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The Travel Authorization Creator can copy an existing Authorization to create a new
Authorization for a different traveler. After copying the Authorization, all fields can be
modified. Any Authorization (Blanket, Travel) in any status can be copied. This is an easy way
to create many blankets covering the same time period or create many Travel Authorizations for
a group of people with the same travel plans.

TMR Travel Reimbursements

Wwould wou like to enter Authorization Maintenance,
Youcher Maintenance ar Other 7

Youcher Other

Enter TMR and choose Authorization.

Ruthorization Maintenance

‘Wiould you like to create a Blanket Autharization, create a Single
Trip Travel Authorization, Open an existing Trawvel Authorization
or open a pending Travel Authorizetion for Approve ?

Blanket Trawel Approve Cancel

Choose OPEN

$ Contains Privacy Data PL93-579 Privacy Act - select Aul x|

— Criteria
Find
Include non-current users [ \_—
Traveler/Reguestor: | Traveler, One X ~|  Date Created:|on ~| | B Cancely|
Approver: | ~| Date Submitted:|on ~| | Reset
- - Sort 3
Authorization ID: | _—
Act Number: Status: | | Qop! E
Type: - Approval Status: | | 0K
Select All
Listing - 11 record(s) found
Authorization ID Traveler Date Created Type Status Approval Status Remarks ﬂ
2 21210 Travelsr, One 05M1/04 12:50:54  Travel Approved Approved BIG Annuz
21208 Traveler, One 05/11/04 12:36:56 Travel Submitted for approve Pending [TRC meeti

Traveler, One 05M1/04 12:31:55  Travel A
21205 Traveler, One 05/11/04 12:11:26  Travel Approved Approved Mr. Travehk

(1) Search on the name of the person whose Authorization you wish to Copy.
(2) At the Select Authorization screen, highlight the Authorization to Copy.
(3) Click Copy.

You may also open the Authorization and then select ‘Copy’ from the File menu from the
new screen.
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Copy Authorization ] X

9 Are you sure you want to create a new Authorization
‘1-']-/ by copying the Authorization 21207 ?
Yes Mo |
You are prompted to confirm.
x|
— Criteria
Find
include non-current users [
: ; Cancel
Traveler.rRequas.tur.I _y_j Date Created.iun _v_l i :j —_—
Approver:| fLD S popn =i = Reset

= |
Authorization D: X Sort
i Number:l i The new Authorization 21681 is now on the Listing window. E
Type: [_ oK
Select Al
Listing - 1 record[s] four

Authorization ID Traveler Date Created Type Status Approval Status Remarks

STEWART, DIANE 08/02/04 1001811 Travel

Your ‘Copy’ will show on the Select Authorization screen. Click OK and then click OK again to
open the new record.

$ Contains Privacy Data PL93-579 Privacy Act - Travel Reimbursements - DIANE AR _1al =l
% Fle Edit Tools Window Help -&] x|
Al®|E B

|ead/&is|vyx| 00|28

|{| {l )l HlHecord‘I.-"‘I
Travel AUlthiZﬂliDnl Accounting | Approval | Aictivvity |

Authorization Number:E1BB1 Type:liravel
ACT Number:F"1631DDD status:INew

Travelermequestor:lS_E";'\-'AR_. DIANE %! Created by: |[STEWART, DIANE Trip Sheetl
Enter beginning and ending dates of trip 7 “Begin Date:li;'EG;'Eﬂﬂc vl End Date: Ii;'ES«'Eﬂﬂa vl
Major Transportation by: [ &irline + | Estimated Amonm:l 222250 Airline Ticket Fee:l 214.00 Corporate Acct ?|7

| v

Purpose of Trip: | Ii-Informaticn iesting x| max Auth Amt: 345150 Total Amt:| $696.00
Cash adh other than ?I_ Actual Expense ?I_ Any Hon-Federal Sponsored ltems 7 I_
Remarks:|Attend OIT quarterly meeting =
X po—
=
__ Destination Local Travel
City & State | Travel Type Amount Description
Start Date End Date Lodgin M|
ICHICAGO.ILLINOIE
Jarzeizone xlfezazoos =l 5310.00] S127.50

The New Authorization will show the Authorization creator’s name in both the ‘Created by’ and
Traveler name fields. Change the Traveler name to the correct name and make any other
changes necessary.

The Authorization and ACT Number is a new, system generated number for this Authorization.
Change any other information as needed.

If any dates need to be changed, click in the date field.
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To enter a date anywhere in TMR, click the down arrow in the

date field to display the monthly calendar of the date entered in ?E:dit;ehj‘cc;pm PN
the field. If the field is blank, the current monthly calendar Total Amt]| Su Mo TuWeTh Fr Sa
displays. To change the month, use the left < and right > = 13 3 130
arrows at the top of the calendar. Then, click on the day of the R
month to be entered in the field. Alternately, you can enter the %5 2% 27[28 23 0
date in the format M-D-YY (e.g. 5-24-04) using the dash — SR
between the month and day
§} Contains Privacy Data PL93-579 Privacy Act - T —1alx|
% File Edit Tools Window Help =12l x|
A B W
= H & it s X Iy
[5ubmit] Recard 141

Travel Authorization  Accounting | Appraval | Activity |

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

$656.00 | 262X [e00z 08 | soemozto [eET1 [@BH4D 710 [

Amount To Split: $696.00
All Amount Allocated.

Submit an autharization for approval

Change Accounting information as needed.

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.

When you are finished, Save your work and Submit the Authorization for Approval.
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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.
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