CREATING AN AUTHORIZATION WITHOUT A TRAVEL RESERVATION

STEP 1: Go to USDA eAuthentication
Login using your LincPass and clicking
on the LOG IN icon. Alternatively, you
may login by entering your User ID &
Password and then clicking on the
LOGIN button.
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STEP 2: Agree to Privacy Act Notice
Logging into eAuthentication will take
you to Concur’s Privacy Act Notice
page. Read the Warning and Privacy
Act Notice then click on the | Agree
button to continue to the Concur
Home page.
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An Authorization was automatically
created when you booked travel. To
locate it, select the Authorization tab
from the CGE Home page

View Authorizations |Mew Authorization] Search Authorizations

STEP 4: Select Document Type

From the Document Type drop down
menu, choose Auth and then select
the create button.
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STEP 5: Select General Tab
Select the General tab to enter
general information about this trip.

Summary Pmﬁle Expenses & Receipts || Exceptions || Accounting || Advances || Totals || Gonfirmation | Perform Pre-Audits || Preview Document || Print Itinerary

STEP 6: Enter Document Information
From the Document Information
page, enter the trip Type Code,
Purpose, and a Document
Description.

Trip Infc
Document Type @ Auth Add Travel to an Open Authorization | =]
Document Name @ TRIPO0O1DY
Document Date 03/19/2014
TANUM © TANUMO01Q4
D Sponsored Travel
Currency | U.S. Dollar El
neecose@fncieTme ][]
Purpose @l MISSION (OPERATIONAL) | [=]

Document Description @ |Meet\ng in Philadephia with regional staff, -




STEP 7: Enter Trip Information

Select the Trip Information lab and
enter an Arrival date, Departure Date,
and an Itinerary Location for this trip.
Select Create Document to continue.
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STEP 8: Select Expenses Tab
Select the Expenses tab to enter the
estimated expenses for this trip.

Summary || Profile Genera\l Expensﬁ&keoeipisl Exceptions || Accounting || Advances || Totals || Confirmation || Perform Pre-Audits || Preview Document || Print Itinerary

STEP 9: Add Expenses

Expenses for Airfare, Lodging, and
Rental Car have already been added
from your travel reservation. The
Meals and Incidental Expenses
(M&IE) have also been added per the
TDY location. To add an additional
expense, select Add Expense.
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STEP 10: Enter an Expense
On the right side of the page, enter
the following information:
e Expense Description (ie Hotel Tax)
e Cost (estimated)
e Payment Method
o Create Expense Through (if
expense applies to multiple
consecutive days) Select Save to
complete. Note: Be sure to select
Add Expense before each entry to
avoid editing a previously entered
expense.

Add Expense Details
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STEP 11: Edit an Expense
To edit an expense, select the edit
icon on the left side of the expense.

STEP 11 (continued): Edit an Expense
Edit the cost or payment method
fields and select Save. In this
example, to edit the M&IE, select
Show Per Diem Conditions.
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STEP 11 (continued): Edit an Expense
Select the radio button next to Meals
Provided and check the appropriate
box next to Breakfast, Lunch, and/or
Dinner. Enter an end date in the Copy
Per Diem Conditions Through field if
this applies to multiple consecutive
dates. Select Save to complete.
Continue to add all estimated
expenses for this trip.
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STEP 12: Select Accounting Tab
Select the Accounting tab to enter the
accounting information for this trip.
Locate and select an accounting code.

Accound Drganizafion: GLSDADASOHOM000130
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STEP 13: Perform Pre -Audit Check
Select the Perform Pre -Audit tab to
verify audit tests.

Summary || Profile | General || Expenses & Receipts | Exceptions || Accounting || Advances || Totals || Confirmation || Perform Pre-Audits || Preview Document || Print Itinerary

STEP 14: Identify Pre -Audit FAILs
Check for any FAILs on the Pre -Audit
List. These require a justification.
Note: A HARDFAIL (not shown)
requires an adjustment to the
document in order to proceed.
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STEP 15: Justify Pre -Audit FAIL
On the right side of the page, select
Justify Pre -Audit Results.
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STEP 16: Enter Justification

Enter a justification, per your
OpDiv/StaffDiv guidelines, in the
comment box next to the FAILed pre -
audit. Select the Save Justification
button to continue.
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STEP 17: Select Confirmation Tab
Select the Confirmation tab to sign
the document

STEP 18: Sign Authorization

Select the Signed stamp from the
drop down menu next to Status to
Apply. Select the Stamp and Submit
Document button to continue. Note:
A Preparer may choose the Document
Prepared stamp if the Authorization
needs to be sent to the Traveler for
verification.
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STEP 19: Review Pre-Audit

Review the pre-audits to verify that
all justifications have been provided.
Select the Continue Stamping the
Document button to complete.
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STEP 20: Accept Signature

Select the Accept Signature Text
button to indicate that you are legally
signing this document.

Cancel Stamping I Accept Signature Text I

STEP 21: Close and Route
Authorization

Select the Close Post Stamping
Document Closure Screen button to
close the Authorization and begin the
routing process.
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