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Background:



Additional Information:


Procedure

Welcome to the CGE Sponsored Travel Functionality course.  This Computer Based Training  course is optional.  

This course should take approximately 60-90 Minutes to complete. 
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	Step
	

	1. [bookmark: T3_F905]
	Press [Enter].
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	Step
	

	1. [bookmark: T3_F907]
	Press [Enter].
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	Step
	

	1. [bookmark: T3_F909]
	

Contextual information and instructional notes.

Press [Enter].
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	Step
	

	1. [bookmark: T3_F911]
	

Contextual information and instructional notes.

Press [Enter].
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	Step
	

	1. [bookmark: T3_F913]
	

Contextual information and instructional notes.

Press [Enter].
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	Step
	

	1. [bookmark: T3_F915]
	

Contextual information and instructional notes.

Press [Enter].


[image: ]

	Step
	

	1. [bookmark: T3_F917]
	Press [Enter].


[image: ]

	Step
	

	1. [bookmark: T3_F919]
	Press [Enter].
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	Step
	

	1. [bookmark: T3_F921]
	Press [Enter].
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	Step
	

	1. [bookmark: T3_F923]
	Press [Enter].
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	Step
	

	1. [bookmark: T3_F925]
	Press [Enter].
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	Step
	

	1. [bookmark: T3_F927]
	Press [Enter].
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	Step
	

	1. [bookmark: T3_F929]
	Press [Enter].

	1. [bookmark: T3_F980]
	Press [Enter].
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	Step
	

	1. [bookmark: T3_F933]
	Press [Enter].

	1. [bookmark: T3_F985]
	Press [Enter].
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	Step
	

	1. [bookmark: T3_F937]
	Press [Enter].

	1. [bookmark: T3_F977]
	Scenario:  You need to create a new sponsored travel authorization for a traveler.  All pertinent information is provided during the simulation.
  
Upon completion of this process, you will:

     -  Be able to create a new sponsored travel authorization.
     -  Be able to manage and add new expenses with sponsored payment methods.
     -  Be able to add a sponsored LOA to an authorization.
     -  Be able to add sponsors to an authorization.
     -  Be able to allocate sponsored expenses on an authorization with multiple sponsors.
     -  Be able to stamp and route a sponsored travel authorization.
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	Step
	

	1. [bookmark: T3_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: T3_F6]
	Enter the applicable traveler’s last name into the "You are administering travel for" field.

For this scenario, enter "Robinson".

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

Remember, you only need to type the first three letters. 
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	Step
	

	1. [bookmark: T3_F8]
	Select the applicable traveler by clicking on the appropriate section (Kiel Robinson).

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.

	1. [bookmark: T3_F10]
	Click the OK button to select the traveler.  
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	1. [bookmark: T3_F14]
	You need to create a new sponsored authorization for this traveler.

Click the Authorizations tab.
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	Step
	

	1. [bookmark: T3_F732]
	

The View Authorizations page is displayed.

All authorizations for the selected traveler are displayed as applicable.  

	1. [bookmark: T3_F16]
	Click the New Authorization sub tab.  
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	Step
	

	1. [bookmark: T3_F28]
	The New Authorization page is displayed.

Click the Document Type dropdown button.
[image: ]


[image: ]

	Step
	

	1. [bookmark: T3_F30]
	Select the Auth list item by clicking on it.
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	1. [bookmark: T3_F32]
	Click the Create Document button.
[image: ]


[image: ]

	Step
	

	1. [bookmark: T3_F735]
	

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.
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	Step
	

	1. [bookmark: T3_F741]
	

For sponsored travel, users must do both of the following while completing the Document Information tab:

     -  Select the Sponsored Travel checkbox.
     -  Choose a Type Code of "SP - Sponsored".

These selections are what enable the sponsored travel specific functionality as the authorization is created and managed.

	1. [bookmark: T3_F34]
	Click the Sponsored Travel checkbox.

	1. [bookmark: T3_F36]
	Click the Type Code dropdown button.
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	Step
	

	1. [bookmark: T3_F38]
	For this scenario, select the SP-SPONSORED list item by clicking on it.
[image: ]

	1. [bookmark: T3_F40]
	Click the Purpose dropdown button.
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	Step
	

	1. [bookmark: T3_F42]
	For this authorization, your traveler will be traveling to two different TDY locations within the United States.

Select the DOMESTIC list item by clicking on it.
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	1. [bookmark: T3_F44]
	Click in the Document Description field. 

	1. [bookmark: T3_F46]
	Enter the applicable comments in the Document Description field.

For this scenario, Enter "Traveler is presenting papers at the University of Chicago and Tulane University.".

	1. [bookmark: T3_F48]
	The Document Information tab is complete.

Click the Trip Information tab.
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	Step
	

	1. [bookmark: T3_F744]
	

The Trip Information tab is displayed.

	1. [bookmark: T3_F746]
	Travel Itinerary Information

Your traveler's itinerary will be as follows:

     -  October 19, 2014:  departing residence and traveling to Chicago via commercial air and arriving in Chicago on the same day.

     -  October 20 - 21, 2014:  presenting papers at the University of Chicago.

     -  October 22, 2014:  traveling from Chicago to New Orleans via commercial air and arriving in New Orleans on the same day.

     -  October 23, 2014:  presenting a paper at Tulane University and then traveling home via commercial air that evening.  

	1. [bookmark: T3_F50]
	Click the Depart Selection dropdown button.
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	Step
	

	1. [bookmark: T3_F52]
	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.

Select the Residence list item by clicking on it.
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	1. [bookmark: T3_F54]
	Click the Return Selection list.
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	Step
	

	1. [bookmark: T3_F56]
	Select the Residence list item by clicking on it.
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	1. [bookmark: T3_F58]
	Click the Trip Begin Date calendar icon.
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	Step
	

	1. [bookmark: T3_F60]
	The calendar is displayed in a new window with the current month and year displayed by default.

Since your traveler's departure date is October 19, 2014, click the double greater than icon to navigate to October 2014.
[image: ]

	1. [bookmark: T3_F62]
	Select the applicable trip start date of October 19, 2014 by clicking on the applicable date link.
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	1. [bookmark: T3_F64]
	Click the Trip End Date calendar icon.
[image: ]


[image: ]

	Step
	

	1. [bookmark: T3_F68]
	The calendar is displayed in a new window.

Select the applicable trip end date of October 23, 2014 by clicking on the applicable date link.
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	1. [bookmark: T3_F70]
	Click the vertical scrollbar to scroll down and enter the individual itinerary locations (Chicago and New Orleans) and their applicable arrival and departure dates.

	1. [bookmark: T3_F750]
	For authorizations with multiple locations, enter the TDY locations in the same order in which travel will be done.

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

	1. [bookmark: T3_F72]
	Enter the traveler's first TDY location into the Itinerary Location field for Row 1.

Enter "Chicago".

	1. [bookmark: T3_F74]
	Click the Itinerary Location Search link  (Row 1) to perform a search for the TDY location.
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	Step
	

	1. [bookmark: T3_F763]
	

Once the search is completed, a field and dropdown button will populate below the Itinerary Location field.  The most commonly used City/State combination will populate by default but can be changed as required utilizing the dropdown button provided.

In this case, the default selection of Chicago, IL is applicable and no change is required.
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	Step
	

	1. [bookmark: T3_F765]
	

The Arrival Date and Departure Date fields for Row 1 are automatically populated based on the trip start and end dates already entered.

For authorization such as this where the traveler will be traveling to multiple TDY locations, these dates must be changed in the Itinerary Locations section.

	1. [bookmark: T3_F76]
	Click the Departure Date calendar icon for Row 1 to change the departure date to October 22, 2014.
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	Step
	

	1. [bookmark: T3_F78]
	The calendar displays in a new window.

Click the October 22, 2014 date link to select this day that the traveler will be departing Chicago and traveling to New Orleans.
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	Step
	

	1. [bookmark: T3_F769]
	

Notice that once the departure date for Row 1 is changed, the Arrival Date and Departure Date fields for Row 2 will automatically populate as applicable.

	1. [bookmark: T3_F80]
	Click in the Itinerary Location field for Row 2 in order to enter the second TDY location.
[image: ]

	1. [bookmark: T3_F82]
	Enter the traveler's second TDY location into the Itinerary Location field for Row 2.

Enter "New Orleans".

	1. [bookmark: T3_F84]
	Click the Itinerary Location Search link  (Row 2) to perform a search for the TDY location.
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	Step
	

	1. [bookmark: T3_F771]
	

Notice that in cases where there is only one City/State combination, the Itinerary Location field is automatically populated.

The Purpose fields are not required on the Trip Information tab.  Remember, you entered a trip purpose on the Document Information tab.

	1. [bookmark: T3_F86]
	The Trip Information tab is complete.

Click the Create Document button.
[image: ]

	1. [bookmark: T3_F773]
	Expenses Information

The following known and estimated expenses are applicable for this authorization:

     -  October 19, 2014:  the traveler will be reimbursed by NIH for the round trip POV mileage from his residence to the BWI airport.
     -  October 19, 2014: common carrier airfare for the multi-segment flight from BWI to Chicago, Chicago to New Orleans, and New Orleans to BWI.  The total airfare has been provided by the University of Chicago.
     -  October 19, 2014:  taxi costs for round trip travel to and from the airport/lodging location in Chicago.  This expense cost will be reimbursed by the University of Chicago.
     -  October 19-21, 2014:  the lodging for these three nights in Chicago has been provided by the University of Chicago.
     -  October 19-21, 2014:  the M&IE costs for these three days will be reimbursed by the University of Chicago.
     -  October 22, 2014:  taxi costs for round trip travel to and from the airport/lodging location in New Orleans.  This expense cost will be reimbursed by Tulane University. 
     -  October 22, 2014:  the lodging in New Orleans has been provided by Tulane University.
     -  October 22 - 23, 2014:  the M&IE costs for these two days will be reimbursed by Tulane University.
     -  October 23, 2014:  the registration fee for the event in New Orleans has been provided by Tulane University.
     -  October 23, 2014:  the traveler will be reimbursed by NIH for the parking fees incurred at the BWI airport.
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	Step
	

	1. [bookmark: T3_F124]
	Although users can review the authorization's current expenses on the Summary tab, managing expenses (adding, editing, deleting, etc.) is performed on the Expenses tab.

Click the Expenses tab.
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	Step
	

	1. [bookmark: T3_F789]
	

The Expenses page is displayed.

The expenses currently associated with the authorization are displayed in the Expense List and users can use the small scrollbar next to the Expense List if necessary to scroll down and review the current expenses.

	1. [bookmark: T3_F778]
	First, add the common carrier airfare expense being provided by the University of Chicago.

Click the Expense Description list.
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	Step
	

	1. [bookmark: T3_F126]
	The list of expense descriptions are displayed.

Select the Common Carrier - Airfare list item by clicking on it.
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	1. [bookmark: T3_F128]
	Click in the Cost field.
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	1. [bookmark: T3_F130]
	The airfare provided by the University of Chicago is a known amount.

Enter "656.23".

	1. [bookmark: T3_F132]
	Click the Payment Method dropdown button.
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	Step
	

	1. [bookmark: T3_F792]
	

A list of pre-defined payment methods is displayed based on the type of expense entered.

The payment method is used to indicate how the expense is being paid for.  For sponsored 
travel authorizations, these additional payment methods are available:

     -  Sponsored CBA:  utilize this payment method only for air or rail reservations when NIH will pay for the expense and then be reimbursed by the sponsor.
     -  Sponsored In-Kind:  Sponsor provides expense directly, no reimbursement required.
     -  Sponsored Personal:  Traveler initially pays for expense using personal funds. Reimbursement will be provided by NIH then NIH will reimburse by Sponsor.
     -  Sponsored Travel Card:  Traveler pays using their Government-issued travel charge card. Reimbursement will be provided by NIH then NIH will be reimbursed by Sponsor.

	1. [bookmark: T3_F134]
	For this expense, the University of Chicago is providing the airfare and has already paid for it.

Select the SPONSORED IN-KIND list item by clicking on it.
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	1. [bookmark: T3_F144]
	Click the Show Other Details link in order to enter comments for this expense.
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	Step
	

	1. [bookmark: T3_F146]
	The Other Details section is displayed.

Click in the Comments field.
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	1. [bookmark: T3_F148]
	Enter the applicable comments into the Comments field. 

Enter "Airfare provided by the University of Chicago.".

	1. [bookmark: T3_F150]
	Let's see what you remember from the CGE Basic Navigation course.

Knowledge Check

Click the applicable button to save this expense information.
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	1. [bookmark: T3_F152]
	Lodging expenses automatically populate with amounts based on the applicable TDY location and its corresponding Lodging Per Diem rate.

However, the lodging expenses for this authorization are being provided by the sponsors.  Therefore, you must perform edits to these expenses and change their payment methods. 

Click the Edit Expense Item - Lodging icon for the October 19, 2014 lodging expense.
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	Step
	

	1. [bookmark: T3_F154]
	Click the Payment Method dropdown button.
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	Step
	

	1. [bookmark: T3_F156]
	Select the applicable payment method.

Knowledge Check

The lodging in Chicago has already been paid for by the University of Chicago.

Select the applicable payment method by clicking on the applicable list item.
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	1. [bookmark: T3_F158]
	Click the Show Other Details link in order to enter comments for this expense.
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	Step
	

	1. [bookmark: T3_F160]
	Click in the Comments field.
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	1. [bookmark: T3_F162]
	Enter the applicable comments into the Comments field. 

Enter "Lodging provided by the University of Chicago.".

	1. [bookmark: T3_F795]
	

The lodging expenses for October 19 - 22 were all paid for by the University of Chicago.

You can utilize the Copy Per Diem Conditions Through field in order to copy these edits and comments for the remaining two nights of lodging in Chicago. 

	1. [bookmark: T3_F164]
	Click the Copy Per Diem Conditions Through Calendar icon.
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	Step
	

	1. [bookmark: T3_F168]
	The calendar is displayed in a new window.

Click the October 21, 2014 date link.
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	1. [bookmark: T3_F170]
	Click the Save button.

	1. [bookmark: T3_F172]
	Next, edit the lodging expense in New Orleans in order to change the payment method and enter comments.

Click the small vertical scrollbar on the right side of the Expense List in order to scroll down and edit the October 22 lodging expense.


[image: ]

	Step
	

	1. [bookmark: T3_F174]
	Click the Edit Expense Item icon for the October 22 Lodging expense.
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	1. [bookmark: T3_F176]
	Click the Payment Method dropdown button.
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	Step
	

	1. [bookmark: T3_F178]
	The lodging in New Orleans has been paid for by Tulane University.

Select the SPONSORED IN-KIND list item by clicking on it.
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	1. [bookmark: T3_F180]
	Click the Show Other Details link in order to enter comments for this expense.
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	Step
	

	1. [bookmark: T3_F182]
	Click in the Comments field.
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	1. [bookmark: T3_F184]
	Enter the applicable comments into the Comments field. 

Enter "Lodging provided by Tulane University.".

	1. [bookmark: T3_F186]
	Click the Save button.

	1. [bookmark: T3_F798]
	

Next, edit the M&IE expense items to reflect the applicable payment method:

     -  The M&IE costs will be reimbursed by the University of Chicago for the three days in Chicago (October 19 - 21).

     -  The M&IE costs will be reimbursed by Tulane University for the two days in New Orleans (October 22 - 23). 

	1. [bookmark: T3_F188]
	Click the Edit Expense Item - M&IE icon for the October 19 M&IE expense.
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	Step
	

	1. [bookmark: T3_F193]
	Click the Payment Method dropdown button.
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	Step
	

	1. [bookmark: T3_F195]
	Select the SPONSORED PERSONAL list item by clicking on it.
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	Step
	

	1. [bookmark: T3_F801]
	

Note:  the first and last day of any travel authorization will be calculated as a 3 quarter day and M&IE Per Diem rate.  Therefore, do not utilize the Copy Per Diem Conditions Through field to copy edits for these days.

	1. [bookmark: T3_F197]
	Click the Save button.

	1. [bookmark: T3_F199]
	Now you can edit the M&IE expense for the first full day and then copy the edits through the last full day of the authorization.

Click the Edit Expense Item - M&IE icon for October 20.
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	Step
	

	1. [bookmark: T3_F201]
	Click the Payment Method dropdown button.
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	Step
	

	1. [bookmark: T3_F203]
	Select the SPONSORED PERSONAL list item by clicking on it.
[image: ]

	1. [bookmark: T3_F254]
	You can also type the applicable date into the Copy Per Diem Conditions Through field.  The date must be entered in two digit month/two digit day/four digit year format (e.g. 10/22/2014).

Click in the Copy Per Diem Conditions Through field.
[image: ]

	1. [bookmark: T3_F256]
	Enter the applicable date into the Copy Per Diem Conditions Through field. 

Enter "10/22/2014".

	1. [bookmark: T3_F258]
	Click the Save button.

	1. [bookmark: T3_F260]
	Click the small vertical scrollbar on the right side of the Expense List in order to scroll down and edit the October 23 M&IE expense.
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	Step
	

	1. [bookmark: T3_F262]
	Click the Edit Expense Item - M&IE icon for October 23.
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	Step
	

	1. [bookmark: T3_F267]
	Click the Payment Method dropdown button.
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	Step
	

	1. [bookmark: T3_F269]
	Select the SPONSORED PERSONAL list item by clicking on it.
[image: ]

	1. [bookmark: T3_F271]
	Click the Save button.

	1. [bookmark: T3_F273]
	Next, add a new expense for the estimated taxi costs for the traveler to get between the lodging facility and airport in Chicago.

Knowledge Check

Click the applicable button to add a new expense.
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	Step
	

	1. [bookmark: T3_F275]
	For this expense, the default expense date of October 19 is correct.

Click the Expense Description dropdown button.
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	Step
	

	1. [bookmark: T3_F277]
	Select the Taxi list item by clicking on it.
[image: ]

	1. [bookmark: T3_F279]
	Click in the Cost field.
[image: ]

	1. [bookmark: T3_F281]
	Enter the estimated round trip taxi cost into the Cost field. 

Enter "65.00".

	1. [bookmark: T3_F283]
	Click the Payment Method dropdown button.
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	Step
	

	1. [bookmark: T3_F285]
	This expense cost will be reimbursed by the University of Chicago.

Select the SPONSORED PERSONAL list item by clicking on it.
[image: ]

	1. [bookmark: T3_F287]
	Click the Show Other Details link in order to enter comments for this expense.
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[image: ]

	Step
	

	1. [bookmark: T3_F289]
	Click in the Comments field.
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	1. [bookmark: T3_F291]
	Enter the applicable comments into the Comments field. 

Enter "Round trip taxi to and from airport in Chicago.".

	1. [bookmark: T3_F293]
	Click the Save button.

	1. [bookmark: T3_F295]
	Click the Add Expense button in order to add the estimated taxi cost expense for the traveler to get between the lodging facility and airport in New Orleans.
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	Step
	

	1. [bookmark: T3_F297]
	This expense will be incurred on October 22.

Click the Expense Date calendar icon.
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	Step
	

	1. [bookmark: T3_F299]
	The calendar is displayed in a new window.

Select the expense date (October 22, 2014) by clicking on the applicable date link.
[image: ]

	1. [bookmark: T3_F301]
	Click the Expense Description dropdown button.
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	Step
	

	1. [bookmark: T3_F303]
	Select the Taxi list item by clicking on it.
[image: ]

	1. [bookmark: T3_F305]
	Click in the Cost field.
[image: ]

	1. [bookmark: T3_F307]
	Enter the estimated round trip taxi cost into the Cost field. 

Enter "50.00".

	1. [bookmark: T3_F309]
	Click the Payment Method dropdown button.
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	Step
	

	1. [bookmark: T3_F311]
	This expense cost will be reimbursed by Tulane University.

Select the SPONSORED PERSONAL list item by clicking on it.
[image: ]

	1. [bookmark: T3_F313]
	Click the Show Other Details link in order to enter comments for this expense.
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	Step
	

	1. [bookmark: T3_F315]
	Click in the Comments field.
[image: ]

	1. [bookmark: T3_F317]
	Enter the applicable comments into the Comments field. 

Enter "Round trip taxi to and from airport in New Orleans.".

	1. [bookmark: T3_F319]
	Click the Save button.

	1. [bookmark: T3_F321]
	There is a registration fee for the event in New Orleans that Tulane University has already paid for.

Click the Add Expense button in order to record this Sponsored In-Kind expense.
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	Step
	

	1. [bookmark: T3_F323]
	The expense date for the registration fee is October 23.

Click the Expense Date calendar icon.
[image: ]


[image: ]

	Step
	

	1. [bookmark: T3_F325]
	The calendar is displayed in a new window.

Select the expense date (October 23, 2014) by clicking on the applicable date link.
[image: ]

	1. [bookmark: T3_F327]
	Click the Expense Description dropdown button.
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	Step
	

	1. [bookmark: T3_F329]
	Select the Registration Fee list item by clicking on it.
[image: ]

	1. [bookmark: T3_F331]
	Click in the Cost field.
[image: ]

	1. [bookmark: T3_F383]
	Enter the registration fee amount into the Cost field.

 Enter "75.00".

	1. [bookmark: T3_F385]
	Click the Payment Method dropdown button.
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	Step
	

	1. [bookmark: T3_F387]
	Select the SPONSORED IN-KIND list item by clicking on it.
[image: ]

	1. [bookmark: T3_F389]
	Click the Show Other Details link in order to enter comments for this expense.
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	Step
	

	1. [bookmark: T3_F391]
	Click in the Comments field.
[image: ]

	1. [bookmark: T3_F393]
	Enter the applicable comments into the Comments field. 

Enter "Provided by Tulane University.".

	1. [bookmark: T3_F395]
	Click the Save button.

	1. [bookmark: T3_F397]
	Next, you need to enter an expense so that the traveler can be reimbursed for the POV mileage used to get to and from BWI airport.

Click the Add Expense button.
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	Step
	

	1. [bookmark: T3_F399]
	Click the Expense Description dropdown button.
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	Step
	

	1. [bookmark: T3_F401]
	Select the POV - Auto list item by clicking on it.
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	Step
	

	1. [bookmark: T3_F804]
	

For POV mileage expenses, you must enter the number of miles in the Quantity field.  The system will then automatically calculate the cost amount (Cost field) by multiplying the number of miles times the pre-populated rate amount in the Rate field.

	1. [bookmark: T3_F403]
	The default expense date of October 19 is correct.

Click in the Quantity field.
[image: ]

	1. [bookmark: T3_F405]
	Enter the total known or estimated POV miles into the Quantity field. 

Enter "60".

	1. [bookmark: T3_F407]
	Press [Tab].  

Note:  pressing the Tab key will cue the system to perform the calculation.


[image: ]

	Step
	

	1. [bookmark: T3_F409]
	Notice that the cost amount has been calculated.

NIH will reimburse the traveler for this expense so the default payment method of "Personal" is correct.

Click the Show Other Details link in order to enter comments for this expense.
[image: ]

	1. [bookmark: T3_F411]
	Click in the Comments field.
[image: ]

	1. [bookmark: T3_F413]
	Enter the applicable comments into the Comments field. 

Enter "Round trip POV from traveler's residence to BWI airport.".

	1. [bookmark: T3_F415]
	Click the Save button.
[image: ]

	1. [bookmark: T3_F417]
	One more expense.  Since the traveler is driving to and from BWI airport in a POV, a parking fee is going to be incurred by the traveler.  NIH will reimburse the traveler for this expense.

Click the Add Expense button.
[image: ]
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	Step
	

	1. [bookmark: T3_F419]
	This expense will be incurred by the traveler upon his return flight from New Orleans on October 23.

Click in the Expense Date field.
[image: ]

	1. [bookmark: T3_F421]
	Enter the applicable expense date of October 23 into the Expense Date field. 

Enter "10/23/2014".

	1. [bookmark: T3_F423]
	Click the Expense Description dropdown button.
[image: ]
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	Step
	

	1. [bookmark: T3_F425]
	Select the Parking Fees list item by clicking on it.
[image: ]

	1. [bookmark: T3_F427]
	Click in the Cost field.
[image: ]

	1. [bookmark: T3_F429]
	Enter the known or estimated parking fee amount into the Cost field. 

Enter "75.00".

	1. [bookmark: T3_F431]
	Since NIH will reimburse the traveler for this expense, the payment method of "Personal" is correct.

Click the Show Other Details link in order to enter comments for this expense.
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	Step
	

	1. [bookmark: T3_F433]
	Click in the Comments field.
[image: ]

	1. [bookmark: T3_F435]
	Enter the applicable comments into the Comments field. 

Enter "Parking fees at BWI airport.".

	1. [bookmark: T3_F437]
	Click the Save button.

	1. [bookmark: T3_F807]
	

Congratulations!  All of the expenses have been added to this authorization.  Great job!

	1. [bookmark: T3_F441]
	Next, you need to add the applicable LOAs to this authorization.

Click the Accounting tab.
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	Step
	

	1. [bookmark: T3_F810]
	

For sponsored travel authorizations, you must enter at least two LOAs:

     -  at least one Project Name (CAN)/Project Number with a fund type of "Direct (D)" must be added in order to pay for all expenses being reimbursed to the traveler by NIH.  Additionally, all applicable travel fee expenses will be automatically allocated against this LOA.

     -  at least one Project Name (CAN)/Project Number with a fund type of "Reimbursable (R)" must be added so that NIH can be reimbursed by the applicable sponsor for all expenses with sponsored payment methods (Sponsored Personal or Sponsored Travel Card).  Remember that NIH will reimburse the traveler and then NIH will be reimbursed by the sponsor.

Note:  you will see the error message below (Missing Sponsored LOA) until you have added a sponsored LOA with a fund type of "Reimbursable (R)".

	1. [bookmark: T3_F443]
	First, add the Direct LOA.

Click the Add New Account Code button.
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	Step
	

	1. [bookmark: T3_F445]
	Click in the Label field.

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
[image: ]

	1. [bookmark: T3_F447]
	Enter the applicable label into the Label field. 

Enter "NIH Direct".

	1. [bookmark: T3_F449]
	Click in the Project Name (CAN) field.
[image: ]

	1. [bookmark: T3_F451]
	Enter the Direct Project Name (CAN) into the Project Name (CAN) field. 

Enter "8390863".

	1. [bookmark: T3_F506]
	Click the Search Project Name (CAN) icon (binoculars).
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	Step
	

	1. [bookmark: T3_F508]
	Once the Project Name (CAN) is found, the Project Number and Fund Type fields are automatically populated. 

Notice that the Fund Type of "D" indicates that this is a Direct Project Name (CAN).

Click the vertical scrollbar to scroll down and continue entering the LOA information.
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	Step
	

	1. [bookmark: T3_F510]
	Click the Object Class Code dropdown button.
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	Step
	

	1. [bookmark: T3_F512]
	For this authorization, select the 2131 PROGRAM-DOMESTIC - DOMESTIC SPEECH/PRESENTATION/NON-FED PERSON list item by clicking on it.

	1. [bookmark: T3_F514]
	Click the Add to Document button.
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	Step
	

	1. [bookmark: T3_F813]
	

Notice that the LOA you just added is now displayed in the Account Code for TRIP..... section.

Note:  the error message is still displayed because you haven't entered a sponsored reimbursable LOA yet.

	1. [bookmark: T3_F516]
	Knowledge Check

Click the applicable button in order to add a sponsored reimbursable LOA.
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	Step
	

	1. [bookmark: T3_F518]
	Click in the Label field.
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	1. [bookmark: T3_F520]
	Enter the applicable label into the Label field. 

Enter "Sponsored".

	1. [bookmark: T3_F522]
	Click the Sponsored checkbox.

	1. [bookmark: T3_F524]
	Click in the Project Name (CAN) field.
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	1. [bookmark: T3_F526]
	Enter the applicable reimbursable Project Name (CAN) into the Project Name (CAN) field. 

Enter "8339232".

	1. [bookmark: T3_F528]
	Click the Search Project Name (CAN) icon (binoculars).
[image: ]
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	Step
	

	1. [bookmark: T3_F530]
	Once the Project Name (CAN) is found, the Project Number and Fund Type fields are automatically populated. 

Notice that the Fund Type of "R" indicates that this is a Reimbursable Project Name (CAN).

Click the vertical scrollbar to scroll down and continue entering the LOA information.
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	Step
	

	1. [bookmark: T3_F532]
	Click the Object Class Code dropdown button.
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	Step
	

	1. [bookmark: T3_F534]
	For this authorization, select the 2131 PROGRAM-DOMESTIC - DOMESTIC SPEECH/PRESENTATION/NON-FED PERSON list item by clicking on it.

	1. [bookmark: T3_F536]
	Click the Add to Document button.
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	Step
	

	1. [bookmark: T3_F816]
	

Notice that the Project Name (CAN) that you just entered is now listed in the Account Code for TRIP..... section.  Additionally, the "Missing Sponsored LOA" error message is no longer displayed.

Note:  the Non Spon/Spon default radio buttons are selected automatically for each LOA based on their Fund Type and indication of sponsored.  The cost amount allocated to each LOA is also calculated automatically based on the respective payment method for each expense associated with the authorization.

	1. [bookmark: T3_F819]
	

Next, you need to add the applicable sponsors to the authorization.  

The sponsors for this authorization are the University of Chicago (Department of Radiology) and Tulane University (Tulane Cancer Center).

	1. [bookmark: T3_F538]
	Sponsors are added on the Sponsor tab.

Click the Sponsor tab.
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	Step
	

	1. [bookmark: T3_F540]
	You have the option to search for the sponsor by Sponsor ID or Sponsor Name by clicking the applicable radio button in the Enter Search Criteria section.  Perform a search by Sponsor Name.

Click in the Sponsor Name field.
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	1. [bookmark: T3_F542]
	You can enter the entire or partial sponsor name into the Sponsor Name field.  

Note:  in CGE, you do not have to enter a wildcard symbol to perform your search.

Enter "University of Chicago".

	1. [bookmark: T3_F544]
	Click the Search button.
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	1. [bookmark: T3_F546]
	The search results are displayed below the Enter Search Criteria section in the Master Sponsor section.

Click the small vertical scrollbar to the right of the Enter Search Criteria section to scroll down and view the search results.
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	Step
	

	1. [bookmark: T3_F548]
	Sponsors are selected by clicking on the applicable Sponsor ID link provided.

Click the 1803|11864 link associated with the University of Chicago (Department of Radiology).
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	Step
	

	1. [bookmark: T3_F550]
	Notice that the sponsor just added is now displayed at the bottom of the screen in the Sponsors for TRIP..... section.

Click the small vertical scrollbar to the right of the search results in order to scroll up and perform a search for the second sponsor.
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	Step
	

	1. [bookmark: T3_F552]
	Click in the Sponsor Name field.
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	1. [bookmark: T3_F554]
	Enter the entire or partial sponsor name into the Sponsor Name field.

Enter "Tulane University".

	1. [bookmark: T3_F556]
	Click the Search button.
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	1. [bookmark: T3_F558]
	Click the small vertical scrollbar to the right of the Enter Search Criteria section to scroll down and view the search results.


[image: ]

	Step
	

	1. [bookmark: T3_F560]
	Click the 2073290|66691 link associated with Tulane University of Chicago (Tulane Cancer Center).
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	Step
	

	1. [bookmark: T3_F822]
	

Both sponsors are now displayed in the Sponsors for TRIP..... section.

Note:  by default, all of the expenses with sponsored payment methods are allocated to the first sponsor added.  Therefore, the error message displayed below (No expenses are allocated to this sponsor) will be displayed when multiple sponsors are added.

You must use the allocate links provided to perform allocation of the expenses to the individual sponsors as applicable.

	1. [bookmark: T3_F566]
	Click one of the Allocate links in order to allocate the individual expenses to the applicable sponsor.

Note:  it does not matter which Allocate link you click.  The same allocation screen will display regardless of which Allocate link is clicked.
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	Step
	

	1. [bookmark: T3_F568]
	The Sponsor Allocation Summary for TRIP..... page is displayed.

Click the vertical scrollbar to scroll down and review the rest of the summary allocation information.
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	Step
	

	1. [bookmark: T3_F572]
	Click the vertical scrollbar to scroll up and perform allocation.
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	Step
	

	1. [bookmark: T3_F574]
	Sponsored expense allocation can only be performed at the expense level.

Click the Expense Level Allocation tab.
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	Step
	

	1. [bookmark: T3_F576]
	The Expense Level Allocation page is displayed.

You have the option to perform allocation by "Expense Category / Payment Method" or by "Expense" by clicking the applicable link provided.  Again, it does not matter which link you click for the preferred allocation method.

Click the Expense link.
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	Step
	

	1. [bookmark: T3_F825]
	

The Allocate by Expense for TRIP..... page is displayed.

For this authorization, all of the sponsored expenses for October 19 - 21 and the entire Common Carrier Airfare expense is being allocated to the University of Chicago.  All of the sponsored expenses for October 22 and 23 are being allocated to Tulane University.

	1. [bookmark: T3_F578]
	Again, by default, all of the sponsored expenses are currently allocated to the first sponsor added (University of Chicago).

Click the vertical scrollbar to scroll down and perform the expense allocation for the October 22 and 23 sponsored expenses.
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	Step
	

	1. [bookmark: T3_F580]
	Click the Organization/Sponsor Name dropdown button for the October 22 Lodging expense.
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	Step
	

	1. [bookmark: T3_F628]
	Select the HHSN/TULANE UNIVERSITY AT NEW ORLEA|TULANE CANCER CENTER list item by clicking on it.

	1. [bookmark: T3_F630]
	Click the Organization/Sponsor Name dropdown button for the October 22 M&IE expense.
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	Step
	

	1. [bookmark: T3_F632]
	Select the HHSN/TULANE UNIVERSITY AT NEW ORLEA|TULANE CANCER CENTER list item by clicking on it.

	1. [bookmark: T3_F634]
	Click the Organization/Sponsor Name dropdown button for the October 22 Taxi expense.
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	Step
	

	1. [bookmark: T3_F636]
	Select the HHSN/TULANE UNIVERSITY AT NEW ORLEA|TULANE CANCER CENTER list item by clicking on it.

	1. [bookmark: T3_F638]
	Click the Organization/Sponsor Name dropdown button for the October 23 M&IE expense.
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	Step
	

	1. [bookmark: T3_F640]
	Select the HHSN/TULANE UNIVERSITY AT NEW ORLEA|TULANE CANCER CENTER list item by clicking on it.

	1. [bookmark: T3_F642]
	Click the Organization/Sponsor Name dropdown button for the October 23 Registration Fee expense.
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	Step
	

	1. [bookmark: T3_F644]
	Click the HHSN/TULANE UNIVERSITY AT NEW ORLEA|TULANE CANCER CENTER list item.
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	Step
	

	1. [bookmark: T3_F646]
	Expense level allocation is complete.

Click the Save and Exit Allocation Changes button.
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	Step
	

	1. [bookmark: T3_F650]
	The updated Expense Allocation Summary page is displayed.

Click the vertical scrollbar to scroll down and view the remaining allocation summary information.
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	Step
	

	1. [bookmark: T3_F652]
	Advances or Other Authorizations could be added as required.

For this traveler, there is no advance requested and there are no Other Authorizations required.

Click the Totals tab.
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	Step
	

	1. [bookmark: T3_F662]
	The Total Details for TRIP..... page is displayed.

Click the vertical scrollbar to scroll down and continue viewing the total details information.
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	Step
	

	1. [bookmark: T3_F664]
	Click the vertical scrollbar to scroll down and continue viewing the total details information.
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	Step
	

	1. [bookmark: T3_F666]
	Once you have completed reviewing the total details information, you are ready to stamp and route the authorization.

Knowledge Check

Click the applicable tab utilized to stamp and route the authorization.
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	Step
	

	1. [bookmark: T3_F828]
	

The Status for TRIP..... section is displayed.

Users can also review the routing path or the document history in the Document Routing and Current Document History sections respectively.
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	Step
	

	1. [bookmark: T3_F830]
	

The Status to Apply field defaults to a status of "SIGNED".

Note:  for sponsored authorizations, the status to apply must be changed to "AUTH PREPARED".  This will automatically route the authorization to the traveler.  The traveler will receive an email with a link to the document in eVoucher.  The traveler must then complete and certify the Ethics Checklist.  Once this is completed, the authorization will automatically route in CGE to the next individual in the assigned routing list (the selected AO Reviewer).

Comments could be added in the Remarks field as required.  NIH will not be utilizing the Reason field. 

	1. [bookmark: T3_F668]
	Click the Status to Apply dropdown button.
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	Step
	

	1. [bookmark: T3_F670]
	A list of available statuses to apply is displayed.  

Select the AUTH PREPARED list item by clicking on it.
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	1. [bookmark: T3_F694]
	Click the Stamp and Submit Document button.
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	Step
	

	1. [bookmark: T3_F834]
	

Clicking the Stamp and Submit button will automatically perform pre-audits for the authorization.

Once completed, the Pre-Audit Results for TRIP..... section is displayed.


[image: ]

	Step
	

	1. [bookmark: T3_F836]
	

Users could enter justification comments as required by clicking the Justify Pre-Audit Results button.

For your authorization, all of the pre-audits completed with a status of PASS and no justification is required.

Note:  if any pre-audits result in a status of HARD FAIL, you will not be able to continue stamping and submitting the document until the corresponding condition is corrected. 

	1. [bookmark: T3_F696]
	Click the Continue Stamping the Document button.
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	Step
	

	1. [bookmark: T3_F838]
	

The Dynamic Routing for TRIP..... section is displayed.

For sponsored travel authorizations, the Sponsored Approver level of approval will be included in the Routing List.

	1. [bookmark: T3_F840]
	

For many routing lists, there are multiple individuals to select from for some roles and in those cases, there will be a role title populated in the Name field instead of individual name.  

Notice that in this routing list, there are multiple reviewers and sponsored approvers(therefore the Name field is populated with the role title " AO Reviewer" and "Sponsored Approver"  for those levels) whereas there is only one approver and therefore, this level has an individual name listed in the Name field.

	1. [bookmark: T3_F698]
	Click the Edit icon for the AO Reviewer level in order to select an individual to route this authorization to.  

Note:  remember that the authorization will not be routed to this individual until the traveler has completed and certified the Ethics Checklist in EVoucher for sponsored travel authorizations.
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	Step
	

	1. [bookmark: T3_F700]
	The Select Routing Recipient for AO Reviewer..... page is displayed.

Select Lily Martin as the AO Reviewer for this authorization by clicking the applicable Select This Signature icon.
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	1. [bookmark: T3_F702]
	Click the Select Signature(s) for Entry button.
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	Step
	

	1. [bookmark: T3_F704]
	Click the Edit icon for the Sponsored Approver level in order to select an individual to route this authorization to. 
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	Step
	

	1. [bookmark: T3_F706]
	The Select Routing Recipient for Sponsored Approver..... page is displayed.

Select Britney Spears as the Sponsored Approver for this authorization by clicking the applicable Select This Signature icon.
[image: ]

	1. [bookmark: T3_F708]
	Click the Select Signature(s) for Entry button.
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	Step
	

	1. [bookmark: T3_F710]
	The Routing List is now complete.

Click the Continue Stamping & Dynamic Routing button.
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	Step
	

	1. [bookmark: T3_F712]
	A funds check is performed and the EAI External Funds Checking TRIP..... page is displayed.

Click the Close Funding button.
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	Step
	

	1. [bookmark: T3_F846]
	

The Post Stamping Document Closure for TRIP..... section is displayed.

The Routing List is displayed again.

	1. [bookmark: T3_F714]
	Click the Close Post Stamping Document Closure Screen button.
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	Step
	

	1. [bookmark: T3_F716]
	The system navigates to the View Authorizations page.

Notice that your authorization is now displayed with a status of AUTH PREPARED.

Click the Home tab.
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	1. [bookmark: T3_F939]
	Congratulations!  You have successfully created a sponsored travel authorization.
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	Step
	

	1. [bookmark: T3_F941]
	Knowledge Check

This type of sponsored payment method is utilized when the sponsor has provided the expense cost directly and no reimbursement will be required.

Choose the correct answer by clicking on it.
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	Step
	

	1. [bookmark: T3_F943]
	Correct!  Try this one.

Knowledge Check

When entering a Sponsored LOA, you must remember to select this option.

Click the selection that must be utilized when adding a sponsored LOA to an authorization.
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	Step
	

	1. [bookmark: T3_F945]
	Right again!  Can you go three for three?

Knowledge Check

When stamping and routing a sponsored authorization after initial creation, this status must be applied.

Select the correct answer by clicking on it.

	1. [bookmark: T3_F988]
	Press [Enter].


[image: ]

	Step
	

	1. [bookmark: T3_F949]
	Press [Enter].
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	Step
	

	1. [bookmark: T3_F3]
	Congratulations!  You have completed the CGE Sponsored Travel Functionality course. 

IMPORTANT INSTRUCTIONAL NOTE 

Once you click the enter key to finish this course, you should then see the small box next to the topic shaded in indicating that the course has been marked complete.  You will then be able to see the course as completed in your Transcripts section.
End of Procedure.
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Navigating in the Virtual Classroom (4)

The action bullet indicates the action you must take to
progress forward in the contentor activity.
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More Navigation Tips

One more tip and this is an important one. During the activity,
some procedural action steps require you to type text as
directed in the bubble frame like the one depicted here.

Enter the desired information into the

Trip Description (optional) Used

to identify the trip purpose field.
Enter ™ .

Here, you would need to type “Travel to facilitate training.”
exactly as I typed it without the quotations. But, your
professor is a kind man and we are not here to learn how to
type. When you see these steps, you only need to type the first
three letters. So, you would type “Tra” in this example and the
simulation (activity) would advance.
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Great job so far! I hope those tips
will help make this course easier for
you to complete and ultimately help
you learn this travel system so that
you can continue to support the very
important mission here at NIH. Let's
take a look at our learning objectives

for this course.
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NIH employees are often invited to travel by other
organizations to attend health related events.

Sponsoring organizations will assume the charges
for some or all of the travel expenses in adherence
with the Federal Travel Regulations and HHS travel

policy.

Sponsored Travel is permitted under the strictest of
approval guidelines.
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Sponsored Travel (2)

For the most part, the procedures for creating and
managing sponsored authorizations are the same
as those we covered in the CGE Basic Functionality
course for creating and managing non-sponsored
authorizations.

The key functionality differences are discussed in
the following slides and will be emphasized during
the comprehensive activity.
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- During initial creation of the authorization’s itinerary
information, you must indicate that it is a sponsored
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AND selecting a Trip Type of “SP Sponsored”.

Document Information | T Information

ate Joor7/2018

TANUM © TANUMOO3)S

P sponsored Travel ‘

[Us. Dotar =

pe Coe © [SP5PonsoD ] <
B

Purpose @ [DOMESTIC

- This will make the remaining sponsored specific
functionality available as the authorization is managed
through submission.

12




image192.png




image193.png
Welcome, Lucy Martin @ Help | Log Out.
=
CONCUR ¢

Home Travel | Authorizations | Vouchers Approvals Reporting Profile
View Authorizations  New Authorization

‘Authorization
— ) QP O

Travel Create Review/submit Voucher

travel for:

Cancel Stamping & Dynamic Routing | Continue Stamping & Dynanic Routing

Dynamic Routing for TRIPO00334
§) ke
The document's routing ls is shown below. You may update dynamic entries by clicking on the Edit (pencil icon. more

Routing List
Delete Name Status. Stamping Actions
Kiel Robinson SIGNED SIGNIMSEND, EAICFUND
Lty Martin REVIEWED. IMSEND.

Lugy Martin CONDITIONAL APPROVAL MSEND.

Britney Spears CONDITIONAL APPROVAL IMSEND.





image194.png
Continue Stamping & Dynamic Routing




image195.png
Welcome, Lucy Martin @ Help | Log Out

[« concur {

Home Travel | Authorizations | Vouchers Approvals Reporting Profile
View Authorizations New Authorization

‘Authorization
O

Review/submit Voucher

tering travel for:

Close Fundng

EAI External Funds Checking TRIP000334

) QuickTe
Review the budget status before dicking Approve. more

HHSNINIH Direct - PASS





image196.png




image197.png
@ Help | Log Out

—
{

Welcome, Lucy Martin

[« concur

Home Travel | Authorizations | Vouchers Approvals Reporting Profile
View Authorizations  New Authorization

Authorization
tering travel for:
O

Review/submit

Voucher

Close Post Stamping Document Closure Screen

Post Stamping Document Closure for TRIPO00334

) QuickTe
The document's routing lst is shown below. more

Name Status Stamping Actions
Kiel Robinson SIGNED SIGNIMSEND,EAICFUND

Lily Martin REVIEWED. IMSEND.
Lugy Martin CONDITIONAL APPROVAL IMSEND.
Britney Spears CONDITIONAL APPROVAL IMSEND.





image198.png
Close Post Stamping Document Closure Screen’




image199.png
[« concur

Home Travel | Authorizations | Vouchers

Approvals

Profile

View Authorizations  New Authorization

_searn |

Authorizations

Search Authorizations

Auth

Autn
Auth
Autn
Auth
Autn
Auth
Autn
Auth
Autn
Auth
Autn
Auth

TANUMOO3IS
TANUMOOSHD.
TANUMOGSFN
TANUMOOSHW
TANUMOO31Q
TANUMOGSEH
TANUMOGSIP
TANUMOOSHN
TANUMOO31D
TANUMO0302
TANUMOO315
TANUMOO2UZ
TANUMOO2YD
TANUMOO2UR

10/19/2014.

oorzer20s
ooz
ooz2014
o014
09212014
ooz
09212014
ooz
oot
oo
oornans
oome/20ne

AUTH PREPARED.

"AUTH PREPARED
CREATED
Posack Obligation
SIGNED

CREATED
PENDING

Posack Obligation
Posack Obligation
ceRTFiED

Posack Obligation
Posack Obligation
ceRTFED

Posack Obligation

|6 Local intranet | Protected Mode: On

[Fa ~[*100% ~ ,





image200.png
Home




image201.png
. Sponsored Personal
b. Sponsored CBA
. Sponsored In-Kind

. Sponsored Travel Card




image13.png
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- For sponsored authorizations, these additional payment
methods (Sponsored Methods of Reimbursement) are
available for selection when adding or managing the
expenses associated with the authorization:

- Sponsored In-Kind: Sponsor provides expense directly. No
reimbursement is required.

- Sponsored Personal: The traveler initially pays for the expense
using personal funds. Reimbursement will be provided by NIH and
then NIH will be reimbursed by the Sponsor.

- Sponsored Travel Card: The traveler pays using their government
issued travel card. Reimbursement will be provided by NIH and then
NIH will be reimbursed by the sponsor.
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Course Summary

That was a lot of information to take in. In summary,
during this course you learned about:

- Creating Sponsored Travel Authorizations

- Managing the Expenses associated with a Sponsored Travel
AUthorization

- Adding a Sponsored LOA to an Authorization
- Adding Sponsors to an Authorization

- Allocating the Sponsored Expenses for Authorizations with multiple
Sponsors

- Stamping and Routing a Sponsored Travel Authorization
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15




image15.png
Now lets apply this new functionality in
a comprehensive activity. In the
following activity, you will be creating a
new sponsored travel authorization for
a traveler and then managing that
authorization through stamping and
routing. All of the information that you
will need about your traveler and the
authorization is provided during the

activity. Good Luck!
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