Post Trip Authorization

In the event the GovTrip online booking is unavailable USDA staff may contact the Travel
Management Center (TMC) help desk to arrange airline travel using your Government Issue Credit
Card. Transportation purchased through this method will be charged a $28.25 TMC service fee. The
following steps are a demonstration of how to record the cost of transportation when booked outside of
the GovTrip system:

EXAMPLE:
Traveler: TravisT.
Airline Ticket cost:  $500.00 (purchased outside of GovTrip)
TMC: Fee: $28.25 (Full Service Fee)
Method of Payment: Government Issue Credit Card (GOVCC-I)
Travel Dates: October 1-7, 2010
Today’s Date: October 8, 2010

Step 1 — Create a new Authorization for the TDY location, following below standard authorization
procedures. From the navigation bar, select Authorization. Under authorization select the
Create New Authorization option.

Welcome, Travis T Traveler
Organization: GUSDAGTZ2.0_TEST - Permission: 0

Document List for Travis T Traveler Authorization  Voucher  Open Authorization  Group Authorization

Create New Authorization » Create Authorization from Open Authorization »

Sorted by

Sort by Document Hane Departure Date  ~2rthy Status Document Approved?  Document Cancelled?  Sort byTh Humber  View/tdit Print Copy Remove Amend Voucher
TTHORNGKOMGHKGOYZE10_A01 09723710 ﬁ}l:l'_ﬂj_ﬁ_ci_ H_O_L_IBP_A_S%IE)_ Tes Mo ORLYIH wiem print  copy wiem
TTRALEIGHNCO9Z610_A01 09/26/10 AUTH 24 HOUR PASSED Tes Mo DMUMD wiew print  copy view
TTCHICAGOILOGT610_AD1 g/ 16010 ADJUSTED Mo Mo OMUY2Y wiem/edit  print  copy

TTSAMANTONIOCOS 1610_AQ1T 0816710 ADJUSTED i Mo OrLYEZS wiem/edit  print  copy

TTUSHIMGTOMDOS0210_AQ1 QG020 AUTH 24 HOUR PASSED Tes Mo OMUSFS wigmn print  copy wiem
TTUasHINGTONDOB0Z10_AOZ 0&/02/10 ﬁ:«[_)gl:lsfgl?_ o Mo ORUITSO wiem/edit print  copy

TTALEUQUERQLIEDSD110_AD1 Qz/01/10 AUTH 24 HOUR PASSED Tes Mo OMUKTI wiew print  copy view
TTEUFFALOMYDE0110_a01 08/01/10 ADJUSTED Mo Mo MU wigm/edit  print  copy

TTATLANTACOBEOTZ710_A01 07 /27010 SIGNED (i} Mo QLD wiem/edit  print  copy

TTERUSSELSBELOVZ2610_A01 07 f26/10 ADJUSTED i} Mo OrUL K wiew/edit  print  copy

Items per page: | 100 % HEXT 10

The below screen appears after selecting the “Create New Authorization”. Enter starting point TDY
location, ending point location, and remaining applicable information.




Step 10f 3

Where are you departing from??

Next Section ¢

GovTrip needs to know some basic trip information to ensure you are fully reimbursed for mileage and

other expenses incurred for your travel, Please fill in the information below.

Most lkely you will select your home (residence) or office location (duty station) as your travel base,

Residence: Duty Station:
11121 Brandywine Road MRFES, FMD
Waldarf, M0 20601 4700 River Road

(Update Residence) Rm. 3
Riverdale, MD 20772

(Update Duty Station)

Departing From:

* Departing On {mm fdd A 10/01/2010 E
" Residence (11121 Brandywing Road Waldarf, WD 20601)
' Duty Station (MRPES, FiD 4700 River Road Rm. 3 Riverdale, MD 20772)
" other:

Returning Ta:

*Returning On (mm fdd fyyyy): |10/08/2010 A
" Residence (11121 Brandywine Road Waldarf, MD 20601)
* Duty Station (MRPES, FMD 4700 River Road Rm. 3 Riverdale, MD 207732)
" other:

*Trip Type:

[TT-TRIP BY TRIP v|
*Trip Purpose:

[MISSION (OPERATIONAL) |
Trip Details:

(Do not enter sensitive information, such as 554, charge card and banking information, etc, in this field)

Fire Training

Click “Next section.”

. Previous Section  Step 2 of 3

What are your Temporary Duty Locations?
correctly calculate per diem rates for your travel.

My TOY Locations

®Arriving On (mmfdd vy ) 10012010 El
*Departing On (mmJdd ey |1O0E2010 szl

Keyword Search County Zipcode Select by TDY Location

'\QJ For International Date Line travel, do not adjust your arriving date, Calculation is automatic,

Next Section ¢

GovTrp needs to know where your Temporary Duty Locations [TCY) are to

Enter the name of a city, city/state, county, county/state, city/country,
or location in the search box below to find a per diem location. Mote: A
match may not be found for the information you enter, You may change
wour search criteria or use one of the other search options,

Search Term: (TDW/TAD Locstion)

| Search Location

. Previous Section Next Section

Next Section

Trip Summary

Trip Summary
_ Arriving  Departing
Location Purpose
- on on
Insert 1 Gold Hill, WSSO 100110 10708510
OR. [OPERATIONAL)

Please select travel bases for your trip,

Search for TDY Location. When found, click “Add selected location.”



Once complete, select Save and Proceed.

1 Previous Section

Step 3 of 3

What kinds of reservations do you need?
Please select the types of reservations you need for this trip. GovTrip will queue up required screens in
the trip creation path. You can abways add reservations not requested here by selecting the reservation
section needed using the navigation menu at the top of the page.

* Please select at least one of these options:

[ Air Travel
I Lodging
I car Rental
™ Rail

-

I need to enter an Other Transportation cost

Save and Proceed

Thiz applies to tickets or travel arrangements obtained outside of GowTrip (air, bus, ship, etc...)
Do not enter outside hotel or rental car expenses here, (More Info)

-

1 Previous Section

I do not require any reservations
Thiz option will skip all the reservations sections, vou can easily add them later if needed,

Save and Proceed

Trip Summary
Location Purpose LSO | DOEEDIE Edit Delete
on on
Insert 1 Gold Hill, MBSO 10401410 10708710 Edit Delete
R [DPERATIONAL)
Insert 2 Gold Hill, BAISSION 10405410 10708510 Edit  Delete
OR, [OPERATICRAL)

Step 2 - Select Reservations from the main navigation bar, and then select Other Transportation
from the drop box. Do not attempt to book a flight from the Air option on the drop box
this step is not required.

GovTrip

' TripPlanner .  Reservations . R0

Home - Authorization

. Previous Se

Per Diem

ng

Date

10/01/%0
10/02/%0
10/03/10
10704740
10/05/%0
10706/ %0
10/07/10
10/08/%0

Authorization

v

Flights

Hotel

Car Rental

Train

Other Transportation
Location View/Edit
GOLD HILL,0R »Edit
GOLDHILL,OR > Edit
GOLO HILL,OR » Edit
GOLO HILL,OR > Edit
GOLOHILL,OR » Edit
GOLD HILL,OR > Edit
GOLD HILL,OR » Edit
GOLD HILL,OR » Edit

Voucher Reports

Expenses .

Reset

> Basat
»Basat
> Basat
»Raset
> Rezet
»Razet
» Baset

»Rasat

Accounting . Additional Options . Receipts .

Inzidentals for each d

t" link changes thi

Lag Cost
£8.00
88.00
83.00
88.00
88.00
$3.00
838.00
0.00

Step 3 — Under the Type: field, select the correct purchase/reimbursement method option used.
In this example the airfare was purchased using Government Issue Credit Card,
CP-Air Fare (GOVCC-I).

Ldg Allowed
$8.00

88.00

88.00

88.00

88.00

885.00

88.00

0.00

Review & Sign
; » 8 |
Next Section
alle to ¢t r it
u o141 for tr 13
MAIE Alowed Per Diem Rate Code B L D Qs
42.00 8815
56.00 88 /5
56.00 88 /56
56.00 85 /5
56.00 88 /%
56.00 81%
56.00 8815
42.00 83 /5



. Prenvious Section Nesdt S e

Trip Su mmary
Other Transportation sveran: St ot L_.n
Use this screen to enter Other Ticketed Transportation information. — o
icked Information Leawe: 01-Cict-10
! Locatian 1: GOLD HILL OR Edit
Enter or select the required dats S o
Please Mate: A Red Star ( ) indicates a fisld & requined TOY Location: SOLD HILL OR
Purpece: BAISSION (OPERATICMAL]
. | Arrive: 01-0ct-10
Type: -~ Select - w rive
Leave: O-ct-10
* Description: - Sglect -
Owerall Endling Posnt Edit
® Ticket No: CP-C - Air Fare (GOWCC-C)
CR - Train Fare (GOWVCC-N) Liewas Firom, GOLD HILL .OR
* Ticket Value: CR-C - Train Fare (GOWCC-C) st Loc: T
CV - Bost Fare i "“_
Casts (W diffarant Trom ticket wake) BV - Private Wessel tor Arries: E-Cck-10
* Departure Cate (mm/dd/yyyy): 0172010 i
Is3ue Date fmmu'dd fyyyy): ,73

® Ticket Date jmmifad Mooy i W-_;]

CBA Account:

Complete all of the remaining self-explanatory fields with *



Step 4 - Review data entered and save.

.1 Previous Section

Other Transportation

Use this screen to enter Other Ticketed Transportation information.

Ticket Information

Enter or select the required data.

Pleaze Mote: 4 Red Star () indicates a field is required.

* Type:

* Description:

* Ticket Mao:

* Ticket Value:

Costi (If different from ticket value)
* Departure Date (mmSdd Ay )
|ssue Date (mmdd ey )

* Ticket Date (mmSdd vy )

CBA Account:

wethod of Reimbursement:

Comments:

| CP - Air Fare (GOVCC-) |
L&ir Fare (GOWCC-N)
[UA 45667283078
pooon
BODOD i fareion currency caldlator
ioo2010 1)
E]
5252010 1)

PERSONAL

Hext Section: Trip Summary
Overall:
Leawe From:
Leave:
Location 1:
Leave From:
TD Location:
Purpose:
Arrive:

Leave:
Location 2;
Leave From:
TD Location:
Purpose:
Arrive;

Leave:
Overall;
Leave From:
Return Loc;

Arrive:

You will see that the airfare was added under the Trip Summary block.

. Previous Section

Other Transportation

The amount on this screen is the total for all travelers that are associated to this

ticketed transportation.

Ticket Information

* Type:

* Description:
* Ticket Mo

* Ticket Value:

Cost:
{If different from
ticket value)

* Dep Date:

lzzsue Date:

* Ticket Date:

CE& Account:

wethod of Reimburzsement:

Reimburzable:

CP-4ir Fare [GOVCC-1)
Air Fare (GOVCC-1)
Ui dREE72E3078
500,00

500,00

104012010

09/29/2010

PERSCONGL

yes

Create a Hew Ticketed Transportation Entry

Save

Next Sectionc

Trip Summary

Ouerall:
Leawve From:
Leave:
Location 1:

Leawe From:

TO Location:

Purpoze:
hrrive:

Leave:

Other:

Type:
Depart:
Location 2:

Leawve From:

TO Location:

Purpoze:
Arrive:
Leave:
Ouerall:
Leawve From:
Return Loc:

hrrive:

Starting Point

HMRPBS, FMD

01-Cct-10

GOLD HILL,OR

MRPBS, FMD

GOLD HILL,OR

BAISSION (OPERATICMAL)
01-Ct-10

05-Cct-10

GOLD HILL,OR

GOLD HILL,OR

GOLD HILL,OR

BAISSION (OPERATICMAL)
08-Cct-10

05-Cct-10

Ending Point

GOLD HILL,OR

MRPBS, FMD

08-Cct-10

Starting Point

MRPBS, FMD

01-Cct-10

GOLD HILL,0OR

MRPES, FMD

GOLD HILL,OR

MAISSICR (OPERATICRAL)
01-Cct-10

05-Cct-10

Air Fare (GOVCC1)

CP - &ir Fare (GOWCC-1)
01-Cct-10

GOLD HILL,0OR

GOLD HILL,OR

GOLD HILL,0R
MISSION (OPERATIONAL)
05-Cct-10

05-Cct-10

Ending Point

GOLD HILL,OR

HMRPBS, FMD

05-Cct-10

Edit

Edit

Edit

Edit

Edit

Edit

Edit
Remove

Edit

Edit



Step 5 — Add the $28.25 TMC fee to this authorization. Select Expenses from main navigation bar,
and then select Non-Mileage from the drop box. From the Expense Type drop box select
TMC Fee (GOVCC-I) since in this example the traveler has a Individual government credit
card. Add any other expenses that may apply to this trip at this time.

. Previous Section  Step 4 of 9 Next Section

Non-Mileage Expenses

se this screen to enter non-mileage expenses for your travel document, Select an
expenses 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)

* Select number of expenses: | 1 4 ‘
Add Expense #1: Trip Duration: 01-0ct-10 through 05-0ct-10
YExpense Type: ‘ THC FEE (GOWCC-l) b |Enter expense not lisked
* Cost (%) EB.QS + fareign currency calculatar

* Date: (mmdd ) 10172010 )

* method of Reimbursement:

| PERSONAL v

Save Expenses

Step 6 - Review data entered and save.

Expense Summary

Expense Type Meth. of Reimb. Date
T Fee -1 PERSCMAL 10405510
Total Expenses:

You will see TMC Fee under the Expense Summary block.

. Previous Section Step 4 of 9 Mext Sectionc

Non-Mileage Expenses

Use this screen to enter non-mileage expenses for your travel document, Select an
expenses 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].

* Select number of expenszes: | 1 v|

Add Expense #1: Trip Duration: 01-0ct-10 through 08-0ct-10

*Expense Type: | v |Enter expense not listed

*Cost (%) E.DD + foreign currency calculatar

* Diate: (mmdd S 10M1/2010 )

* Method of Reimbursement:

|PERSONAL v

Save Expenses

Expense Summary

Expense Type Meth. of Reimb. Date
THIC FEE (GOWCC-1) PERSCOMAL 1001410
Tiw Fee -| PERSCOMNAL 1005410
Total Expenses:

Cost Edit
$13.50
$13.50

Cost Edit
$28,25 Edit
$13.50
$41.75

Remove

Remove

Remove



Step 7 - Select Review/Sign under the main navigation bar. Then select Preview from the drop box.
Review your document.

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,

. Previous Section  Step 7 of 9 Trip Details

Trip Type: TT-TRIP B TRIP

Trip Purpose Description:

Next Section,

Trip Details:
Fire Training
ltinerary
Tools Location Type Location Time Zone Departure Date
Edit Overall Starting Point MRFES, FMD EST (0&) 01-Cct-10
Edit. TDY Location 1 GOLD HILL,OR PST (09 01-Cct-10
Edit TDY Location 2 GOLD HILL,OR PET (099 03-Cct-10
Edit. Overall End Point MRFES, FMD EST (0&) =
Reservations

Wiew Al Flights

Mo flights selected

Mo Indging selected

Mo rental car selected

Mo rail selected

Lodging  Rental Car  Rail  Other Transportation

Add Flight Reservations

Add Lodging Hotel Reservations

Add Rental Car Reservations

Add TrainRail Reservations

Return Date

05-Cct-10

03-0ct-10

08-Oct-10

Comments

Purpose:
MISSIOR [OPERATIORNAL)

Purpose:
MISSIOR (OPERATICNAL)

Step 8 — Select Pre-Audit from the drop box under Review& Sign or click on Next Section, complete
any justifications and then click Digital Signature under Review& Sign drop box or Next Section.

Pre-Audit Trip

Below are any items that were "flagged" for this trip. You must provide carmments in the 'Justification to Approving Official' text field for flagged items. When you are finished, or if

there are no flagged items, click

Rem # Reason Flagged
1. TRAVEL DATE OWERLAP
2. TRAVEL DATE OWERLAP

. Previous Section

"Save and Proceed To Digital Signature.”

2 items have been flagged in this Travel Document

lem Description

Trip Owerlaps With TTHOMGKONGHKGO92810_AD1.

Trip Owerlaps With TTRALEIGHNCO92610_A01,

* Justification to Approving Official

original trip canceled

original trip canceled

Next Section?.,



Step 9 — After reviewing and a pre-audit of your authorization, select Digital Signature from the drop
box or Next Section . Within the Additional Remarks: state why the ticket was purchased
outside of GovTrip. i.e. “Airline ticket was obtained thru TMC due to GovTrip not

available for online booking”.

Once complete, select Signed, and click Submit Completed Document.
. Previous Section  Step 9 of 9
Digital Signature

Click below to stamp and submit this travel authorization for routing and approval. By submitting vou are legally signing this document.

Document Action

* Submit this document as: SIGMED N

Additional Remarks:

* hdvance Ticketing Date: (mm/dd Ay 92972010 1

Adwance Ticketing Date will not be applizd until approwval
Submit Completed Document

Pending Routing Actions
Awaiting Status Change To By Level
SIGNED Traveler, Traviz T, o]
Document Information Current History | FullHistory  Reasons for dudit Failures
Current History
Status Date Time Hame Remarks
CREATED 0508710 14: 59 Traviz T Traveler

Done!.........the authorization will now be routed to your approver.



