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anarD | [DPLOMA

Choose the travel icon to begin.

You will see a flash screen with information about the type of travel you “may not” voucher for
in this system:

You may not use this system for Travel Reimbursements if:

1. A 1038 cash advance was used.
2. Relocation expenses were involved.
THMR Travel Reimburzements

Would vou like to enter Authorization Maintenance,
“oucher Maintenance ar Other 7

Youcher | Other

To create a Blanket Authorization, choose Authorization.

futhorization Maintenance E

YWaould you like to create a Blanket Autharization, create a Single
Trip Trawvel Authorization, Open an existing Trawel Authorization
oropen a pending Travel Autharization for Apprawve 7

Approve Cancel

Elanketkl Trawel |

Choose Blanket.
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# contains Privacy Data PL93-579 Privacy Act - Travel Rein =lalx|
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Blanket AUlthiZﬂliDnl Accounting l Approval | Aictivvity |
Authorization Number: !212017 Type: W
ACT Number: IW Status: ’New—
Traveler/Requestor: ’ml Created by: [STEWART, DIANE

Originating City: |l-_ VWORTH TEXAS ﬂ Total Amount: 2.00

|»

What is the date range ? Begin Date2/1/2004 ~| EndDate:[231/2008  ~|

Remarks: |Blanket Travel. Authorized ttinerary, reimburzemsnt methed and any applicable travel
restrictions or policy exceptions net cited in thiz autherization will b2 communicated and
approwved in a pre-trip dizcussion with the traveler.

Ad|

e Overtype the number in the ACT Number field with the assigned ACT number, if needed.

e C(Click on the Traveler/Requestor field and choose the name of the Traveler for this
Authorization.

e Enter the Originating City or choose from the drop-down list.

e Enter the beginning and ending dates of the trip.

. . . Begin Date:|2/1/2004 End Date
To enter a date anywhere in TMR, click the down arrow in the - e %m TF

date field to display the monthly calendar of the date entered in the onsor sl 1 Su Mo Tue Th Fr Sa
field. If the field is blank, the current monthly calendar displays. o R

8 9 101112 13 14

To change the month, use the left < and right > arrows at the top of 15 16 17 18 19 20 21
the calendar. Then, click on the day of the month to be entered in daeR e

the field. Alternately, you can enter the date in the format M-D-

YY (e.g. 5-24-04) using the dash — between the month and day
e Enter any needed Remarks. This field is 480 characters.

e Click the Accounting tab and either click on the Add Accounting Code icon OR place the

mouse in the gray area of the Accounting folder and click the right-mouse button.
¢ Contains Privacy Data PL93-579 Privacy Act - Travel| ] 4
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6 | 4 Record 7/7

Blanket Autharization Accounting | Approval | Activity |

Budget Function Cost Project
Amount Fund BegFY Region Organization Activity Code Element Number Work It

foo | 2ssx ooz s | Foos1100  JFD&1 Add 1244357
Delete
Insert
Select Acct Code

Amount To Split: 5.00
All Amount Allocated.
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e Enter the necessary Accounting information. Use the Tab key to move from field to field.
For Blanket Authorizations, the Total (Estimated) Amount is optional for GSA employees.
Employees of other Agencies should verify their Agency policy.

Note: The Accounting folder is customized for your Agency and may look different than the
sample shown here. However, entering data into the folder is the same.

Note that there is another option available on some systems. Accounting information (up to 5
different lines) can be entered into an employee’s personal User Maintenance file. After the
personal data has been entered, go to the Accounting folder. Right mouse click and choose
‘Select Acct Code’ to display all Accounting codes that have been entered for this Traveler.
Choose the Accounting code desired and click OK.

# Accounting Code for One Traveler x|

Izt Budg: ~
Chdd . Description Fund BegFY Region Organization Activi
Default codes - general travel 192X 2002 05 POSKO001 PGE1
AIM project anly 255X 2002 06 FO0&1100 FD&1
Training 299X 2002 06 ADBVE110  TDF1
Special funding - trade ghows, mest 262X 2002 06 50580310 GBET1

Alternately, choosing the Add icon will add a blank line for manual entry of Accounting
information.

ﬂ-' Contains Privacy Data PL93-579 Privacy Act - Tra :_- =] ﬂ
b File Edit Tools Window Help - 18] x|
A Bl | B

SCICET X B

dd Accounting Code] | M | 4 | | | Record 7/7

Blanket Autharization Accounting | Approval | Activity |

Budget Function Cost Project
Amount Fund BegFY Region Organization Activity Code Element Number Work |

s00 | 2ssx feooz s | Foosti00  [FDs1 [FD240 710 £1244357

Amount To Split: 5.00
All Amount Allocated.

Add a new accounting code combination to this voucher

ﬂ" Contains Privacy Data PL93-579 Privacy Act - Travel
b File Edit Tools Window Help

Bl | S 1L ¢ s X ,
- =

1 2

When finished: (1) Save your work and (2) Submit the Authorization by clicking on the Submit
icon (green checkmark).
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Authorization Approyal Routing

Hext person to approve: =l

[1].4 i | Cancel

From the drop-down list, choose the person who will perform the first approval and click OK.
When an Authorization is Submitted for Approval, a message displays to inform the
Authorization Creator that an email message is being created for the Approver. Then, after

saving the record, TMR sends an email message to the Approver.

Here is a sample email message that is sent to the Approver.

From: FEDdesk.Notification@gsa.gov[SMTP:FEDDESK.NOTIFICATION@GSA.GOV]
Sent: Friday, July 30, 2004 11:28:41 AM

To: Andrea.Burgin@gsa.gov

Subject: Blanket authorization GS1021FI517069 ready for approval

Auto forwarded by a Rule

Blanket authorization number GS1021FI517069, created by DIANE STEWART,
was submitted to you for approval.

Please review this authorization as soon as possible.
http://FEDdesk.gsa.gov

This message 1s system generated. Please do not reply.
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Blanket Authorization Reminders

Tab out of a field after entry for update to occur.

Save your work before exiting a record.

Save your work before submitting the Authorization.

Right mouse click to add or delete a line.

‘New’, blank Authorizations that have no added entries are
Saved, even when you Close (X) without Saving.

After an Authorization has been submitted for Approval, it is
‘View Only’.

An Authorization that has been submitted for Approval can be
Redirected to another Approver by the TMR Coordinator. Or the
Authorization can be rejected back to the Authorization Creator
by the Approver.

Using the ‘Copy’ option is the easiest way to create a new
Blanket or Single Trip Travel Authorization.

Authorizations that have not been vouchered against and have no
TMR Advance request can be deleted by the Authorization
Creator, the Traveler, the Approver or the TMR Coordinator.




