Voucher for an Early Ticket Already Purchased

1. Select the Create Voucher from Authorization/Order link in the Vouchers window.

he appropriate function which corresponds to the Voucher with which wou wish to work

Create Mew Youcher From Authorization /Crder

2. Select the Final link next to the appropriate document.

Voucher from Authorization / incar

Eelow is & list of your authorizations, Click on the link next to the travel mkgrization to create either aninterim or final wvoucher,

Document Hame Departure Date Status

TFDEMWERCOUMNTO9Z 105 _a01 09/21/08 ALUTH 24 HOUR PASSED 0N IRZ

Final

pber  Interim

3. Select Itinerary from the toolbar.

Itinerary 2l Expenses
oTrip @ VL -

-ul.iui.r SOVERNMENT.

Accounting Additional Options Review/Sign

AAUTOIENEY  Per Diem Locations



4. Edit Location.

5. In the Per Diem Locations box change the Arriving On and Departing On dates to

Leawve From:
Leave:

Location 1: DEMVER COUNTY,CO

Edit

Leawe From: RES: WASHINGTON, DC
T Loc: DENYER COUNTY,CO
Purpoze: RSSO

Arrive: 21-Sep-05

Leawe: 21-Sep-05

match the Overall Start Date.

Cwerall start Date:

Per Diem Locations

Eooking Trawel using GowTrip requires that you provide information about
your TDY locations for per diem purposes, “ou wil be able to request
bookings for tranzportation (e .., air, rail] and lodging after these steps
are completed,

Due to ywour Agency's palicies you may not change from domestic travel to
foreign travel once your document has been stamped Approved. “ou must
create a new traveler document to change location type.

Creerall Starting Point: RES: Wi ASHIMGTOR, DiC

21-%ep-05

weTDostination in Between

T T -

Edit a TDY Location

Click on a button below ta select wour TDY Location, Use "Search Location”
to search for the per diem location, Use "TDY Location Lookup” to select
from a list of per diem locations.,

Please Mote: & Fed Star (*) indicates a required field,

TDW Location Lookup |

rch Location

* Location: DEMWER, COURMT ™ ,C0

* PUrpose; | pccion a |

L —

Remowe




6. Select Save Changes.

Edit a TDY Location

k. an a button belaw to zelect your TDY Location, Use "search Location”
to =Arch for the per diem location, Uze "TDY Location Lookup” to zelect
from aNgt of per diem locations.

Plzaze Mote N Fed Star (%) indicates a required field,

* Location: DERWRG COUMTY,C0

*Purpose: |MISSION\ v|
*Arriving On; 09,21 ,2008
*Departing On: |09 52152008

Click Here to Add a Destinafon in Between

Remaove

Owerall End Paint: RES: WiaSHINGTOR,

Owerall End Date: 21-5ep-08

\

Save Changes

7. Select OK.

JOMESTIC TFavel TO

Baltimaore, Md (Uza) (Balt,




8. Inthe Trip Summary box select Edit next to the Overall Ending Point.

Overall Starting Poi
Leave From: RES: SHINGTOH, D¢ Edit
Leave: 21-5ep-

Location 1: DEHVER COUNHYY,CO
Leave From: RES: WASHINGTOHN, DC Edit

TD Loc: DEHYER COURTY,CO

Purpoze: MIESION

hrrive: 21-5ep-05

Leave: 21-Sep-08

Purpoze: MIESICN

hrrive: 17584 - 24-5ep-05 - BYWN-
Baltimore, Md (LUsa) (B
Int L. Ap

Overall Ending Point

Leawve From: DEHVER COUNTY,CO
Return Loc: RES: WASHINGTON, DC
Arrive: 21-5ep-08

9. In the Trip Overview Box change the End Date to match the Start Date.

Trip Overview

Booking Trawel using GowTrip requires that you first provide information
about your starting and ending locations {usually your home or duty station)
and wour TDY Locations for per diem purposes, ou will be able to reguest
bookings for transportation (2.2,,ait,rail) and lodging after these initial steps
are complete,

Overall Starting Point Information

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

*elect a Location:-OR- *Enter a Starting Point:

FES: =

" em o . < *tart Date{mmaidd fyyiey ) 09/21/2008 v

: . \

. These I

I dates Overall Ending Point Information

- must Pleaze Mote: & Red Star (* ) indicates a required field,
I match - elect a Location:-0R- *Enter an Ending Point:

. | " e

< *End Date(mm/dd fyyyy): (097212008 "I




10.Change the Trip Duration to 12 Hours or Less.

Please Mote: & Red Star

*elect a Location:-OR-

Overall Ending Point InfFgrmation

1indicates a required field,

nter an Ending Point:

v

|RES: WEASHIMGTOM, DC

*End Date (mm /dd syl |09/2172008 Bz

Other Trip Informafion

Pleaze Mote: & RedBtar (* ) indicates a reguired field,

*Trip Type:

Trip Description (optional):

TT-TRIF B TRIP I v |

* Trip Duration;
(%) 12 Hours ar Less

s - Mo Lodging

() =12 - 24 Hours - With Lodging
() hulti-Day

11.Select Proceed to Per Diem Locations.

* Trip Duration:

()12 Hours or Less

() =12 - 24 Hours - With Lodging

Trip Mumber:

Trip Details:

O =1Z - 24 Hours - Mo Lodging C) Multi-Day
AuthoNgation Mumber ‘DNYJNZ |
Open duthlyization Mumber: ‘DN}{TKK |
Authorization 07 FZ0/ 2008
{mm fdd M)

1

A

< Proceed to Per Diem Locations >

R ——




12.Select Expenses - Non-Mileage from the toolbar.

Mon-Mileage Mileage

Go Trjp

ATRAVEIL for SOVIRNEENT

Documentation/Receipts ‘

13.Remove all expenses EXCEPT the TMC Fee and TAV Fee.

Expenses Summary

Expense Type Date Cost EM
I N N

THIC FEE [GOVCL- 09/21/08  537.7% Edit
1 Remove

Do NOT
remove the
TAV or
TMC Fees!

Taw FEE -1 09/21/08  513.50 —

HOTEL TAXES 09,24 /08

Tl foab FARES 09,21 /05 37,00 =
(

Total Expenses: $124.35

14.Select Mileage from the Expenses toolbar.

$ ary ave O Accounting  Additional Options  Review/Sign
L]
Q.QYIE’!I) ./-':I MNon-Mileage Mileage Documentation!ﬂeceipts‘




15.Remove all Mileage expenses.

E~penses Summary
Expense Type

PO - TO 09721408

Total Expenses: 59.09

16. Select Review/Sign, and then Pre-Audit from the toolbar.

N~—
’ Itinerary _ Travel Expenses

Preview JITWUEI®” Other Auths. Digital Signature Trip Compare
~—

——
——— Accounting Additional Optio /Reufie-.-.*.-’iign

Govlrip

ATRAVEIL for SOVERMEINT

17.For any Pre-Audit Flags enter “Authorization is for advance ticketing only” in
Justification to Approving Official box, then select Save and Proceed to Digital

Signature.
1. Reason Flagged ltem Description Justification to Approving Official
+ CHK ITEMS TDY STOP * [tinerary items not

Authorization is for advance ticketing nnlﬂ
associated to TDY Stop

Save And Proceed To Digital Signature




18. Select the Return to Document List link in the upper left corner of the screen,
Ymaking note of the TA Number.

ged In As: TILLY FATA Document Mame: TFDEMVERCOUNTOS

aveter Name: TILLY 2 Document Type: Authorization
Return to Document List

T ’ Itinerary Travel Expenses Accounting Addftlonalﬂptionm

-unutuncnnnllul Preview M Other Auths. Digital Signature

Close Window
Help far this screen

Trip Compare

19.Select the link to Create a New Authorization/Order (or Create Authorization from
Open Authorizations if necessary).

Authorizations / Orders

Below is a list of your existing autpog®ations/orders. Please select the function (edit, print, etc.) corresponding to the appropriate authorization/order.

Create New Authorization/Order

» Create Authorizations from Open Authorizations

20.Create the new authorization as usual but do NOT book an airline reservation.

21. Complete all other needed reservations including lodging and rental car.
22.Remember to include any non-mileage or mileage expenses.

23.Upload a copy of the Airline Ticket Authorization using the
Documentation/Receipts feature under the Expenses tab.

’ Itinerary Trave‘ Accounting Additional Options Review/5Sign

T“p P ocumentation/ Receipts 48

.rruu Tar SOVIRANMINT




24. Select the Review/Sign tab and verify the information contained on the Preview
Trip page.

_..-‘_._

Go Trp

STEAVEL for SOVERMEINT

’ Itinerary Travel Expenses Accounting Additional Optio

AW Pre-Audit Dther Auths. Digital Signature Trip Compare

Preview Trip

Review 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. Click here to compare with previous Adjustment.

25.Save and Proceed to the Pre-Audit page and justify any pre-audit flags.

—
Tf—':-— 3 3 avel Expenses Accounting Additional OptinnM
Qﬁﬁ..ﬂ’.’p Preview JMITHYER® Ot ier Auths. Digital Signature Trip Compare

Pre-Audit Trip

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 flapged items, click "Proceed To Digital Signature.”

26. After all pre-audit flags have been justified Save and Proceed to the Digital
Signature page.

GovIrip @

Digital Signature

’ Itinerary Travel Expenses Accounting

Preview Pre-Audit Other Auths. Digital Signature

Trip Compare




27.In the Additional Remarks box enter “Air reservation is under TA Number (enter
TA number of Advanced Ticketing Authorization). A copy of the Advance
Ticketing Authorization is attached”, then stamp the document SIGNED and
Submit Completed Document.

Ligital Signature

flick below to stamp and submit this trip authorization for routing and approval. By submitting you are Wgally signing this document.

Dpcument Action

*spmit this document as: | SIGNED |
I Additional Remarks: Air reservation is under TA Humber ONYJHE, =

A copy of the Advance Ticketing I
| Authorization is attached. I
e !

* Advance Ticketing Date: I—
(mm/ dd/yyyy)s hindll Ll L —I
s ot be applied until approval
Submit Completed Document

28.Select the Return to Document List link in the upper left corner of the screen,
Ymaklng note of the TA Number.

Close Window
Help far this screen

Document Mame: TFDEMVERCOUNTOS
Document Type: Authorization

Preview JICWUENY” Other Auths. Digital Signature Trip Compare

STRAVEL fer GOVERMMENT.

10



29.From the Authorizations/Orders list select the Advanced Ticketing Authorization.

Authorizations / Orders

Below is a list of your existing authorizations/orders. Please select the function (edit, print, etc.) corresponding to the appropriate authorization/order.

= Create New Authorization/Order

» Create Authorizations from Open Authorizations

Existing Authorizations/Orders

» Vouchers
Sort by Sorted by Sort by Document Sort by View/Edit print Re Amend Voucher
Document Hame Departure Date BEENRTE Approved? = TA NMumber

TFDENVERCOUNTOS10:08_AD1 08/10/08 ALTH 24 HOUR PASSED Yes ONYJNS > view »print | »remove | »amend

TFDEMVERCOUNTO81708_AD1 08/10/08 ADJUSTED Na OMYINE < » view/edit ,Erinl

30. Edit the document, and then upload a copy of the actual trip TDY Authorization
using the Documentation/Receipts feature under the Expenses tab.

Trlp

Documentation/Receipts 48

31. Select Pre-Audit from the toolbar under Review/Sign, and then Save and
proceed to Digital Signature.

Expenses Accounting Addflionalﬂplionm

Preview  ITHULKE®" Other Auths. Digital

Go Tnp

STEAVEL far SOVIRMEINT,

Signature Trip Compare

11



32.In the Additional Remarks box enter “Actual trip TDY authorization is under TA
Number (enter TA number of the actual trip TDY authorization). A copy of the
actual trip TDY Authorization is attached”. Change the date in the Advance
Ticketing Date box to the required advanced ticketing date, and then stamp the
document SIGNED and Submit Completed Document.

D gital Signature

C§ck below to stamp and submit this trip authorizaticn for routing and approval. By submitting vou are legally signing this document.

Ddcument Action

“Submit this document as: SIGHED ﬂ
I Additional Remarks: Actual trip TDY authorization is under TA =
Number (enter TAnumber of the actual trip I
I TOY authorization). A copy of the actual I

trip TDY Authorization is attached -

* Advance Ticketing Date:
g 07/ 22/ 2008 "I

(i dd f yyyy )

Advance Tk Lot be applied until approval

Submit Completed Document

33. After the Advanced Ticketing Authorization has been stamped Approved and the
ticket has been issued by the CTO, voucher against the Advanced Ticketing

Authorization as usual.

12



