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1 Introduction

This ‘How To’ guide is designed to provide step-by-step instructions for both supervisors and employees on how to
perform the following administrative operations to accomplish the duties of their assigned roles and position:

e How To Process Time and Attendance (T&A) in Quicktime
e How To Access Quicktime Remotely

e How To Request Office Supplies and Equipment

e How To Request Commercial Training

e How To Process Travel in Concur Government Edition (CGE)
1

2 Time and Attendance (Quicktime)

2.1 ‘How To’ Process Time and Attendance in Quicktime via Web Access

2.1.1 Employee Instructions

The following are detailed instructions on how an employee codes his/her time and requests leave in Quicktime.

2.1.1.1 Process for Coding Time and Attendance in Quicktime

1. Use the following url to access the Quicktime Application Login page and click Login.
https://gtime.nbc.gov/proweb/gtime1534/login

WARNING TO USERS OF THIS SYSTEM

Laut Updazedt 09187008

This eomgesse wyvrem, instading a0 rulared sqipent, merwors, snd nareds devine (s
providad by th Deparcmast of the Ieteice (DOT) in accorkancd with the a

CRIVINAL PENALTIES FOR DISCLOSURE: Tha Privasy Ast soen
and ex wllfay dastlewsy thut ryaleem

—]

2. Loginto Quicktime using the Employee ID and Password assigned to you and click Login.
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vee ID: l:

Fassword:

in

Caneel I

For assistance, contact the hotline:
Technical: (888) 367-1622
Functional: (888) 367-1622
or email: guicktimehelpdesk_nbcdenver@nbe.gov
‘When calling the IBC QT helpdesk, use Main Menu Option 3 then option 1.

Hours of Operation
Monday through Friday 6:30 am until 5:00 pm, Denver time

3. By default the ‘Current’ tab is already selected. If you access your time card the Monday after the pay
week, the system will advance to the next payperiod requiring you to click on the ‘Previous’ tab to review
and/or make corrections and/or updates to your time in that same payperiod. Select Payroll.

HARMON LORAYE.

Current Pay Period: 2013 - 10
04/21/2013 - 05/04/2013

Employee: HARMON LORAYE.

4. The system will direct you to your time card in ‘Payroll Week One’ as shown in the sample below. While
on this screen you should do the following before changing your ‘Status’ or advancing to ‘Payroll Week

7’

Two’:

* U.S. Department of the Interior Page 6 of 66 OCIO ‘How To’ Guide on Admin Ops
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HARMONLORAYE.

1R _

Current Pay Period: 2013 - 10
04/21/2013 - 05042013 EI

1 \‘ Week Total: 40:00
\\ Period Total: 80:00

0800 401 [DYDIADO0O. 860000 |DS68635000 [DPITTRZ12ITTRAN [
402 HT000 . LV0000 |DS68635000 [DPITTR212ITTRAR ||
a02 00.LV0000 |DS68635000 |DPTTTR212ITTRAN |l
08.00 A1 ADO00 . 8G0000 |DS63635000 [DFITTRZ1ZITIRAN | B
\—F
P} | ]

a. Code your time for Week One. Code both your hours using the Hrs codes and your activity using
the Fav Keys (Favorite Cost Keys) provided by your timekeeper each fiscal year. Make sure the
week totals to 40 hours. The hours codes that are commonly used are as follows:

i. 010 = Regular Hours Worked
ii. 020 = Annual Leave Used
iii. 030 = Sick Leave Used
iv. 050 =Holiday Not Worked

Note: If you are uncertain as to what code to use, you can always look it up by selecting the Hrs Code “box” next
to the row you want to code then select LookUp. A new window opens up listing all of the codes you can use as
shown.

REGULAR PAID AT TIME AND A HALF

0zo ANNUAL LEAVE-UZED
0z4 AMNMUAL IN LIEU OF FECA-USED
0zs AMMUAL IN LIEU OF SICK - UIED

030 SICKE LEAVE-USED
034 SICKE LEAVE IMN LIEU OF FECA-USED
038 SICE LEAVE FOR ADOPTION - USED

ADVANCE ZSICE LEAVE-USED-EMPLOYEE ON LEAVE SHARE

|
|
|
|
02F | ADVANCE ANMUAL LEAVE-USED-EMPLOYEE ON LEAVE SHARE
|
|
|
|
| S-L BEREAVEMENT .~ FUWERAL - USED ;I

b. Before advancing to Payroll Week Two, click on _

c. Select the tab for Week 2 and repeat the process performed in “a. and b.” and click on _
d. Click the arrow in the Status box to change your status from unvalidated (UNV) to verified (VER)

and click on _

5. From the Main Menu, select Previous Menu.
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6. If you do not need to create a leave request and you are finished using Quicktime, then from the Main
Menu select Exit to exit out of the system.

HARMON LORAYE.

Payroll Remarks

Current Pay Period: 2013-10
04/21/2013 - 05/04/2013

Sign In/Out Employee: HARNON LORAY E.

Messages

2.1.1.2 Process for Requesting Leave in Quicktime

The following are the steps for employees to follow when requesting leave, after successfully logging into
Quicktime:

1. Before submitting a leave request, first check sick and annual leave balances. Click on the Leave Balance
link listed in the Main Menu to the left of the screen.

HARMON LORAYE.

Current Pay Period: 2013 -12
05/19/2013 - 06/01/2013

Payroll Remarks

Sign In/Out Employvee: HARMON LORAY E.

Messages

2. Leave balances will be displayed as in the screenshot below. If leave balances are adequate for the leave
amount(s) to be requested, proceed to step 3. In the event, leave balances are inadequate, leave may
have to be advanced which should be discussed with the supervisor before submitting the leave request in
Quicktime.
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HARMON LORAYE.
_ HARMON LORAY E. Current Pay Period: 2013 -12
Status: UNV 05/19/2013 - 06/01/2013

Payroll Remarks

Sign In/Out

Use/Lose Date: 01/12/2014 PP Hours YTD Hours

Use/Lose Balance: 10:00 Adv Ann Lv Used - LS: 00:00 00:00

Leave Category: 8 Adv Sick Lv Used - LS: 00:00 00:00
Owed YTD ADV

COOEC © © ©F©

Adv Annual Lv:
Adv Sick Lv:

ANNUAL
SICK
SICK BEREAVEMENT / FUNERAL
SICK GENERAL FAMILY CARE
SICK SERTOUS/TRAUMATIC FAMILY ILL
FAMILY LEAVE
FAM LV MILITARY - 12 Week
FAM LV MIL INJURY - 26 Week
CREDIT
COATPENCGATNRY

3. Click on the Leave Request link listed in the Main Menu to the left of the screen.
HARMON LORAYE.

Current Pay Period: 2013 -12
05/19/2013 - 06/01/2013

Payroll Remarks

Sign In/Out il Emplovee: HARMON LORAYE.

4. From the Leave Requests Summary screen, click on the ‘New’ request link.

HARMON LORAYE.
an E—

Current Pay Period: 2013-12
05/19/2013 - 06/01/2013
HARMON LORAYE.

020 | ANNUAL LEAVE-USED
378606| 030 | SICK LEAVE-USED
4030 | SICK LEAVE-USED
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5. From the ‘Submit Leave Request’ screen, click on Ito select the Leave Type.

Current Pay Period: 2013 - 12
05152013 - 06/01/2013
HARMON LORAY E. As

Leave Type: I z :

Begin Date: 2] Begin Time: I AMUPAL: r
Fad Date: End Time: | AMPM:[ =
Tutal Howrs:

Date: 529713 1107 AM Statas: INew Request
Requestor: HARMON LORAYE.

Remarks:
Cerlifier: BELL VONDA K
Certifier Remark:

6. From the Leave Request Hours Codes screen, select the leave type being requested then click Ok.

72 Leave Request Hours Codes - Windows Internet Explore I — 0] x|
Chttps:{{qtime.nbc.gov{proweb{qtime1534{ref_leavereq_codes. jam?&@webid=000095e1000018fa-1 j| ﬂ |

)
AWWUAL IN LIELI OF SICK - USED
SICE LEAVE-LUSED
SICE LEAVE FOR ADOPTION - USED
5-L BEREAVEMENT .~ FUNERAL - USED
3-L GENERAL FMLY CARE - USED
3-L SERIOUS-TRAUMATIC FMLY ILL - USED
COMPENSATORY TIME-UIED
RELIGIOUS COMPEMSATORY TIME-USED

TRAVEL COMP TIME-USED i
=
| [T T [ [ [ [@memne [#1m0% ~

7. Continue populating the remaining fields on the screen then click Submit.

8. Quicktime will return to the Leave Requests Summary screen. The leave request(s) just submitted will have
a pending status until it is approved by a supervisor. In addition, leave requests previously submitted that
are to occur in the ‘current’ payperiod or ‘future’ payperiods as well as those that occurred in ‘previous
payperiods are listed under their respective tabs.

9. If you are finished using Quicktime, then from the Main Menu select Exit to exit out of the system.
!

2.1.2 Timekeeper Instructions

The following are the steps for a timekeeper to follow when reviewing and validating employee timecards in
Quicktime:

2.1.2.1 Process for Changing Roles from Employee to Timekeeper or an Alternate in Quicktime

1. Once you've successfully logged into the Quicktime system you will see the Select Role screen. As a
timekeeper, this screen gives you the option of logging in as an ‘employee’ to complete your time or as a
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‘timekeeper’ to review and validate the time of the employees assigned to you. Select Timekeeper and

click Ok.
Available Roles for: THOMAS MARIAN NMN
" Emplovee

imekeeper
© Certifier

2. The Select Alternate screen, gives you the option of selecting yourself or the name of another timekeeper
you are an ‘alternate’ for and therefore responsible for validating the timecards of their employee group in
their absence.

a. If you are reviewing and validating your employee group, select yourself and click Ok.
b. If you are also reviewing and validating the employee group of another timekeeper, select the
timekeeper’s name and click Ok.

Note: Once you’ve validated the time of your employee group, you must exit then access the
system again to validate the time of another timekeeper’s employee group.

Available Roles for: THOMAS MARIAN NMN

" Employee
¥ Timekeeper
 Certifier

Available .

elf] THOMAS MARIAN NMN >
CHILDRESS AUDREY V.
WILLIAMS BERNICE E.

2.1.2.2 Process for Validating Employee Time in Quicktime
|

1. From the Main Menu, select Group Validate.
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THOMAS MARIAN NMN

|

Current Pay Period: 2013-12
05/19/2013 - 06/01/2013

Timelk 2 THOMAS MARIAN NMN
Activate Employee tmekeeper

Accounts

OOIOOOO CS OO

(]
(]
(H]

2. The next screen will provide a listing of all the employees you have been assigned to as their timekeeper.
a. First, check the status of each employee.
i. UNV - means the employee’s timecard is unvalidated and he/she needs to complete and
verify his/her time in Quicktime by c.0.b. on Thursday or Friday of the pay week.
ii. VER-—means the employee’s timecard is verified and the employee has already completed
his/her time in Quicktime.
iii. VAL-—means the employee’s timecard has been validated by you and it is ready to be
certified by the employee’s supervisor.
iv. CER— means the employee’s timecard has been certified by his/her supervisor and it is
ready to be released by the Payroll Office.
v. REL—means the employee’s timecard has been released by the payroll office which
typically doesn’t happen until the following Wednesday after the pay week.
b. Second, click on each employee name to open the timecard to see if the employee recorded and
coded his/her time correctly. In addition, make sure any leave taken was properly requested and
approved by a supervisor in the system. If leave is recorded without a leave request notify the

employee.
OrgCode  Timekeeper Name  Total INT UNV UNV VER VAL CRTLCKREL [Gporaaa]
THOMAS MARWN NMN | (60706000 THOMAS MARIAN NMN| 20 o 19 1) o o o0 0 Upgrade:
| MANMENU |
o': 60706000|ALVARADO JOHN JAY
| [SelectRole | 60866301 BERG NORNAN T
o 60866350 BROWNELL PETER H.
e 60706000 BURNS KYM Y.
) 60866350 HARMON LORAY E.
o 60706000 HERNANDEZ PATRICE L. | PNV NO
60 ICENTEGART STEPHEN J. [NV NO
(] 60 IYLES DEENA R. NV NO
) 60706000 NEGRI MARK G. UNV NO
(] 60706000 PEDROZA EDGAR NV NO
o 60 [RAUCH BEAU R. [NV NO
e 60706000/SHEPHERD RONALDE. [NV | | NO
e 60 MALL JULIE C. 0y | NO
o 60 MITH PHILIP JAMAL INV] NO
i 60 MITH TIFFANY P. NV NO
g 60866331|SOLIS ELIZABETH A. NV [ ] | No
60706000 THOMAS MARIAN NMN | UNV O
60706000 THOMPSON ANGELA C. | V[ER )
60866330 THORNBERRY JIM M Uy | [ [ | NO
160706000/ WILSON ESQOSAWN S. vl | [ [ ] | | NO
|
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3. After selecting an employee name from your employee group, the employee’s timecard will open up on
Week 1. Review Week 1 to ensure the time has been recorded and coded properly before clicking on
Week 2. After you have reviewed Week 2 and it is completed and verified, then from the Status
dropdown menu, select VAL. Repeat step 3 until all of the timecards in your employee group have been
validated!

Week 2 Employee Profile

THOMAS MARIAN NMN

Current Pay Period: 2013 -12

05/19/2013 - 06/01/2013
=y !

Week Total: 40:00
Periad Total: 80:00

J e i e e P

ISICK LEAVE-USED

E|5 oo U?‘ 30 EI? 30 EI? 30 A0L JDWDIADOOD. 8GOO00 |DS68635000 |DPITTR2LZITTRAN

0g:00 A01 |DWDIADOOOD . 8GO0O00 |DS68635000 |DPITTRZ12ITTRAN F
00:30 f00:30 |00:30 403 |DWLOHTOO00 . C70000 |DS68635000 |DPITTR21Z2ITTRAN .I
03:00 A02 |DWLOHTOO00 . LW0000 |DS68635000 |DPITTR21ZITTRAN .I

i

|
2.1.3 Supervisor Instructions

The following are the steps for a supervisor to follow when reviewing and certifying employee timecards as well as
approving employees’ leave requests in Quicktime:
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2.1.3.1 Process for Changing Roles from Employee to Certifier or an Alternate in Quicktime

1. Once you’'ve successfully logged into the Quicktime system you will see the Select Role screen. As a
certifier, this screen gives you the option of logging in as an ‘employee’ to complete your time or as a
‘certifier’ to review and certify the time of the employees under your supervision. Select Certifier and click
Ok.

2. The Select Alternate screen, gives you the option of selecting yourself or the name of another certifier you
are an ‘alternate’ for and therefore responsible for certifying the timecards of their employee group in
their absence.

a. If you are reviewing and certifying your employee group, select yourself and click Ok.

b. If you are also reviewing and certifying the employee group of another certifier, select the certifier’s
name and click Ok.

Note: Once you've certified the time of your employee group, you must exit then access the system again
to certify the time of another certifier's employee group.

2.1.3.2 Process for Certifying Employee Time in Quicktime

1. From the Main Menu, select Group Certify.

HERNANDE, TRICE L.

Current Pay Period: 2013-10
04/21/2013 - 05/04/2013

Certifier: HERNANDEZ PATRICE L.
Alternate for: BELL VONDAK

2. The next screen will provide a listing of all your employees for you to certify.
c. First, check the status of each employee.
i. UNV —means the employee’s timecard is unvalidated and he/she needs to complete and

verify his/her time in Quicktime by c.o0.b. on Thursday or Friday of the pay week.

ii. VER—means the employee’s timecard is verified and the employee has already completed
his/her time in Quicktime.

iii. VAL—means the employee’s timecard has been validated by the timekeeper and it is
ready to be certified by the employee’s supervisor.

iv. CER - means the employee’s timecard has been certified by his/her supervisor and it is
ready to be released by the Payroll Office.
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v. REL - means the employee’s timecard has been released by the payroll office which
typically doesn’t happen until the following Wednesday after the pay week.
d. Second, click on each employee name to open and review the timecard. If the employee has
recorded and requested leave and it is not approved, check the employee’s leave balance and

either approve or disapprove the employee’s leave request.
nsvasorz arsce ¢ | (O Cal 10 Tisekasger Nae 1 OMes Taforsiaias)

60706000 CHILDRESS AUDREY V, Directory

60706000 CHILDRESS AUDREY V. VER §0:00 $0:00 NO
60702200 LUJAN DELAYNA L Directory
Status Rogulss A Sick OT Earmad Used Other Total ALC
BO:00 N0

60702200 LUJAN DELAYNA L. UNV  B0:00

60706000 THOMAS MARIAN NMN Directory

A Sick OT Earned Used Othii Total ALC
NO

GOTOG000 ALVARADO JOHN JAY
60866301 BERG NORMAN J
GOTOG000 BURNS KYM Y,
GO8G6350 HARMON LORAY E.
60706000 HERNANDEZ PATRICE L.
BOTOG000 MCENTEGART STEFHEN 1. [UNY
60706000 MYLES DEENA R.
GOTO6000 NEGRI MARK G.
60706000 PEDROZA EDGAR
60706000 SHEPHERD RONALD E.
GOTOA000 SAITH PHILIP JAMAL
GOTOG000 SAITH TIFFANY P.
GOT06000 THOMAS MARIAN NMN
GOTO6000 THOMPSON ANGELA C.
60866330 THORNBERRY JIM M
GOTHGO00 WILSON ESQOSAWN 5.

3. After selecting an employee name from your employee group, the employee’s timecard will open up on
Week 1. Review Week 1 to ensure the time has been recorded and coded properly before clicking on
Week 2. After you have reviewed Week 2 and it has been validated, then from the Status dropdown
menu, select CRT. Repeat step 3 until all of the timecards in your employee group have been certified!

Kl Cleilis

HARMON LORAY E Currewt Fay Period: 2013 - 1T

05192018 - 06012013 J E

Week Sem Maw Tee Wed The |

Week Tetal: 40:00
Toesl:  00:00 000 0500 08200 D800 - .

Feriod Total: $0:00
Sravw: WAL WAL VAL VAL VAL VAL VAL

Hint: You can certify all of the validated (VAL) timecards by clicking on CRT at the top of the screen as
shown in the screenshot below.
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Current Pay Period: 2013 - 10
042172013 - 05042013

(0706000 BELL VONDAK] 22| o 19 3 0 o 0 0
60706000CHILDRESS AUDREY Y. |  Direciory |

60706000 CHILDRESS AUDREY V. VER 7200 08:00| | | | |  80:00 NO

60702200 LUJAN DELAYNA L. Directory

2.1.3.3 Process for Approving Employee Leave in Quicktime
!

1. From the Main Menu, select Leave Request.

HERNANDEZ PATRICE L. Previous
MAIN MENU

Current Pay Period: 2013 -10
04/21/2013 - 05/04/2013

Certifier: HERNANDEZ PATRICE L.
Alternate for: BELL VONDAK

2. From the Leave Request Summary screen, click on Ito review the employee’s leave request and change
the Status of the employee’s request.

' us. Department of the Interior Page 16 of 66 OCIO ‘How To’ Guide on Admin Ops



IT Transformati <=

Modemizing Mission Support with 2151 Century IT

HERNANDEZ PATRICE L. Previous

Certifier:
Alternate for:

COUUOUOOCOO OO O

L

363502

363174

363503

367316

369965

369967

367314

369966/

363501

371287

369969

367292

374074

ALL EMPLOYEES
HERNANDEZ PATRICE L.
BELL VONDA K

Current Pay Period: 2013-10
04/21/2013 - 05/04/2013

Pending i

0 | ANNUAL LEAVE- 1/2/14 7:00 AM  |16:00

0| ANNUAL LEAVE- 11/4/13 7:00 AM |40:00 [Pending |
0| ANNUAL LEAVE- 10/11/13 7:00 AM |08:00 [Pending |
0| ANNUAL LEAVE- 9/26/13 6:30 AM |17:00 [Pending |
0| ANNUAL LEAVE- 8/12/13 7:00 AM |40:00 [Pending |
S[E;N\TAL LEAVE- 7/5/13 7:00 AM  |08:00 [Pending |
0| ANNUAL LEAVE- 7/5/13 6:30 AM |08:00 [Pending |
0| ANNUAL LEAVE- 6/28/13 7:00 AM |08:00 [Pending |
0| ANNUAL LEAVE- 6/20/13 7:00 AM |18:00 [Pending |
0| ANNUAL LEAVE- 6/19/13 6:30 AM |09:00 [Pending |
0| SICK LEAVE- 6/17/13 7:00 AM |08:00 [Pending |
;!;;MTAL LEAVE- S/15/13 6:30 AM |18:00 [Pending |
S[EIS‘MTAL LEAVE- 4/30/13 12:30 PM |04:00 [Pending |

MErE e e e e =

3. Atthe Leave Request Status Codes screen select Approve Request, Disapprove Request, or Cancel

Request and click Ok.

|
!

376371 {14 Leave Request Status Codes.. | = | = 3¢ [|L LEAVE- 1/8/14 6:30 AM | 18:00 Pending
375144 1 L LEAVE- 11/4/13 7:30 AM | 40:00 Pending
Name: L LEAVE-
363174 1| | [approve Request 11/4/13 7:00 AM | 40:00 Pending
Disapprove Reguest
363503 )| | |cancel Request [l LEAVE- 10/11/13 7:00 AM | 08:00  Pending
367316 1 [L LEAVE- 9/26/13 6:30 AM | 17:00 Pending
375143 1) _ [L LEAVE- 9/20/13 7:30 AM | 16:00 Pending

I T =TT TRl =T

2.2 ‘How To’ Access Quicktime Remotely

The following are the steps for employees, timekeepers and supervisors (certifiers) alike to access Quicktime

remotely:

1. Establish web browser security. Make sure you have TLS enabled in your browser's options settings.

ﬁ U.S. Department of the Interior
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Note: Download the Remote Access to Quicktime Time and Attendance User Guide for additional

information and FAQs.

2. Connect to Quicktime Time and Attendance using the DOI Apps Store at https://apps.doi.gov.

3. Enter your username and password. At the DOI MyDevice Portal screen, your username is what you use
to login to your computer with your @bureau.gov at the end (e.g., leharmon@ios.doi.gov) and your

password then click Connect.
a. Ifyou are currently using your DOI Access Card to access your GFE, then insert your DOI Access

Card into the card reader and click Connect.

13031 Myl deace: Portal

DOT Access Card Username and Password

dtep 1: Insert your DOI Access card into the card reader dtep 1: Enter your username and password balow
Step 2: Click "Connect” Step 2: Click™

username | ]
Connocd l — e
password |

Connect

If your Tl s sporsored by & different bureau then your username please chok ths ink All Bureau TRA Links

Contact Support:Pleaze contact your local helpdesk if you require additional assistance. Help

m
gensy computer
tus, ar Gthar &

4. Select OS T&A system.

. m # Session | 10D F]
% U.S. Departrent of the Interior Horne | Fraferences  "77%%7 e sign o

Enterprise Remote Access Services DOI Access Portal, leharmon @ios.doi.gov.

WARNING TO USERS OF THIS SYSTEM This cornputer systern, incuding sll relsted equipment, networks, and netwerk devices (including Internet access), is provided
by the Department of the Interior (DOI) in accordance with the agency palicy for official use and limited personal use, 2l agency computer systems may be
monitored for all lawful purposes, induding but not limited to, ensuring that use is autharized, for management of the system, to fadlitate protection against
unautharized access, and to uerify security procedures, survivability and operational security, Any information on this computer systam may be sxamined, recorded,
copied and used for authorized purposes at any time, All information, indluding personal information, placed or sent over this system may be monitored, and users
of this system are reminded that such monitoring does occur, Therefore, there should be no expectation of privacy with respect to use of this system. By logging into
this agency computer system, you acknouledge and consent to the monitoring of this system. Evidence of your use, authorized or unauthorized, collected during
rmonitoring may be used for dvil, criminal, administrative, or other adverse action. Unauthorized or illegal use ray subject you to prosecution, (Collapse)

[ wreb B |~
m
sfa For Office of the Secretary Employeas,
& one Wntedor 0
DOl Intranet Access
0

E DOI Learn
DOl Learn Systern

5. Login the Quicktime Time and Attendance system through the Application Login screen. The steps from
this point are the same as the steps provided in Section 2.1 ‘How To’ Process Time and Attendance in

Quicktime via Web Access of this guide.

3 ‘How To’ Request Training
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3.1 Obtain Pre-Approval for Training

IMPORTANT: All training requests should be submitted by the ‘first of the month’ that precedes the
month in which the training is to occur. For example, if the requested training is scheduled for June, the
request should be submitted to your designated Executive Staff Assistant by May 1%.

1. Submit the training request via email to your Division Chief for approval to include the following
information:

a. Name of the Training:

b. Estimated Training Cost (Course Fees):
c. Estimated Travel Cost:

d. Total Cost:

e. Name of Attendee(s):

f. Travel Location From and To:

g. Training Start Date and End Date:

h. Number of Days:

i

Justification: Please include the benefits and the impact if this training is not approved.

2. |If the Division Chief approves the training, submit the training request to your Directorate/Office Head (i.e.
Associate Deputy Chief Information Officer (ADCIO) for ITSSO or PPC, or Director of OBS, CMO, GIO) for
approval via email and Cc your Division Chief as confirmation of their approval.

3. If the Directorate/Office Head approves the training, submit the training request via email to your
designated Executive Staff Assistant and Cc your Directorate/Office Head as confirmation of their
approval.

4. The Executive Staff Assistant will update the Google Doc “OCIO FY14 Training and Travel Request”
spreadsheet by the first of each month.

5. The OBS Deputy Director of the Administrative Services Group will send an email notification to notify you
of the approval or denial of your training request.

3.2 Getting Started Once Training is Pre-Approved

1. The employee must click on the link http://www.opm.gov/forms/pdf fill/sf182.pdf to obtain and complete
the SF-182 form.

2. The employee submits the completed SF-182 form to their supervisor for approval.

3. The supervisor reviews the form and compares the requested training to the employees’ Individual
Development Plan (IDP).

4. If the supervisor approves, he/she signs the SF-182 and returns it to the employee.

5. Upon supervisory approval, the employee submits the signed SF-182 to their designated Executive Staff
Assistant for payment.

6. The employee registers for the course and coordinates with their Executive Staff Assistant to use her
government purchase card to pay for the training.

4 ‘How To’ Request Office Supplies and Equipment

4.1 Process for Ordering Supplies

When requesting office supplies, perform the following steps:

1. Obtain the latest supply catalog(s) from the Executive Staff Assistant supporting your division. (See Table 1
‘OCIO Executive Support Staff’ on page 10 of the OCIO Employee Guide).
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2. Prepare a list and provide the item number, name, description, quantity, color and page number for each
item. If you have a deadline and the request needs to be expedited make that known.

3. Provide the line of accounting (LOA) — the OCIO account used to pay for supplies.

4. Email the request to the Executive Staff Assistant supporting your division.

4.2 Process for Ordering IT Hardware

4.2.1 Laptops or Desktops

1. Employees are to work with their supervisor to identify their IT hardware and software needs.

2. Upon supervisory approval, a request should be submitted in the form of an email addressed to one of the
contacts below. The request should include:

e Type of system, be it a laptop or desktop.
e State if the employee will be telecommuting or traveling (if so, use of a laptop is suggested)
e List all details such as specifications and special requests (e.g., mouse, monitor, docking station,

etc.).

3. Upon receipt of the system, contact the DOI Help Desk on 888-367-1622 to have it configured.

4. Once the configuration is completed and approved by the employee’s supervisor, forward the
specifications and the approval to one of the following purchasing contacts:

Contacts
OCIO OBS  Marian Thomas Marian_Thomas@ios.doi.gov
OCIO PPC  Audrey Childress Audrey Childress@ios.doi.gov
OCIO ITSSO Jay Alvarado (Servers & Software only)  John Alvarado@ios.doi.gov
OCIO ITSSO Delayna Lujan Delayna Lujan@ios.doi.gov
OCIO ITSSO David Pearson David Pearson@ios.doi.gov
4.2.2 Cellphones and Tablets
1. Employees are to work with their supervisor to determine if they require wireless equipment.
2. Upon supervisory approval, a request for a smartphone should be submitted in the form of an email to

Essie Wilson at Essie Wilson@ios.doi.gov and include the following information:

e Type of smartphone requested (i.e., iPhone, Android, or Blackberry)

e State if the employee plans to telework or travel frequently so the correct pooled minute plan is
selected.

o Indicate the preferred carrier between AT&T and Verizon to get the best wireless coverage
possible in their home area.

3. Specify the accessories, i.e., extra chargers, cases, etc., needed for the device. This information should be
included in the request for equipment.

4. Essie will contact the DOI Help Desk to pick up the device and configure it and sync it with the employee’s

DOl email. Once it has been configured and synced, the device is activated on the wireless carrier and
distributed to the employee. The time frame from start to finish is approximately two to three days.
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!

5 ‘How To’ Instructions for a Concur Government Edition (CGE) Federal Traveler (e.g.
Creating, Reviewing, and Submitting a Travel Authorization, Creating a Voucher
from an Authorization, etc.)

In addition to the instructions provided below, visit the google site DOI Travel Tips and Tricks for tips on approval,
travel, authorization, voucher and more that provides guidance such as what to do when a system error occurs or a

travel issue arises.

5.1 Obtaining Pre-Approval for Official Travel

IMPORTANT: : All travel requests should be submitted by the ‘first of the month’ that precedes the
month in which the travel is to occur. For example, if you would like to travel in June, your travel
request should be submitted to your designated Executive Staff Assistant by May 1% .

6. Create a trip without booking it in CGE to determine the estimated cost of the travel. See section 5.11
below for instructions.

7. Submit the travel request via email to your Division Chief for approval to include the following
information:

a. Title of the Travel Request: (For example: IT Transformation, The name of the conference or

meeting, etc).

Estimated Travel Cost:

Travel Dates:

Number of Days:

Travel location from and to:

Type: whether it is mission critical, court ordered, emergency reponse, conference attendance,

ITAP, aviaition inspection, reimbursable required by customer

g. Funding source/account:

h. Justification: Please include the benefits and the impact if this travel is not approved.

~oaoo

8. If the Division Chief approves the travel, submit the travel request via email to your Directorate/Office
Head (i.e. Associate Deputy Chief Information Officer (ADCIO) for ITSSO or PPC, or Director of OBS, CMO,
GIO) for approval and Cc your Division Chief as confirmation of their approval.

9. If the Directorate/Office Head approves the travel, submit the travel request via email to your Executive
Staff Assistantand Cc your Directorate/Office Head as confirmation of their approval.

10. The Executive Staff Assistant will update the Google Doc “OCIO FY14 Training and Travel Request”
spreadsheet by the first of each month.

11. The OBS Deputy Director of the Administrative Services Group will send an email notification to notify you
of the approval or denial of your travel request.

5.2 Getting Started Once Travel is Pre-Approved

5.2.1 Logon to CGE
You can access CGE through the internet using the following steps:

1. Open asupported web browser.

2. Inthe address bar, type http://cge.concursolutions.com.
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3. Inthe User Name field, type your user name, this will be your short Active Directory ID@bureau.gov i.e.
jdoe@usgs.gov.

In the Password field, type your password. Click Login button.
5. Read through the Privacy Act Notice and then click OK.

Note: If this is your first time logging in, you will receive an email to establish a password and security
guestion.

Your Home page appears once you log in to CGE. From this central location, you can book reservations, create
authorizations and vouchers.

Home Travel  Authorizations \Vouchers Profile

1Want To... Important Information

Create or change a reservation News and Information

View authoiGations GSA Carbon Footprint and Green Procurement Tool
Create a new authorization
GSA has developed the GSA Carbon Footprint and Green Procurement Tool to assist agencies in manaqging their GHGs as required by Executive Order (EQ) 1

Create an authorization from an Agent-booked trip - i .
laws. Click here to view the GSA Carbon Footprint and Green Procurement Tool.

Create 3 new voucher President Barack Obama on virtual conferencing technology and enacting other savings measures

.

.

.

.

& View vouchers
.

o Edit my profile
.

Approve authorizations and vouchers

Recent Authorizations View All Authorizations -
F MName Type TA Num Description  Depart date  Per Diem Total Status In Use By
Alerts WNOB293DEN Authorization  TAMUMOOO001XF 08/29/2013 JEFFERSON COUNTY, CO 12551 (CREATED
Apply Transactions WN09283TPA Authaorization  TAMUMOO0001X7 09/28/2013  TAMPA, FL 31350 RESERVATIONS CANCEL  WeverDar
TANUMDOD0O01X6 Authorization  TAMUMOO0001 X5 10/01/2013 RES:, / SAN MATED, CA 434,25 (CREATED
Charge Card Status WHND92E635AN Authorization  TANUMOODDDO1WY 09/26/2013 ANN ARBOR, MI 52270 RESERVATIONS CAMNCEL
Statement Cutoff Date 07/10/2013 TANUMOODOOIWE  Authorization  TAMUMOOD0D01WE 08/17/2013 RES: , / SACRAMENTO,CA 685.25 CREATED
Mext Payment Due Date 06/25/2013
Unapplied CC Tins 0.00 Recent Vouchers View All Vouchers
Unsubmitted CC Txns 0.00 F MName Type TA Num Description Depart date  Per Diem Total
TANUMOOD0O1LS Voucher TANUMOO0001LO 05/27/2013  JEFFERSOM COUNTY, CO / Orlando / RES:, 2296.75
WNOT293DEN Voucher TANUMOO0001SZ  TO2 Car and Hotel Training USG5 07/29/2013  JEFFERSOMN COUNTY, CO / RES:, 54332

Important Note for Arrangers: If you have been granted the Travel Arranger role, you will be able to use the
Search box on the upper right hand of the Home page to search for other travelers. Click the Search button, enter
the Traveler’s last name, click on the name, and click the OK button.

Home Travel Authorizations Vouchers  Approvals Reporting  Administration  Profile

e
You are administering travel for: |E§t, Search

IWant To... Important Information

5.3 Updating Your Profile

!
The first-time you login to the CGE you must view and save your Travel Profile. You cannot begin booking a trip
until your Profile has been saved.

1. Onthe Menu Toolbar, click Profile. ©°1l

i
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2. Click on the icons on the page or the links to the left to update your profile with personal information,
charge card information, etc.

3. You must click Save to save any changes you make to your profile.

Note: To save your profile, you must complete all fields marked ‘Required.’

Home  Travel Authorizations Vouchers

Personal Information

My Profile

Your Information
Personal Information
Agency Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings
Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arrangers

Expense Settings
Delegate Authority
Acrounting Code Favorites

Other Settings
E-Receipt Activation
System Settings
Concur Connect

Change Password
Privary Giatament

Change Password

System Settings  Mobile Registration

Select one of the following to customize your user profile,

-1 Personal Information
!!I. Your home address and emergency contact information.

System Settings

E;" Which time zone are you in? Do you prefertouseal2 or
- start/end?

Agency Information — Contact Information

Your company name and business address or your remote location address. ﬁr How can we contact you about your travel arrangements

G

Mobile Registration
9-1 Set up access to Concur on your mobile device

Credit Card Information
You can store your credit card information here so you don't have to re-enter it each time you
= purchase an item or service,

Setup Travel Assistants
You can allow other people within your companies to bo

Travel Preferences

Carrier, Hotel, Rental Car and other travel-related prefere

™ E-Receipt Activation
Enable e-receipts to automatically receive electronic receipts from participating vendors,

Change Password

&—' Change your password.

1. Click Personal Information:

a.

h.

Personal information section - verify that the first, middle, and last names are identical to those
on the photo identification that you will be presenting at the airport.

e Enter Duty Station and Residence City, and Residence State if not populated.
Agency Information — verify that the Employee ID is populated and correct.
Duty Station Address section — verify that the Duty Station Address is accurate.
Home Address section - verify that the Home address is accurate.

Contact Information and Emergency Contact sections, verify that this information is accurate.
Phone numbers and email addresses are important so that the Travel Management Center can
contact you if there is an issue with your reservations.

Fill out the Travel Preferences area with Preferred Departure Airport, Special Meal needs, Hotel
Preferences, Car Preferences and any Frequent Traveler Programs.

Ensure that the TSA Secure Flight section is populated with Gender, Date of Birth, DHS Redress
Number or TSA Pre-Check Number(if applicable), to help avoid unnecessary airport
delays/screenings.

Verify that your charge card number has been loaded in the profile with a current expiration date.
Click Save.

2. E-receipt Activation:

a.

P

. U.S. Department of the Interior

CGE offers E-receipt functionality from multiple vendors which allows for the automatic collection
of electronic receipts and folio data, or "e-receipts", from participating suppliers click the E-receipt
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Activation link in this section, read the agreement and click | Accept or | Decline. DOI users are
highly encouraged to enable the E-receipt functionality to save time and effort at the voucher
preparation stage.

3. Change Password: Click this link to change your password and set up a password hint.

5.4 Creating A Travel Reservation

This section provides the procedures to complete the following tasks.

1. Review the travel policy for your agency.
2. Book air, car and hotel reservations, review your itinerary.

3. Review and make changes to the Authorization for your trip. Once you book a reservation an authorization
is automatically created and contains the reservation information.

The following graphic shows the flow of the travel reservation and authorization process.

Travel Authorization and Reservation process

N
Book Travel Reservation creates |
Online, Agent, Mobile Authorization

Note: You can create an authorization prior to creating a reservation. See ‘Creating an Authorization without a
Reservation’ in this document.

5.4.1 Review Your Agency’s Travel Policy

Before booking new reservations and creating an authorization, review the travel policies from GSA. If you have
guestions, contact your travel administrator. To review your agency’s policy:

From the Home page, click Travel then click Policy.

Home | Travel Authorizations  Vouchers  Approvals  Profile

Home  Arrangers Trip Library Temnplates

5.4.2 Booking a Reservation

CGE provides several access points to begin booking a reservation. From the Home page, under the | Want To...
section, click Create or Change a Reservation, or click the Travel tab.
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Home Travel Authorizations

Vouchers

Profile

I Want To...

« (Create or change a reservation

Important Information

News and Information Goes Here

5.4.3

3.

How To Book a Flight or Rail Reservations

On Home page, in the left pane, under | Want To..., click Create or change a reservation.

not need airfare, select the appropriate tab to make your car, hotel, or rail reservation.

Air/Rail | Car || Hotel || Taxi || Rail || Flight Status

CUSTOM TEXT - AIR SEARCH

@ Round Trip O One Way O bMulti-Segment

— Temporary Duty Location

O Agengy Location & Reference point Help i

2. Statue of Liberty, 90210 or ‘Alexandria, VA

| |

TDY Per Diem Location

| vl

Departure City i@ 14D
|TAD - Washington Dulles Intl - Washington, DC |

Find 2n sirport Select multiple sirports

Arrival City i

Find =n sirport Select multiple sirports

Departure @

Select the applicable flight option radio button: Round Trip, One Way, or Multi-Segment.

Click the Air/Rail tab (this is the default tab) begin entering your travel reservation information. If you do

||depart v||9:003m v|| =3 v| 0

Return
| ||depart V||3:Uﬂpm V” 3 V|

|:| Pick-up/Drop-off car at airport

[ Find a Hotel

(<]

In the Temporary Duty Location area, leave the default as Reference Point.

5. Enter alandmark or preferably the city, state of your Temporary Duty Location, and then click the Find
Location button. A pop-up will suggest the location based on the information you entered, choose the

correct location from the drop-down box.

In the TDY Per Diem Location box, select the appropriate county related to the TDY Per Diem Location.

In the Departure City and Arrival City fields, enter the airports/airport codes related to the TDY Location. If
you designate a Preferred Departure Airport in your profile, the Departure City automatically defaults with

that airport code.

ﬁ' U.S. Department of the Interior
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8. Select the Departure and Return Dates and times. You can use the drop down boxes to search for flight
times up to +/- 9 hours from the time you entered. Increasing the time window increases the amount of
flights that will display.

9. If you need a car, select the Pick-up/Drop-off car at Airport check box. If you have other special requests
related to the car, you can specify these requests on the Car Results tab or you can skip this step and add a
car from the Itinerary page. For more information on reserving a car see “Making a Car Reservation” in this
document.

10. If you need a hotel, select the Find a Hotel check box. If you are staying at more than one hotel during
your trip or do not need a hotel for the entire length of your stay, you can skip this step and add a hotel
from the Itinerary page. For more information on reserving a hotel see “Making Hotel Reservations” in this
guide.

11. Select the appropriate tab to shop for flights by Fares or Schedule. The default will display flights by
Schedule. Use the Specify Airline check box, if you would like to specify a specific airline for your
reservation.

12. Click the Search button. The airline/rail options will display on a new page.

rrevious Jearcnes e

Search Review/Change Details/Rename Confirm Authorization Voucher s > n
Previous Searches ~|
[There are over 12,000 FedRooms hotels throughout the globe. By using a FedRoom hotel, you are supporting $250M in savings T
to the Government. J
Washington, DC To Denver, CO Mon, Sep 16 - Thu, Sep 19 Print / E-mail | Change Flight Search (<]
Baggage Fee Policies Hide matrix | Quthound - Mon, Sep 16 (-]
Al r i ; Q Al etBiue Depart
St resubes aoo oo o America tBiue 8:55 AM - 6:00 PM
Arrive
Norston & results e 7 it = = 10:46 AM - 7:43 PM
30 results
S & results -, 2 results 3 results Dsplay Settings )
18 resules
Hide Propeller Planes
2 stops T o
3 results Fisetts
Airport Filters (]
Show fare display legend @ Departure
= DCA - Washington, DC
Shop by Fares Shop by Schedule Sorted By: | Stops v
B Baltimore, MD

CUSTOM TEXT - AIR SCHEDULE

D - Washington, DC

Outbound Return Arrival

- Denver, C
Washington, DC - Mon, Sep 16 LEN- Deneer; €0
Displaying: 25 out of 25 results. <<Previous 123 Nextss | All
Carrier Depart Arrive Stops Class
Starting || W | Frontiers727 DCA LI9m = DEN 300pm 0  Economy |4
O From: D 3nalm; AirbusIndustrie A320-100/200; 574 Ibs COy; (Sabre] CUSTOM TEXT - AR

21100 MOST PREFERRED WARNING;

v !

13. The city-pair fares will display with 3 blue circles with white stars.
14. If you are in a market that has multiple airports available, the matrix may show multiple options.

15. If you leave the default as Shop by Schedule you will need to select the radio button next to the Outbound
flight and then choose the Return flight. It shows the estimated round trip fare next to the radio button. If
you want the system to try and find your flight combination, you can click on the Shop by Fares tab
instead.

16. Once you have chosen the Outbound and Return, click the Price these options button.

P
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Shop by Fares

Shop by Schedule

Sorted By _Stops L

CUSTOM TEXT - AIR SCHEDULE

Chosen Carriers
Outbound
Starting

(# From:
$271.80

Return

Starting
& From:
£271.80

i Frontier #7127 DCA  1:1%m = DEN 0 Economy
¥ty 3 hours 41 minutes;  Airbus Industrie A320-100/200;

TEXT - AIR MOST PREFERRED WARNMIMG;
Rermove

200pm -
574 Ibs CO,; (Sabre) CUSTOM

i Frontier #720 DEN  4:40pm = DCA  %535pm 0 Economy E
ﬁﬁﬂ 3 hours 15 minutes; Airbus Industrie A320-100,/200: 574 Ibs COZ' (Sabre) CUSTOM

TEXT - AIR MOST PREFERRED WARNMING;
Remove

[ Price these options ]

17. The system will always propose the cheapest, most policy compliant flight first to keep the traveler within
policy and to try and achieve cost advantageous travel.

[ ——

Price ‘Carrier
Starting From:
$271.80 i Frontier
Remove 3 [l k]
Shop by Fares | | Shop by Schedule

CUSTOM TEXT - AIR FARES

Expand All Details
Displaying: 9 out of 74 results.

Price Carrier
Starting From:
$271.80 l Frontier
Compare + ooo =
Starting From:
$271.80 B, Frontier
Compare + ik

6:00 AM - 7:27 PM

Depart Arrive Stops Duration
Arrive
DCA 119 m = DEN 200pm 0 3hdlm 11:23 AM - 12:42 AM
DEN 4dl0pm = DCA 9550m 0 3h15m Price
Mare like this + Show fares @
; Price
$271.80 - $2839.80
Sorted By: | Policy - Most Compliant %
Display Settings
F] Hide Nan-refundable Fares
D Hide Propeller Planes
Depart Arrive Stops Duration [] Depart/Return Same Airport Only
DCA &550m = DEN 10d46am 0 3h51lm Airport Filters
DEN 4:40pm — DCA %55pm 0 3h15m Cutbound
. . - Departure
R More like this + Show fares @ DCA - Washingten, DC ($271.30)
DCA 8:55am - DEN 1046am 0 3h5lm EWI - Baltimore, MD [5343.50)
IAD - Washington, DC [$319.60)
DEN 1L:40am = DCA 455pm 0 3h1l5m
Arrival
R More like this + Show fares @ DEM - Denver, CO (5271.80)

18. To reserve the selected flight, click on the Fares button.

19. The color coding of the Fares and/or Reserve buttons is as follows:

-
=

V]

@

a. Green: Indicates the fare is within policy. Three stars in blue circles display to indicate city-pair

fares.

b. : Indicates the fare is outside of policy. If you select this fare, you must enter additional
information. Sometimes a city-pair fare might display as yellow if there is a cheaper city-pair fare
at a different airport in your market.

c. Red: Indicates the fare is outside of policy. If you select this fare, you must enter additional
information. This could be a non-refundable fare.

20. The “R” represents a refundable fare, “NR” will display non-refundable fares. You may have to click on
Shop by Fares and/or look for lowest published fares in the matrix to find non-refundable options.
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You can also click Show fare display legend under the matrix to view the fare legend.

Show fare display legend €3

Hide fare display legend £)

Gﬂﬂ - Government Contract ﬂﬂ - Mon-Contract Government
R _Ticket is refundable - Flight/Train arrives on a different day
4 _Short or long connection time -Turboprop plane

@ - Least Cost Logical Fare

- Gogo Wi-Fi 50-99% coverage

E _This option is Fly America Act compliant
b~
[]

- Gogo Wi-Fi 100% coverage

21. To view more information about the flights, click the Expand All Details link.

Policy - Most Compliant »

Shop by Fares | | Shop by Schedule Sorted By:

CLISTOM TEXT - AIR FARES

Expand All Details
Displaying: 9 out of 74 results.

22. Once you click the Fares button, the page will show you more information about your flight.

23. Click on the little picture of the seat for a seat map to appear and to choose a specific seat. Seat maps may
not be available for all flights. Some preferred seats won’t be able to be booked if you don’t have a
Frequent Flyer program entered in your profile. If you forget to choose a seat, there will be one more
chance at the itinerary stage. It’s a good idea to desginate your seat preference in your profile for a better
chance to avoid the middle seat when seat maps are not available.

24. You can add your Frequent Flyer number at the bottom of this page before clicking Reserve if you didn’t
already populate your Frequent Flyer program in your profile.

25. City-pair fares may have discount city-pair options that display called Govt. Contract Discounted
(Refundable), that are refundable but not last seat availabilty; these flights can save your office even more
money if booked when available. Make sure the radio button is selected for the fare you want and then
click the Reserve button.

Return flight: Denver, CO (DEM) - Washington, DT (DCA) Sep 19
= e A SmermsEns e [=]

Stops: O Duration: 2h 15m Economy: O} Airbus Industrie A320-100,/200
Fare basis: QCADCSA 574 lbs COZ

Gowt., Contract Gowt., Contract Economy (E)
Discounted (Refundable) £409 .80
(Refundable) S499 80
5271.80 )
=

FrontierSabre

< FEare Rules

o Ticket is refundable

= E-Ticketing fAwvailable
GS5A Information
Limited capacity Gowvernment Contracted Fare
This contract fare, if domestic, includes all existing Federal, State, and local taxes, as well as
airport maintenance fees and other administrative fees., It does not include fees such as
passenger facility charges, segrment fees, and passenger security service fees. If internaticnal, this
fare is exclusive of taxes and fees, but inclusive of fuel surcharge fees.

0o

Freguent Flyer Programs: | Wo Program selected |~ I Reserve |+ I

*+ Add a Program

i
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5.4.4 Making Car Reservations

If you selected Pick Up/Drop off Car at airport on the Air/Rail tab, you will see the results for the car search
immediately after you select your flight. You can also reserve a car by clicking the Car tab on the Travel page.

1. If you book a car directly after the Air search, a matrix of car appears. DOI policy is to book a compact car.
You will need to scroll down the page to actually book cars (underneath the matrix).

2. Rental car search results are automatically sorted by travel policy. DOI Travelers should always choose the
cars covered under the DTMO contract - notated by the 3 stars in a blue circle and a green Reserve button.
Avoid the cars that appear with a red Reserve button, even if they are cheaper, to prevent personal
liability issues when not using the Government contract rental car rates.

3. Click the Reserve button next to the car you want to select. This will take you to the Hotel page next if the
Find a Hotel checkbox was checked. Move forward to the Making Hotel Reservations section.

Compact Car (Sabre) §yiyey | :lE-ReceiQt Enabled more info

Unlimited miles
Automatic transmission
Total cost $372.61°

$66.00 per day
(Government rate)

Compact Car (Sabre)|§oyiosay | :lE—ReceiQt Enabled maoreinfo

Unlimited miles
Automatic transmission

Total cost $352.47°

$68.00 per day
(Government rate)

Compact Car (Sabre] | :lE-ReceiQt Enabled moreinfo

Unlimited miles

000 per @4y Automatic transmission
ipfate) Total cost $245.95°

Approval required if non-government car rate is
confirmed

If you require a car without airfare, on the Travel tab, click the Car tab.

In the Temporary Duty Location section, enter the temporary duty station in the Reference Point field.
Select the appropriate location from the TDY Per Diem Location list.

In the Pick-up date and Drop-off date boxes, select the appropriate dates.

© N o v &

Under the Pick-up car at area, Airport Terminal, type the city or the airport code, or select Off-Airport and
then enter (or search for) the location.

9. Select Return car to another location (optional) and complete the Drop-off car at field.
10. To see additional search preferences, click More Search Options, and then select the options you want.
11. Click Search. The car results display as discussed above.

12. Click the Green Reserve button next to the car you want to select (make sure it is displaying with 3 stars to
ensure DTMO Government Rental Car contract). Avoid any red Reserve buttons, even if they are cheaper,
to prevent personal liability issues when not using the Government contract rental cars.

13. Click Next to advance to the Travel Details Trip Booking Information.

P
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5.4.5 Making Hotel Reservations

If you selected the Find a Hotel option on the Air/Rail page, the hotel results appear after you choose your rental

car. You can sort the hotel list by Preference, Price, Rating, Distance and Policy. You can also reserve a hotel by
clicking the Hotel tab on the Travel page.

1. A map displays with hotel results based on the search.
2. Click the Zoom icons to zoom the map in or out.
3. Click the Automatic down arrow to change how the map behaves.
4. Click a star or a balloon symbol to get more information about a specific hotel. The legend under the map
describes the map symbols.
Check-in Mon, Sep 16 - Check-out Thu, Sep 19 % Hide Map &Printa’ E-mail
| “ I‘g > A @ | Automatic” | \\\-P‘\
) - b3
3 “\_j G;‘%’/ BAliCae CoLe CLartan
HIGHLAND % Nt gﬁ 1 6\'&" 3
@ etz & . E3ltAve B
E W 29th Ave w _\: AR ué
&3 £ WhiTTiER SKYLAND =
/ﬁ; 2 M ITTIES 5
Elitch -
W 23rd 8°  Cordaris £ 23rd Ave
/J( P D;nver
" Sports Center oo
ajf:. Authr;ri'ty AR fia, 19th Ave-{)pronwny City PRk
| Fiald at
. IMile R < m Blvd = Blvd
5 {40 | High Wi ColfsvAve  « 3 F U &
PrerT (40 High olfax i e 4 " ':_I\-'IL"_I.-[* EC Ave L 70 l40) L 70 ]
Sanchez T;H‘: I E ‘?}, v
Park £ 32 ] i Ha
i I LinEoin - PARK g Ll i _“L: Cheesman = | ConcRress Park
[P A T | 1 2 < Emthave £ £ E 8th Ave
T C: : 5
—Baran i '1:’ W Gth Ave T R E &th Ave E
Park ("gg | W T A z ]
e ALAMO Pracima i _:E
\_ | Ertave & COBOBRGEE. T fkm
BINg’ i '\\-_r v E B 2012 Misrosp Carporation  ©2013 lokia
U Agency Preferred * FedRooms Hotel Q FEMA Hotel Q CUSTOM TEXT - NOT PREFERRED
5. To narrow your search you can type the name of a specific hotel, under the Hotels Search area, in the
With names containing field, or enter criteria in this area.
6. The Lodging Per Diem allowance will be displayed at the top of the listing of the Hotels.
7. Scroll down the page to see available rooms. FedRooms are notated with stars, these properties are
recommended by GSA usually having cancellation policies up to 4 or 6pm date of arrival and within per
diem.
8. Click more info to view more detailed information for a specific hotel.

9. Click Expand All Details to see specific room rates offered by all hotels in the list. Or click Choose Rooms
below the hotel name to view the rooms for the specific hotel.

10. The Reserve button are color coded as follows:

a. Green: Indicates the hotel rate is within policy.

b. : Indicates the hotel rate is outside of policy and, if selected, you must enter additional
information. These hotels may still be within per diem but not participating in FedRoom:s.

C.

Red: Indicates the hotel rate is outside of policy and, if selected, you must enter additional
information.
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11.

12.

13.
14.

15.

16.

17.
18.
19.
20.

21.

22.

23.

24.
25.

The symbols underneath a hotel’s address indicate whether or not the hotel participates in the FedRooms
program or if the hotel is E-Receipt enabled. Point to the symbol to view these descriptions.

Note: The E-Receipt Enabled link appears next to some hotels. This link only displays if you have activated
E-receipts in your profile.
You can also add your hotel program information if it isn’t already loaded into your profile.

When you are ready to reserve your hotel room, select the radio button next to the desired room, and
then click Reserve.

A pop-up box will appear with the Hotel rules, you will have to check the box that you agree to the hotel’s
rules and click Continue.

You can also click Skip Hotel if you aren’t ready to book but the system will ask you to choose a reason on
later screens as to why you didn’t book a hotel. Move forward to the Completing the Reservation section
on Pg. 11.

5. Hilton Garden Inn Denver Downtown

1400 Welton St $149
Denver, CO 80202 $269
Q‘D.EEI miles | view map rate this hotel

| more infa ||n:-:m|33re hide rooms *

FedRooms -1 King Bed Comp Wifif Bed With Adjustable Firmness Dial (Rate Code: ~
ADDATUL [Sabre)
FedRooms - 2 Queen Beds Comp Wifi- Hdbv With Hidef Channels (Rate Code:

ADLATUL (Sabre)

FedRooms - 1 King Mobility/hearing Accessible W/ Bathtub Vis Firealrm/door/phn

Alrt [Rate Code: AOMATL) [Sabre)

FedRooms - 2 Queen Hearing Accessible Room Vis Firealrm/door/phn Alrt (Rate Code:
ADOATU) (Sabre) P

Rate details / Cancellation policy

Use the following Hotel Program: | No Program selected | Reserve [

+ Add a Program

If you require a hotel without airfare, on the Travel page, click the Hotel tab.
In the Temporary Duty Location section, enter the Temporary duty location in the Reference Point field.
Select the appropriate location from the TDY Per Diem Location list.

In the Hotel Search area, click the Check-in Date and Check-out Date fields to enter the first and last day of
your hotel stay.

In the Find hotels within x miles field, enter the number of miles as a radius around the location you
choose below.

Select Airport, Agency Location, Address, or Reference Point/Zip Code as the location around which you
want to search for a hotel.

If you want to search for names containing keyword characters, select the With names containing check
box and enter the keyword characters.

Click Search. The Hotel Per Diem Locations window displays.
Click Next. The Hotel search results display and then follow the same steps as listed on Page 8-9.
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5.4.6 Completing the Reservation

On the Travel Details page, you can print, email this itinerary, change or cancel any reservations, select a seat,
change the Frequent Flyer Program, add a car, hotel, or rail reservation, view fare rules, and complete your
reservation. Click the appropriate links on this page to make changes or view these items.

1. Onthe Travel Detail page, click Next. The Trip Booking Information Page displays.

2. Optional but recommended - Enter a trip description in the Trip Description field to make it easier to
identify trips and to provide useful information about each trip.

3. Choose a Trip Purpose from the drop down list.
Click Next.

Click Confirm Booking. The Authorization for the reservation is automatically created. The Authorization
page displays.

6. If you did not add a hotel to your reservation you will be prompted to add a hotel now or can choose one
of the reasons from the drop-down list.

Note: Travelers can search as many times as they want to for various fares, but make sure not to click Confirm
Booking until pretty firm about the reservations. CGE uses live inventory and airlines can charge a fee if
they notice Churning (travelers booking inventory and then making multiple changes to that booked trip).
The system may also generate a Churning error and prevent the traveler/arranger from making the
change. The CGE system will also email users who have not clicked Confirm Booking that their trip will be
canceled unless they finish the reservation that same day.

7. The page defaults to the Summary tab to view the document summary, and users should make any
appropriate changes to the document such as adding expenses in the Expenses tab, assigning accounting
codes in the Accounting tab, performing a pre-audit on the Perform Pre-Audits tab, etc.

8. If you need to make a change to the reservation, click the View/Change Reservations button. Once you

have made all your changes and reviewed the pre-audits, stamp and submit the authorization for
approval. More details on these tabs to follow.

Welcome, William Neverjel @ Help | Log Out
. i
Home Travel || Authorizations Vouchers  Approvals Reporting  Administration  Profile
View Authorizations ew Authorization

Authorization
v You are administering travel for: | Me V_.

Travel Create Review/Submit Approval Youcher

Traveler; William Meverjel Authorization: WNO9163DEN [TANUMOO000120] ViewChange Reservations | Submit | Print | Export | Close
F"'o‘ﬁ!a Group Genersll Expenses |||Exceptions || Accounting | Totals || Confirmation ||| Perform Pre-Audits
Save Changes Mext
.

Document Summary for WNHO9163DEN

1 QUICK TIP
\\Q) For specific information, click on a Details link. You can sign and stamp your document from the Document Status section. mare

Traveler Details TravelerID: 41234567 Traveler Name: William Neverjel Organization:  DOIGAK
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5.5 Creating, Reviewing, And Submitting An Authorization

5.5.1 Creating an Authorization

CGE automatically creates an authorization once you confirm a booking. The authorization provides the
aggregated costs of the reservations and calculates per diem allowance estimates based on the TDY location
selected for the trip.

You can also create an authorization without making a reservation. For more information, see Creating an
Authorization without a Reservation below.

5.5.2 Reviewing an Authorization

Once you have confirmed a booking, the Authorization page displays the Document Toolbar. With this toolbar you
can view the document summary and make changes or add information to the document as appropriate.

Summary || Profile || Group || General || Expenses | Exceptions || Accounting || Totals | Confirmation || Perform Pre-Audits

5.5.3 Document Summary

The Document Summary, (aka Summary tab) is the primary review tool for travelers to view document details,
including per diem location, reservation information, expenses, accounting, and calculated per diem allowances
for a trip.

The Summary page sections correspond to the tabs on the Document Toolbar. You can scroll through the
Summary page to view these sections and click the section heading to make changes. Clicking a section link
changes the focus to the appropriate Document Toolbar tab.

e Summary: Provides summary for all sections of an authorization. You can make all changes to the
Authorization by clicking appropriate links on this page, takes you to same location as the tabs.

e Profile: Add or make changes to the traveler’s profile information. This section can also be used by Federal
Traveler Arrangers who make travel arrangements for others.

e Group: Add and view group authorizations (not really used by DOI).

e General: View and add document and trip information.

e Expenses: Add or delete an expense.

e Exceptions: Displays Other authorizations i.e. Excess Baggage, Rental Car Authorized.

e Accounting: Enter accounting codes.

e Totals: Displays expenses, accounting, and advance totals.

e Confirmation: Apply a status i.e. “Authorization Signed” and then stamp and submit the document for
approval. Provides Document Routing information and Document History.

e Perform Pre-Audits: Displays the pass/fail status each item required in the Audit Process. You can enter g
reason for an audit item that displays Fail.

5.5.4 Using Document Summary to Review Documents

The Document Summary is the primary review tool for approvers and the only place where a traveler, document
preparer, or approver can view calculated per diem allowances for a trip. With the Summary page, you can:

e Navigate to any part of the document to view or make changes.

e Review, update, and delete expenses already entered on the document.
e Attach or delete receipts/documentation.

e Enter comments pertinent to the document.
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5.5.5

Stamp and route the document.

Creating an Authorization without a Reservation

Section 3 of this guide details how to create an authorization when starting with a reservation. You can also Create
an authorization without a reservation for instances when online reservations may not be needed i.e. field work,
pre-arranged accommodations etc. as follows:

1.

10.

11.

12.

13.
14.
15.
16.

17.
18.
19.
20.

On the Home page under the | Want To... section, click Create a new authorization or if you called the
TMC to make your reservation, click Create an authorization from an Agent - booked trip. If you choose
this second option, you will have to enter your Locator number/reservation code from the agent. This code
should be on the emailed itinerary that is sent to the traveler from the Agent.

Select a Document Type — Authorization - from the Document Type list.
Click Create Document.

On the Document Information tab, enter the required document information below. The Document Type
and Document Name should pre-populate.

In the Document Date field, accept today's date or select a new date.

In the Type Code drop-down list, select a type code. Most Travelers will choose Trip by Trip, but there are
other options to indicate: Invitational Travel (non-DOI employees), Tour Renewal Travel, Limited Open and
Unlimited Open. Check with your bureau on policies related to allowable Open authorizations.

In the Purpose Code drop-down list, select the appropriate purpose code from the drop-down box.
In the Document Description field, type a detailed description of the details/reason for travel.
Click on the Trip Information tab.

In the Depart From Selection drop-down list, select a departure location. This notates whether the traveler
is departing from Residence, Duty Station, or another location. Users on details should choose the In
Travel Status selection when filing multiple vouchers on every voucher except the first voucher.

In the Return To Selection drop-down list, select a return location. This notates whether the traveler is
returning to Residence, Duty Station or another location. Users on details should choose the In Travel
Status selection when filing multiple vouchers until they are ready to submit their final voucher and return
to Residence or Duty Station.

Trip Duration defaults to Multiple days, use the drop-down choice if the trip will be 12 hours or less, or 12-
24 hours with or without lodging.

In the Comments field, type any comments for the document, or click Preset to add preset comments.
In the Arrival Date field, type or select the first day of the trip.
In the Departure Date field, type or select the last day of the trip (or the last day for that TDY location).

In the Itinerary Location field, enter the TDY location, or use the binoculars icon to search for the TDY
location.

Enter additional dates and locations if necessary.

The individual Purpose codes are optional.

Use the Unlisted checkbox if going to a remote unlisted location.
Click the Create Document button.

The next page defaults to the General tab and users should make any appropriate changes to the document such
as adding expenses in the Expenses tab, assigning accounting codes in the Accounting tab, performing a pre-audit
on the Perform Pre-Audits tab, etc. Once you have made all your changes and reviewed the pre-audits, stamp and
submit the authorization for approval. These tabs are detailed next.
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5.6 Working With Expenses

The expense information in this guide applies to actions you can take on authorizations and/or vouchers.

Once DOI gets an interface file from JP Morgan Chase (this functionality is expected early in our deployment),
almost all expenses will be automatically added to your voucher when posted to a charge card. However you may
need to add/edit an expense, such as mileage, shuttles etc. Beware not to leave duplicate expenses from the
authorization and Itemized expenses pulled from the Charge Card tab on the voucher.

Entering expenses can be accessed by clicking the Expenses link on the Summary page or clicking the Expenses tab
on the Document Toolbar. You can manage all your expenses from this area, including itemizing and deleting
expenses.

The following table describes the options on the Expense List area:

Expense List Description

Options

Select All Click to select all expenses for deletion.
Deselect All Click to deselect all expenses for deletion.

Action column Click the Edit Expense ff’? icon on an expense line to edit the expense in the Edit Expense

Details.

Click the Itemize Expense icon on an expense line to itemize the expense (related to
Charge Card items).

Delete Click the check box to identify an expense to be deleted.

Expense Date The date the expense was incurred.

Expense The description of the expense.

Description

Amount The amount of the expense. For reconciliation expenses, the Amount can be negative.
Type The type of expense. Valid values include CC (applied charge card expenses) and RO (read-

only expenses).

5.6.1 Adding an Expense

On the Summary page, click the Expenses link or just click the Expenses tab at the top of the page.
The Add Expense Details pane displays to the right of the Expenses list.

On the Add Expense Details pane, there is an optional field called Create Expenses Through field, where a
user can type the date through which the expense should be replicated if needed.

In the Expense Date field, update the date if required.
From the Expense Description list, select an expense description from the drop down list.

a. After you select an expense description, the following fields are available: Cost, Payment Method,
Show Other Details link, Show Per Diem Conditions link (for per diem expenses).

6. Inthe Cost field, enter the dollar amount of the expense. If you need to convert the cost to another

currency, click the Foreign Calculator ™ icon.
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7. From the Payment Method list, select a payment method if necessary. The payment method will default
based on policy and common practice.

8. Click Save.

Important Note: To add any additional expenses, you must click the Add Expenses button on the left side
of the page or the new expense will overwrite the previously entered expense. In general, any expense
marked with RO (read only) will not be able to be edited.

5.6.2 Working with Per Diem Expense

Per Diem Expenses (Lodging and M&IE) display under the Expenses tab with a few additional options to allow
travelers to claim Actuals, Deduct Meals Provided, Deduct for days of Annual Leave and alter M&IE amounts i.e.
reduce to 55% for extended details or adjust camp rates.

1. Lodging Fields:

a. Copy Per Diem Expenses Through, use this field to change the Lodging per diem expense for
multiple days.

b. Expense Description will show as Lodging.

c. Cost will default with the lodging reservation cost if booked through CGE or can be entered if
booked outside the system.

Note: If you booked a hotel reservation through CGE, you will not be able to delete that lodging
expense or alter the dollar amount until the voucher is created or alternatively changing the
reservation in CGE. In the voucher, you will be able to alter the lodging dollar amount and delete
any inaccurate lodging expense.

d. Payment Method should default to GOVCC but can be changed if for some reason the traveler
could not use the Government card to pay for lodging.
e. Show Other Details link isn’t really relevant to the traveler and just has informational items.

f. Show Per Diem Conditions link is a toggle which defaults to Regular Lodging but travelers who
have justified and been approved to exceed the per diem allowance under rare circumstances,
need to change the radio button to Actual Lodging or the difference between actuals and allowed
will be reflected on the authorization and deducted on the voucher.

Click Save if you make any changes to this section.
Save l Clear ] Back l Next ]

Edit Expense Details

lol

= =
Date @ =
cription © Lodging -
0t @ B uso
thod @ GOVCC-C -

2. MA&IE Fields:
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a. Copy Per Diem Expenses Through, use this field to change the M&IE per diem expense for
multiple days.

Expense Description will show as M&IE.

Cost will default with the allowable M&IE rate for the TDY location.

Payment Method should default to Reimbursable.

Show Other Details link isn’t really relevant to the traveler and just has informational items.

-0 o0 T

Show Per Diem Conditions link is a toggle which defaults to Regular Lodging but has other helpful
options:
Change Radio button to Meals Provided and check the appropriate boxes if Breakfast, Lunch, and/or Dinner was

provided and click Save.
Save | Clear | Back | Mext |

Create Expenses Through E‘ &
Copy Per Diem Conditions Through
Expense Date @ 09/10/2013
Expense Description © meIE -
Cost® 6100 usp

Payment Method @ REIMBURSABLE -
Show Other Details
Hide Per Diem Conditions Per Diem Rates: 120.00 /61.00
These conditions apply to all per diem expenses on 09/10/2013

m

@ Regular M&IE
@ Meals Provided
Breakfast
Lunch
Dinner
@ Actual Meals
©) MB&IE Override "
e Change Radio button to Actual Meals if you want to alter the M&IE Amount for the entire trip i.e.
reduce to 55% or reflect a reduced camp rate without a % deduction on first and last day, go back
to the top and use Copy Per Diem Conditions through the ending date of the trip and change the

Cost to the lower M&IE Amount, and click Save.

| Save | Clear

Edit Expense Details

Create Expenses Through
Copy Per Diem Conditions Through 07/26/2013 | ) |

Expense Date @ 07/22/2013
Expense Description D MalE -
cost® 3080 @ usp
Payment Method REIMBURSAELE =
Show Other Details
Hide Per Diem Conditions Per Diem Rates: 85,00 / 56.00

These conditions apply to all per diem expenses on 07/22/2013
© Regular M&IE

© Meals Provided

@ Actual Meals

©) M&IE Override

e At this time DOI does not recommend using the M&IE Override Radio button because of display
issues on the screen, just use the Actual Meals Radio button instead.

i
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e To notate annual leave while in travel status, just check the On Leave checkbox, the radio button
defaults to Annual, enter the number of hours in the Hours field.

On Leave

@ Annual 7 Other Hours @ g

5.7 Accounting

Most FBMS Bureaus and Departmental Offices use many different combinations of accounting elements such as
Cost Center, WBS, Fund, and/or Functional Area. There may be times when an office feels it is appropriate to
charge a Work Order or Real Estate Object and those options are available in CGE. All Bureaus/Offices except for
USGS will enter the appropriate accounting elements as a new label and then can save those labels to their
favorites. USGS will

be able to Search for their accounting labels/WBS or add new ones.

1. Click on the Accounting Tab.
2. Click on the Add New Accounting button.
3. Enter a Label for this account code. This can be any name that makes sense to the user.
4. Enter the current Fiscal Year for this account code.
5. Enter your Bureau’s/Departmental Office appropriate combination of:
a. Cost Center (mandatory)
b. WBS (optional except for USGS)
c. Fund (optional may be derived or derived from a partial fund)
d. Functional Area (optional may be derived)
Only use the Order field if you need to charge a work order for this travel expense.

Only use the Business Entity, Building No., Land Number, and/or Rental Unit fields if your goal is to charge
this travel to a Real Estate Object.

Click the Save Accounting Updates button.

9. If you want to charge this travel to more than one line of accounting, you will have to click the Add New
Accounting, give the new accounting string a new Label, enter the Fiscal Year and repeat the steps above
to add the new accounting elements (Cost Center, WBS, Fund, Functional Area etc). Then follow the
Allocating Expenses instructions below to split charges to multiple accounts.

Traveler: William Meverjel Authorization: TANUMO00002CM [TANUMO0D002CMN) Submit
Summary || Profile || Group || General || Expenses Exceptiuns Totals || Confirmation || Perform Pre-Audits
Update Extended Accuunﬁngll Save Accounting Updates || Cance
Label Fiscal Year Sponsored || Long Term Taxable [ save Accounting
and extended
Organization DOl Accounting to master list
Accounting
Cost Center|
WEBS
Order
Fund
Functional Area
Business Entity,
Building Mo

Land Number
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10. USGS only: Use the Enter Search Criteria section and enter the label with the WBS to be charged in the
Accounting field, then click on the appropriate label to add it to your document.

5.7.1 Allocating Expenses to One or More Accounting Codes

If you select more than one accounting code on a document, you must allocate the expenses across the accounting
codes. The following allocation methods are available:

e Date
e Expense category/payment method

e Expense

e Location
e Percent
e Amount

If you need to allocate by Date, Expense Category, Expense or Location:

1. Click the Allocate link next to the Label of either Accounting string.

Organization Label Sponsored LT Taxable Default Classification Code Allocate Cost
[# W por UsGS Accounting &  GGHAAEQ000/GX13AE0000C1000/////1/ Allocate
,ﬁ' X ool U565 Accounting 2 () GGHHAADOOO/GX13AELOCOMO0OD/ /Y Allocate

2. Click the Expense Level Allocation tab.

a. To allocate by Date click on the * under the Date column, enter the Begin Dates for charges for
each accounting label and then click the Save Allocation Changes button.

b. To allocate by Expense Category/Payment Method click the link called Expense Category/Payment
Method, and use the drop down boxes to pick the line of accounting for each Expense Category or
Payment Method. Then click the Save Allocation Changes button.

c. To allocate by Expense, click the link called Expense, and use the drop down boxes to pick the line
of accounting for each Expense. Then click the Save Allocation Changes button.

d. To allocate by Locations (requires multiple TDY Locations on the document), click the link called
Location and use the drop down boxes to pick the line of accounting for each location. Then click
the Save Allocation Changes button.

If you need to allocate by Percent or Amount:

3. Click the Allocate link next to the Label of either Accounting string.
4. Click the Document Level Allocation tab.

a. To allocate by Amount, click on either dollar amount link under the Amount column, then enter
the appropriate dollar amounts to be allocated to each line of accounting. Then click the Save
Allocation Changes button.

b. To allocate by Percent, click on either 0 link under the Percent column, then enter the appropriate
percentages to be allocated to each line of accounting. Then click the Save Allocation Changes
button.
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Current Allacation Method: By Individual Expenses
A ing All ion S Y
Breakdown By Expense Category | | Expense Level Allocation || Document Level Allocation
Document Level Allocation
‘Organization Label Amount Retained Percent

Dot USGS Accounting 477.75
Dot USGS Accounting 2

=]
=3
=1
1= 1o

Wherever you see the Allow Exceptions check box in the various allocation screens, if you decide to check it, you
can go back to the Expenses tab and send an individual expense to either account even if the rest of the document
is split 50-50, by date, etc. Allow exceptions is not available when allocating by amount or expense.

Remember that all Charge Card items still need to be reallocated in FBMS to actually move centrally-billed charges
from default accounts to other accounts when applicable.

5.8 Perform Pre-Audits And Confirmation Tabs

When the travel/arranger has finished entering the expenses and the accounting on the authorization or voucher,
the traveler will need to sign the document so that it will be routed to the next person or persons in the routing list
for approval. Routing lists may have conditional routing that sends a document through different approvals
depending on whether the conditions were met. This is called conditional routing. An example of conditional
routing is an authorization that includes foreign travel that requires additional approval at a higher level. Some
offices may have multiple reviewers and approvers in the routing list.

Important note: Tickets will not be issued until the final approving official in the routing list approves the
authorization, so it is important that non-refundable reservations are approved within the same 24 hour
period or the reservation will be lost and the traveler will have to re-book.

To stamp a document, follow these steps:
1. Click the Confirmation tab (or scroll down to the Document Summary section at the bottom of the
Summary tab.)

2. Status to Apply: Select a status code from the Status to Apply list. Use Authorization Signed to sign an
authorization, use Voucher Signed to sign a Voucher.

3. Remarks: This field is optional. Enter any explanation/comments about the document that you want the
approving official(s) to see. The remarks are saved with the history of the document and can be viewed in
the Document History area.

Click the Stamp and Submit Document button.
This action shows the items on the Perform Pre-audits tab.
Review the Pre-Audit list,

a. If any of the Audit Process status show as FAIL, click on the Justify Pre-Audit Results button. Enter
the justification(s) in the Comments box and click the Save Comments button.

b. If they all show with a status of PASS or after you save comments, click the Continue Stamping the
Document button.

7. Read the important text describing the impacts of legally signing this document and click the Accept
Signature Text button.

8. This completes signing/stamping the document and shows the next users in the routing list. Click the Close
Post Stamping Document Closure Screen button.
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9. Always use the Log Out words to close CGE and not the normal red x (internet close button) or else you
can lock your document and may need a FATA to unlock it.

5.9 Creating A Voucher From An Authorization

When the traveler has completed his travel, he or she should complete their voucher within 5 business days.
Sections 6-8 of this guide covering Expenses, Accounting, and Stamping the Document work the same in CGE
whether the user is creating an authorization or a voucher. This section recaps the steps to file the voucher for
reimbursement.

5.9.1 Creating a Voucher

1. Onthe Home page, click Voucher and then click New Voucher. Tip: You can also create a voucher from
the Home page. Under the | Want To... section, click Create new voucher.

2. Onthe New Voucher page, next to Document Type select Voucher from Authorization from the
Document Type list.

3. Click the Create Document button.

Scroll down to the Document list and click the pencil/paper icon next to the authorization that you need to
create the voucher from. The authorization must have an approved status to be able to create the
voucher.

5. Review the fields on the Document Information tab.
a. Document Date field, should populate with date from Authorization.

b. Type Code field, should populate with trip type from the Authorization, otherwise use the drop-
down list to select a type code.

c. Purpose Code field, should populate with trip purpose from the Authorization, otherwise use the
drop-down list to select a type code.

d. Document Description field, should populate with trip description from the Authorization,
otherwise type a detailed description documenting the reason for travel.

e. Inthe Document Default Accounting Code field, accept the default or select an accounting code
from the lookup icon.

6. Review the fields on the Trip Information tab. If you need to revise the trip dates or TDY locations(s)
associated with the travel, use this tab to make any changes from the authorization

a. Inthe Depart From Selection drop-down list, verify if traveler left from the duty station, residence,
or in cases of extended details choose “IN TRAVEL STATUS” when appropriate.

b. In the Return To Selection drop-down list, verify if traveler returned to the duty station, residence,
or in cases of extended details, choose “IN TRAVEL STATUS” when appropriate.

Verify the Trip Duration.

d. Inthe Comments field, type any comments for the document, or click the Preset button to add
preset comments.

e. Inthe Itinerary Location section, review that the Arrival Date reflects the first date of the trip, that
the Departure Date reflects the last date of the trip (or dates for each individual TDY location) and
that the Itinerary location(s) are correct. You may need to use the binoculars to search for various
TDY locations.

f. Click the Create Document button. The document is saved on creation.

7. Go to Expenses tab and review the expense details.
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10.
11.
12.
13.

14.

15.

16.
17.

5.9.2

a. Lodging and Per Diem expenses automatically populate. Use the Edit (paper/pencil) icon to edit if
necessary.

b. Review all expenses in the Expense list, use the Edit (paper/pencil) icon to edit dates, costs, and if
applicable payment method for any expenses that differ from amounts listed on the authorization.
Click the Save button after any edits.

c. Use the Delete checkbox next to any expense you need to delete from the voucher and then click
the Delete Selected Expenses button.

d. Use the Add Expense button to add any new expenses on the voucher. Click the Save button after
any additions and then click the Add Expense button to add another expense if needed. Repeat
until all expenses are added.

e. If the expense applies to multiple days, type or select a date in the Copy Through field to replicate
the expense.

f. For more detailed information on Expenses see Section 5 Working with Expenses of this guide.

Go to the Accounting tab, review any accounting codes already selected for the document which are
displayed in the Available Accounting section. Use the edit (paper/pencil) icon to edit if necessary.

a. For more details on using accounting codes, see Section 6 Accounting of this guide.
Go to the Totals tab, review the Totals Details.
Go to the Confirmation tab, in the Status to Apply list, verify that VOUCHER SIGNED is selected.
Click the Stamp and Submit button.
This action shows the items on the Perform Pre-audits tab.
Review the Pre-Audit list:

a. If any of the Audit Process status show as FAIL, click on the Justify Pre-Audit Results button.
Correct the item(s) or enter the justification(s) in the Comments box for failed items and click the
Save Comments button.

b. If all audit items show with a status of PASS or after you hit Save Comments, click the Continue
Stamping the Document button.

Read the important text describing the impacts of legally signing this document and click the Accept
Signature Text button.

This completes signing/stamping the document and shows the next users in the routing list. Click the Close
Post Stamping Document Closure Screen button.

Once approved, the voucher will interface for payment through FBMS.
Always use the Log Out words to close CGE and not the normal red x (internet close button) or else you
can lock your document and may need a FATA to unlock it.

Creating Interim Vouchers for Long Term TDY

GSA policy requires travelers to submit a voucher at least every 30 days for extended trips such as details. If you
are on a trip that is longer than 30 days and need to submit a voucher, you can create and submit an Interim
Voucher. You can create multiple Interim Vouchers from the same authorization until the Final voucher of the
detail. You should not attempt to remove or alter any expenses from vouchers that have been previously paid.

Note:

DOl policy requires travelers to reduce the allowable lodging and M&IE amounts to 55% of the extended

TDY per diem location from Day 1 of the assignment when detailed to the same extended TDY location for
more than 30 days.

How To Create a an Interim Voucher:
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From the Home page, click Voucher, and then click New Voucher.

From the Document Type list, Voucher from Authorization.

Click the Create Document button.

From the Document list, click the Edit Icon next to the appropriate authorization.

vk e

If necessary, complete the Type Code, Purpose Code, and Document Description fields on the Document
Information tab.

Complete the following fields on the Trip Information tab:

In the Depart From Selection list, for the first voucher of the detail indicate whether departing from
Residence or Duty Station. For all follow on vouchers, select IN TRAVEL STATUS.

8. Inthe Return To Selection list, select IN TRAVEL STATUS. This will be the selection until your final voucher,
when you mark Return To as either resdience or duty station.

9. Alter the Arrival Dates and Departure Dates to reflect just the period covered by this voucher.

Summary || Profile || Group || General || Expenses || Exceptions || Accounting || Totals || Confirmation || Perform Pre-Audits

Document Information for TANUMOOOOD2DN

1 QUICK TIP
\) Enter or edit the general document information. If this is a trip-based document, dick the Trip Information tab to edit/view the trip information.Authorizations Vouchers LocalVouchers

Traveler Hame: William Neverjel

Document Information | | Trip Information

TipNo 1 - 52 AddTrip

Depart From Reston, VA Depart Selection Reston, VA -
Return To 1N TRAVEL STATUS | Return Selection -
Trip Duration  Multiple days - Trip Begin Date 10/01/2013 Trip
P

Comments .| =
Itinerary Locations
Delete Arrival Date Departure Date Itinerary Location

* 10/01/2013 12/31/2013 SALT LAKE CITY, UT Search

10. Click Create Document button.
11. Review the Summary tab. If this is the final voucher for the extended detail, check the final voucher

Final Voucher
checkbox.

12. On the Expense tab, enter/edit any expenses to be vouchered for, do not edit previously paid expenses. If
the M&IE was not reduced on the authorization, make sure to:

a. Click on Edit (Pencil/Paper) next to the first day of Lodging

o

Use Copy Per Diem Conditions through to change the dates to reflect the whole voucher
Use the Cost field to enter the reduced 55% rate
Click the Save button
Click on Edit (Pencil/Paper) next to the first day of M&IE
Use Copy Per Diem Conditions through to change the dates to reflect the whole voucher
Use the Cost field to enter the reduced 55% rate
h. Click the Show Per Diem Conditions Link and choose the Actual Meals Radio button
13. Click the Save button

I

P
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14.

15.

16.

17.
18.
19.

¢ Expenses
e [ ew
T Edit Expense Detalls
Tor Dekte: ScoclAll Desee urency: 15 D :
Acten Deetr  Date Expeste Descripbon Amount W et
v TN Vouen
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7
7
¥
7
¥
’
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On the Accounting tab, any accounting codes already selected for the document display in the Accounting
Code area. To add an accounting code, under Master Accounting Code, in the Label column, click the Label
link for the code in the area. The code appears in the Accounting Code area. Edit or delete accounting
codes, as needed.

On the Confirmation Tab, make sure the Status to Apply shows VOUCHER SIGNED, add any Remarks if
needed, and click the Stamp and Submit button.

Review the Pre-Audit Results and justify or change any items with a Failed status. If you add justification
comments, click Save Comments button.

Click the Continue Stamping the Document button.
Review the Signature Text agreement. Click the Accept Signature Text button.

Click the Close Post Stamping Document Closure Screen button. The voucher goes through the routing
approval process and displays in the Vouchers list.

5.10 Special Scenarios

5.10.1

Multi-Segment Reservations

Travelers may sometimes need to go to more than one duty station. If no reservations are required, the
traveler/arranger can easily add multiple TDY locations under the Trip Authorization tab of the authorization and
enter the appropriate dates for each TDY location. If reservations are required, it’s a little tricker and these steps
are shown below.

How to Book Reservations for a Multi-Segment Trip

1.
2.

On Home page, in the left pane, under | Want To..., click Create or change a reservation.

Click the Air/Rail tab (this is the default tab) begin entering your travel reservation information. If you do
not need airfare, select the appropriate tab to make your car, hotel, or rail reservation.

Select the applicable flight option radio button: Multi-Segment (for this example).
Enter the first TDY location and click the Find Location button.
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AirfRail || Car || Hotel || Taxi || Rail || Flight Status
N
CUSTOM TEXT - AIR SEARCH

O Round Trip O One Wayl @ rl.dulti-Segment-l GS

Ex

— Temporary Duty Location
O Agengy Location @ Reference point Help g Pri

e.9. Statue of Liberty’, 90210 or ‘Alexandrig, VA"
[Lakewood, CO, UsA |

Find Location j
TDY Per Diem Location (
| JEFFERSOMN COUMNTY —- JEFFERSON 1

Departure City i 1AD
|14 - Washington Dulles Intl - Washingtan, DC |
Arrival City g DEN
|DEN - Denver Intl Arpt - Denver, CO |
Departure ¥

||:Iepart v||9:003m v||:3 vl 0

D Pick-up/Drop-off car at airport

I Find a Hotel
Verify that the TDY Per Diem Location is appropriate, or use the drop-down box to change it.

In the Departure City field, if you don’t have a departure airport set as a default in your profile, enter the
city or airport code you will be leaving from.

7. Inthe Arrival City field, enter the city or airport code for the first TDY Location.
In Departure, enter the date you are going to the first TDY Location.

9. If you need a car, and/or hotel at the first TDY Location, check the appropriate boxes.

10. In the Second Temporary Duty Location section, enter the second TDY Location.
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11.
12.

13.

14.

15.

16.

17.

18.
19.

20.

21.

— Temporary Duty Location

O Agency Location (&) Reference point Help g

e.g. Statue of Liberty, S0210" or ‘Alexandria, VA

[Menlo Park, CA, USA |

Find Location

TOY Per Diem Location
| SAM MATED - SAN MATED v|

Departure City i
| |

ATTVal UILY b Sk

|SFO - 5an Francisco Area Airports - 5an Francisco, CA |

Departure i§9)
|09/03/2013 | |depart » || 3:00pm v || 23 v 0

D Pick-up/Drop-off car at airport

[ IFind a Hotel

Verify that the TDY Per Diem Location is appropriate, or use the drop-down box to change it.

In the Departure City field, enter the city or airport code you will be leaving from (usually the first TDY
location.

In the Arrival City field, enter the city or airport code for the Second TDY Location or it might suggest an
airport code.

In the Departure field, enter the date you are leaving the first TDY Location and going to the second TDY
location. It will default to the day after your first TDY location so make sure to verify and correct if
necessary.

If you need a car, and/or hotel at the first TDY Location, check the appropriate boxes.

If you are going to a third TDY Location, follow the same steps as above, enter the third TDY location and
click the Find Location button. Verify the TDY Location is appropriate or use the drop-down box to change
it. If you don’t have a third TDY location, leave this section blank and skip down to Arrival City.

In the Departure City field, enter the city or airport code you will be leaving from (usually the second TDY
location.

In the Arrival City field, enter the city or airport code for the third TDY Location.

Or if you only have two TDY locations, enter your home airport to indicate you will be returning home on
this leg in the Arrival City field.

In Departure, make sure it reflects the date you are leaving the second TDY Location and/or returning
home.

If you have more than three TDY locations, use the Add Segment link to add more locations.

Note: No matter how many TDY locations you have, always bring yourself home as the final Arrival City.
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— Temporary Duty Location
O Agengy Location ® Reference point Help [y}

24. Statue of Likerty, 90210 or Alexandria, VA

| |
Find Location

TDY Per Diem Location

| ]
Departure City i SFO
|SFO - 5an Francisco Area Airports - San Francisco, C4 |
Arrival City i |
|
Departure ks |
|09/04/2013 || depart + || 3:00pm || =3 v | <

D Pick-up/Drop-off car at airport

[1Find a Hotel

Add segment +

22. Click the Search button and a pop-up box will ask you to confirm the final location is correct for your trip.

23. CGE will propose flight options for each segment of the trip, once you book the flight, it will show cars and
hotels for each location (if applicable) in the order booked.

24, See Section 3 of this guide for detailed information on Creating a Travel Reservation.

5.10.2 Canceling/Changing Reservations

Travelers may sometimes need to cancel a reservation entirely or change aspects of their trip. You will have to
contact the travel management center to make changes to airfare after ticketing. However, many travelers are
able to make pre-ticketing changes to city-pair fares. Be aware that changing a reservation may generate a fee or

increased fare cost.
1. Onthe Travel tab, click the Trip Library link. If you see the words Cancel Trip under the Action column, you
are able to cancel your reservations for this trip.
2. If you just want to make changes to the reservation, click the name of the trip link, and then on the Trip
Actions menu, click Change Trip. If Change Trip is not an option, click Cancel Entire Trip and rebook.
3. Onthe itinerary, click the appropriate link to :
a. Add or modify a hotel reservation

e Special note: when changing a hotel reservation look closely at the TDY location it is
suggesting. Sometimes it is suggesting hotel location based on the airport and not the TDY

location you really need.
b. Add or modify a car rental reservation
c. Modify a flight
d. Cancel a reservation
4. Click Next. An updated itinerary appears once the transaction is complete.
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5.10.3

Camp Rates

DOl travelers are sometimes sent to TDY locations which do not involve traditional lodging because the traveler
will be camping instead. Some or all meals may be provided which results in a reduced M&IE rate. Two special TDY
locations have been added to CGE called “BLM Camp Rate” or “NPS Back Country” rate. If these special rates don't
apply to your bureau, you can also use the steps described in Section 5 Expenses or shown below to alter any M&IE
rate to reflect the reduced camp rate.

1.

B

w o N oW

11.

12.

13.
14.
15.
16.

17.
18.
19.
20.
21.

22.

On the Home page under the | Want To... section, click Create a new authorization or you can click the
Authorizations tab and then click New Authorization.

Select a Document Type — Authorization - from the Document Type list.
Click Create Document.

On the Document Information tab, enter the required document information noted below. The Document
Type and Document Name should pre-populate.

In the Document Date field, accept today's date or select a new date.

In the Type Code drop-down list, select Trip by Trip.

In the Purpose Code drop-down list, select the appropriate purpose code from the drop-down box.
In the Document Description field, type a detailed description of the reason for travel.

Click on the Trip Information tab.

. In the Depart From Selection drop-down list, select a departure location. This notates whether the traveler

is departing from Residence, Duty Station, or another location. Choosing IN TRAVEL STATUS avoids the %
reduction on the first day without having to select Actual Meals.

In the Return To Selection drop-down list, select a return location. This notates whether the traveler is
returning to Residence, Duty Station or another location. Choosing IN TRAVEL STATUS avoids the %
reduction on the last day without having to select Actual Meals.

Trip Duration defaults to Multiple days, use the drop-down choice if the trip will be 12 hours or less, or 12-
24 hours with or without lodging.

In the Comments field, type any comments for the document, or click Preset to add preset comments.
In the Arrival Date field, type or select the first day of the trip.
In the Departure Date field, type or select the last day of the trip (or the last day for that TDY location).

In the Itinerary Location field, enter either BLM or NPS and click Search, or use the binoculars icon to
search for the TDY location.

S

Itinerary Locations Add additional rows
Arrival Date Departure Date Itinerary Location Purpose Code Unlisted
01/01/2014 01/11/2014 | *NPS Back Country CONUS,US Searchh b O

[ *NPS Back Country CONUS,US v

Enter additional dates and locations if necessary.
The individual Purpose codes are optional.

Click the Create Document button.

Click on the Expenses tab.

If you didn’t choose IN TRAVEL STATUS on the Trip Information tab, the first and last day of the trip will
show a % reduction which is not correct for reduced per diem camp rates.

Click the Edit (Pencil/Paper) icon to left of the first day of M&IE.

. Department of the Interior Page 48 of 66 OCIO ‘How To’ Guide on Admin Ops



Transformati&®n

Modemizing Mission Support with 2151 Century IT

Traveler: William Meverjel Authorization: TANUMO00002EC [TANUMOOQ000ZEC) Submit || Print || Export | €
Summary || Profile || Group GenaralExcept\c-ns Accounting || Totals || Confirmation || Perform Pre-Audits
Save ‘ Clear | Back ‘ Mex
. § # || Copy Per Diem Conditions Through 'UULL_«'ZUH I
v[&Ey ) [ o1oseo1e Ladging 0.00 i °
Ectuals have Deen
T . y T claimed. Please verify
! IE\J O O ouvsaone MBLE 20,00 e
v @B O oussos Ladging 000 Expense Date @ [01/01/2014
. . Expense Description © | M&IE v
1 B [ 09/ EL .
v B O ouonons MEIE 20,00 Ton® 000 H uso
V2R O oo — - Payment Method @ | REIMEURSABLE v
Show Other Details
P
3 ﬁ E= | [0 o110/2014 MEIE 20.00 Hide Per Diem Conditions Per Diem Rates: 0.00 /20,00
P These conditions apply to all per diem expenses on 01,01/2014
v B O oneos MBUE 2000
O Regular M&IE
Add Expense ‘ Delete Selected Expenses ‘ O Weals Provided

“l [
a. Use Copy Per Diem Conditions through to change the dates to reflect the whole trip.
b. Use the Cost field to enter the reduced camp rate (i.e. $20.00).
c. Click the Show Per Diem Conditions Link and choose the Actual Meals Radio button.
d. Click the Save button.

23. Follow the normal steps for Accounting, Confirmation, and Perform Pre-Audits.

5.11 Creating a Trip Without Booking It

1. Create a Travel Authorization (TA). Go to the Expenses tab and add all applicable expenses. You
may add the account code at this time if you choose.

2. Print the TA showing all the ‘non-reservation’ related travel expenses (i.e., per diem and the total

cost).

3. Create the Reservation from the TA. Click on the Travel tab and select Travel Home.

4. Click Add Travel to an Existing TA.

5. From the dropdown menu, select the TA.

6. Complete the section on ‘building a reservation’ — the CGE system will walk you through this
process.

7. Print the itinerary and put the reservation on HOLD!

Package the TA and the itinerary together to submit to management for pre-approval.
6 ‘How To’ Instructions for a CGE Federal Travel Approver

The following information is from CGE’s QuickStart Guide which provides step-by-step procedures to review,
route, and approve and route documents for Federal Supervisor Travel Approvers. Additionally, there is an
interactive video for CGE Federal Travel Approvers called Approving or Sending Back a Travel Authorization which
also provides step-by-step instructions on the approval process. Access the video by copying and pasting this link
http://www.concurtraining.com/Is_rsrcs/cge/cge_approve_send_back_authorization.htm into your brower or
click on the hyperlink above. For tips and tricks on approval, travel, authorization, voucher and more visit the
google site DOI Travel Tips and Tricks for additional guidance such as what to do when a system error occurs or a
travel issue arises.

6.1 CGE Window Layout

The following screenshot shows the key components of the CGE window:
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Welkcome Arranger] Training 7] Help | Log Out
L
1 Home Travel  Authorizations Vouchers  Profile
e . TOE IR
2 Authoriration sering trave: tor [ Trairing, Amangeri v
Create Aowty e
Sobmit | Priet | Export | Oose |
3 i = e Genersl ¢ Toners
it Changes | Cancel et it Back | newt
Document Information for Test_Auth
3 CX TP
4 @Y
B
" Depart Selection | RES: Aleancra, VA v
Return T Beturn Selection | REC Aesandra VA W
¥ ~
Preset |
Itinerary Locations Add additional rows
Detete Asrrval Date Drparture Date Manerary Location Purpose Code Uniisted
x I= = SEATTLE WA . ot
= = — v
= = Y s

The following table describes the areas of the CGE window:

No. Area

1 Menu Toolbar

2 Document Life Cycle
Bar

3 Document Toolbar

4  Tips and Document
Summary

P

. U.S. Department of the Interior

Description I

A set of tabs that provide access to the Home, Travel, Authorizations,
Vouchers, and Profile tabs. These tabs provide access to menus and links you
can use to create and manage documents. Your user account permissions
determine which tabs you can access. For example, the Administration tab
displays only when you are logged in as System Administrator.

Displays where a document is in its life cycle. Stages include
Travel, Create, Review/Submit, Approval, and Voucher.

Once a document is created, the Document toolbar displays a set of tabs you use
to view and perform functions on a document such as adding expenses, adding
accounting codes, or conduct pre-audits. Document tabs display based on your
configuration and your user account permissions.

The QUICK TIP area provides helpful hints or "quick tips" about how to use the
window. The more...

link at the end of every quick tip, takes you to the online help content for that
screen.

The Document Summary (aka. Summary) window provides the primary way to
view all document information. The links displayed on this page correspond to

Page 50 of 66 OCIO ‘How To’ Guide on Admin Ops




IT Transformati®®n

Modemizing Mission Support with 2151 Century IT

the tabs shown on the Document toolbar. For example, clicking the Expense link
on the Summary page changes the focus to the Expense tab.

6.2 Overview of Document Reviews by Routing Officials

The route and review process may require one or more routing officials to review documents prior to final
approval. For example, because a voucher authorizes payment of the finalized trip costs and associated expenses,
it may be routed to several other routing officials before final approval. Also, in the case of foreign travel, you
might add a reviewer to the routing list to review the foreign travel request. An authorization typically requires a
stamp from the Federal Financial Travel Approver (FFTA) or Federal Supervisor Travel Approver (FSTA) in order to
authorize the travel and estimated expenses.

From the Home page, there are several ways to access documents that are awaiting review, routing and approval:
¢ Click the name of the document in the Awaiting Approval section.
e Click the Approvals tab to sort, search, and make changes to all documents for approval.

The following screenshot shows the Home page:

Welcome, Approverl Training OHdpll.ﬁ.'\gOut
®
Home @ Travel Authorizations  Vouchers Reporting  Profile
e ad e tor:[Me V| ooy Search |
IWantTe... Important Information
+ Create or change a resenvation Concur welcomes Your Agency to Concur Government Edition -
« View authorizations
« Create 8 rew authorizstion Mission Statement: To enforce the law and defend the inlerests of the Uniled Stales according to the law. 1o ensure public safet;
against threats foreign and domesiic. 1o provide federal in g and g crime; lo seek jus! punishment for those
+ Create an authorization from an Agent-booked trip guilty of unlawtul behavior, and to ensure fair and impartal administration of justice for all Amencans
¢ View vouchers The Attomey General
= Create b rew voucher Eric Smith
+ Edit my profile The Deputy Attormey General
« Approve authorizations and vouchers James Collins
The Associate Atlumey General
Tony Watkins
Alerts
Use this area lo updates. and include links o relevan! information 1o keep users informed  Changes 1o
Apply Transactions polcy. new vendors agreements or policies that users are o follow based upon updates to the FTR Any relevant information can de (¥
disseminaled in this area including pictures, cusiom links and more. Best of all no HTML is required Al updates are made using he
AL AP, i m bl e B . . b il S Ao el b s e & EIA . M bbb B
Additional Info
— Genera Awaiting Approval Yiew &' Docyments Awatng Apgrovy
« Transition to ETS-2 in
TA Depart
= Per Diem Rates Moble App F Name Type Num Description date Per Diem Total  Status Use Traveler
+ GSA Lodging and FedRooms By
* Sign up for GSA Trave! Notifications Tripto Authorization T30267 05/1472013 NEWARKN)/ 133300 SIGNED Training
Newark RES: Artington, Traveera
— Telepresence VA
+ GSA Telepresence ATOS133EWR Authorization T30274 05/13/2013 NEWARK, NJ 30550 RESERVATIONS Training.
CANCEL Adminsstrator
[- Regutations -|

6.2.1 The Approvals Tab

To begin approving documents, from the Home page, click the Approvals tab.
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Welcome, Approver] Training @ Help | Log Out

Home Travel  Authorizations Vouchers  Approvals = Reporting  Profile

Approve Vouchers

o for | Me [
ADDYy Search

Route & Review Documents
&

Search Criteria

Hold Selected Document(s) | Preaudit Sedected Document(s) | Preaudit & Stamp Selected Don,m«-:i‘.:_

QuUICK TP

Restrict to Compilete Documents Sort Order| Days in Queve v Search Days in Queve Refresh Document List |
List of Documents

Select A Deselect A No. Documents Selected: 0

Action Type Document Control Number Trip Description Dep Date Traveler InUse Awaiting Status Days in Queue Total Cost Netto Trav Actual Adv  Computed Adv
R '

On the Approvals page, you can use Route & Review Documents area to perform the following tasks:

¢ Select multiple documents for stamping at the same time

¢ Sign multiple documents at the same time

e Pre-audit documents before signing (with or without stamping)

¢ Preview documents before signing

¢ Hold documents during auto-routing (if your agency uses auto-routing)
¢ Adjust documents

¢ View document details, including status codes and routing lists

¢ View and change reservations (with permission)

6.3 Route and Review Documents

| How to Search for Documents ________________Additional Information
1. From the Home page, place your mouse

pointer over the Approvals tab, and select

one of the following:

e Approve All
e Approve Authorizations
e Approve Vouchers
e Approve Associated Documents
2. Inthe Search Criteria section, select Restrict to Complete Documents: Select to view only
the appropriate search options. those documents that are stamped with an action of
COMPLETE. You must have the Stamp Complete

Documents permission to enable this option. The only
status stamps available for signing completed documents
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3. Once you select your search criteria, click
Refresh Document List. The system displays
the documents that match your criteria under

are those status codes that have the following actions
assigned to them: UNFUND, CANCEL, ASIG, or blank.
Sort Order: Documents can be sorted by column heading.
Select a sort order from the Sort Order dropdown list.
Search Days in Queue: Enter a number of days to search
for documents in the queue for the specified time period.

Click Select All to select all documents in the list. Only
documents that are waiting to be signed are selected.
Click Deselect All to deselect all documents in the list.

the List of Documents section.

The following table describes the columns in the List of Documents section:

Column
Heading

Action

Type
Document
Control Number

Trip
Descriptions

Dep Date
Traveler

In Use

Awaiting Status

Days in Queue

Total Cost

Net to Trav
Actual Adv

Computed Adv

Description

Actions you can perform on a document: Select Document, Preview Document,
Review document, View or Change Reservations, and Adjust Document.

Describes the type of document: Authorization or Voucher.
Document title.
A number used to track the document.

A description of the trip defined in the voucher.

Traveler’s departure date.
The name of the traveler.

An asterisk (*) indicates if the document is in use by another user. A document cannot be
selected if an asterisk is displayed in the In Use column. A document is considered "in
use" if the document is open. Another case of "in use" occurs if your computer shuts
down while the document is open. In this case, the document is "edit-locked" and must
be unlocked by you.

How the document will be stamped after it is signed by the appropriate user.

Number of days that the document has been in the approval queue.

The total amount claimed on the document. This field displays the estimated cost of travel
on an authorization and the total cost of travel on a voucher or local voucher.

The amount to be reimbursed to the traveler on the voucher.
The requested cash advance amount on the authorization.

The computed cash advance amount on the authorization.

The following table describes the actions you can perform on a document by clicking an icon in the List of

Documents area.
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Icon Action

ﬁ Select Document

u Preview Document Details
| - ] Review Document Details

View or Change Reservations

ri Adjust Document

6.3.1 Route and Review Actions

e

Click to select a document. When a document is
selected, the icon changes to a Deselect Document
2 icon and the document row is highlighted. You can
select one or more documents. To deselect a
document(s), click the Deselect Document - icon
document for the document you want to deselect.

Click to preview and print the document from

Adobe Acrobat Reader.

Click to review document details in the Document Summary
window.

Click to view or change reservations (if you have the
appropriate permissions).

Click to adjust a document.

From the Route & Review Documents area, you can place documents on hold, perform a pre-audit on documents,
and stamp them with a status. To perform these actions, you must first select the document(s) you want to stamp,
and then click either Hold Selected Document(s), Preaudit Selected Document(s), or Preaudit & Stamp Selected

Document(s).
Welcome, Approver] Training @ Hep | Log Out
®
Home Travel Authorizations Vouchers  Approvals Profile
pprove A A ve Authonzations Approve Vouchers
¢ for:| Me v
Appy 1 Search
Route & Review Documents Hold Selected Document(s) | Preaudit Selected Document(s) | Presudit & Stamp Selected Document(s) |
- QuUICK TIP
$ =
Search Criteria
Restrict to Complete Documents Sort Ordes| Days in Queve W Search Days in Queue _Refresh Document List
List of Documents
Select A Deselect A No. Documents Selected: 0
Action Type Document Control Number Trip Description Dep Date Traveler InUse Awaiting Status Days in Queve Total Cost Net to Trav  Actual Adv  Computed Adv
BA08SF s
SRA0ER
6.3.2 Hold Selected Document(s)
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In order to exclude certain documents from the automatic routing process, you can place a "hold” on selected
documents.

How To Hold a Document Additional Inform

1. Click the Select Document E icon for A document cannot be selected if an asterisk (*) displaysin
the document you want to place on hold. the In Use column. A document is considered "In Use" if
the document is open.
When you click the E icon, it changes to the Deselect
Document 2 icon. To deselect a document, click the
Deselect Document ' icon.

The No. Documents Selected field displays the total
number of documents selected in the list.

2. Click Hold Selected Document(s).

6.3.3 Pre-Audit Documents

From the Route & Review Documents area, users can pre-audit documents. To pre-audit documents, you must
select the document(s) you want to pre-audit, and then click Preaudit Selected Document(s) or Preaudit & Stamp
Selected Document(s).

Note: Preaudit finds the first 40 failures on a document.

How to Pre-Audit One or More Additional Inform

1. Click the Select Document E icon for the A document cannot be selected if an asterisk (*) displaysin
document you want to select. the In Use column. A document is considered "In Use" if
the document is open.
When you click the E icon, it changes to the Deselect
Document 7 icon.

To deselect a document, click the Deselect Document
icon.

The No. Documents Selected field displays the total
number of documents selected in the list.

2. Click Preaudit Selected Document(s) or Doc Status: Indicates if the document passed or failed the
Preaudit & Stamp Selected Document(s). pre-audit. The status displays as FAIL when even one
process fails the pre-audit.
The Pre-Audit Results area displays. Audit Process Details: Displays the process name
of the audit, the status of the audit, and comments about
failed audits.

e Example: If a user belongs to organization FM-
Train, and the Signature Verify and Approval by
Traveler audits are assigned to the organization
FM-Train, then the Signature Verify and Approval
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by Traveler audits are run against the document
when the user pre-audits the document.

Pre-Audit Results

Close Pre-Audit Results | ,
s\ QUICK TIP
D

Pre-Audit List
Type Document Traveler Doc Status
Comments
Process Name Comments
3.Click ClosePre-AuditResults.
How to Pre-Audit All Documents at Once Additional Information

1. Click Select All to select all documents in the list except

You can deselect all the documents by
those documents awaiting a status with the SIGN action.

clicking Deselect All, if necessary.

Route & Review Documents Held Selected Document(s) | Preaudit Selected Document(s) | Preaudit & Stamp Selected Document(s) |

& QUICK TIP

Search Criteria
[ ] Restrict to Complete Documents Sort L’Ndui Days in Queve v Search Days in Queue| Refresh Document List
List of Documents

seect All || Desetect i |

No. Documents Selected: 2
Action Type Document Control Number Trip Description Dep Date Traveler

InUse Awaiting Status Days in Queue Total Cost Netto Trav Actual Adv Computed Adv
! .--'k ' - i Authorization

ORRBRX Ao

arization

APPROVED 0 305.50

2. Click Preaudit Selected Document(s) or
Preaudit & Stamp Selected
Document(s).

3. Click Close Pre-Audit Results.

i
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6.3.4 Preview and Print a Document

How to Preview and Print a Document Additional Information

1. Click the Previewl ]icon for the document
you want to preview.

2. A separate window opens and the document
appears in Adobe Acrobat Reader. From this
window, you can review or print the document.

6.3.5 Review Document Summary Details

How to Review Document Summary Additiona
Details

1. Click the Review Document Details I_] icon Click the down arrow 2 next to the section
for the document you want to review. name to expand the details for that section. Click
The Document Summary window displays. the right arrow © next to the row heading in a

section to view its details. For example, click the

right arrow ©  forarowin a Per Diem
Allowance row to view the details for that row.
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Traveler Travelerh Training  Autnorization:

Document Summary for Trip to Newark

~
TRIP #[1 v|

Traveler Details Traveler ID:  TravelerA Traveler Name: TravelerATraining  Organization:  (None

& Group Travelers NO Additional Travelers

& Document Information TA Num: T30267 Cumrency: US. Dolla Type:

Purpose Location From To Pur Diem Rates

Description

& Reservation Details No Reservations

Reservation Type Vendor/Carrier Cost Lodging Location Ticket #/Res. 8  Emissions Traveler

@ Expense Details Total Per Diem Expenses: 129750 Total Non-Per Diem Expenses:

Date Expense Description Expense Category Cost  Payment Method PerDiem
g TH v

© Per Diem Allowances Total Per Diem Allowance:

Per Diem Rate Ldg Cost Ldg Allowed MA&IE Cost MEIE Allowed Spec B I D Cont%

QO0O=00

2. Click the Close X icon to close the
window.

6.3.6 View or Change Trip Reservations

How To View or Change Trip Reservations iti m

1. From the Route & Review Documents The Request window displays.
area, click the View/Change Reservation Note: To change reservations you must have the
T icon for the document you want to adjust. appropriate permissions.
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Regquest

Thia trip must be approved by: Sundey, by 07, mu:u Pl astern time.
s rejected it will be
11 weill e bt alby « anc eled i mbmmr!h|mm

ardas Aoy 07 2013 1154 PU Eastern T

a3y Macch 20 2017 3 1 25 P Exsdern 8 Travelert T

Flight segment Air Segment added on Wednesday, March 20, 2013 at 1:25 PM Esstern time,

The Request window displays the following two
tabs:

e Request Status History: Displays
important information about the trip
request such as itinerary rule violations.

e Travel Itinerary: Displays the trip itinerary.

2. Click the Travel Itinerary tab.
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3. Scroll to the bottom of the page and click

Change Trip.

4. The Travel tab displays showing the trip itinerary.

Click the links on this page to make the desired changes
to the trip, and then click Next.

5. Click Finish.

0

s
i 3
- i
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6.3.7 Adjust a Document

How To Adjust a Document Additional Information

1. From the Route & Review Documents

area, click the Adjust Document i'i icon
for the document you want to adjust.

If the document you are trying to select has

an Awaiting Status of SIGNED, CGE will not
allow you to make adjustments to the
document.

Route & Review Documents Held Selected Document{s) | Preaudit Selected Document{s) ] Preaudit & Stamp Selected Document(s)
» QUICK TIP
e =

Search Criteria

||| Restrict to Complete Documents Sort L‘td;‘l: Days in Queue v Search Days in Queuve| Refresh Document List
List of Documents

Select Al Deselect Al No. Documents Selected: 0
Action Type Document Control Number Trip Description Dep Date Traveler In Use Awaiting Status Days in Queve Total Cost Netto Trav Actual Adv Computed Adv
ERESEE A v !

If the document was signed and was

previously adjusted, the system displays the

Open Document Version area.

Select the Document Version at the top of the list that has
a document type of ADJUSTMENT **,

The system displays the Open Document
Signature window.

Open Document Version for Trip to Newark

QUICK TIP

Document Version List
Document Type Level Date Time
# oricival

If the document was signed and has never
beenadjusted, the system displays the
Open Document Signature area.
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Cancel Oparing Docummant | Gar Documnant it View-Only |___Sion 10 Ruview Documere |
Open Document Signature
>
Signature for Mluv‘n’lcml
Resson [ |
2. Enter your electronic signature in the
Signature for Adjustment field.
3. Click Sign to Review Document. The
Document Summary for <Document
Name> area displays.
Traveler: VWillam Never  Govt LVeh w Lk Subekt | Pt | Export | Closs
Summary fle | Genersl | Charge Card | Expenses || Accounting || Totale sndd Travel Advances | Confirmation | Perform Pre-Audits
Seve Changes | tau|
Document Summary for wm LVch -
i) ™
‘\) For specific information, chek on s Detads bk You can 1N 8hd Stamp your docurhent from the Documant Status secton mote
Traveler Details Traveler I0: 13244458 Traveler Mame:  Willam Never Organization: GSA
©@ Document Information TA Murn: Currency: US. Dolar Type: SINGLE TR
Purpose Report Date
SPECIAL MSSION 28N 1
Description
w23ign for & short term special mission
© Expense Deails Total Expenses: 5560
Expense Description Expense Category Cost Payment Method PerDiem
Parking Tranzport 1000 OTHER
M OO ASSIGNED FOR Parking ON 02721 2011
AR Mienos Mieaoe 11.40 OTHER .'J

4. To save the adjustment, click Save
Changes. To close the document, click
Close.

6.3.8 Stamp Documents from Route & Review

From the Approvals toolbar (Route & Review), users can 'stamp' documents with a status. In order to do this, they
must select the document(s) they want to stamp, and then click Stamp Selected Document(s) or Preaudit & Stamp
Selected Document(s).
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Welcome, Approver] Training @ Help | Log Out

Home Travel Authorizations Vouchers  Approvals Reporting  Profile

Me ~
Appy Search
B s _Hold Selected Document(s) | Preaudi Selected Document(s) | Presudk & Stamp Selected Document(s) |
. QUACK TIP
Y
Search Criteria
Restrict to Complete Documents Sort Order) Days in Queve v Search Days in Queve Refresh Document List
List of Documents
Select A Deselect A No. Documents Selected: 0
Action Type Document Control Number Trip Description Dep Date  Trawveler InUse Awaiting Status Days in Quewe Total Cost Netto Trav Actual Adv  Computed Adv
BAVBDX w :
BA0s=d s

How To Stamp One or More Documents Additiona

1. Click the Select Document E icon for the A document cannot be selected if an
document(s) you want to select. When you asterisk (*) displays in the In Use column. A
click the E icon, it changes to the document is considered "In Use" if the document is
Deselect Document  icon. To deselect open. Another case of "In Use" occurs if the a
document, click the Deselect Document document is in the edit-lock mode.
& icon.

The No. Documents Selected field displays the
total number of documents you have selected in

the list.
2. Click Preaudit & Stamp Selected
Document(s).
3. The system displays the Document The documents you have selected display in the
Stamping window. Currently Selected Documents area
If the Pre-Audit Results area displays, . click Continue Signing Documents.

The following columns display for each
document: Type, Document, Traveler, Return-
to, Org, Dep Date of the trip, Awaiting Status,
Total Cost of the trip, the amount Net to Trav,
the cash Actual Adv, and Computed Adv.
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Document Stamping

Curmently Selected Documents

4. Enter any comments you have regarding
the document in the Remarks field.

5. Select the status code that you want to
stamp on the documents in that
organization from the Status to Apply
dropdown list.

6. Select a reason code for why the
documents in that organization were
stamped with a particular status code
or action from the Reason dropdown list,
if necessary.

7. Click Stamp Selected Documents. The
system displays the Document Stamping
Log area.

Document Stamping Log

s\ QUICKTIP
|

Stamped Documents

Type Name Traveler

8. To close the Document Stamping Log

area, click Close Stamping Log Screen. The system

returns to the Route & Review
Documents area.

How to Stamp All Documents at Once

1. Inthe Route & Review Documents area,
in the List of Documents section, click

’ U.S. Department of the Interior
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Carcel Document Sgring | Stamp Selected Documents

DepDate  Awaiting States Total Cost Mt 10 Traw Actual Adv Computed Adv

If the document needs to be returned to the
traveler, in the Return-to column, click the
dropdown arrow, select the traveler’s name,
and then click Stamp Selected Documents.

The system routes the stamped document to

the next person on the routing list.

Close Stamping Log Screen |

Stamp Results

Additional Information |

If required, you can de-select all the documents
by clicking De-Select All.
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Select All to select all documents in the list,
except for those documents awaiting a
status with the SIGNED action.

2. Click Preaudit & Stamp Selected
Document(s).

The system displays the documents you selected
in the Currently Selected Documents area

3. The system displays the Document
Stamping window.
If the Pre-Audit Results area displays,
click Continue Signing Documents.

The following columns display for each
document: Type, Document, Traveler, Return-
to, Org, Dep Date of the trip, Awaiting Status,
Total Cost of the trip, the amount Net to Trav,
the cash Actual Adv, and Computed Adv.

Document Stamping Cancel Document Signing | Stamp Selecnd Documents

» 2=

Currently Selected Documents

Statws to Apply  [AWAITED STATUS] + Resson -

Type Document Traveler Return-to Org DepDate  AwaitingStatws Total Cost Met o Traw Actual Advw Comgeted Adv

4. Enter any comments you have regarding
the document in the Remarks field.

5. Select a reason code for why the documents in
that organization were stamped with a
particular status code or action from the
Reason dropdown list (if required).

6. Select the status code that you want to use to
stamp the documents in that organization from
the Status to Apply dropdown list, and then click
Stamp Selected Documents.
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If the document needs to be returned to the
traveler, select the traveler’s name from the
Return-to dropdown list, and then continue the
stamping process.
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7. The system displays the Document
Stamping Log area.

The stamped document is routed to the next

person on the routing list.

Document Stamping Log
2} TP
L)

Stamped Documents

Type
Gowvt LVch

Hame

Govt Lvch 0625

Traveler Stamp

Never Wiliam

APPROVED

Close Stamping Log Screen

Results

PASS

To close the Document Stamping Log
area, click Close Stamping Log Screen.
The system returns you to the Route &
Review Documents area.

6.3.9 Stamping from the Confirmation Tab

You use the Confirmationtab to stamp documents with the appropriate status code and view
information about document routing and document history. To accessthe Confirmationtab for all
document types, on the Document toolbar,clickthe Confirmationtab,or click the Document

Statuslink on the Summary page.

Traveler: Administrator Training  Authorization: *PNR#1000011382 (T30829/

Totais || Confirmation || Perform Pre-Audits || Preview
Status for #PNR#1000011382
‘E) <_.\U1u; P
he Signature FIN is case sensithve m
Status to Apply SIGNED -
tumn -
Document Routing
Mame
Adminis Training
Document History
Date/Time Status Name
08/20/13 12:35PN CREA

Travel Agent

i
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View/Change Reservations | | Submit | print | Bxport | Close
Stamp and Submit Document | | Back | Next |
This is the routing path the current document will take once routed
Status Level
GNE (
This is the status history for this document
Remarks. Reason Desc
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