   



Travel Ma
 

 
      FY 201

Step 

6c T
 

 


7 C
 

 


anager 9.0  

13 – V 1.1 

he Accounti

 Verify am

Click on

 Verify the

  Restricted Ri

ing Code Al

mounts alloca

 in the Doc

e totals 

ights Notice-Fo

llocation Sum

ated correctl

cument Tool

or NOAA and B

Action

mmary scree

y 

lbar to open

BIS Users Only

en appears.  

n up the Tota

           

y                      

 

al Details scr

   Training Ex

 6

 

reen 

 

xtras   



Travel Ma
 

 
      FY 201

Step 

8 C
sc
 

8a If
ha
in
no

8b Y
ty
th
th

9 
 
T
 


 
T
yo
bo
 
Fo
ap
O

 

anager 9.0  

13 – V 1.1 

Click on 
creen. 

f you are tryi
as not happe
nvalid.  This 
ot been set u

You will also
ype of SAF d
hese warning
hat span or g

 Stamp the

he Pre-Audi

 Verify the
 Click the

he documen
ou will be ta
ottom stating

or EXCEPT
ppearing in t

Official when

  Restricted Ri

 i

ing to enter a
ened yet, you

is because m
up in CFS ye

 now see “B
document (cr
gs are doing 
go into the ne

e document S

it Results fo

e document s
 

nt will then b
aken back to 
g and email 

TED TRAVE
the Last Doc
n the docume

ights Notice-Fo

in the Docum

a SAF docum
u may see an
more than lik
et.  You will 

Blank” status
rossing FYs
is giving yo

ew FY.  It w

SIGNED 

or Document

status is PAS
(Stamping t

be routed to t
the Home s
has been sen

ELERS – Th
cuments area
ent is ready f

or NOAA and B

Action

ment Toolba

ment and usi
n error under
kely the proj
not be able 

es which are
versus only
u a heads up

will not stop y

t # screen ap

SS 
the Documen

the first leve
creen where
nt to “email 

e Home scre
a.  The prepa
for approval

BIS Users Only

ar to open up

ing a new FY
r Account V
ject codes fo
to use that A

e also warnin
y new FY) th
p that there a
you from sta

ppears. 

nt) button 

el of the elec
e a message w
address”—F

een will appe
arer will hav
l in the syste

           

y                      

p the Pre-Au

Y ACCS, bu
Validation tha
or the new fi
ACCS until t

ngs.   Depen
he messages 
are costs, cod
amping your

ctronic appro
will be displ
FOR EMPLO

ear with the 
ve to inform 
em. 

   Training Ex

 7

udit Results

ut the rollove
at the ACCS
scal year hav
that happens

nding upon th
will vary.  A
des, or dates
r document.

oval process 
layed toward
OYEES ONL

document 
the Approvi

xtras   

er 
S is 
ve 
s. 

he 
All 
s 

and 
d the 
LY 

ing 


