UNITED STATES DEPARTMENT OF AGRICULTURE _
Farm Service Agency Notice FI-2849
Washington, DC 20250

For: State and County Office Employees

State and County Office GovTrip Implementation

Approved by: Acting Associate Administrator for Operations and Management

1 Overview

A

Background

GovTrip is only used for temporary duty (TDY) travel. Local travel and relocation will
continue to be processed through NFC Travel. OCFO has determined that the GovTrip
Document Processing Manual is the official USDA manual on how to complete travel
documents in GovTrip.

Note: See Notice FI-2840 for information previously provided on GovTrip.

Purpose

This notice informs employees about:

e GovTrip implementation at FSA
e GovTrip Document Processing Manual’s step-by-step instructions for using GovTrip.

GovTrip Web Site

The following steps shall be performed to correctly access GovTrip.

Step Action
1 Ensure that “TLS 1.0” is checked. Do the following:

open the Internet Explorer browser, CLICK “Tools”, and CLICK “Internet Options”
click the “Advanced” tab
scroll down to “Use TLS 1.0”.

Note: If a check “v™ is not displayed next to “Use TLS 1.0”, click the box to display
u\/”.

Disposal Date Distribution

July 1, 2009 All State and County Office employees; State

Offices relay to County Offices

8-7-08
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Overview (Continued)

C GovTrip Web Site (Continued)

Step Action

2 Go to http://govtrip.com.

3 | On the GovTrip Home Page, CLICK “Change Edition” at the top of the page.

4 | Adialog box will be displayed. Use the drop-down arrow to select “Department of
Agriculture”, check the “Remember My Agency Selection” box, and CLICK “Set
Version”. Department of Agriculture will be displayed at the top right of the page.

5 Click the green “Log In” button under “Login to GovTrip” to be directed to the USDA
eAuthentication page.

Note: Do not click the “Learn More” button under “First Time Users”.

Note: If “Error 90” is displayed, contact the Federal Agency Travel Administrator (FATA)
because the Employer’s Identification Number (EIN) is missing or the employee’s
profile is not in the GovTrip system.

Employees shall use the GovTrip Document Processing Manual for GovTrip instructions.
Access the GovTrip Document Processing Manual according to the following:

e CLICK “Training”, which is the fourth item in the column on the left side of the screen
e CLICK “Training Manuals”
e CLICK “Document Processing Manual”.

Note: The trifold pamphlets under “Training” and “Handouts” are very helpful. It is
recommended to print and keep on hand.

Roles and Activities

A Initial Login

Upon initial login, FSA travelers, travel preparers, and travel approvers shall review their
profiles on GovTrip. GovTrip is the travel authorization system, travel reservation system,
and travel payment system. Therefore, all elements of the profiles of the travelers, travel
preparers, and travel approvers should be accurate to ensure that travelers are reimbursed for
travel. Special care should be given to ensure that the e-mail address and the
government-provided travel charge card number and expiration date are accurate. See
subparagraphs B through E for the roles and activities.
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Roles and Activities (Continued)

B FATA Roles and Activities

FATA is an employee designated as the first State contact for GovTrip issues beyond the
GovTrip Document Processing Manual. This employee has been trained on certain aspects
of GovTrip. FATA is able to:

e perform maintenance functions with GovTrip for their State

e 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

o electronically approve travel claims

e perform all administrative setup functions, such as adding new employees to GovTrip.

Traveler Roles and Activities

A traveler in GovTrip is the individual who is traveling TDY (beyond 12 hours). A traveler
is able to:

e input and update travel documents at their workstations

e update travel preferences in a personal profile

e use GovTrip information to prepare a voucher

e input and digitally sign actual trip information

e determine the status of an authorization or voucher from the authorization at anytime.

Employees with an eAuth ID are strongly encouraged to prepare and complete their own
travel documents.

Note: Employees without an eAuth ID will have to use a travel preparer.
Travel Preparer Roles and Activities

A travel preparer is the individual that is not traveling, but can assist the traveler with travel
arrangements. A travel preparer is able to:

e initiate and complete the travel authorization for a traveler

e input and update travel documents at their workstations

e update travel preferences in a personal profile

e use GovTrip information to prepare a voucher

e input and digitally sign actual trip information

e determine the status of an authorization or voucher from the authorization at anytime.
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Roles and Activities (Continued)

D Travel Preparer Roles and Activities (Continued)

Travel preparers:

e shall access other employees’ authorizations/vouchers by using the “Official Traver -
Others” tab on the Welcome Page

e are responsible for entering and completing travel documents for STC’s, COC’s, or any
other traveler that may not have an eAuth 1D

o will create travel authorizations, make reservations, print out travel authorizations, and
have the travel approver sign the hardcopy printed travel authorization when the
travel approver agrees with the travel authorization.

The travel preparer and/or travel approver will digitally sign the travel authorization to make
the travel authorization final. The travel preparer shall provide a copy of the travel
authorization with the itinerary to the traveler before travel begins.

Note: If the travel preparer needs to complete an authorization for an employee with an
eAuth ID, the travel preparer shall not digitally sign the authorization. The traveler
shall log into GovTrip and sign the authorization.

Approving Official/Certifying Official Roles and Activities
An approving official/certifying official is able to:

e preview, review, and approve authorizations and vouchers

e cancel an authorization

e return a travel document to a traveler for changes or corrections
e delegate and revoke signature authority

e certify funds available.

Upon Return From Travel

Upon return from travel, the traveler will communicate with the travel preparer and provide
receipts so that the travel voucher can be prepared. The travel preparer shall print out the
travel voucher and have the traveler sign the hardcopy travel voucher. The travel
approver will sign the hardcopy travel voucher when the travel approver agrees with the
travel voucher. The travel preparer and/or travel approver will digitally sign the travel
voucher to make the travel voucher final. The travel preparer shall provide a copy of the
travel voucher with accompanying receipts to the traveler.
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Roles and Activities (Continued)

F Upon Return From Travel (Continued)

Notes: Keep a copy of the signed travel authorization and travel voucher with accompanying
receipts in the processing office for no less than 6 years, 3 months according to
Federal retention policy.

Travelers shall also keep a copy of these records because it is the traveler’s
responsibility to provide these documents if a travel audit is performed.

Additional GovTrip Information

A Transportation Ticketed on July 3, 2008, in FedTraveler

Travelers may request reimbursement for transportation ticketed on July 3, 2008, for travel in
August 2008 by providing a copy of their travel card statement that shows the transportation
cost to their travel preparer so that the copy of the travel charge card statement can be
provided to the travel approver along with the travel voucher when submitted for signature.
Black out the travel card number before providing the copy of the travel card statement. The
travel preparer shall prepare a travel voucher in the NFC OnLine Travel System for the cost
of the transportation as shown on the statement. The travel preparer shall ensure that the
travel voucher will not be marked “F” for final. After the traveler returns from travel in
August 2008, a final travel voucher will be prepared, minus the cost of transportation already
reimbursed.

For transportation ticketed on July 3, 2008, and there is no travel authorization in the NFC
OnLine Travel System, a travel authorization will have to be created in GovTrip.

See:

e Exhibit 1 for details on how to create a travel authorization for travel that was booked
and ticketed in FedTraveler using the employee’s government-provided travel charge
card

e Exhibit 2 for details on how to create a travel authorization for travel that was booked
and ticketed in FedTraveler using the FSA Government Transportation System (GVTS)
account.

Travel System Changes

The following are travel system changes:

e AD-202’s and AD-616’s will not be used for TDY travel in GovTrip
e travel authorization numbers will be automatically computer-generated in a new format
e types of travel authorizations have changed
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3 Additional GovTrip Information (Continued)
B Travel System Changes (Continued)

e trip purpose numbers are no longer available
e receipts must be either FAXed or scanned into GovTrip.

Note: The following are in the GovTrip Document Processing Manual:
e trip type definitions
e trip purpose definitions
e guidance on FAXing or scanning receipts.
C Travel System Similarities

The following are travel system similarities:

e FSA will continue to follow travel regulations as stated by the Federal Travel Regulation,
the Agriculture Travel Regulation, and 118-FI

e FSA employees shall ensure that their USDA eAuthentication is active by accessing a
system only accessible through USDA eAuthentication, such as AgLearn or NFC’s
Employee Personal Page.

Note: If an employee is not sure their USDA eAuthentication is active, contact the
USDA ITS Service Desk Support Center by either of the following:

e e-mail to eAuthHelpDesk@ftc.usda.gov
e telephone at 800-457-3642.

D Labor Management Obligations
Where exclusive representation exists, bargaining may be requested to the extent allowed by
applicable statutes. Where contract language already addresses these policies and procedures
for bargaining unit employees, contract language prevails.

E Contacts

If there are questions about this notice, contact the appropriate office as follows.

Office Contact
State and County Offices | State FATA
State FATA FMD, Debt Management and Travel Policy Staff by e-mail
at poc_travel@wdc.usda.gov.
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Notice FI1-2849

Exhibit 1

Procedure for Processing Authorization and Expenses in GovTrip When Travel Was Booked in
FedTraveler Using the Employee’s Government-Provided Travel Charge Card

The following steps are a demonstration of how to record the cost of transportation tickets purchased
outside of the GovTrip system using the employee’s government-provided travel charge card.
Follow these procedures if an airline ticket was purchased in FedTraveler before FSA converts to the

new GovTrip system.

Example:  Traveler: I i :vclor's name)
Airline Ticket cost: $500.00 (purchased outside of GovTrip)
TMC: Fee: $10.03 (self-service fee)
Method of Payment: Government Issue Credit Card (GOVCC-I)
Travel Dates: October 1-7, 2007
Today’s Date: October 8, 2007
Step Action
1 | Follow these standard authorization procedures to create a new authorization for the TDY

“Authorizations/Orders”.

@ Back -

location. From the navigation bar, CLICK “Official Travel” and then CLICK

2 GovTrip System - GovTrip - Microsoft Internet Explorer E”E‘E|
Fle Edt Wiew Favorites Tools Help ",'
</ |1L| |§| .I\J /.-\J Search ‘\:1‘\'(’ Favorites {‘3 \«_f
Address |f§| hitps:/jetscdowebgoy, govrip, comjwlfsitefindex. jsp v | Go | Links

Logged In As:
Text Only Index

—_—
e
e
4

Govlrip

eTRAVEL for GOVERNMENT

Help for this screen

(11 IR PR B | Official Traval - Others W

Traveler Setup V"nepnrts '”Adminish-ah've V|

Authorzations / Orders

Vouchers

Group Authorizations/Orders

Dpen Authorizations/Orders

T ST

=oSDANOTRAINZZ

Org Access: GUSDAODOTRAINZZ

Group Access: Randy GP

Permission:

Message Center

Remember - "Embrace Change"

My Signed Documents

Current
Status

Departure

In nt H.
ocument Hame Date

Type

Mo dacuments found.

Back to Top

S g - ra GowTrip - Welcom. .

L4
1y Start

ﬁj https: ffetscdcwebgoy. govirip, comjwlisitefaccess. jsprmenu=Authorizations¥2FOrder sémenuy_id=1

3 o

S @ internet
&) sz am
?

en.. | 8 Document? - Micr...
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Notice FI1-2849

Exhibit 1

Procedure for Processing Authorization and Expenses in GovTrip When Travel Was Booked in
FedTraveler Using the Employee’s Government-Provided Travel Charge Card (Continued)

Step

Action

(Cntd)

ZM hitps://etscdcwebgov.govirip.com - GovTrip Travel System - Welcome to GovTrip - Microsoft Internet Explorer

1 The Authorizations / Orders Screen will be displayed.

Existing Authorizations/Orders

Below is & list of your existing sutharizations/orders.

Screen ID: 1001.1

. Please select the function (edit, print, stc.] carrespanding to the appropriate autharizationsarder.

Vouches

Sort by Sorted by Sort by Docume: ot Sort by . . .

Docume: nt Hame Departure Date Status Approved: TA Humbe: ViewEdit Print Remove Amend Veucher
<oz

File Edit ‘View Favortes Tools Help

2 https:/fetscdcwebgov.govirip.com - GovTrip Travel System - Welcome to GovTrip - Microsoft Internet Explorer

CLICK “Create New Authorization/Order” to display the following screen. Enter the

starting point TDY location, ending point location, and remaining applicable information.
Once complete, CLICK “Save” to proceed.

A ClientE... =

o
{
Booking Trawel using GovTrip requires that wou first prowide information about your starting and ending locations (usually wour home or A
duty station) and wour TDY Locations for per diem purposes. “ou will be able to request bookings for transportation (2.2., air, car, rail) and -
Indging after these initial steps are complete,
Please Mote: & Red Star [* ] indicates a field is required.
| am Leaving From - [Select From List ar Enter Below]: Starting Locations in Profils:
*Starting Point: ‘RES: W ASHINGTON, DC | RESIDENCE
DUTY STATIOM
“Departing On:  |10/01/2007 =l
{mm fdd Sy}
Trip Type: TT-TRIF BY TRIP ~ *Trip Purpose: | Select v
Trip Details: Example post-trip authorization for travel performed 1 Oct - 7 Oct 2007
My TDY Locationis - [Where | Will be Working):
Location Purpose ArrivingOn | DepartingOn | Edit  Delete
MEW ORLEARS TRAINING N
Insert 1 |ORLEAMS), Li ATTEMDANCE 10401707 10407 /07 Edit Delete
1 am Returning To: Return Locations in Profile:
*Ending Point: RES: WASHINGTOMN, DT
g | | DUTY STATION
*Returning On:  |10/07/2007 E-
(mmJdd vy
*Trip Duration: (12 Hours or Less () +12 - 24 Hours - With Lodging
(=12 - 24 Hours - Mo Lodging (&) Mibulti-Day
™
&] Done B S @ Internet
istat. € 6
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Exhibit 1

Procedure for Processing Authorization and Expenses in GovTrip When Travel Was Booked in
FedTraveler Using the Employee’s Government-Provided Travel Charge Card (Continued)

Step Action
2 CLICK “Travel” from the main navigation bar, and then CLICK “Other Trans.” from the
sub-navigation bar. Do not attempt to book a flight from the “Air” option on the
sub-navigation bar because this step is not required.
2 https: Hetscdewebgov.govtrip.com - GovTirip Travel System - Welcome to GovTrip - Microsoft Internet Explorer |'L||'E|b__(\
File Edit Wiew Favortes Tooks  Help -:f
Logged In As: Document Mame: LCNEWORLEANSD100107 _401 screen 10 10702 Close Wiindow ~
Traveler Name Document Type: dutharization TA humber: ONKRP2 Help for this soreen
Return to Document List
—— ’ It1nerarwxpenses Accounting  Additional Options  Review/Sign
L]
QQYZ:I':‘ !p AW \odging  RentalCar  Rail  Other Trans.
Non-Government
Use this screen to request your air trawel, Querall Starting Point
Leave From:  RES: WASHINGTON,DC  Edit
Leave: 04-0ct-07
Required Search Criteria
o ) ) Location 1: HEW ORLEANS {ORLEANS),LA
Please Mote: & Red Star (* ) indicates a field is required,
Leave From:  RES: WASHINGTON,DC  Edit
Ooneway ©Round Trp TOYLloc:  WEWORLEANS
*Departure or berival: {ORLEANS),LA
Purpose: TRAINING ATTENDANCE
A i 01-0ct-07
Leavs: 07-0ct-07
oo B wow v
{mmJddyyyy) Overall Ending Point
*Departure Airport fairport code or city name|: Leave From:  MEW ORLEANS Edit
| | {ORLEAHS),LA
Returnloc:  RES: WASHINGTON, DC
hrrive: 07-0ct-07
*hrrival birport (airport code or city name): hleartyy Airports
*Return Date Return Time
oo |EBE] wow v
Imm i Fyy ]
D Show Atternate dirparts
Fara"laze \_f
@ D é ' Inkernet
istat £ € € 3o "3 i A client £, -
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Notice FI1-2849

Exhibit 1

Procedure for Processing Authorization and Expenses in GovTrip When Travel Was Booked in
FedTraveler Using the Employee’s Government-Provided Travel Charge Card (Continued)

Step

Action

3

Under the “Type” field, select the correct purchase/reimbursement method option used.
In this example, the airfare was purchased using “CP - Air Fare (GOVCC-1)”.

Complete all of the remaining self-explanatory fields with a red star “*”.

a https:Hetscdewebgov.govtrip.com - GovTrip Travel System - Welcome to GovTrip - Microsoft Internet Explorer.

'4 Start c€eo coss Platf... | 7 GovTrip System - ...

File Edit Wiew Favorites Tools Help f
Logged In s Document Mame: LONEWORLEAMSO100107_a01 Screen 1D 1094.1 Close Window ~
Traveler Mame: Document Type:  Autharization TA Mumber: ONXRPZ Help far this screen
Retutn to Document List

_:___---.._"“- l ItmerarMpenses Accounting  Additional Options ~ Review/Sign
GOVTI'IP Air Lodging Rental Car Rail Other Trans,
TRAVEL for GOVIRNMENT ¥y

Otter Transportation o summary
Use this screen to enter Other Ticketed Transportation information. Overall Starting Point
Leave From:  RES: WASHINGTON, DC  Edit
Leave: 01-0ct-07
ADD Ticket Information
Location 1: HEW ORLEANS (ORLEANS),LA
Enter or select the required data, Leave From: RES: WASHINGTON, DC Edit
TO Loc: HEW ORLEANS
Plzase Mote: A Red Star [ * ) indicates a field is required, {ORLEAMNS),LA
Purpose; TRAIMING ATTEMDHMCE
Type: Brrive: 01-0ct-07
L i 07-0ct-07
*Description: save ¢
* Ticket No: Overall Ending Point
CR- Train Fare (GOVCC) LeaveFrom:  HEW ORLEANS Edit
* Ticket Valug: CR-C - Train Fare [GOVCC-C) (ORLEANS),LA =,
V- Boat F.
o et Returnloc:  RES: WASHINGTON, DC
Cost: Arrive; 07-Oct-07
(If different from kit — |
ticket valug)
*Departure Date 0701 /2007 v
ey o7
Issue Date I:I =
(mm fdd Sy ]
*Ticket Date - [==
1270472007
oy, 20|
CEi Account: ‘ || ‘
~
&] Done S @ nterret

[ W Nowvell GroupWwise ...

" 28 post Trip uthariz... & [ 119PM
/|

2 hit

8-7-08

Page 4



Notice FI1-2849

Exhibit 1

Procedure for Processing Authorization and Expenses in GovTrip When Travel Was Booked in
FedTraveler Using the Employee’s Government-Provided Travel Charge Card (Continued)

Step

Action

4

Review data entered and CLICK “Save”.

https:Hetscdowe bgov.govir

File  Edit  View _Favorites Tocl

p Travel System - Welcome to GovTi soft Internet Explore

Logged In &
Traveler Mam
Return to Document List

 ——

Govlrip y

Other Transportation

ADD Ticket Information

Enter or select the required data.

Use this screen to enter Other Ticketed Transportation information,

Screen ID: 1094, 1
TA Number: ONARPZ

Document Name: LDNEWORLEANSO100107_a01
Document Type:

’ ItinerarWMpenses Accounting  Additional Options  Review/Sign

Air Lodging

_Trip summary SN

Ouerall Starting Point

Close Wiindou

Authorization Help for this screen

Rental Car Rail Other Trans.

Leavs From:
Leave:

RES: WASHINGTON, DG Edit
01-Cct-07

Location 1: HEW ORLEANS (ORLEANS),LA

Leave From:  RES: WASHINGTON,DC  Edit

= Type:

OV Loc: HEW ORLEANS
Please hote: 4 Red Star [* ) indicates a field is required. (ORLEANS), LA
Purpose: TRAINING ATTENDANCE
| cp - wir Fare ovee-y ~| - 01-Oot-07
07-0ct-07

*Description

|air Fare igovec-y

‘ Leave:

* Ticket MNo: |Typa Ticket

#Here i.e. 9999999999 | Ouerali Ending Poirt

* Ticket Value:

Cost.
(If diffarant from
ticket walue)

~ Departure Date

*Ticket Date
tmm fdd Sy )

500,00

104012007

(mm fd iy ):
|ssue Dats 09242007
(mm syl

0942772007

Leave From:  MEW ORLEANS Edit
(ORLEANS),LA
RES: WASHINGTON, DG

07-0ct-07

Return Loc:
Arrive:

CBA Account:

&] Done

=]

1 3 citrix 1CA ClientE...

2 @ mkemet
&

Employees will see that the transportation was added under the “Trip Summary” block.

2} https:/etscdcwebgov.govirip.com - GovTrip Travel System - Welcome to GovTrip - Microsoft Internet Explorer

File  Edit  View

Tools

Favarites

Help

Logaed In &:
Traveler Mame
Return to Document List

——

GovIrip

Screen |D: 1095.1
T Mumber: OMKRPZ

Document Mame: LDRNEWORLEANSO100107_A01
Document Type:  Authorization

’ Itmerarwapenses Accounting  Additional Options Review/Sign

Air Lodging Rental Car Rail

Close Window
Help for this screen

Other Trans.

her Transportation | Trip Ssummary
The amaunt on this screen is the total for all travelers on the group that are Overall Starting Point
associated to this ticketed transportation. Lesve From:  RES: WASHINGTON,DC  Edit
Leave: 01-0ct-07
Ticketed Transportation Saved Location 1: NEW ORLEAHS (ORLEANS),LA
LesvsFrom:  RES: WASHINGTON,DC  Edit
Ticket Information O Loc: HEW ORLEANS
(ORLEANS),LA
Select the "edit” link far the corresponding ticketed transportation item to Purpose! TRAIMING ATTEMDARCE
edit this ticketed transporation. Arrive: 01-Oct-07
Leave: 07-0ct-07
* Type:
« Description: Other: Al Fare (GOVCC-1) Edit
pren: Type: CP - Air Fare (GOVCC-1)  Remove
= Ticket Mo: See Attached Ticket 1 Depart: 01-0ct-07
= Ticket Value: 0.00
Overall Ending Point
Cost: 0.00
(If different from Leave From:  NEW ORLEANS Edit
ticket valuz) (ORLEANS),LA
. Return Loc:  RES: WASHINGTOM, DC
Dep Date: 1040172007 il 7ot
Issue Date:
= Ticket Date: 120472007
CBA Account: R
+ wigw f edit expense details
Create 5 hew Ticksted Transportation Entry

83

S @ Internet
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Notice FI1-2849

Exhibit 1

Procedure for Processing Authorization and Expenses in GovTrip When Travel Was Booked in
FedTraveler Using the Employee’s Government-Provided Travel Charge Card (Continued)

Step

Action

5

Add the $10.03 TMC fee to this authorization. CLICK “Expenses” from the main
navigation bar, and then CLICK “Non-Mileage” from the sub-navigation bar. Add any
other expenses that may apply to this trip at this time.

Note: In the event the employee called TMC to book the flight, the employee will be
charged the full service fee, which is at a higher rate of $29.95. Enter the fee that
applies.

A https: /letscdowebgoy.

Logged In As:
Travelet Mame:

Return ko Document Lis

Use this screen to entg
expense type, enter a
Reminder: TMC Fees ary
Travel Charge Card (1B

CHARTERED CONVEYAMCES
CURRENCY EXCHANGE FEES

File Edit Wiew Favorites|FOREIGN COUNTRY EXIT FEES

INOCULATIONS

e | INTERPRETERS

LAUNDRY EXPENSE (DOWMESTIC)

ng:l:l,:fp LIMCUSINE

MISC EXPEMSES - NOT LISTED
PAPER TICKET FEE

Non-Mileage Exp[gadlls

PASSPORT /IS4 FEES

PER DIEM {LODGIMNG)
PHOME CALL - BUSINESS
PHONE CALL - HOME
PHOTOS (PASSPORT FVISH)
Private Wessel

Leave: [1-Oct-07  R{FUBLIC TRANSIT (METRO.ETC)

Rental Car

Hon-Mileage Expense|SHUTTLE SERWICE

THEI FCAB FARES
TOV TRARSPORT - NOT LISTED

aitem - Welcome to GovTrip - Microsoft Internet Explorer,

LB
o

o

WORLEANSO100107_A01
jarization

ry Travewcmunting Additional Options Review/Sign

Screen |D: 10371 Cloze window
Th Mumber; ONXRPZ

Help for this screen

W Hon-Mileage EETHERES Documentation/Receipts

ocument. Select an expense type, or, if you cannot find the appropriate
fawe Expenses” to save the expenses to the travel document,
when the transportation costs are charged to your Individual Gowernment

* Select Expense Type: *Date:  |10/01/2007 A
TICKET-PERSCNALLY PROCLRED | epate: | | B
- OR - | TMC FEE (GOVCC-C) {mmdd fryyy)
: 1) * tethod of Reimbursement ‘ GOWCE 4 |
TOLLs
Hon-Mileage Expense TRANSLATION FEE —
TRAWELER'S CHECK FEE ha
*  selsct Expense TypE:| v | ‘ *Date: ‘m.’m 2007 | [
(mm2dd Ay
_OR-
| | * #hethod of Reimbursement ‘ -- Please select -- v |
Hon-Mileage Expense #3
*  Select Expense Typa:| v | *Date: ‘10,01 12007 | E=
(mmydd Ay
_OR-
| | * dhethod of Reimbursement ‘ -- Please Select -- v |

Hon-Mileage Expense #4

~

&

L
4 Start

2 @& 6§ [ 3cem

=]

| [ 3 citric 1A Client E... ~
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Notice FI1-2849 Exhibit 1

Procedure for Processing Authorization and Expenses in GovTrip When Travel Was Booked in
FedTraveler Using the Employee’s Government-Provided Travel Charge Card (Continued)

Step

Action

6

Review data entered and CLICK “Save”.

https:Hetscdcwe bgov.govirip.com - GovIrip Travel System - Welcome to GovT soft Internet Explore

Edit 4w Fauorites _Tools  Help

Logzed In &s Document Mame: LDNEWORLEANSO100107_A01 Soresn |08 1037, 1 Cloise Windou -~
Traveler Mam: Document Type:  Authorization TA Mumber: OMXRPZ Help for this screen
Return to Document List

m—
——— ’ Itinerary TraveMcmummg Additional Options  Review /Sign
Govlri

AP Mileage Documentation/ R

Non-Mileage Expenses

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 "Save Expenses” to save the expenses to the travel document,

Reminder: TMC Fees are a reimbursable expense to the traveler when the transportation costs are charged to your Individual Government
Travel Charge Card {IBA].

Leave: 01-0ct-07  Return: 07-Oct-07

Hon-Mileage Expense #1

*  Select Expense Typ

= Cost: §[10.03 | -pate: [10/01s2007
_ oR - | TMC FEE (GovCe-1) {mm /dd fyy)
= Wethod of Reimbursement | GOWGS ~
Hon-Mileage Expense #2 —
*  select Expenss Type:| ~| “Cost: § | -pate: [10/0142007
or-| | (mmrdd ey
= Wethod of Reimbursement | — Please select — ~
Hon-Mileage Expense #3
*  Select Expense Type:| ~| Cost; § | -pate: [1ws0172007 |
or-| | (mm 7dd Anenr
* Method of Reimbursement Please Select - >

Hon-Mileage Expense #4

&) =] 2 @ Internet

13 citrix 1CA Client E. ..

Employees will see the TMC fee under the “Expenses Summary” block.

2 https:Hetscdcwebgov.govirip.com - Govlrip Travel System - Welcome to GovTrip - Microsoft Internet Explorer

File Edit Wiew Faworites Tools  Help
Logeed In As: Document Mame:  LEMNEW/ORLEANSO100107_01 screen ID: 1036, 1 Close Window ~
Trawveler Mame; Document Type:  Authorization Té Mumber: OM<RPZ Help for this screen
Rsturn to Document L
—_—
e
G T‘—,'-— ’ Itinerary Trave@ccounling Additional Options  Review/Sign
LFOVIIID 4 Mileage Documentation/Receipt
penses Expenses Summary
Expense Type Date Cost Em
Use this screen to enter non-mileage expenses for your travel document. j
Select an expenses type, or, if you cannot find the appropriate expense THCFEE IGOVEC- g7 sio03 | ok
type, enter a description in the box prowided. Select "Save Expenses” to ) Remove
save the expenses to the travel document.
Reminder: TWC Fees are a reimbursable expense to the traveler when the Total Expenses: 10,03
transportation costs are charged ko your Individual Gove rnment Travel
Charge Card {IBA].
Leave: 01-Oct-07 Return: 07-Oct-07 Add Expense
“Expense Type: | ~
-OR- | ‘
o
(mmrdd gy 1070142007
" Method of Reimbursement; | -- Flease Select - -
+1 wiew fedit expense details 8
)
&] Done =] S 8 Internet

8-7-08
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Notice FI1-2849

Exhibit 1

Procedure for Processing Authorization and Expenses in GovTrip When Travel Was Booked in
FedTraveler Using the Employee’s Government-Provided Travel Charge Card (Continued)

Step

Action

7

CLICK “Review/Sign” under the main navigation bar, and then CLICK *“Preview” from

the sub-navigation bar. Review the document.

2N https:/Hetscdcwebgov.govtrip.com - Gov Travel System - Welcome to GovT osoft Internet Explorer
File Edt “iew Favorkes Tools  Help "
Logged In As; Document Name: LDNEWORLEANSC100107_A01 screen |0 1064.5 Close Wiindous -~
Traveler Mam Document Type: Authorization TA Number: OMKRP2 Help for this seresn
Return to Document List
—_
— ’ Itinerary Travel Expenses Accounting Additional OptionM
Ari
GovlTip Pre-Ausic__Other uths. _ Digital Sgnature i Conpare
Preview Trip
Revieus 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 Starting Point Time Zone: EST (06)
Itinerary: Leave From: RES: WASHINGTON, DC Trip Details & Comments
Edit Leave: 01-Oct-07 o the Approving Official:
Example post-trip authorization 4
for travel performed 1 Oct -7 Oct
Location 1 - HEW ORLEAHS (ORLEANS),LA Time Zone: CST (07)
Itinerary: Leave From: RES: WASHINGTON, DC
Edit TO Location: NEW ORLEANS (ORLEANS LA
Purpose: TRAINING ATTENDANCE
Arrive: 01-0ct-07
Leave: 07-Oct-07
Air Fare (GOVCC-1%: Type: CP - Air Fare [GOVCC-1)
Edit Fare: $500.00
Depart; 01-0ct-07
Method of GOVCT
Reimbursement:
Ticket: Ticket # Here i.e. 9999999999
o)
#&] Done =] 2 @ mternet

ICA Client E...

2 https:/Metscdowebgov.govirip.com - GovIrip Travel System - Welcome to GovIrip - Microsoft Internet Exploren

File Edt View Favortes Tools Help f/
Overall End Point Time Zone: EST (06) -~
Itinerary: Leave Fram: NEW ORLEANS (ORLEAMS ), La
Edit Return Location: RES: WASHINGTON, DC

Arrive: 07-Oct-07
Expenses
Hon-Mileage: Mo Expenss - _ Method of
Type Reimbursement
TMC FEE
Edit 1 10/01/07 10,03 GOWCC
it (GOVEC-1) §
Total: $10.03
Mileage: Expense
hio. Date Cost #Method of Reimbursement Miles
Type
Total:  §0.00
Per Diem Entitiements
Lodge / M&IE: start Date End Date Total Lodze Total MEIE
Edit 100107 10407707 5786,00 $383,50
Wieuw Documentation /Receipts
Accounting Summary
Accounting Code: 07 031240000  Edit
COM. CARR.-I: $500.00
LODGING: 5§786.00
WBIE: $383.50
THC FEE -I: $10.03
07 031240000 Sub $1,679.53
Tatal: e
&] Dore =] 2 8 Internet

8-7-08




Notice FI1-2849

Exhibit 1

Procedure for Processing Authorization and Expenses in GovTrip When Travel Was Booked in
FedTraveler Using the Employee’s Government-Provided Travel Charge Card (Continued)

Step

Action

8

CLICK “Pre-Audit” from the sub-navigation bar. If applicable, complete any
justifications, and then CLICK “Save And Proceed To Digital Signature”.

E | https:/etscdcwebgov.govtrip.com - GovTrip Travel System - Welcome to GovTrip - Microsoft Internet Explorer

File Edit Yiew Favortes Tooks Help

CEX
=

Logged In As: Document Name: LDNEWORLEANSO100107_ad1 Screen ID; 1043.1 Close Wiindou
Traveler Name: Document Type:  Authorization TA Numbier: ONXRPZ Help for this screen

Return to Document List

—
-—:-.'-"“ ’ Itinerary Travel Expenses Accounting Add[llnnalOptionM
Govlrip &J

Preview JICHUEI® Other Auths.  Digital Signature  Trip Compare

Pre-Audit Trip

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

0 Items have been Flagged in this Travel Document

Save And Proceed To Digital Signature

.. Proceed to the following page: Continue

i4 start Z € C | &G e to 3 Gov Gov..., go... | 13 GtrixICA ClentE... =

@ Cone D é 0 Internet

& v 347 A

8-7-08
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Notice FI1-2849 Exhibit 1

Procedure for Processing Authorization and Expenses in GovTrip When Travel Was Booked in
FedTraveler Using the Employee’s Government-Provided Travel Charge Card (Continued)

Step

Action

9

After reviewing and pre-auditing the authorization, CLICK “Digital Signature” from the
sub-navigation bar. In the “Additional Remarks” block, type in the remark for the
approver review stating that the ticket was purchased outside of GovTrip, such as “Airline
ticket was obtained thru FedTraveler”.

Once complete, select “Signed” and CLICK “Submit Completed Document”.

a https:Hetscdewebgov.govtrip.com - GovTrip Travel System - Welcome to Govrip - Microsoft Internet Explorer. \'._||'E\E|
File Edt View Favorites Tools  Help ,r
Logged In ds: Document Mame:  LDNEWORLEANSO100107_401 Screen 1Dy 1059.1 Close Window »
Traveler Mame: Document Type:  Autharization T Mumber: ONXRPZ Help for this screen

Return ta Document List
’ Itinerary Travel Expenses Accounting AddﬂionalOption@

e
GOVTrIp S 4 Preview Pre-Audit Other Auths. Digital Signature Trip Compare
TRAVEL for GOVERRMINT

Digital Signature

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

Document Action

“Submit this document as: SIGHED hd

Additional Remarks:

1.2, Airling ticket was obtain thru
FedTravele r|

* hdvance Ticketing Date:
o 12/04/2007 '
(mm fdd Ay

Advance Ticketing Date wil not be applied until approval

Submit Completed Document

Pending Routing Actions

Awaiting Status Change To By Lewel

Document History Display Full Histor

@j Daone D é ' Inkernet

-,'; start 286 [ 3w eloometa,, | avTHip § o A Hips: | 4 Gitric ICA Clie - fi)rq.-..u.. 10:05 AM

10

The authorization is done and will now be routed to the approver.

8-7-08
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Notice FI1-2849 Exhibit 2

Procedure for Creating a Post-Trip Travel Authorization When FSA’s Centrally Billed Account
(CBA) Is Used

The following are procedures for creating a post-trip travel authorization when FSA’s CBA was
used to book transportation in FedTraveler and paid through GVTS.

Step Action

1 | Create a new authorization by selecting the starting point, TDY location, and ending point.

=lol x|
LB

F
Close Windaow -
Help for this screen

a https://etscdecwebgov.govirip.com - GovTrip Travel System - Welcome to GovTrip - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools  Help

Screen |D; 10645
Ta Number: ONXRPO

Logged In As:
Traveler Mame:
Return to Document List

GOVTfF—;

.................... 4

Document Mame: ABKAMSASCITYM111907_A01
Document Type:  Authorization

’ Itinerary Travel Expenses Accounting Addftionalomion@

MIETTW  Pre-Audit Other Auths.

Digital Signature Trip Compare

Preview Trip

Rewizw 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 procesd to
Pre-dudit.

Overall Starting Point Time Zone: EST (06)

Itinerary:
Edit

Leave From:

Leave:

RES: MEW ORLEANS, Li
19-Now-07

Trip Details & Comments
to the Approwing Official

=l
E

Location 1 - KAHSAS CITY,MO Time Zone: C5T (07)

Itinerary: Leave From: RES: MEW ORLEANS, Liv
Edit TOY Location: KANSAS CITY MO
Purpose: TRAINING ATTEMDWMCE
Arrive: 19-Now-07
Leave: 23-Now-07

Overall End Point Time Zone: EST (04)

Itinerary: Leawe From:
Edit

Arrive:

Return Location:

KANSAS CITY MO
RES: MEW ORLEANS, Li

23-Mow-07

Internet

=
A
3 AM

8-7-08
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Notice FI1-2849

Exhibit 2

Procedure for Creating a Post-Trip Travel Authorization When FSA’s Centrally Billed Account
(CBA) Is Used (Continued)

Step

Action

2

CLICK *“Expenses” and enter the non-mileage and mileage expenses. Select “Personal” as

the method of reimbursement.

a https://etscdcwebgov.govtrip.com - GovTrip Travel System - Welcome to GovTrip - Microsoft Internet Explorer

=lolx|

File Edit Wiew Faworites Took  Help

‘@ . .l'.r

Logged In Document Mame: ABKARSASCITYM111907_A01 Screen ID: 1036,1 Close Windou
Traveler Mamel Document Type:  Authorization T4 Mumber: ONXRRO Help for this screen

Return to Document List

—_—
G T e ’ Itinerary TraveMcmunllng Additional Options  Review/Sign
bt O“{m.....p Non-Mileage Mileage Documentation/Receipts

Non-Mileage Expenses Expenses Summary
Expense Type Date Cost ER
Use this screen to enter non-mileags expenses for your travel document.
Select an expenses typs, or, if you cannot find the appropriats expense HOTEL TAXES g7 | t10z.ap | EEE
type, enter a description in the box provided, Select "Save Expenses” to Bomos)
save the expenses to the travel document, I B
Reminder: TMC Fees are a reimbursable expense to the traveler when the o AR $2000 o e
transportation costs are charged to your Individual Government Travel h—
Charge Card (IBA). Edit
= L) PARKING 11019007 $4B.00 | ot
Remove
Leave: 19-Nov-07 Return: 23-Nov-07 Add Expense -
THXIACABFARES 11019407 §30.00 Do
*Expense Type: I j —
Total Expenses: $200.40
_OR- l—

"Cost: t
pate: 11719/2007
(mm dd yyyy)

" method of Reimbursement: | -- Pleass Select -- J

+ wiew fedit expenss details

3 https://etscdcwebgov.govtrip.com - GovTrip Travel System - Welcome to GovTrip - Microsoft Internet Explorer

=
ET ]

<

File Edt Wiew Faworites Tooks Help

Logged In is: Document Name: ABKANSASCITY#111907_A01 Screen 1D 1035.1 Close Window
Traveler Name| Document Type:  Autharization TA Mumber: ORXRPO Help for this screen

Return to Document List
’ Itinerary TraveMcmunllng Additional Options Review/Sign

Non-Mileage Documentation/Receipts

—_

GovIrip

Mileage Expenses Expenses Summary

Expense Type Date cast ER
Use this screen to enter mileage sxpenses far your trip. Click on the “Save
Expensss” button to sawe thess sxpsnses. POV - TDY 119007 | soonp | EEE
Remove
Leave: 13-Nov-07 Return: 23-Hov-07 Add Expense Total Expenses: 2910

* Expense Type: -
* Date: 1141942007

immdd fyyyy)

* Method of Reimbursement: | -- Please Select - j
* Miles x Rate = Cost 3
Ta calculate mileage for POYs use the Table of Distances

=+ Edit This Expense Type's Defaults

&l O B

L] 2|

=l
A

8-7-08
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Notice FI1-2849

Exhibit 2

Procedure for Creating a Post-Trip Travel Authorization When FSA’s Centrally Billed Account

(CBA) Is Used (Continued)

Step Action

in the justifications, where applicable.

3 | After all expenses have been added, CLICK “Review/Sign”, CLICK “Pre-Audit”, and type

https:#/etscdcwebgov.govirip.com - GovTrip Travel System - Welcome to GovTrip - Microsoft Internet Explorer _ O] X
File Edit Wiew Favorites Tools Help | @ - ..','r
Logged In As: - Document Mame: ABKANMSASCIT 111907 _A01 Screen 10 1043, 1 Close Window =
Traveler Mame: Document Type:  Autharization Té Number: ORRPO Help for this screen
Return to Document List
—
—— ’ Itinerary Travel Expenses Accounting Additional OpllonM
QQK...;!:!p "4 preview MITHUNIY Other 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 Approwing Official’ text fisld for
flagged items, When you are finished, or if there are no flagged items, click "Proceed To Digital Signature.”
2 ltems have been Flagged in this Travel Document
1. Reason Flagged tem Description * Justification to Approving Official
! ACCT CODES EXIST MO ACCT CODE/S ASSIGNED This is the training enwironment, no accounting is :I
assigned.
2. Reason Flagged tem Description * Justification to Approving Official
+ DFLT PMT METHOD LISED + HOTEL TAXES OM 1171907 | hawe no government credit card, so | paid my ;I
HAS PMT METHOD OF hotel uzing my personal credit card
PERSONAL - MOT USING
DEFAULT PAYMENT METHOD -
GOVCC
=
Sawe And Proceed To Digjtal Signature
=
|€I Done @ @ Inkermet Y
"~ - y
g start. 7 1

8-7-08
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Notice FI1-2849

Exhibit 2

Procedure for Creating a Post-Trip Travel Authorization When FSA’s Centrally Billed Account
(CBA) Is Used (Continued)

Step

Action

4

CLICK “Preview” to verify the trip cost.

https:/ietscdocwebgov. govtrs

File Edit Miew Favorites Tools  Help

Travel System - Welcome to GovTri

icrosoft Internet Explorer

-|olx]

|& | &

Document Mame: ABANSASCITYM 111907 _a01
Document Type:  Authorization

Logzed In &:
Traveler Mame:

Return to Document List

Gova @

Pre-Audit

Screen |D: 1064.5
TA Mumber: ONXRPO

Close Window
Help for this screen

’ Itinerary Travel Expenses Accounting Addlliunatoplicn@

Other Aut

Preview Trip

Pre-Audit,

Overall Starting Point Time Zone: EST (06)

Itinerary: Leave From: RES: MEW ORLEANS, LA

Edit Leave: 19-Mov-07

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

Trip Details & Comments
to the Approvwing Official:

E
H

Location 1 - KANSAS CITY,MO Time Zone: C5T (0F)

Itinerary: Leave From: RES: MEW ORLEANS, L&
Edit TOY Location: KAMSAS CITY MO
Purpose; TRAINING ATTEMDAMCE
Arrive: 19-Mew-07
Leave: 23-Maw-07

Overall End Point Time Zone: EST (0]

Itinerary: Leave From: KANSAS CITY 0
Edit Return Location: RES: MEW ORLEANS, LA
Aprive: 23-More-07

https:/fetscdcwebgov.govtrip.com - GovTrip Travel System - Welcome to GovTrip - Microsoft Internet Explorer

File Edit ‘iew Favorites  Tools  Help ‘ @
Expenses
i . Expense Method of
Hon-Hileage: N, i3 Date Cost
Type Reimbursement
Edit 1. HOTEL TAXES MA907 $102.40 PERSONAL
PHOME CALL -

Edit 2. HOME MA907 $20.00 PERSONAL

Edit 3. PARKING MA907 442,00 PERSONAL

Edit 4. Th¥| /CAB FARES MA907 $30.00 PERSONAL

Total: $200.40
Mileage: Expense
Ma. & Date Cost #ethod of Reimbursement Miles
Type
Edit 1 POV -TDY MI19107 $29.10 PERSOMAL 60
Total: $29.10
Per Diem Entitlements
Lodge FM&IE: Start Date End Dats Tatal Lodge Total MEIE
Edit  11/19/07 M 2307 §412.00 $220,50
View Documentation/Receipts

Accounting Summary
Mo Accounting Information available,
Advances Summary
Mo Advances Requested.
Payment Distribution

8-7-08
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Notice FI1-2849

Exhibit 2

Procedure for Creating a Post-Trip Travel Authorization When FSA’s Centrally Billed Account

(CBA) Is Used (Continued)

Step Action

before signing the document.

paid through GVTS.”

a https:ffetscdowebgov.govtrip.com - GovTrip Travel System - Welcome to GovTrip - Microsoft Internet Explorer

5 | CLICK “Digital Signature” and enter the following in the “Additional Remarks” block

“The airline ticket of $ from airline was purchased through FedTraveler
using a centrally billed GVTS account. Receipts are attached. The ticket was not
itemized on this authorization/voucher to prevent double payment of an expense already

File Edit Wiew Favorites Tools Help

Logeed In As: Document Mame: ABKAMSASCITY#111907_A01 Screen |D; 1069.1 Cloze Windom
Traveler hame: Document Type:  Authorization Th Mumber: ON¥RPO Help for this screen

l Itinerary Travel Expenses Accounting Addfllonat()pllon@

Return to Docum:

e

.
GOVTrIp Preview Pre-Audit Other Auths. Digital Signature Trip Compare
TRAVEL for SOVERNMENT

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 ast SIGHED hd

Additional Remarks: “ The aitline ticket of §_____ from ﬂ
aitling was purchased through
FedTraweler using a centrally billed GVTS
laccount, Receipts are attached., The j

* hdvance Ticksting Date:
vence WSREURDEE L Namamorr | [
immdd Ay )

Advance Ticketing Date will not be applied until approval

Submit Completed Document

Pending Routing Actions

Awaiting Status Change To By Level

SIGHED - ¢

&l @
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