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Section 3:  Create and Manage an Authorization without Online Reservations
[bookmark: _Toc31639924]

Background:



Additional Information:


Procedure

Welcome to Section 3 of the CGE Travel System Basic Functionality course.  This CBT course is mandatory for all users to complete prior to attending an Instructor Led Training session.  Additionally, users will not be granted access to the CGE Travel System until they have completed this CBT course.

This section should take approximately 60 Minutes to complete. 
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	Step
	

	1. [bookmark: T5_F1184]
	Press [Enter].
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	Step
	

	1. [bookmark: T5_F1151]
	Press [Enter].
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	Step
	

	1. [bookmark: T5_F1026]
	Knowledge Check

In Sections 1 and 2, you utilized the Create an Online Reservation (Authorization Generated) process flow.  Which of the following terms were created or generated during that process flow?

Choose the correct answer by clicking on the applicable link.  
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	Step
	

	1. [bookmark: T5_F850]
	Press [Enter].
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	Step
	

	1. [bookmark: T5_F1187]
	Knowledge Check

Which tab is utilized to update the lodging amount?

Choose the correct answer by clicking on the applicable link.  
Click the desired object.
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	Step
	

	1. [bookmark: T5_F834]
	Press [Enter].
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	Step
	

	1. [bookmark: T5_F836]
	Press [Enter].
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	Step
	

	1. [bookmark: T5_F838]
	Press [Enter].
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	Step
	

	1. [bookmark: T5_F840]
	Press [Enter].

	1. [bookmark: T5_F489]
	In this scenario, the travel reservations are going to be booked offline via Omega.  However, you need to create the travel authorization in CGE first.

Upon completion of this activity, you will:

     -  Be able to create a new authorization without any online travel reservations.
     -  Be able to create a new authorization with multiple TDY location (destination) segments.
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	Step
	

	1. [bookmark: T5_F4]
	Prior to creating the authorization, utilize the "You are administering travel for" functionality to search for and select the applicable traveler.

Click the Search button.
[image: ]

	1. [bookmark: T5_F6]
	Enter your traveler’s last name into the "You are administering travel for" field.

For this scenario, enter "Martin".

Note:  in CGE, all searches are done by the traveler’s name.

Remember, you only have to type the first three letters.

	1. [bookmark: T5_F8]
	Select the applicable traveler by clicking on the appropriate section.

Note:  users must be careful and ensure that the correct traveler is selected.  If multiple travelers meet the search criteria entered, utilize the information provided such as the traveler’s organization, email, and phone number to differentiate.

For this scenario, Jennifer Martin is the traveler and her email address is jm303q@nih.gov.

	1. [bookmark: T5_F10]
	Click the OK button to select the traveler.  
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	1. [bookmark: T5_F12]
	You need to create a new authorization without any reservations.

Click the Authorizations tab.
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	Step
	

	1. [bookmark: T5_F14]
	The View Authorizations page is displayed by default.

Click the New Authorization sub tab.  
[image: ]

	1. [bookmark: T5_F492]
	

The New Authorization page is displayed.

Navigation Note:  you can also navigate to the New Authorization page from the CGE Home page by clicking on the Create a new authorization link in the "I want to…" section once the traveler is selected.
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	Step
	

	1. [bookmark: T5_F16]
	Click the Document Type dropdown button.
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	1. [bookmark: T5_F18]
	Select the Auth list item by clicking on it.
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	1. [bookmark: T5_F20]
	Click the Create Document button.
[image: ]

	1. [bookmark: T5_F497]
	

The Document Information page is displayed.

Note:  notice that the Document Type, Document Name, Document Date, TANUM,  Currency fields and Document Default Account Code are automatically populated.  The currency can be changed if required.

	1. [bookmark: T5_F22]
	Click the Type Code dropdown button.
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	1. [bookmark: T5_F24]
	For this scenario, select the SINGLE TRIP list item by clicking on it.
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	1. [bookmark: T5_F40]
	Click the Purpose dropdown button.
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	1. [bookmark: T5_F42]
	Both TDY locations that the traveler will be traveling to our domestic.

For this scenario, select the DOMESTIC list item by clicking on it.
[image: ]

	1. [bookmark: T5_F44]
	Click in the Document Description field. 

	1. [bookmark: T5_F46]
	Enter the applicable comments in the Document Description field.

For this scenario, Enter "Traveler is attending a seminar in Chicago and then conducting a site visit in Boston.".

Remember, you only have to type the first three letters.

	1. [bookmark: T5_F48]
	The Document Information tab is complete.

Click the Trip Information tab.
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	1. [bookmark: T5_F500]
	

The Trip Information tab is displayed.

Note:  the Trip No. and Trip Duration fields are automatically populated.

	1. [bookmark: T5_F50]
	Click the Depart Selection dropdown button.
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	1. [bookmark: T5_F505]
	

The available list items for selection are displayed.

When applicable, the resident and work addresses are automatically defaulted to the addresses in the traveler’s profile.

	1. [bookmark: T5_F52]
	Select the RES: list item by clicking on it.
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	1. [bookmark: T5_F54]
	Click the Return Selection dropdown button.
[image: ]

	1. [bookmark: T5_F56]
	Select the RES: list item by clicking on it.
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	1. [bookmark: T5_F58]
	Click the Trip Begin Date calendar icon.
[image: ]

	1. [bookmark: T5_F508]
	

The calendar is displayed in a new window with the current month and year displayed by default.

Users can use the greater than and less than icons to navigate to the applicable month and year.
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	Step
	

	1. [bookmark: T5_F82]
	For this scenario, navigate to the applicable month by clicking on the greater than icon.

The trip begin date for this authorization will be November 2, 2014.
[image: ]

	1. [bookmark: T5_F88]
	In the live CGE Travel System, you would need to click the greater than icon as many times as needed to get to the applicable month and year.  For this simulated activity, the correct month and year are now displayed.

Click the November, 2, 2014 link.
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	Step
	

	1. [bookmark: T5_F90]
	Click the Trip End Date calendar icon.
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	Step
	

	1. [bookmark: T5_F102]
	The calendar is displayed in a new window.  Users can navigate to the applicable month and year in the same manner previously discussed.

For this scenario, the applicable month and year are already displayed for the trip end date of November 8, 2014.

Select the trip end date by clicking on the applicable link.
[image: ]

	1. [bookmark: T5_F511]
	

Note:  once the trip dates are selected, the Depart From and Return To fields will be automatically populated.  Additionally, the Arrival Date and Departure Date fields in the Itinerary Locations section of the screen will be automatically populated in Row 1.

You can add comments as required in the Comments field.
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	Step
	

	1. [bookmark: T5_F106]
	For this authorization, the traveler is traveling to multiple TDY locations.  Therefore, the departure date for the first TDY location row needs to be changed.

Click the Departure Date Calendar icon associated with the first row.
[image: ]


[image: ]

	Step
	

	1. [bookmark: T5_F108]
	The calendar displays in a new window with the correct month and year displayed by default.

For this scenario, the traveler will be departing the first TDY location on November 5, 2014.

Click the applicable date link to select the traveler's departure date from the first TDY location.
[image: ]

	1. [bookmark: T5_F513]
	

The Row 1 departure date is now correct.  Notice that the Arrival Date and Departure Date fields for Row 2 automatically populated with the first TDY location departure date and the authorization's end date respectively.
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	Step
	

	1. [bookmark: T5_F110]
	You are now ready to enter and search for the traveler's first TDY location (Chicago, IL).

Click in the Itinerary Location field for Row 1.
[image: ]

	1. [bookmark: T5_F112]
	Enter the traveler's first TDY location into the Itinerary Location field for Row 1. 

Enter "Chicago".

	1. [bookmark: T5_F114]
	Click the Search link (Row 1).
[image: ]

	1. [bookmark: T5_F517]
	

The search results displayed right below the Itinerary Location field.

In this scenario, the applicable City/State displayed as the default but you could use the dropdown button provided in cases where the applicable City/State are not displayed as the default selection.

	1. [bookmark: T5_F120]
	You are now ready to enter and search for the traveler's second TDY location (Boston, MA).

Click in the Itinerary Location field for Row 2.
[image: ]

	1. [bookmark: T5_F122]
	Enter the traveler's second TDY location into the Itinerary Location field for Row 2. 

Enter "Boston".

	1. [bookmark: T5_F124]
	Click the Search link (Row 2).
[image: ]

	1. [bookmark: T5_F522]
	

The search results displayed right below the Itinerary Location field.

In this scenario, the applicable City/State displayed as the default but you could use the dropdown button provided in cases where the applicable City/State are not displayed as the default selection.

	1. [bookmark: T5_F130]
	The Trip Information tab is complete.

Click the Create Document button.

Note:  the authorization is not saved until the Create Document button is clicked.
[image: ]

	1. [bookmark: T5_F524]
	

The Document Summary page is displayed and the General tab is displayed by default.

Notice that the Trip Number and TANUM has now been assigned.

	1. [bookmark: T5_F134]
	For this scenario, close the document properly and you will come back to this authorization after the offline reservations are made with Omega.

The proper way to exit a document is to utilize the Close button.

For this scenario, click the Close button to close the authorization and navigate back to the View Authorizations page.

Note:  if you leave the authorization without utilizing the Close button, the authorization will be locked and other users will not be able to access it.
[image: ]

	1. [bookmark: T5_F136]
	Notice that the authorization is now displayed with a status of "Created".

Click the Home tab.
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	1. [bookmark: T5_F196]
	Congratulations!  You have successfully created an authorization (itinerary) without online reservations for your second traveler.
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	Step
	

	1. [bookmark: T5_F853]
	Press [Enter].
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	Step
	

	1. [bookmark: T5_F855]
	Press [Enter].
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	Step
	

	1. [bookmark: T5_F857]
	Press [Enter].

	1. [bookmark: T5_F862]
	Scenario:  You need to edit itinerary information on an existing authorization (without reservations) for a traveler.  All pertinent information is provided during the overview.

Upon completion of this overview, you will:

     -  Be able to change/edit itinerary information on an existing authorization that was created but does not have any reservations associated with it.
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	Step
	

	1. [bookmark: T5_F873]
	

This overview begins at the applicable authorization’s Document Summary page.
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	Step
	

	1. [bookmark: T5_F884]
	The Summary tab is displayed by default.  Edits are performed on the General tab.

For this overview, click the General tab. 
[image: ]


[image: ]

	Step
	

	1. [bookmark: T5_F895]
	The Document Information page is displayed

Click the Trip Information tab.
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	Step
	

	1. [bookmark: T5_F906]
	

The Trip Information tab is displayed.

Note:  you can edit the fields as required.

	1. [bookmark: T5_F917]
	For this overview, the only edit required is to change the authorization's end date.

Click the Trip End Date calendar icon. 
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	Step
	

	1. [bookmark: T5_F928]
	The calendar is displayed in a new window.

For this overview, the new authorization end date is November 21, 2014.

Click the date link for November 21, 2014.
[image: ]


[image: ]

	Step
	

	1. [bookmark: T5_F1190]
	You must also change the Departure Date in the Itinerary Locations section.

Click the Departure Date calendar icon. 
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	Step
	

	1. [bookmark: T5_F1201]
	The calendar is displayed in a new window.

For this overview, the new departure date is November 21, 2014.

Click the date link for November 21, 2014.
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	Step
	

	1. [bookmark: T5_F939]
	Click the Save Changes button.
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	Step
	

	1. [bookmark: T5_F950]
	The updated Trip Information page is displayed.

The proper way to exit a document is to utilize the Close button.

For this overview, click the Close button to close the authorization and navigate back to the View Authorizations page.

Note:  If you leave the authorization without utilizing the Close button, the authorization will be locked and other users will not be able to access it.
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	Step
	

	1. [bookmark: T5_F961]
	The View Authorizations page is displayed.

For this overview, click the Home tab.
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	Step
	

	1. [bookmark: T5_F972]
	Congratulations!  You have successfully completed this overview activity.
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	Step
	

	1. [bookmark: T5_F982]
	Press [Enter].


[image: ]

	Step
	

	1. [bookmark: T5_F984]
	Press [Enter].


[image: ]

	Step
	

	1. [bookmark: T5_F986]
	Press [Enter].

	1. [bookmark: T5_F551]
	This overview provides information on how to navigate to the Travel Home page, select a traveler, and provides reference information on how to add online reservations to an existing authorization that was created without reservations utilizing the Concur Online booking tool.

Upon completion of this process, you will:

     -  Know how to add online reservations to an existing authorization (without reservations) from the Travel Home page utilizing the Concur Online booking tool.


[image: ]

	Step
	

	1. [bookmark: T5_F562]
	Travel reservations are initiated on the Travel Home page.

For this overview, click the Travel tab to navigate to the Travel Home page.
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	Step
	

	1. [bookmark: T5_F573]
	

The Travel Home page is displayed by default.

In order to access the authorization that you want to add an online reservation(s) to, you can search for and select the applicable traveler utilizing the “You are administering travel for” dropdown box or Search button on the top right hand portion of the screen.

	1. [bookmark: T5_F584]
	Search for and select the applicable traveler. 

Click the Search button. 
[image: ]

	1. [bookmark: T5_F596]
	Enter the applicable traveler’s last name into the "You are administering travel for" field.

For this overview, enter “PATEL”.

Note:  in CGE, all searches are done by the traveler’s name.  


[image: ]

	Step
	

	1. [bookmark: T5_F609]
	Select the applicable traveler by clicking on the appropriate section.

Note:  you must be careful and ensure that the correct traveler is selected.  If multiple travelers meet the search criteria entered, utilize the provided information such as the traveler’s organization, email, and phone number to differentiate.


	1. [bookmark: T5_F620]
	Click the OK button to select the traveler.
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	Step
	

	1. [bookmark: T5_F631]
	In the Travel Authorizations section, click the “Add Travel to an Existing Authorization” radio button.  

Note:  a Select an Auth field and dropdown button will display once this radio button is selected.

	1. [bookmark: T5_F643]
	Click the Select an Auth dropdown button.  
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	Step
	

	1. [bookmark: T5_F654]
	A list of authorizations without reservations for the selected traveler is displayed along with associated departure dates (in parenthesis).

Select the applicable authorization by clicking on it.

For this overview, the applicable authorization's TA Number is TANUM001QU.

Note:  you can utilize the TA Number and Departure Date to identify the applicable authorization.
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	Step
	

	1. [bookmark: T5_F665]
	

The Searching for Locations window displays.

The TDY location for the selected authorization is selected by default but users can change the location utilizing the dropdown button as required.

	1. [bookmark: T5_F676]
	For this overview, the TDY location is applicable (Phoenix, AZ).

Click the Choose button.
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	Step
	

	1. [bookmark: T5_F687]
	

The Air/Rail tab is displayed by default.

The procedures for adding online reservations from this point on are the same as those detailed in the Create Online Reservations (Authorization Generated) section of the CGE Users Manual or the corresponding Navigation Guides:

     -  Air:  Create a New Air Reservation (Authorization Generated)
     -  Hotel:  Create a New Hotel Reservation (Authorization Generated)
     -  Rental Car:  Create a New Rental Car Reservation (Authorization Generated)
     -  Rail:  Create a New Rail Reservation (Authorization Generated)


[image: ]

	Step
	

	1. [bookmark: T5_F698]
	Congratulations!  You have successfully completed the adding online reservations to an authorization (without reservations) overview.
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	Step
	

	1. [bookmark: T5_F992]
	Press [Enter].
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	Step
	

	1. [bookmark: T5_F994]
	Press [Enter].
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	Step
	

	1. [bookmark: T5_F1154]
	Press [Enter].
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	Step
	

	1. [bookmark: T5_F1212]
	Press [Enter].


[image: ]

	Step
	

	1. [bookmark: T5_F1000]
	Press [Enter].


[image: ]

	Step
	

	1. [bookmark: T5_F1178]
	Press [Enter].


[image: ]

	Step
	

	1. [bookmark: T5_F1004]
	Press [Enter].

	1. [bookmark: T5_F709]
	In this scenario, the travel reservations were booked offline via Omega.  You need to navigate back to the applicable authorization's Document Summary page, view the offline reservations that were synchronized from the Omega PNR, and then add any additional expenses required for your traveler.

Upon completion of this activity, you will:

     -  Be able to navigate to an authorization's Document Summary page.
     -  Be able to view offline reservations that were synchronized to CGE from the Omega PNR.
     -  Be able to add a new expense.
     -  Be able to copy an expense through multiple consecutive days on an authorization.


[image: ]

	Step
	

	1. [bookmark: T5_F539]
	The applicable traveler is already selected.

Click the Authorizations tab.
[image: ]

	1. [bookmark: T5_F714]
	

The View Authorizations page displays and a list of existing authorizations for the selected traveler is displayed.

You can click on the applicable action icons to perform specific functions on the appropriate travel authorization.

Note:  in the live CGE Travel System, you will be able to hover the mouse over an action icon.  The associated action will be displayed.  Only the actions that the applicable authorization is eligible for are enabled.


[image: ]

	Step
	

	1. [bookmark: T5_F544]
	Click the Open Document (pencil on paper) action icon for the applicable authorization.  

Remember, your Travel Authorization Number (TA Num) is TANUM00332.
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	Step
	

	1. [bookmark: T5_F210]
	First, navigate to the Expenses tab to view all of the offline reservations that were synchronized and add the applicable expenses for your traveler. 

Click the Expenses tab.
[image: ]

	1. [bookmark: T5_F720]
	

All of the expenses currently associated with the authorization (to include all offline reservations booked through Omega) are displayed in the Expense List.

	1. [bookmark: T5_F212]
	Click the small vertical scrollbar next to the Expense List to scroll down and view the remaining expenses currently associated with this authorization.

	1. [bookmark: T5_F722]
	

The remaining expenses can be viewed in the Expense List.

	1. [bookmark: T5_F214]
	First, you need to add the Registration Fee expense for the Chicago seminar that your traveler is attending.

Click the Add Expense button.
[image: ]

	1. [bookmark: T5_F216]
	The Registration Fee needs to be added for the first day of the seminar which in this case is November 3, 2014.

Click the Expense Date Calendar icon.
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	Step
	

	1. [bookmark: T5_F218]
	The calendar is displayed in a new window and the correct month and year are already displayed.

Click the November, 3, 2014 date link.
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	Step
	

	1. [bookmark: T5_F224]
	Click the Expense Description dropdown button.
[image: ]

	1. [bookmark: T5_F226]
	Click the Registration Fee list item.
[image: ]

	1. [bookmark: T5_F228]
	Click in the Cost field.
[image: ]

	1. [bookmark: T5_F230]
	Enter the Registration Fee cost amount into the Cost field. 

Enter "150.00".

	1. [bookmark: T5_F232]
	In this scenario, the traveler does not possess a government travel card and "PERSONAL" is the correct payment method.

Now, let's see what you remember.

Click the applicable link for this expense that will show the other fields and allow you to enter comments.
[image: ]

	1. [bookmark: T5_F234]
	Great Job!

Click in the Comments field.
[image: ]

	1. [bookmark: T5_F236]
	Enter the applicable comments into the Comments field. 

Enter "Registration fee for two day seminar.".

	1. [bookmark: T5_F238]
	Click the Save button located below the Other Details fields.
[image: ]

	1. [bookmark: T5_F728]
	

The Registration Fee expense is now displayed in the Expense List.

	1. [bookmark: T5_F240]
	Next, you need to add some expenses for your traveler's two days of site visits in Boston so that she can be reimbursed for using public transit.

Click the Add Expense button.
[image: ]

	1. [bookmark: T5_F242]
	Click the Expense Date Calendar icon.
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	Step
	

	1. [bookmark: T5_F265]
	The calendar is displayed in a new window with the correct month and year displayed by default.

First, select the applicable date for the first day that your traveler will be conducting the site visit.

Click the November, 6, 2014 date link.
[image: ]


[image: ]

	Step
	

	1. [bookmark: T5_F271]
	Click the Expense Description dropdown button.
[image: ]

	1. [bookmark: T5_F273]
	Click the Public Transit list item.
[image: ]

	1. [bookmark: T5_F275]
	Click in the Cost field.
[image: ]

	1. [bookmark: T5_F277]
	Enter the estimated daily public transit cost into the Cost field. 

Enter "15.00".

	1. [bookmark: T5_F279]
	Next, you need to copy this same expense for the second day of site visit which is November 7, 2014.

Click the Create Expenses Through Calendar icon.
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	Step
	

	1. [bookmark: T5_F287]
	Click the November, 7, 2014 date link.
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	Step
	

	1. [bookmark: T5_F289]
	Click the Save button at the bottom of the Add Expense Details section.
[image: ]

	1. [bookmark: T5_F291]
	Click the small vertical scrollbar next to Expense List to scroll down and view the remaining expense items. 

	1. [bookmark: T5_F293]
	The public transit expenses are now displayed in the Expense List.

Click the Summary tab.
[image: ]

	1. [bookmark: T5_F737]
	Congratulations!  You have successfully reviewed the offline reservations booked via Omega and added the applicable expenses for this authorization.


[image: ]

	Step
	

	1. [bookmark: T5_F1036]
	Knowledge Check

Fill in the blanks.   Offline _____ are synchronized to CGE from the _________ and can be viewed on the authorization's Document Summary page once the synchronization occurs.

Choose the correct answer by clicking on the applicable link.  


[image: ]

	Step
	

	1. [bookmark: T5_F1180]
	Press [Enter].


[image: ]

	Step
	

	1. [bookmark: T5_F1042]
	Press [Enter].


[image: ]

	Step
	

	1. [bookmark: T5_F1044]
	Knowledge Check

True or False.  All supporting documentation attached to an authorization is captured as one long scrolling document.  Therefore, once attached, files cannot be viewed or deleted individually.

Choose the correct answer by clicking on the applicable link.  
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	Step
	

	1. [bookmark: T5_F1046]
	Press [Enter].
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	Step
	

	1. [bookmark: T5_F1163]
	Press [Enter].

	1. [bookmark: T5_F739]
	You need to enter (add) the applicable Lines of Accounting (LOAs) to this authorization.  Again, for this scenario, the traveler is attending a seminar and then conducting a site visit.  Therefore, although the same Project Name (CAN) will be utilized, the Project Name (CAN) will be added twice with two different Object Class Codes.  Additionally, once the LOAs are added, you will need to allocate the expense costs associated with the authorization to the two LOAs.

Upon completion of this activity, you will:

     -  Be able to add a new Line of Accounting (LOA) to an authorization.
     -  Be able to add multiple Lines of Accounting (LOAs) to an authorization.
     -  Be able to allocate expense costs on authorizations with multiple LOAs associated with them.     


[image: ]

	Step
	

	1. [bookmark: T5_F295]
	Although you can review the authorization's current accounting information on the Summary tab, managing the accounting details (adding LOAs, deleting LOAs, and performing allocation) is performed on the Accounting tab.

Click the Accounting tab.
[image: ]

	1. [bookmark: T5_F744]
	

The Accounting page is displayed.

Any LOAs currently associated with the authorization will be displayed in the Account Code for TRIP..... section.

For this scenario, no LOAs have been associated with this authorization yet.

	1. [bookmark: T5_F297]
	First, you need to add the first LOA to this authorization for the conference portion of this travel.

Locate and click the Add New Account Code button.
[image: ]

	1. [bookmark: T5_F747]
	

The Setup Account Code section is displayed.

You will utilize the fields within the Setup Account Code section in order to enter the applicable LOA information.

	1. [bookmark: T5_F299]
	The Label field is mandatory and must be populated.

Note:  It is highly recommended that users enter meaningful information in the Label field to easily identify the LOA when allocating and on the Totals page.  Some suggestions are:

     -  CAN Number
     -  NIH or Sponsor on Sponsored Authorizations
     -  Lab or Program Name

For this scenario, a basic label will be entered for instructional purposes.

Click in the Label field.
[image: ]

	1. [bookmark: T5_F301]
	Enter the applicable information into the Label field. 

For this scenario, enter "Conference Travel".

	1. [bookmark: T5_F749]
	

You have the option to either search by Project Name (CAN) or by the Project Number based on what information is known or readily accessible.

Performing the search must be done in the following sequence.

	1. [bookmark: T5_F303]
	For this scenario, you will perform the search by Project Name (CAN).

Click in the Project Name (CAN) field.
[image: ]

	1. [bookmark: T5_F305]
	You must first enter the CAN or the known portion of the CAN into the Project Name (CAN) field.  The system will not allow you to leave this field blank and then perform a search.  At least three characters must be entered to perform a search.

Enter the applicable information into the Project Name (CAN) field. 

For this scenario, the entire Project Name (CAN) is known.  Enter "8390863".

You must enter the entire CAN in order to proceed in the simulation/activity.

	1. [bookmark: T5_F307]
	Once the Project Name (CAN) or known portion is entered, you must perform a search for that Project Name (CAN).

Note:  you cannot simply type in the Project Name (CAN) and move on to the remaining fields.  A search must be performed.

Click the Search for Project Name (CAN) icon (binoculars).
[image: ]

	1. [bookmark: T5_F755]
	

If the entire Project Name (CAN) is entered and found, the Project Number and Fund Type fields will be automatically populated.

If a partial Project Name (CAN) is entered, the search results will display in a new window and you must select the applicable Project Name (CAN). 

Note:  Project Names (CANs) are pulled from the financial system.  If a Project Name (CAN) is not available, you need to contact the Budget Office regarding the status.

	1. [bookmark: T5_F309]
	Click the vertical scrollbar to the right of the Setup Account Code section to scroll down and continue entering the accounting information for this LOA.

	1. [bookmark: T5_F311]
	Click the Object Class Code dropdown button.
[image: ]

	1. [bookmark: T5_F313]
	The list of available selections is displayed.  You must select the applicable Object Class Code.  

For this scenario, the first portion of this travel will be attending a conference (non-training) in Chicago, IL. 

Click the 2151 CONFERENCE ATTENDANCE - D list item.

	1. [bookmark: T5_F760]
	

The Task field defaults to 1.

	1. [bookmark: T5_F315]
	Locate and click the Add to Document button to add this LOA to the authorization.
[image: ]

	1. [bookmark: T5_F762]
	

The LOA you just entered is now displayed in the Account Code for TRIP..... section.

The icons displayed next to the LOA can be used to edit or delete the LOA as required.

	1. [bookmark: T5_F317]
	Next, you need to add the LOA that will be utilized for the site visit portion of the travel to this authorization.

Click the Add New Account Code button.
[image: ]

	1. [bookmark: T5_F319]
	Click in the Label field.
[image: ]

	1. [bookmark: T5_F321]
	On authorization' s with multiple LOAs, the Label is a critical element for differentiating between the LOAs during allocation and review.  Ensure that you use unique labels.

Enter the applicable information into the Label field. 

Enter "Site Visit Travel".

	1. [bookmark: T5_F323]
	Click in the Project Name (CAN) field.
[image: ]

	1. [bookmark: T5_F325]
	Enter the applicable information into the Project Name (CAN) field. 

For this scenario, the entire Project Name (CAN) is known.  Enter "8390863".

You must enter the entire CAN in order to proceed in the simulation/activity.

	1. [bookmark: T5_F327]
	Click the Search for Project Name (CAN) icon (binoculars).
[image: ]

	1. [bookmark: T5_F329]
	Since the entire Project Name (CAN) was entered and found when the search was conducted, the Project Number and Fund Type fields automatically populated.

Click the vertical scrollbar to the right of the Setup Account Code section to scroll down and continue entering the accounting information for this LOA.

	1. [bookmark: T5_F331]
	Click the Object Class Code dropdown button.
[image: ]

	1. [bookmark: T5_F333]
	The list of available selections is displayed.  You must select the applicable Object Class Code.  

For this scenario, the second portion of this travel will be conducting a site visit in Boston, MA. 

Click the 2111 PROGRAM-DOMESTIC - DOMESTIC SITE VISIT list item.

	1. [bookmark: T5_F335]
	Click the Add to Document button.
[image: ]

	1. [bookmark: T5_F766]
	

Notice that both LOAs are now displayed in the Account Code for TRIP..... section.

Additionally, there are now "Allocate" links available for each LOA which the user can utilize to allocate authorization costs (funding) to each LOA as required.

Currently, all of the costs associated with this authorization are allocated to the first LOA entered by default.

	1. [bookmark: T5_F337]
	Click the Allocate link for the HHSN LOA labeled "Site Visit Travel".

Note:  in the live CGE Travel system, you can click the Allocate link for any LOA displayed.  The same allocation screen will display regardless of which Allocate link is clicked.
[image: ]

	1. [bookmark: T5_F773]
	

The Account Code Allocation Summary for TRIP..... section is displayed.

	1. [bookmark: T5_F775]
	

The Breakdown by Expense Category tab is displayed by default.  Allocation cannot be performed on this tab.

You can utilize the Expense Level Allocation or the Document Level Allocation tabs to perform the allocation of costs associated with the authorization.

	1. [bookmark: T5_F339]
	For this scenario, you are going to perform allocation at the expense level based on the Per Diem locations.

Click the Expense Level Allocation tab.
[image: ]

	1. [bookmark: T5_F777]
	

The Expense Level Allocation tab is displayed.

You can allocate costs at the expense level based on Date, Expense Category/Payment Method, Expense, or Location (Per Diem Location) by clicking on the applicable link.  NIH will not be utilizing the allocate by Fiscal Year functionality.

	1. [bookmark: T5_F341]
	For this scenario, you are going to allocate the expense costs based on the Per Diem Location.

Note:  in the live CGE Travel System, you can click the Location link for any of the LOAs displayed.  The same allocation screen will display regardless of which Location link is clicked.  This is true for all of the expense level and document level allocation links.

For this activity, click the Location link for the HHSN Site Visit Travel LOA.
[image: ]

	1. [bookmark: T5_F782]
	

The Allocate By Per Diem Locations for TRIP..... section is displayed.

In this allocation method, all of the Per Diem locations associated with the authorization are displayed and the user would utilize the Organization/Label dropdown button and select the applicable LOA for each Per Diem location.

	1. [bookmark: T5_F343]
	For this activity, you need to allocate all of the expense costs associated with the Boston, MA Per Diem location to the Site Visit Travel LOA.

Click the Organization/Label dropdown button associated with the Boston, MA Per Diem location.
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	1. [bookmark: T5_F345]
	Click the HHSN/Site Visit Travel list item.
[image: ]

	1. [bookmark: T5_F349]
	You have completed the allocation for this authorization's expense costs.

Locate and click the Save and Exit Allocation Changes button.
[image: ]

	1. [bookmark: T5_F787]
	

Notice that the Expense Category Allocation Breakdown information is now updated based on the allocation that you performed.

Costs are now associated with both the Conference Travel and Site Visit Travel LOAs.

	1. [bookmark: T5_F789]
	Congratulations!  You have successfully entered the LOAs for this authorization and allocated the expense costs associated with the authorization.


[image: ]

	Step
	

	1. [bookmark: T5_F1055]
	Press [Enter].


[image: ]

	Step
	

	1. [bookmark: T5_F1057]
	Press [Enter].


[image: ]

	Step
	

	1. [bookmark: T5_F1215]
	Press [Enter].


[image: ]

	Step
	

	1. [bookmark: T5_F1217]
	Press [Enter].

	1. [bookmark: T5_F1221]
	Press [Enter].

	1. [bookmark: T5_F793]
	For this travel scenario, your traveler does not possess a government travel card and has been authorized an advance.  You need to add an advance for this traveler.

Upon completion of this activity, you will:

     -  Be able to record an advance for a traveler on an authorization.     


[image: ]

	Step
	

	1. [bookmark: T5_F409]
	Click the Advances tab.
[image: ]

	1. [bookmark: T5_F799]
	

The Advances for TRIP..... section is displayed.

Any advances currently associated with the authorization would be displayed in the Advances for Current Document section.

For this scenario, no advances have been recorded yet.

	1. [bookmark: T5_F411]
	Click the Add Advances button in order to record the advance for this traveler.
[image: ]

	1. [bookmark: T5_F801]
	

The Add Advance for TRIP..... section is displayed.

The traveler's name and Traveler Employee Identification Number (TID) populate automatically in the TID and Name fields.

Note:  the TID is the same as the traveler's NIH Employee Identification Number (EIN)

The Date field defaults to the current date but can be changed as required utilizing the calendar icon.

	1. [bookmark: T5_F803]
	

The Type field automatically populates based on the traveler's profile.

The Amount field automatically populates with the advance amount and is calculated based on 60% of the authorization's traveler reimbursable expenses (non central billed (CBA) or individual billed (IBA) account payment methods).

	1. [bookmark: T5_F413]
	Click the Search Account Codes used on Document icon located to the right of the Account Code field.
[image: ]

	1. [bookmark: T5_F805]
	

The Can Classification Lookup page is displayed in a new window.

All Lines of Accounting (LOAs) currently associated with the authorization are displayed and available for selection in the Search Results section.

Note:  LOAs cannot be added on this page.  The applicable LOA must already be associated with the authorization.  If an additional LOA needs to be added for the advance, the user must add the LOA in the Accounting tab first.


[image: ]

	Step
	

	1. [bookmark: T5_F415]
	Selection of an LOA is done by clicking on the link provided in the Label column for the applicable LOA.

For this scenario, the applicable LOA's label is "Conference Travel".

Note:  the link will not always be "Conference Travel".  This link will be titled with the label that you provided when adding the LOA to the authorization in the Accounting tab.

Click the Conference Travel link in order to select this LOA.
[image: ]

	1. [bookmark: T5_F811]
	

The Remarks field is optional and can be used if desired to enter comments as to why the advance is being recorded.

The Request Immediate Release checkbox is utilized to request that the advance be released to the traveler immediately.  This should be a rare situation and authorized by the Travel Approver before checking this checkbox.


[image: ]

	Step
	

	1. [bookmark: T5_F417]
	Click the Save button.
[image: ]

	1. [bookmark: T5_F813]
	

The advance just saved is now displayed in the Advances for Current Document section.

The action icons can be utilized to either edit or delete the advance.

	1. [bookmark: T5_F815]
	Congratulations!  You have successfully entered an advance for your traveler on this authorization.

Let's do a few knowledge checks and then move on and wrap up this authorization.


[image: ]

	Step
	

	1. [bookmark: T5_F1067]
	Knowledge Check

Fill in the blanks.   The _______ of expense costs must be done when there are multiple LOAs associated with an authorization.

Choose the correct answer by clicking on the applicable link.  


[image: ]

	Step
	

	1. [bookmark: T5_F1069]
	Knowledge Check

True or False.  You can add the applicable LOA to the authorization while recording an advance.

Choose the correct answer by clicking on the applicable link.  
[image: ]


[image: ]

	Step
	

	1. [bookmark: T5_F1073]
	Press [Enter].


[image: ]

	Step
	

	1. [bookmark: T5_F1075]
	Press [Enter].


[image: ]

	Step
	

	1. [bookmark: T5_F1077]
	Press [Enter].

	1. [bookmark: T5_F1082]
	You are ready to view the "other authorizations" associated with this authorization, view the Totals information, and submit this authorization for review/approval.


[image: ]

	Step
	

	1. [bookmark: T5_F421]
	Click the Exceptions tab.
[image: ]

	1. [bookmark: T5_F1084]
	

The Other Authorizations for TRIP..... section is displayed.

A comprehensive list of other authorizations is available for selection in the Master List of Other Authorizations section.

You can utilize the small scrollbar to the right of these sections to scroll down and view additional list items as required.

	1. [bookmark: T5_F423]
	Click the small vertical scrollbar to the right of the Other Authorizations for TRIP..... section to scrolldown and see if any other authorizations were added automatically.  Remember, for this traveler, there was an advance and this other authorization should have been added automatically.

	1. [bookmark: T5_F1094]
	

The required "TRAVEL CASH ADVANCE" other authorization was added automatically.  No further action is required on the Exceptions tab.

	1. [bookmark: T5_F425]
	There are no changes to be made to the routing list on the Profile tab.

Additionally, as you learned in Section 2, it is not required to perform the pre-audits separately since this will automatically be done when you stamp, sign, and submit the authorization for review/approval.

Click the Confirmation tab.
[image: ]

	1. [bookmark: T5_F437]
	The appropriate status of SIGNED is selected by default.

Click the Stamp and Submit Document button.
[image: ]
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	Step
	

	1. [bookmark: T5_F1099]
	The Pre-Audit results are displayed.

When a travel advance exists on an authorization, it will generate a "FAIL" status.  This does not mean that you can't continue to submit this authorization for review/approval.  You have the option to enter justification comments.

Click the Justify Pre-Audit Results button.
[image: ]

	1. [bookmark: T5_F1101]
	Click in the Justification field associated with the ADVANCES EXIST pre-audit result.

	1. [bookmark: T5_F1103]
	Enter the applicable justification comments into the Justification field. 

Enter "Traveler does not possess government travel card.  Advance authorized.".

	1. [bookmark: T5_F1105]
	The Clear Justification buttons can be utilized if necessary to remove any justification comments that have been entered.

Click the Save Justification button.
[image: ]

	1. [bookmark: T5_F1107]
	Justification comments entered are displayed right below the applicable pre-audit result.

Click the Continue Stamping the Document button.
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	Step
	

	1. [bookmark: T5_F1132]
	The Dynamic Routing for TRIP..... section is displayed.

For this routing list, there is only one Travel Reviewer and one Travel Approver.  Therefore, you are ready to continue stamping the document.

Click the Continue Stamping & Dynamic Routing button.
[image: ]

	1. [bookmark: T5_F1143]
	The Post Stamping Document Closure for TRIP..... section is displayed.

Click the Close Post Stamping Document Closure Screen button.
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	Step
	

	1. [bookmark: T5_F457]
	Click the Home tab.
[image: ]

	1. [bookmark: T5_F207]
	Congratulations!  You have successfully completed this authorization and submitted it for review/approval.


[image: ]

	Step
	

	1. [bookmark: T5_F1170]
	Press [Enter].


[image: ]

	Step
	

	1. [bookmark: T5_F1172]
	Press [Enter].


[image: ]

	Step
	

	1. [bookmark: T5_F60]
	Congratulations!  You have completed Section 3. 

IMPORTANT INSTRUCTIONAL NOTE 

Once you click the enter key to finish this section, you must click on the Section 4 link in order to mark this Section as completed.  If you are not ready to complete Section 4 at this time, simply open it and then close it utilizing the Actions link in the bubble frame.  You should then see the small box next to Section 3 fill in with color indicating that the Section has been marked complete.

You can then return to the course when you are ready and simply click the Section 4 link to continue.

Failure to follow these instructions will result in you being forced to complete this Section again.  Your time is valuable so please follow these instructions carefully.  Remember, completion of this Computer Based Training course is mandatory prior to attending an Instructor Led Training session and more importantly, users will not be granted access to the CGE Travel System on their Go-Live date if this course has not been completed. 
End of Procedure.
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Sections 1 and 2,
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Excellent! Looks like all of your offline
reservations were synchronized from the
Omega PNR and you were able to add the
additional registration fee and public transit
expenses for your traveler. Oh, and by the
way, that was a good call on public transit in
Boston. I grew up in Boston and I refuse to
drive there. Beautiful city, horrible drivers.
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So, we covered the processes for attaching and
managing supporting documentation in Section
2. Those processes remain the same
regardless of which process flow you utilize to
generate or create the authorization. There
isn't any supporting documentation for this
authorization yet so let's do a quick knowledge
check to make sure you remember a key point

about supporting documentation and then
move on and manage the accounting
Information for this authorization.
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Correct!

The “Authorization” was automatically generated when you
created and booked the online reservations.

The “Trip” simply refers to all of the reservations that were
made.

Obviously, reservations (air, hotel, and rental car) were all
created and booked utilizing the CGE Online booking tool.
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We discussed the general information about
adding accounting information in Section 2. As
a reminder, for your Cleveland traveler, you
added one LOA fo the authorization. For this
authorization, although you will be utilizing the
same LOA, the traveler is attending a seminar
and then conducting a site visit. Therefore,
you will need to add the LOA twice with two
different Object Class Codes and then allocate
the expense costs on the authorization. Good
ek
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Are you tired of the compliments yet? No?
Well, then, great job! This authorization is
almost complete and ready to be submitted for
review/approval.
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Record an Advance (1)

General Information:

- If a traveler does not possess a government travel card,
an advance can be authorized.

- In CGE, travel advances are automatically calculated
based on 60% of the authorization’s traveler reimbursable
expenses. This does not include expenses with payment
methods of central billed (CBA) or individual billed (IBA).

- Recording an advance will automatically create a “Travel
Cash Advance” other authorization in the Exceptions tab
of the authorization.
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Record an Advance (2)

General Information (continued):

- Traveler profiles are defaulted to “No Advance”. Travel
Approvers have the ability to change the advance status
to “"Advance Allowed” in the traveler’s profile.
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Excellent memory! Now, let's move forward
and start discussing your second traveler. First
off, this traveler is actually going to multiple
TDY locations, Chicago and Boston. What is it
with NIH sending people to cold locations in
the middle of vinter? That seems like &
business practice that should be looked at.
Additionally, for this traveler, you are going to
be making the travel reservations offline via
Omega. Therefore, you will need to use the
Create an Authorization first process flow. Let's
take a quick look at that process flow again
before beginning.
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Very nice! You know, sometimes they say that
students being able to retain knowledge is a
reflection of the teacher....just saying. So
anyways, let’s take another quick look at the
process flow diagram and see what you have
lefit to do for this authorization,
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Great news. All you still need to do is take a
look aft the “other authorizations” oni this
aUthorization and then submit it for
review/approval. Of course, as I am sure you
remember, submitting the authorization is also
going to perform the pre-audits for this
authorization automatically. Cross your fingers.
I hope there aren’t any issues. You learned
how to do these processes in Section 2 and
there are no changes to those processes. So, I
am going to take a break, sit back, and watch
you do great. See you on the other side.
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Excellent job! Both of your authorizations
have now been submitted for review/approval.
Let'e summarize et vie coverad fere in
Section 3.

121




image158.png
Section 3 Summary

During this section, you learned about:

- Creating and managing an authorization without Online Reservations
- Viewing offline reservations synchronized to CGE from an Omega PNR
- Entering multiple LOAs and allocating expense costs

- Recording an Advance for a traveler

You also completed a series of activities for the
Creating a New Authorization first process flow. In the
next section, we will look at managing authorizations
that have been approved.
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Create a New Authorization (W

Online Reservations)

General Information:

- Creating a new authorization for your traveler first must
be done if all of the reservations for the traveler are going
to be made offline.

- Additionally, this process must be utilized if it is going to
be sponsored or foreign travel regardless of how the
reservations are going to be made.

Note: the sponsored travel process flow is covered in a
separate optional CBT course titled “"CGE Sponsored Travel”
and the process for managing foreign travel will be covered
in the optional ILT course being offered.
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Okay. So for this second travel
package, I am going to book
the reservations with Omega

(offline). So, it sounds like the
first step is to get back into

CGE and create an
authorization for this traveler.
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move on and continue managing this
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General Information:
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have not yet been approved.
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action.
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Great job on that overview activity! We still
need to discuss one more process and do
another overview activity on how to add online
reservations 1o an authorization that vias
created using the Create an Authorization first
process flow. The process is slightly different
than the process we looked at in Section 2 so
don't try and skip right through this one. Oh
yeah, my bad, the course wouldn't let you do
that anyways.
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Adding Online Reservations to an Authorization

Created without Online Reservations

General Information:

- The initial steps for adding the first online reservation to
an authorization that was created without any online
reservations are slightly different than the process you
performed in Sections 1 and 2.

- This process requires you to select your traveler, navigate
to the Travel Home page, and then signify that the online
reservation being created is being added to an existing
authorization.

Let's do a quick overview activity to see this process in
action.
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Another one done so quickly? Wow! You are
really starting to get the hang of this. Maybe
you should be the teacher. So, now we need to
take & closer ook at hov! reservations booked
offline via Omega are recorded in CGE.
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Offline Reservations (1)

General Information:

- The process for booking offline reservations through
Omega has not changed.

- Offline reservations booked through Omega will be
synchronized to CGE from the Omega Passenger Name
Record (PNR). This synchronization includes the initial
reservation booking and any changes or cancellations that
may be made to the reservations in the future.
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Offline Reservations (2)

General Information (continued):

- Once synchronized from the Omega PNR, all offline
reservations are recorded on the authorization and can be
viewed in CGE in the applicable sections of the Document
Summary page.

- Offline reservations for Sponsored Travel with a
“Sponsored-in-Kind” payment method must be manually
added to the authorization in CGE as an expense. The
process for doing this is covered in the "CGE Sponsored
Travel” optional CBT course and will also be discussed in
the optional Instructor Led Training sessions being
offered.
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Well, I booked those offline air
and hotel reservations this
morning. So, I guess I need to
see if they have been
synchronized to CGE yet.
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Lucy, there is a registration fee for that
Chicago seminar that Jennifer is
attending. And, for the Boston site visit,
she wants to use public transit instead of
getting a rental car. Something about
not wanting to deal with Boston traffic....

Can you please add these expenses to

the authorization?




image85.png
Not a problem. I was
about to go and look at
the offline reservations I

booked this morning
anyways. I can add those
expenses while I am in the
authorization.

Thanks. Keep up
the great work!
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