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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”.

Welcome, William NeverMNPSFATA

Home Travel Authorizations Vouchers
View Authorizations
MNew Auth orr]i%hation
Traveler Name RMNeverMPSFATA, William Training

Cocument Type L W puthorization [
|| Create Document I




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

[

Document Information Trip Information

Document Type © suthorization
Document Mame @ TANUMO00003JK

Document Date @ 08/31,2013

Ta Num @ TANUMOD0003JK

Sponsored Trawvel

I:} Currency s, Dollar -

Type Code @ TRIP BY TRIP -

Purpose Code @ | ATTEMDAMNCE - |




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” -

Create Docurment I
|

TripMe 1 - -I_L\.S‘Add Trip |

Depart From RES:,
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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.

Date Per Diem Rate  Ldg Cost Ldg Allowed MEUE Cost MEE Allowed
09/09/13 60,00/ 30.00 60.00 60.00 2250 2230
09/10/13 6000/ 30.00 6000 6000 0.0 0.0
09/11/13 6000/ 30.00 6000 6000 3000 0.0

09/12/13 60.00/ 300 000 0.00 2230 220
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Home | Travel Authorizations | Vouchers

Home  Trip Library Templates Policy

— Travel Authorizations

@ Mew Authorization from Travel

@ Mew Local Authorization from Travel

'@  Add Travel to an Existin g Authorization
| TANUMOOOOO3IL (2013-09-01)

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



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

= Round Trip Cine Way hulti-Segment

— Temporary Duty Location

[:} Lgency Location " Reference point

Help [

e.q. ‘Statue of Liberty”, "20210" ar "Alexandria, VA

Horace b Albright Training Center, Grand Canyon Mational Park,

I Find Location ]

TD% Per Diem Location

GRAMD CAMYOM -- COCOMIMNMG COUMTY

Departure City Gfd

LAy

I1AD - Washington Dulles Intl - Washingtaon, DT

Find an airport Select multiple airports

Arrival City B

TN

IGCN - Grand Canyon Matl Park Arpt - Grand Canyon, &7

Find an airport Select multiple airports

Departure G
08/28,/2013 depart ~ 9@00am =~ +3 =~

Return G
08/31/2013 depart - S00pm -

Search
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Washington, DC To Anchorage, AK Sun, Sep 1 - Fri, Sep 6

1l Baggage Fee Policies

A = A

Multiple American

Carriers

1003.70

MNon-Contract
10 results

Gowvernment
15 results

Lowest Published 5326.60
42 results 13 results

Hide fare display legend &
Qca - Gowvernment Contract oc - Mon-Contract Gowvernment
R - Ticket is refundable j:‘ - Flighty/Train arrives on a different day
L - short or long connection time
@ - Least Cost Logical Fare
_— - Sogo WIi-Fi 50-99% coverage

- Turboprop plane

== - This option is Fly samerica act compliant

=" - Gogo WIi-Fi 100% cowverage

Starting From: IAD &20am = ANC 4:00pm 1 11h40m

$1195.70 B United
m] ANC 509m = IAD 11:31am 2 14h22m
Maore like this + Show fares @

Compare # e[k R |



View Fare Rules

Airfare quoted amount: $1,097.24 USD
Taxes and fees: %$89.06 USD

Total Estimated Cost: $1,186.30 USD

Restrictions
Quote: {-REFUNDABLE-/

TICKET NOT YET ISSUED. AIRFARE QUOTED IN ITINERARY IS NOT GUARANTEED UNTIL TICKETS ARE ISSUED.

Remarks

**ND FARE IS5 GUARAWNTEED TUNITIL TICEETED*®*
COHLY FARE GUARANTEED IS5 ¥YC&A AND —-C& FARES
#*E]. S50L TRAVEL OFFICE THFOBMATIOH**#**%
DCTI ALASELA TEST BOOETIHNG

Almost done... Please confirm this itinerary.

| Display Trip || << Previous IM__EWQ




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.

Date Per Diem Rate  Ldg Cost ldg Allowed  MBIECost ~ MEIE Allowed
09/09/13 0000/3000 6000 000 2] 2]
09/10/13 0000/3000 6000 000 3000 3000
91L/13 0000/3000 6000 000 3000 000

09/12/13 0000/3000 000 00 20.3) 2]
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