
Albright Training Center – Preparing your TDY Authorization 



On the Home Page of CGE click on Authorizations and select New Authorization. Then 
select Authorization from the drop down menu and click “Create Document”. 
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Fill out the Document Information Tab 
1. For the Type Code, Select Trip by Trip  
2. Select the appropriate Purpose Code, Training Attendance 
3. Next, select Trip Information Tab 
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Fill out the Trip Information Tab 
1.Using the drop down menu, select the appropriate Depart From and Return To Locations.  
2. Type Albright Training Center in the Itinerary Location and select Search.  
3. Click “Create Document” 



1. Go to the Summary Tab and review the Per Diem Allowances. They should look 
something like what is displayed below. 
2. Add any additional expenses (Pov Mileage..etc), the FBMS Account Label and close 
out of the Authorization. DO NOT submit the Authorization as Signed, yet. 



Adding Airfare to an existing Authorization 
1. Click on the Travel Tab 
2. Select Add Travel to an Existing Authorization 
3. Select the Authorization from the drop down menu 



1. Select Round Trip 
2. Reference Point will populate with Albright Training Center. 
3.. TDY Per Diem Location will auto fill as well. 
3. Add : Departure City, Arrival City and Departure and Return dates. 
4. Select Search 



1.Once your flight results display, choose the flight that is policy compliant and meets your mission needs by clicking 
fares. 
 
 



When you select Confirm Booking, your Authorization , the system will populate your authorization. 



1. Go to the Summary Tab and review the Per Diem Allowances. They should look  
similar to what is displayed below. 
2. Add any additional expenses (Pov Mileage..etc), the FBMS Account Label and sign 
the Authorization. 
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