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CEFMS BUSINESS PROCESS GUIDE FOR HQUSACE

CHAPTER 11 ‑ TRAVEL ORDERS

1.  Purpose

This chapter of the Business Process Guide (BPG) outlines the procedures to be followed in preparing temporary duty (TDY) travel orders, invitational orders, repeated orders, blanket travel orders and group orders.  It includes information on how to create, update, request, approve, amend, copy, print, view, delete and cancel travel orders.  Appendix D, Travel Codes, contains many of the current travel code listings. 

2.  General

For guidance on requesting travel advances, see BPG Chapter 15 - Travel Advances.  To receive reimbursement for travel, refer to BPG Chapter 12 ‑ Travel Vouchers.  The USACE Finance Center (UFC) published Standing Operating Procedures for Temporary Duty (TDY), Permanent Change of Station (PCS), and Local Travel (SOP No. UFC 98-05).  To access this UFC SOP on the internet, use (click on) URL  http://www.fc.usace.army.mil/Publications_a/pub_a.html 
which takes you to the USACE Finance Center’s (UFC) Publications page.  Then scroll down under “External Publications” to line number 5, entitled “TDY, PCS, and Local Travel Procedures” and click on “PDF” on the right-hand side of the line. 

Most functions involving travel orders can be accessed from the Corps of Engineers Travel Menu (Menu ID: AAE).  The Menu ID is shown in the top right-hand corner of each menu.  After entering CEFMS, at Menu ID: A, select the following options to reach Menu ID: AAE.  

FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)

TRAVEL  






(5, press Enter)

The SmartPath technique works to access this menu from any CEFMS menu when typing AAE and pressing Enter.  Also, if you know the option on Menu ID: AAE that you need, type the number immediately following AAE as part of the SmartPath.  For example, typing AAE17 from any CEFMS menu will take you to the screen to view a travel order since option 17 on Menu ID: AAE is View Travel Orders, as shown below:  
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Figure 11-1.  Corps of Engineers Travel Menu.  Menu ID: AAE.

 3.  what’s New With CEFMS?

Some of the major changes since the original BPG Chapter 11, Travel Orders, are noted below:

In CEFMS-GUI, you may often select options on a menu, data screen or report screen by clicking your mouse on a button or on the Standard Toolbar.  BPG Chapter 1, General Information, describes many procedural options for using either a mouse or keystrokes in CEFMS-GUI.

On the Cost Amounts screen, CEFMS is generating a Per Diem (Travel Cost Code 1) entry based upon the Total Per Diem Rate shown on the Travel Order Leg Itinerary Create/Update Screen 12.3.

The Funds Approver for HQUSACE travel orders is now the Travel Approving Official instead of the HECSA Finance and Accounting Office.

4.  Required Access Permissions

The traveler may originate travel orders if he/she has both of the following permissions: 

· PRC_ORIG - in Screen 10.16 

· Work Item/PR Originator - on the travel orders funding work item must be given by the “responsible employee” of the work item.

For a “Government” employee (someone employed by this local database), another person may originate the orders for a traveler.

For an “Other” government employee or a “Non-government” employee, another person may originate the orders for the traveler if the originator has the permission and work item authority listed above.  While it is not necessary, access permissions may be given to either an “Other” or a “Non-government” employee.  

Only a “Non-government” employee is eligible for invitational travel orders.  

Do not create travel orders for contractors since their travel costs should be included under the terms of the contract.

CEFMS Definitions:

· “Government” employee – an employee who has been issued a USERID in this organization’s database and receives a salary paid from this organization’s database.

· “Other” government employee - an employee of any federal government organization (including US Army Corps of Engineers) who has been issued a USERID in this organization’s database although his/her salary is NOT paid from this organization’s database.

· “Non-government” employee – a person who is not an employee of the federal government who has been issued a USERID.  




  

Four signatures are required to complete CEFMS travel orders: Requesting Official, Approving Official, Funds Approving Official and Authorizing Official.  Your Directorate/Separate Office (D/SO) determines who may create, request, approve, and funds approve travel orders.  HECSA performs the authorizing step.

The Requesting Official (Block 17 on DD Form 1610) must have TRV_REQ permission in Screen 10.16.  The Requesting Official does not require any funding work item authority.  The traveler may request his/her own travel orders.

The Approving Official (Block 18 on DD Form 1610) must have TRV_APPR permission in Screen 10.16.  The Travel Approving Official (TAO) does not require work item/PR&C authorization assignments on the funding work item.

Note:  The Approving Official may NOT be either the traveler or the Requesting Official.  The traveler may not approve his/her own travel orders.  

The D/SO (and any alternate designated by the D/SO) is the Funds Approver of the travel orders and must have the TRV_CERT permission in Screen 10.16.   The Funds Approver must also be given Work Item/PR&C Approving Fiscal Manager authority on the funding work item.  Funds Approving simultaneously creates, approves, and certifies a PR&C “in the background” in CEFMS, thus commiting funds.  
The Authorizing Official (in HECSA) is the Travel Authentication Official (Block 20 on the travel orders, DD Form 1610) and needs TRV_AUTH permission in Screen 10.16.  

5.  Electronic Signature Requirements

In the following actions, an electronic signature using a SmartCard is required:

a. Funds Approving Official’s signature (commits funds) 

b. Travel Authenticating Official’s signature (obligates funds)

c. Traveler, Travel Requesting Official, or Travel Approving Official may cancel a fully approved travel order for a trip that will never occur (deobligates funds)

While the Requesting Official (who may be the traveler) and Approving Official do not need to use an electronic signature card to sign travel orders, only they may cancel travel orders, which does require using an electronic signature card.  Approving Officials have electronic signature ability since they also serve as Funds Approving Officials. Note:  If travel orders must be cancelled when no eligible person will be available for a reasonable period, call the Business Systems Support Office for assistance.

To summarize the Required Access Permissions (
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Figure 11-2.  Summary of Access Permissions and Electronic Signature Requirements.

6.  Document Flow

a.  type of orders code = 1:  TEMPORARY DUTY (tdy)

TDY travel orders authorize travel to one or more places away from the traveler’s permanent duty station (PDS) to perform duties for a period of time, and to return to the traveler’s PDS upon completion of that temporary duty.  Most travel orders are TDY travel orders.  See the following sections for b.  TYPE OF ORDERS CODE = 3:  INVITATIONAL, c.  TYPE OF ORDERS CODE = 4:  BLANKET, and d.  TYPE OF ORDERS CODE = 5:  REPEATED travel orders.   TDY travel orders are processed as follows:

· The traveler (or other originator) should request a government-purchased ticket, if appropriate, to provide an airfare, train or boat cost estimate. 

· The originator creates the travel orders for a single trip with one or more legs.

· The travel orders are reviewed and signed by the Requesting Official.  Then the travel orders are available in CEFMS to the Travel Approving Official.  

· The travel orders are reviewed and signed by the Travel Approving Official.  Then the travel orders are available to the Funds Approver (D/SO).  

· The travel orders are reviewed and signed by the Funds Approver.  Upon this action, CEFMS automatically originates, approves and certifies a travel PR&C in the background.  This commits funds on the travel PR&C.
  Then the travel orders are available to the Authorizing Official






  Note:  Funds Approval is frequently called “certifying” since funds are reserved on a PR&C.  But in the case of travel orders, the more accurate term is Funds Approval.

· The travel orders are reviewed for compliance with the Joint Travel Regulation (JTR) and signed by the Authorizing Official in the HECSA Travel Branch (CEHEC-LM-TC).  The Authorizing Official explains any disapproval in the Remarks section.  This may include recommending changes that would facilitate the TDY and reimbursement process.

· Government-purchased transportation requests (Travel Cost Code 4) and per diem (all travel cost codes except #4) are obligated at different times.  The Authorizing Official’s signature only obligates the funds for the per diem portion of the travel PR&C.  A separate contractual obligation occurs when CEHEC-LM-TC records government-purchased transportation tickets. 

· The D/SO is responsible for printing the completed travel orders.  Travel orders may not be printed until all four signatures have been obtained.

· Approval of a travel advance request allows travelers who do not hold a credit card to receive a government check or Electronic Funds Transfer (EFT) payment, which will be considered during computation of travel reimbursement.  To obtain a travel advance, a traveler must submit a DD Form 1351 and a copy of the travel orders to the HECSA Finance and Accounting Officer (FAO).  (See BPG Chapter 15 - Travel Advances and/or SOP No. UFC 98-05, page 1-9.)  Credit card holders may claim ATM fees on their travel vouchers using the ATM reimbursable expense code without having a Y in the Advance Requested field on their travel orders.

b.  type of orders code = 3:  INVITATIONAL

An Invitational Travel Order (ITO) is only authorized to non-government persons.  An ITO is not authorized for government employees, “other” government employees, uniformed members, or government contractors.  See ER 55-1-2, paragraph 2-5 for more specific guidelines.

· The ITO traveler has to have his/her identity established in CEFMS.   

· Someone in the office requesting the orders should request a government-purchased airline ticket, if appropriate.

· Someone who has access permissions in CEFMS must create the travel orders.

· Some codes are different from TDY travel order codes, as noted in this BPG. Otherwise, the rest of the creation, review/approval, and other travel order processing steps are the same as in 6a.  TYPE OF ORDERS CODE = 1:  TEMPORARY DUTY (TDY)
· Advances of funds (travel advances) are not allowed on invitational travel orders (to non-government employees).

c.  type of orders code = 4:  BLANKET

Per the Help link at the top of screen 12.1: “A blanket travel order may be issued only in exceptional circumstances and when necessary to meet mission requirements.  A blanket travel order shall be limited to use with a stated geographical area and a time period within a fiscal year.  Blanket travel orders shall not be issued merely to authorize a specific number of trips to or between stated places or variations in itinerary.”  Also see ER 55-1-2, paragraph 2.3, for additional guidance.  When approved, blanket travel orders cover a series of travels (and their related travel vouchers) during the fiscal year without needing additional specific travel order approvals.

· The document flow for blanket travel orders is the same as for TDY travel orders in paragraph  6a. TYPE OF ORDERS CODE = 1:  TEMPORARY DUTY (TDY).  Differences from regular travel orders are identified in this BPG, i.e., the destination location code entered is BLNKT, and cost amounts cover multiple trips.  In general, one blanket travel order covers multiple trips, and all trips use the same travel voucher number.

d.  type of orders code = 5:  REPEATED

Repeated travel orders are issued to an employee for separate round trip journeys from the permanent duty station to and from (or between) specified locations.

· The document flow for Repeated Travel Orders is the same as for Blanket Travel Orders in paragraph 6a. TYPE OF ORDERS CODE = 1:  TEMPORARY DUTY (TDY).  (SOP No. UFC 98-05 considers Repeated Travel Orders to be the same as Blanket Travel Orders.)
7.  Screen navigation

a.  CREATE TRAVEL ORDERS

From the main Menu (Menu ID A), select

FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)

TRAVEL  






(5, press Enter)

CREATE TRAVEL ORDERS



(1, press Enter)

You should be at Travel Order Create/Update Screen 12.1.  See separate sections below to amend, update or copy travel orders.  

(1)  Main travel Screen 12.1 (the header)
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Figure 11-3.  Travel Order Create/Update Screen 12.1.

Travel Order No



To begin to create new travel orders, press Enter.  The Travel Order No field remains blank until generated by CEFMS when the record is saved (committed).  The cursor moves to the Type of Orders field.

Date Of Request



Automatically populates.  

Last Amendment No


Automatically populates.  

New Amendment No


Automatically populates.  

Type of Orders:



Enter the code number.  To select from the list of code numbers shown below, click on List (or press F4), place the cursor on the correct entry, and click on OK (or press Enter):
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Figure 11-4.  Travel Order Types.

Note:  For guidance on each type of travel orders, see ER 55-1-2, Chapter 3, Temporary Duty Travel; Chapter 2, paragraph 5, Invitational Travel Orders (ITOs); and Chapter 2, paragraph 3, Blanket Travel Orders (BTOs) (also called Repeat Travel Order).







Press Enter.  The cursor returns to the Travel Order Create/Update Screen 12.1

Confirmatory:



Default is N.  Change to Y only if the travel began prior to today's date.  Press Enter.

Note:  Per ER 55-1-2, paragraph 2-7, “No travel shall begin before the issuance of written travel orders, unless a situation demands emergency travel, and pursuant to proper oral letter, or message authorization.  Confirmatory written orders must be issued within 15 calendar days of the travel start date and must include appropriate statements regarding justification and prior authorization.”

Employee Id No



Enter the Employee Id No of the traveler.  Use standard format of LLLLFSSSS 
            where:  LLLL     =
Last name’s first 4 letters,

  F 
     =
First name’s initial, and

  SSSS    =
Last 4 digits of SSN).
 Press Enter.  

        







If Employee Id No is unknown, click on List (or press F4).  The cursor advances to the Employee Ids screen, shown below:  
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Figure 11-5.  Employee Ids.

Find
Enter the traveler’s last name, and then (if needed) press the down arrow key to select the correct name. Click on OK (or press Enter) to populate the Name, Position Title, Official Station, Org Code, Phone #, and Credit Card fields on the Travel Order Create/Update Screen 12.1.         

Note:  If a name cannot be located, contact the Access Permissions POC.  Only the following types of employees are available in each type of travel orders: 

TDY ORDERS or REPEATED ORDERS ‑ Available names limited to HQUSACE employees and other government agency employees.

INVITATIONAL ORDERS ‑ Available names limited to “non-government.”   Current contractors are not eligible for invitational travel orders.

BLANKET TRAVEL ORDERS – Limited to names of HQUSACE employees.

Foreign Travel:



Optional.  Enter Y if travel is to an OCONUS site.  Leave blank for CONUS travel.  Exception: leave blank if the only OCONUS travel is to Hawaii or Alaska. 

 Press Enter.  The cursor will automatically move to the Advance Requested field.

Credit Card:




Automatically populates based on contents of the Employee Travel Information Screen 10.131.  For the traveler to be able to request the appropriate advance, this field must be correct.  If the traveler has a credit card, but the Credit Card field is blank, contact one of your Agency Program Coordinators, Mr. Warren Hill at 761-0354 or Ms. Juanita Harmon at 761-0377.

Advance Requested:


Enter Y if the traveler plans to request an advance.  Otherwise, enter N.  Press Enter.   If N was entered, the cursor will automatically skip to the Privately Owned Conveyance field.

Note:  Whether this field is Y or N, a traveler may obtain cash using a government travel credit card from an automated teller machine (ATM) and claim ATM fees up to the percent set by JTR C4720 (3.0% as of May 2004).  
 

Note:  To get an EFT or check advance, a traveler must meet the following criteria:
 

· The Credit Card field above must show that the traveler does not hold a government travel credit card.  (Some exceptions exist.)

· Y must be entered in this Advance Requested field.

· A date must be entered in the Advance Payment Date field.
· Both an approved travel advance request form (DD 1351) and a signed copy of these travel orders must be submitted to the HECSA Finance and Accounting Officer in accordance with BPG Chapter #15 - Travel Advances.  

Advance Payment Date:


Enter the date by which the traveler needs to receive the advance.  


         If the Advance Requested field is blank, this field should be left blank.  Press Enter.

Privately Owned Conveyance

Use ONLY when traveler will drive to or from







the travel destination using his/her personal vehicle.  Leave blank when using commercial or government transportation.  Mileage to/from the airport may still be claimed when this field is left blank.  Click on List (or press F4) and type the number of one of the codes in the Personal Transportation window as shown.  
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Figure 11-6.  Privately Owned Conveyance Indicator Options.

Press Enter.  If blank, the cursor skips to the Variation Authorized field.


   Note:  If option 2 is selected on the orders, the travel voucher must report the constructive cost of common carrier transportation before the USACE Finance Center will reimburse any POC – Auto mileage to/from the TDY location.

Authorized POC Mileage Rate:

This field will be skipped if no Privately Owned Conveyance code is entered.







This field will automatically populate at the current rate ($ 0.375 per mile) if codes 1 or 2 were entered in the Privately Owned Conveyance field.  (The current airplane and motorcycle rates are $ 0.995 per mile for airplane and $ 0.275 per mile for motorcycle.)  Enter the appropriate current rate if the code entered is either code 3 ($ 0.270 per mile) or code 4 ($ 0.105 per mile).  Press Enter.  

Variation Authorized:


Default is N.  Enter Y if variation from the itinerary is anticipated during the trip.
  Press Enter.



             Note:  If the orders cite N and the traveler varies from the CEFMS itinerary, the traveler will not be able to file an accurate CEFMS voucher until a travel order amendment is completed (to reflect either Y in Variation Authorized or the actual itinerary destination codes of the trip).  

Per Diem   - 
  JTR:



Default is Y for JTR and blank for Other.   



Other:
    Specify:

If a JTR rate is to be used, press Enter.







If Other per diem is to be used, type a blank in the JTR field (to remove the Y).  The Other field changes automatically to Y and the cursor moves to the Specify field.  Click on List (or press F4), and the cursor moves to the Travel Reimburse Method list.  These are the same codes shown in the Travel Reimbursement Methods listed in the Itinerary.
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Figure 11-7.  Reimburse Method.  







Select the correct code and click on OK (or press Enter).

Note:  Some training courses require a reduced per diem rate because meals and lodging are provided at no cost to the traveler.  

Note:  When the traveler selects the TDY Category Code #8, Conference, CEFMS will enable the traveler to claim up to 125% of the normal (LDP) lodging rate.

Note:  The following discussions apply to Actual Expense Allowance:

· If Actual Expense for Lodging & Meals (AE) or Actual Expense for Lodging Only (AELP) were selected as the Reimbursement Method Code, then CEFMS will enable the traveler to claim up to 150% of the normal per diem rate(s).  Provide more detailed information in Remarks to justify not using the JTR rate.    

· If Super Actual Expense (300% Lodging) (SAE) or Super Actual Exp Lodging Plus (SAEL) were selected as the Reimbursement Method Code, then CEFMS will enable the traveler to claim up to 300% of the normal per diem rate(s).  Per ER 55-1-2, Chapter 3, paragraph 4d, the “authority to authorize/approve Actual Expense Allowances above 150 percent, not to exceed 300 percent (SAE or SAEL), is delegated to General Officers and SES equivalents for all employees within their area of operations.  This authority shall not be re-delegated.”

· Before selecting an actual expense allowance code (AE, AELP, SAE, or SAEL), see Appendix D, pages D-6 and D-7, or 7a(6)  ACTUAL EXPENSE REQUIREMENTS in this BPG for the Conditions Warranting Approval of Actual Expense Allowance and  for the list of Data to Be Included in Requests for an Actual Expense Allowance.  Responses to these data requirements must be written and submitted for approval prior to traveling.  

After the message telling the originator to click on Save before going to Remarks (or Itinerary), click OK or press Enter.
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Figure 11-8.  Message to Commit <SAVE> Before Entering Remarks.

Click on Save.  Travel Order No automatically populates.  Make note of the travel order number for future use.  After the following window now appears to tell that a record was applied (the SAVE action committed the record), click on OK or press Enter:
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Figure 11-9.  Database Apply Complete: 1 Records Applied.

(2)  travel order leg Itinerary Screen 12.3

On Travel Order Create/Update Screen 12.1, click on the Travel Order Itinerary button. The cursor advances to the Travel Order Leg Itinerary Create/Update Screen 12.3.  Note that the top block of fields are populated as defined in screen 12.1 and many other fields are default values that may be changed, except for leg number 1, as shown below:
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Figure 11-10.  Travel Order Leg Itinerary Create/Update Screen 12.3.

This screen is used to create each leg of the trip.  Each leg is created and saved individually – one leg at a time.  Every minute of the entire travel order should be contained within one or another of the travel order legs.  

A travel order leg represents the travel to the TDY location and the time spent at that TDY location.  If there is only one leg or if this is the last leg, the leg’s travel time will include the return travel; so the Return Date and Time (from the TDY location) will be the date and time that the traveler returns to his/her office or residence.

Note:  Do not create an additional leg to return from the last (or only) TDY site to the residence or office.  CEFMS knows that the traveler must return to his or her office/ residence to complete the TDY mission.  

Note:  A trip that only has one TDY location has only one leg.  One possible exception: Carlson-Wagonlit may require a separate leg for a flight to a city that is not close to the TDY location and require a change in mode of transportation, like a commercial auto.

On a single-leg trip, the only leg is the entire round trip, which includes time at the only TDY location plus travel both to the location and return back to the traveler’s residence or office.  

On a trip having more than one leg (TDY purposes served at more than one location), the legs may be defined as follows:

· The first leg includes the travel to the first TDY location and the time at that location.  

· Any intermediate leg includes travel to the intermediate leg’s location (from the prior leg’s location) and the time at this leg’s location.  

· The last leg includes travel to the final leg’s location (from the prior location), time at the final leg’s TDY location, and travel back to the residence/office.  

Note:  Travel orders are not as segmented as travel vouchers.

· A travel order leg includes the entire time span of the leg without dividing the time between travel and duty at the TDY location.  Do not create separate travel order legs for the time traveling to and from the airport.  

· Travel voucher departure and arrival dates/times divide the travel from duty at the location(s).  Travel voucher travel time and time spent at the TDY location will be identified as separate sequences of the same leg.  

Leg Number:




Automatically populated for each travel leg.  The first leg should be 1.

Cancel Leg?




This field is skipped when creating a leg.  If the cursor moves to this field when creating a leg, leave blank and press Enter.

     The cursor will move to this field only when the orders are being amended or updated.  Do not enter N to cancel the first leg or any leg that is followed by a valid (not cancelled) leg. For guidelines on canceling a leg, see 7g(1)  COMPLETE OR REVISE UNSIGNED TRAVEL ORDERS.

TDY Category:



Required.  Enter the appropriate code or click on List (or press F4) and select from the list.  (A listing of all TDY Category Codes is shown below.)  Press Enter.
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Figure 11-11.  TDY Category Codes. 

TDY Category Code Descriptions are as follows:

1.  Site Visit - Travel to a particular site in order to personally perform operational or managerial activities (e.g., to oversee program activities, grant operations, or manager activities for internal control purposes; carry out an audit, inspection, or repair activity; conduct negotiations; provide instructions; or provide technical assistance.

2.  Training Attendance - Travel to receive training.

3.  Information Meeting - Travel to attend a meeting to discuss general agency operations, review status reports, or discuss topics of general interest.  If a site visit was conducted as part of the same trip, consider the entire trip to be for the purpose of a site visit.

4.  Experts/Consultants - Travelers who are intermittently employed or employed without compensation.  Travel to court as an expert witness.  Travel for a consultant.

5.  Other Travel - All travel performed for reasons (purposes), which are not shown in one of the other eleven categories, listed.  Even though stated as "other travel," travel authorization and voucher must also detail specific purpose.

6.  Relocation - Travel performed in conjunction with a transfer from one official duty station to another (same as a permanent change of station or PCS move).  This includes new appointees when they are authorized relocation allowances for reporting to their first duty station.  (Cannot be used in lieu of PCS travel orders.)

7.  Presentation/Speech - Travel to make a speech or a presentation, deliver a paper, or otherwise take part in a formal program other than a training course.

8.  Conference - Travel to attend a conference, convention, seminar, or symposium for purposes of observation or education only with no formal role in the proceedings.

9.  Emergency - Travel to return an employee from a temporary assignment location at Government expense to his or her designated post of duty or home, or other alternate location, where he or she would normally be present to take care of the emergency situation if the Government had not directed or assigned the employee to another location to perform official business. 

10.  Entitlement - Travel entitlements for which an employee (or dependent) may be eligible while serving at a duty station outside the continental United States; e.g., tour renewal agreement travel for the purpose of taking leave between tours of duty; educational travel, etc. (This type of travel is normally performed in conjunction with a travel entitlement resulting from a change of station assignment or renewal of a tour of duty at duty stations located outside the continental United States.)

11.  Special Mission - Travel to carry out a special agency mission (e.g., non-combat military units); provide security to a person or a shipment (such as a diplomatic pouch); move witnesses from residence to other locations; travel by Federal beneficiaries and other non-employees.

Note:  If Training Attendance is selected, the menu, Travel Order Leg Itinerary Create/Update Screen 12.3, changes by adding a new field, Training Req No (Red Letters), near the bottom of the screen, as shown below: 
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Figure 11-12.  Travel Order Leg Itinerary Create/Update Screen 12.3 with Training Req No field.

Method of Reimbursement:

Automatically populates with LDP (Lodging Plus), which typically is the appropriate method.  Click on List (or press F4) to select the appropriate code.  Press Enter.  The list is shown below:
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Figure 11-13.  Travel Reimbursement Methods.  

Note:  Some training courses require a reduced per diem rate because meals and lodging are provided at no cost to the traveler.  

Note:  When the traveler selects the TDY Category Code #8, Conference, CEFMS will enable the traveler to claim up to 125% of the normal (LDP) lodging rate.

Note:  The following discussions apply to Actual Expense Allowance:

· If Actual Expense for Lodging & Meals (AE) or Actual Expense for Lodging Only (AELP) were selected as the Reimbursement Method Code, then CEFMS will enable the traveler to claim up to 150% of the normal per diem rate(s).  Provide more detailed information in Remarks to justify not using the JTR rate.    

· If Super Actual Expense (300% Lodging) (SAE) or Super Actual Exp Lodging Plus (SAEL) were selected as the Reimbursement Method Code, then CEFMS will enable the traveler to claim up to 300% of the normal per diem rate(s).  Per ER 55-1-2, Chapter 3, paragraph 4d, the “authority to authorize/approve Actual Expense Allowances above 150 percent, not to exceed 300 percent (SAE or SAEL), is delegated to General Officers and SES equivalents for all employees within their area of operations.  This authority shall not be re-delegated.”

· Before selecting an actual expense allowance code (AE, AELP, SAE, or SAEL), see Appendix D, pages D-6 and D-7, or 7A(6)  ACTUAL EXPENSE REQUIREMENTS in this BPG for the Conditions Warranting Approval of Actual Expense Allowance and  for the list of Data to Be Included in Requests for an Actual Expense Allowance.  Responses to these data requirements must be written and submitted for approval prior to traveling.  

Transportation Paid by Trvlr:

Automatically populates with N (on the first leg only).  Change to Y if the traveler will pay for transportation and be reimbursed on a travel voucher by the government.  Y must be used with commercial or personal transportation modes (e.g., CP or PA).  Press Enter.

Note:  If the traveler uses a privately owned vehicle as a matter of personal preference, then the total mileage payment may not exceed the constructive cost of commercial airfare.  Thus, the traveler should obtain an airfare quote from Carlson Wagonlit Travel (202-882-0303) when creating the travel orders or at least prior to departure.

Mode of Transportation:


The system limits the choice of Modes based on the Privately Owned Conveyance and Transportation Paid by Traveler fields.








If the Transportation Paid by Traveler field is 


Y – then Mode of Transportation is blank.

N – Mode automatically populates with TP for government-purchased ticket.  (This field will not automatically populate after the first leg.)







If the mode is blank or should be changed, click on List (or press F4) to select from a list.
 







BLANKET TRAVEL ORDERS or REPEATED ORDERS - type AM (for All Modes).        







 Press Enter.




 The Modes of Transportation are listed below:
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Figure 11-14.  Modes of Transportation.

Leg Purpose:




Type the purpose of this travel leg.
 Press Enter.

Depart Date:




TDY ORDERS or INVITATIONAL ORDERS – 







If this is the first leg or only leg of the trip, type the date of departure from office or residence.  Enter the field as DD‑MON‑YEAR.
   Note: 
A Depart Date before the today’s date is not allowed if the Confirmatory field has an N.
        







If this is not the first leg of a multi-leg trip, this field automatically populates with the Return Date from the previous leg, and it is not necessary to change the date.  







BLANKET TRAVEL ORDERS or REPEATED ORDERS ‑




   Enter the date of the first anticipated trip.  Press Enter.

Time:





TDY ORDERS or INVITATIONAL ORDERS ‑  If this is the first leg or only leg of the trip, type the time of departure from office or residence.  Enter in military format.  (E.g., type 0800 for 8 AM or 1700 for 5 PM.)  If this is the next leg of a multi-leg trip, this field automatically populates with the return TIME from the previous leg, and it is not necessary to change the time.  







BLANKET ORDERS or REPEATED ORDERS Enter 0001.  Press Enter.

Return Date:




TDY ORDERS or INVITATIONAL ORDERS    If this is the last leg or the only leg of a trip, type the date that the traveler will return to his or her office or residence (DD-MON-YEAR).  If this is not the last (or only) leg of the trip, the Return Date is entered as the ending date of this leg.  







BLANKET ORDERS ‑



 Enter the expiration date of the orders, usually the end of the fiscal year.







REPEATED ORDERS ‑


   Enter the date of the last anticipated trip under the orders.  Press Enter.

Time:





TDY ORDERS or INVITATIONAL ORDERS    If this is the last leg or the only leg of a trip, type the time of return to the traveler’s office or residence in military format.  If this is not the last (or only) leg of the trip, enter the time this leg ends.     







BLANKET ORDERS or REPEATED ORDERS Enter 2400.  Press Enter.

Departure:
CONUS: 


Automatically populates with a C for CONUS.  








If this is the first or only leg, press Enter.

        





If this is not the first leg, this field automatically populates with the previous leg's destination code’s C (CONUS) or O (OCONUS).  Press Enter.



Code:



TDY, INVITATIONAL, or REPEATED ORDERS ‑





 If this is the first or only leg, you could either select the county (e.g., VASTF for Stafford county, VA ) or you could enter VAOTH, MDOTH or DCWAS if traveler’s residence or office is in VA, MD or DC.  There is no need to be more specific since per diem calculation is not based on the original departure location.  

       








If this is not the first leg of a multi-leg trip, this field automatically populates with the previous leg's destination code.  Press Enter






In general, the Departure Code is a 5-digit code that stands for the state and local area (perhaps a city and/or a county) from which the traveler is departing.  The first 2 digits are the state/country abbreviation (e.g., Alabama is AL), and the last 3 digits identify the locality.  ALHUN is the code for Huntsville/Madison, AL. 







Instructions on how to select a specific locality code are provided in the Destination Code description, below.







BLANKET ORDERS ‑

 Automatically populates with BLNKT.
  







 Press Enter.


Locality:


TDY, INVITATIONAL, or REPEATED ORDERS ‑



 Automatically populates based on the 5-digit code selected.  



         If a locality code of {OTHER} was selected in any state, change {OTHER} to the name of the city or general locality.



 If this is the first leg and the traveler will depart from home, add the word "RESIDENCE".







BLANKET ORDERS ‑


 Required.  Enter the city of the traveler’s duty station residence.





 

 Press Enter.

Destination:
CONUS:


Automatically populates on the first leg with a C for CONUS destinations.  Does not populate automatically after the first leg.

 Change to an O (or enter an O) if the destination is outside the continental United States (OCONUS).  Hawaii and Alaska are OCONUS.  Press Enter.



Code:



BLANKET TRAVEL ORDERS –
 Automatically populates with BLNKT.
  







TDY, INVITATIONAL, and REPEATED ORDERS ‑





 Type the 5-digit locality code of the travel destination.  




        







If the code is unknown, click on List (or press F4) to query.  The cursor advances to the Departure/Destination Codes screen shown below:
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Figure 11-15.  Travel Location Codes.

In the Departure/Destination Locality listing, some names (counties and other) are shown beside the city/town name.  For example, as shown in the figure above,  Huntsville, AL is in Madison County. 

To use the Find command, follow the steps listed below:

a. Define the query. 

(1)  Locality query:  








 When entering the screen, the cursor is at the top of the page in the Find field before the wild card (on the left of the % sign).  Begin to type the locality name without clicking anywhere on the screen.  Each letter typed better defines the query on the locality name (not the state name).  Note that some localities (e.g., Arlington) share the same name with cities in other states.

(2) State query:  






           

To see all location code options within the state, click in the Find field after the wild card (on the right of the % sign).  Type the state name, and type another %.  (For example, the entry might look like  “%VIRGINIA%” or “%virginia%” to query all Virginia codes.  Note that both Virginia and West Virginia codes would be listed.)  Click on Find or press Enter.  Press the Arrow Down, view each entry listed, and place the cursor on the desired location.  

b. Click on OK (or press Enter) to select the highlighted location code.  The cursor returns to the Travel Order Leg Itinerary Create/Update Screen 12.3, and the Destination Code, Locality and County/State fields populate with the selected information.  The cursor advances to the Destination Locality field.



Locality:


TDY, INVITATIONAL, and REPEATED ORDERS ‑



 Automatically populates based on the 5-digit code selected.  If a locality code of {OTHER} was selected, change {OTHER} to the name of the city or general locality.  If this is the last leg and the traveler’s destination will be home, add the word "RESIDENCE".  Press Enter.







BLANKET TRAVEL ORDERS ‑

 Required.  Type “VARIOUS”.  Press Enter.
M&IE Rate:




TDY, INVITATIONAL, and REPEATED 

Lodging Rate:



ORDERS ‑ 

Total Per Diem Rate:


The per diem rate fields for the TDY site automatically populate based on the JTR.  Note:  The Total Per Diem Rate times the number of TDY days less one-fourth of the rate for each of the first and last days is entered automatically in the Travel Order Cost Amount Screen 12.2 as Per Diem, code 1.  The originator can change the generated amount.
 Note:  Even if an incorrect travel order rate due to JTR updating delays occurs, this will not cause incorrect reimbursement to the traveler because vouchers are computed with current rates from a separate system (IATS).







BLANKET TRAVEL ORDERS ‑
 Automatically populates with zeroes.

LSP Number:



The Lodging Success Program (LSP) requires travelers to make lodging arrangements through a central reservation system when traveling to locations where it is functioning. LSP provides confirmation number that should be typed in this field.  For billeting, go to 

http://www.armymwr.com/portal/travel/lodging/lsp.asp   or call 1-800-GOARMY-1.  Use the Lodging Success Program when traveling to Atlanta, GA; Hampton/Newport News, VA; Fort Lee, VA; Miami, FL; San Antonio, TX; San Juan, Puerto Rico, and/or Washington, DC.  If the traveler’s destination is NOT one of the Lodging Success Program areas, leave this field blank.  Press Enter.

TDY Days:




Automatically populates based on the departure and return dates specified.
  Make note of the rates and days for later use in estimating cost amounts.

Government Quarters Required:

Enter Y if traveler is required to stay in government quarters while on TDY.   Otherwise, leave blank.

Click on Save to commit the data on this leg.  

Reminder:  Do not create an additional leg to return from the TDY site.  CEFMS is programmed to assume that the traveler must return to his or her office or residence to complete the TDY mission.

An illustration of a completed Travel Order Leg Itinerary Create/Update Screen 12.3 leg number 1 is shown below:
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Figure 11-16.  Example of a completed Travel Order Leg Itinerary Create/Update Screen 12.3.

If this is a single leg trip or the last leg of a multi-leg trip, click on Exit (or press F-10) to return to Travel Order Create/Update Screen 12.1.  

If this is a multi-leg trip, click on the Create Leg button (or press F9) to create the next leg.  The Travel Order Leg Itinerary Create/Update Screen 12.3 automatically populates with the next leg number, the same Method of Reimbursement as the prior leg, the depart date and time and the departure location that was the destination location in the previous leg.  Using the example data in Figure 11-12, the screen for the next leg would initially appear as follows:
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Figure 11-17.  Initial Appearance of Travel Order Leg Itinerary Create/Update Screen 12.3 for Leg 2.

Return to the instructions in 7a(2)  TRAVEL ORDER LEG ITINERARY SCREEN 12.3 and repeat the steps to complete the leg itinerary screen for the next screen.  

Remember to click on Save at the end of each leg.

(3)  Travel order Cost amounts screen 12.2

From Travel Order Create/Update Screen 12.1, click on the Cost Amounts button.  The cursor should now be on the Travel Order Cost Amounts Screen 12.2.  
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Figure 11-18.  Travel Order Cost Amounts Screen 12.2.  

Travel Cost Code:



TDY or INVITATIONAL ORDERS ‑
   Enter code or click on List (or press F4) and select from list (see below).  Press Enter.







BLANKET or REPEATED ORDERS ‑ Recommend entering every code to avoid delays in filing vouchers.
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Figure 11-19.  Travel Cost Codes to Travel Voucher Reimbursable Expense Codes.  

The following Travel Cost Code guidance is provided:

· PER DIEM AMOUNT (Code 1): Self‑populates from the rates provided in the leg itinerary screen.  For a single leg trip, CEFMS calculates the trip’s Per Diem amount as the total of the Total Per Diem Rate times the number of TDY days less one-fourth of the rate for the first and last days (regardless of the times of departure and return on those days).  

For example, if the leg has a departure scheduled for 1300 hours on Sunday (the first day of the month), has a destination scheduled for 2200 hours on Friday (the sixth day of the month), and has a Total Per Diem Rate of 100.00, then CEFMS is currently calculating and inserting the PER DIEM AMOUNT (Code 1) line amount as follows:


Day 1 (first):
$    75.00 – three fourths of’ Total Per Diem Rate


Days 2-5: 
 $ 400.00 – 4 days X 100% of Total Per Diem Rate


Day 6 (last):
$    75.00 – three fourths of’ Total Per Diem Rate




-------------


Total 

$ 550.00 – the amount automatically entered on the Travel Order Cost Amounts Screen 12.2, for PER DIEM AMOUNT (Code 1).

If there are multiple legs in the trip, the total generated amount is equal to the sum of each leg’s Total Per Diem Rate for each leg times the number of TDY days for that leg, then less the quarter of a day on the first and last days.  The originator can manually change the generated amount.  Do not include the days of authorized leave.


· REGISTRATION AMOUNT (Code 2): If the traveler is authorized in Remarks to pay a registration fee while on TDY, include a cost estimate for the fee.  
   Note:  Only registration fees actually paid by the traveler (and supported by receipts) may be reimbursed to a traveler.  A registration fee paid on a government commercial (IMPAC) credit card should not be on the travel orders or any travel voucher.

· COMMERCIAL TRANS AMT – TRAVELER (Code 3): An estimate should be entered if traveler anticipates incurring reimbursable expenses for taxis, buses, subways, limo services, etc.  Also, if traveler had to personally purchase tickets to travel to or from TDY location, the orders must be amended to add an amount for Code 3 before reimbursement can be claimed on the voucher.

· TRANSPORTATION AMT - GOVT TRANS REQUEST (Code 4): This code is used when the government will buy the plane, railroad or boat ticket.  An accurate cost of travel tickets should be obtained from the travel agent or travel office.

· RENTAL CAR AMOUNT (Code 5): If the traveler is authorized a rental car, include a cost estimate.

· MISC AMOUNT (Code 6): Always include an estimated amount to claim ATM fees, mileage to/from airport, parking, gas, laundry, tolls, tips, phone calls, etc. on travel voucher.

· TRANS – PVTLY OWNED CONVEYANCE MILEAGE (Code 7): If traveling by privately owned conveyance, include cost estimate for POV mileage.

· VICINITY MILEAGE AMOUNT – POC (Code 8): If traveling by privately owned conveyance, include cost estimate for mileage in and around mileage at TDY site.

Amount:




TDY or INVITATIONAL ORDERS ‑

 For Per Diem (Travel Cost Code #1), a default amount is automatically entered equal to the number of TDY Days multiplied by the Total Per Diem Rate.  This default amount may be changed by entering the appropriate estimated dollar value.
Do not try to delete this line.      For other Travel Cost Codes (#2-#8), enter the correct amount on each Travel Cost Code line.







BLANKET or REPEATED ORDERS - Recommend entering conservative dollar estimates based on the current quarter's anticipated travel.  Then, after each quarter's funding allocations are received, amend the orders to increase the estimates to cover the next quarter's travel. 


 Press Enter.

Settled Amount:



This field is skipped when creating travel orders.  It is populated automatically after the travel voucher is processed.

Repeat the above process until all travel cost estimates have been made. 

Click on Save to commit, then click on Exit (or press F-10) to return to screen 12.1.

(4)  Travel Order Funding screen 12.4

From Travel Order Create/Update Screen 12.1, click on the Travel Order Funding button.  The cursor should now be on the Travel Order Funding Screen 12.4.  This screen is used to identify the funding account(s) to be used to pay for the travel and to determine how the cost information will be captured.
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Figure 11-20.  Travel Order Funding Screen 12.4.  

Ordering Wi Code:



TDY, BLANKET, and REPEATED ORDERS – Click on List (or press F4) to select an Ordering Work Item.  The cursor advances to the Travel Order Funding Work Items Screen.  The only work items listed are those on which the traveler has PR&C Originate Authority.
  Note:  If the traveler is not an employee paid by this database, the travel orders originator must have PR&C Originate Authority on the funding work item.







The work item my be located by either pressing the arrow down to locate the entry, or using the Find command by clicking to the right of the %, typing the work item number or part of its name, and clicking on Find (or press Enter) to execute the query.  


  Press Enter to select the work item.







INVITATIONAL ORDERS ‑

      For contractors with no access permissions, the originator of the travel orders must have funding work item PR&C Originate Authority.
  Press Enter to select the work item.
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Figure 11-21.  Ordering Work Item.

Funding Wi Code:



You must click on List (or press F4) to select a funding account/work item.  Click on Next (or press the Arrow Down) to display the next funding account, if any, to find the correct work item.  Before selecting an account, verify that the fund balance shown in Amount Available for Request is sufficient for the amount of cost to be charged to the work item.  (See the Amt Avail for Req field on the example below.) Click on Select (or press Enter).

Note:  CEFMS allows multiple funding accounts to be established on a work item, so care should be taken to select the correct one.  As shown in the example below, each funding account requires an entire screen, so only 1 funding account can be displayed at a time.  If “Record: 1/1” is in the lower left-hand corner of the screen (as shown in this example), there is only one available funding account.  Otherwise, if “Record: 1/?” exists, there is at least one more funding account.
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Figure 11-22.  Funding Work Items.

Work Category:



You must click on List (or press F4) to select a work category and work category element from the Work Breakdown Element List Screen 4.110 as shown below:  
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Figure 11-23.  Work Breakdown Element List Screen 4.110.

Select the work item as follows:

· Arrow down to locate the entry, or 

· Click on Query (or press F2); enter the appropriation, department, work category and work category element; and click on Execute (or press F3).

Press Enter. 



     See Appendix G for information on work categories and work category elements.

Work Category Element: 


Automatically populates since it is part of the work category selection criteria.  Press Enter.

Percent:




Type the percentage of travel cost to be funded by the work item.  The number must be a whole number (e.g., 26, or 85).  If only one work item/funding account is used, enter 100.  Press Enter.

If more than one source of funds will pay for the travel, identify the work items by repeating the above steps (for each work item) until the total percentage of all work items equals 100. It is very important to make sure that the total of all funding records equals 100.  

To delete a funding record, place the cursor on that record and click on Delete Record (or press Shift F-5).  When deleting that funding record, CEFMS may also delete the percentages on the other funding records.  After deleting a record, go back to each remaining funding line to enter/correct/verify the percentages.  After all additions, deletions and changes are completed, make sure the percentages total 100.  

Click on Save to commit.  Click on Exit (or press F10) to return to screen 12.1.

(5)  travel order remarks screen 12.1.1

From Travel Order Create/Update Screen 12.1, click on the Remarks button.  The cursor advances to the Travel Order Create/Update Screen 12.1.1.

The following Travel Order Create/Update Screen 12.1.1 image was created immediately after entering the screen.  Although the originator had not yet had an opportunity to select any standard remark code, the example shows that 5 remarks codes (125, 132, 134, 146 and 147) already exist.  CEFMS automatically generates these codes on each travel order, and they cannot be removed.  
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Figure 11-24.  Travel Order Create/Update Screen 12.1.1.

Travel Remark Code:


Click on List (or press F4).  The cursor goes to the Travel Order Remarks List Screen 12.11 as shown below: 
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Figure 11-25.  Standard Remark Codes in Travel Order Remarks List Screen 12.11.

To select a travel remark code, click in the small block to the left of the remark.  A check mark shows that the remark is selected. To remove a check mark, click the block again. Press the arrow down to view all of the 70 standard remarks currently available. 







Press the Arrow Down key to view all of the standard remark codes.  Note that they are not listed in ascending numeric sequence.


 




Select all appropriate standard remarks to avoid problems later with preparation of the travel voucher.  Each remark selected will be printed on the travel orders. 







Some of the codes most often added to the 5 mandatory codes are the following:







  2
Traveler must file voucher within 5 days after completion of travel.







101
Use of privately-owned-conveyance is authorized.







103
You are authorized travel within and around temporary duty station.







112
Rental vehicle is authorized.  This does not negate req. to use available limousine to / from airport.







115
Registration fees are authorized.







117
Use of taxis in the area of the TDY location is approved as more advantageous to the government.







121
Long distance phone calls/fax are approved as advantageous to the government.







124
Mileage to airport from residence/ office and return is authorized.







133
Long distance phone calls to traveler’s home / family for official business is authorized.

See Appendix D, pages D-2 through D-5, for a list of current Travel Remark Codes.

Click on Exit to save the standard remarks selected.  A window appears with the message “Changes are saved upon exiting form.”  The cursor returns to Screen 12.1.1. 

Note:  Clicking on Exit does not allow the user to escape this screen without saving changes.  Verify that standard remarks selections are correct before clicking on Exit.

To enter general remarks, click on Next Page (or press Page Down).

Other Remarks:



Additional remarks may be manually entered in this field if necessary.

Click on Save to commit.  Click on Exit (or press F10) to return to screen 12.1.

You have now created the header, remarks, itinerary, cost amounts, and funding for the travel orders. 

Click on Exit (or press F10) to return to Menu ID AAE.  The travel orders are now available to the Travel Requesting Official for review and signature.  Once travel orders are approved by the Requesting Official, they are no longer available to the originator for update unless they become disapproved by the Funds Approver. 

Note:  The status of the signature process can be seen by going to  7k.  VIEW TRAVEL ORDERS and then clicking on View Approvals.

Note:  Travel orders and amendments are available to be corrected or deleted from the system either at any time prior to the Requesting Official signing the orders (See 7g(1)  UPDATE UNSIGNED TRAVEL ORDERS) or if the Requesting, Approving or Funds Approving Official enters N (See 7g(2)  UPDATE DISAPPROVED TRAVEL ORDERS). However, once orders have been Funds Approved, they cannot be deleted.  Even if the Authorizing Official enters N, the orders cannot be deleted, so they must be amended if changes are needed.  Once deleted, travel orders cannot be retrieved. 
(6)  Actual Expense REQUIREMENTS

Listed below, but not limited to, are conditions warranting approval of actual expense allowances:

(a) Team member travels with a dignitary, as defined in JTR, paragraph C4600-A(2)/JFTR, paragraph U4200, and is required to stay in the same hotel.

(b) Travel is to an area where the applicable maximum per diem allowance has escalated for a short period of time during special functions, such as natural disasters, local events, conventions, etc.

(c) Lodging is not available or cannot be obtained within a reasonable proximity of the employee’s TDY point, and transportation costs to commute to and from the less expensive lodging facility consumes most or all of the savings achieved from occupying a less expensive lodging site.  In this situation, a cost justification must be provided, along with a listing of hotels/motels contacted within the proximity of the TDY point, without government rate availability.

Usually under normal circumstances, a logistics transportation officer or agent, located at a division, district and/or lab within the proximity of the TDY point, can provide a listing of hotels/motels with rates within the per diem rate for the locality concerned.  However, contact your local transportation officer or agent for further assistance when seeking lodging facilities while on TDY.

In accordance with ER 55-1-2, chapter 3, the JTR, paragraph C4600 and C4603-F (for civilians), and JFTR, paragraph U4200 and U4215-F (for military), in all cases, a complete, detailed justification must be provided to warrant consideration for approval.  All seven items of the JTR, C4603-F and JFTR, paragraph U4215-F must be addressed.  Requests not submitted in accordance with the conditions listed will be disapproved.

The seven (7) data requirements shown in C4603-F, Data to Be Included in Requests, are listed in Appendix D, Travel Codes, and below:

· Specific reason for travel;

· Identity of the senior party traveler (civilian or uniformed), including grade, full name, SSN, and branch of Service/employing DoD component ;

· Roster of other travelers who also are performing the travel/TDY involved including grade, full name, SSN, and branch of Service/ employing DoD component;

· Proposed itinerary showing locations at which AEAs are required, the estimated length of duty at each location, and the travel dates;

· Information available that indicates the expenses that may be incurred, amount of AEA necessary and/or reasons why locality per diem does not suffice;

· A reimbursement limitation recommendation; and

· Name and phone number (commercial (and DSN with area code if available)) of a POC for the request.

When any of the data in items 1 through 7 above are not available, the request will so state.  Each request for approval of an Actual Expense Allowance after travel has been performed will be accompanied by a copy of DD Form 1351-3 (Statement of Actual Expense) or a detailed statement showing dates, items, and amounts paid.  Vouchers or receipts are not to be submitted with the request for an Actual Expense Allowance, such documents are to be submitted to the disbursing / finance office.

b.  REQUEST TRAVEL ORDERS

From the main Menu (Menu ID A), select

FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)

TRAVEL 






(5, press Enter)

REQUEST TRAVEL ORDERS



(4, press Enter)

You should be on Travel Order Request Approval Screen 12.71.
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Figure 11-26.  Travel Order Request Approval Screen 12.71.

Travel Order No:



Query mode is automatically activated upon entering the screen.  Type the Travel Order No (or Tab to the Emp Id No field and type it).  Click on Execute (or press F3).  

  Note:  The Requesting Official can leave all fields blank and click on Execute (or press F3) to retrieve all orders available for approval.

Note:  Travelers may request their own travel orders as long as they have TRV_REQ permission in Screen 10.16. 

The Requesting Official should click on the View Travel Order button.  The cursor goes to the View Travel Order Screen 12.23.  Click on the following buttons (one at a time) and view the linked screens: View Itinerary, View Costs, View Funding, and View Remarks.   After reviewing each linked screen, click on Exit (or press F10) to return to Screen 12.23.  Click on Exit (or press F10) to return to Screen 12.71.  

The following options are available to the Requesting Official in Travel Order Request Approval Screen 12.71:

· To request the travel orders: type Y in the approval field and click on Save to commit.  Click on Exit (or press F10).






  Note:  Once the orders are signed with Y, they are no longer available for update by the originator unless they become disapproved in a subsequent step.  Also, once they have been signed with Y, they are no longer available to the Requesting Official.

· To disapprove the orders: type N and press Enter.  This advances you to the required Remarks field.  Type a brief explanation for any disapproval.  Click on Save to commit.  Contact the traveler or originator to resolve any issue(s) and to get the orders corrected or deleted.








  Note:  If the Requesting Official types an N and clicks on Save, the travel orders can be updated or deleted by the originator.  (See 7g(2)  REVISE DISAPPROVED TRAVEL ORDERS)  After changes are made, the orders are again available to the Requesting Official for review and signature.

· To take no action until the issues are resolved: click on Exit (or press F10).  As soon as the problems or questions are resolved, the Requesting Official should return to the travel orders and either approve or disapprove them.

c.  APPROVE TRAVEL ORDERS 

From the main Menu (Menu ID A), select

FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)

TRAVEL 






(5, press Enter)

APPROVE TRAVEL ORDERS



(5, press Enter)

A Forms window appears with the message “F2 or F3 to Query Organizational records, Ctrl F2 for Query All Mode” as shown below.  Click on OK (or press Enter).  
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Figure 11-27.  Message Prior to Entering Travel Order Request Approval Screen.

You should be at the Travel Order Approving Official Approval Screen 12.72, as shown below.  The only travel orders available to the Travel Approving Official are travel orders that have been signed with Y by the Requesting Official.
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Figure 11-28.  Travel Order Approving Official Approval Screen 12.72.

Travel Order No:



If a traveler belongs to the same organization code as the approving official, click on Query/Execute (or press F2/F3) to query the travel orders.  If needed, move the cursor to the desired orders.  







If a traveler does not belong to the same organization code as the approving official, click on the Select All Orders button immediately upon entering this screen, enter the Travel Order No or Employee Id No and click on Execute (or press F3).










 Press Enter.

The Approving Official should click on the View Order button to review the travel orders before approving them.  The cursor goes to the View Travel Order Screen 12.23.  Click on the following buttons (one at a time) and view the linked screens:  View  Itinerary, View Costs, View Funding, and View Remarks.   After reviewing each linked screen, click on Exit (or press F10) to return to Screen 12.23.  Click on Exit (or press F10) to return to Screen 12.72.  

The Approving Official can take one of the following options:

· To approve the orders: type Y and click on Save to commit.  Click on Exit (or press F10).










  Note:  Once the Approving Official signs the travel orders, they are no longer available to the Approving Official to retrieve in the approval screen.  Instead, they become available to the Funds Approving Official (D/SO).

· To disapprove the travel orders: type N.  The cursor will automatically advance to the required Remarks field.  Type a brief explanation for the disapproval. Click on Save to commit and click on Exit (or press F10).  Contact the traveler, originator, or requestor to resolve any issue(s) and to have the orders corrected or deleted by the originator.








   Note:  After the Approving Official signs with N, the originator can retrieve the orders to correct or delete them.  (See 7g(2)  UPDATE DISAPPROVED TRAVEL ORDERS.)  After making the necessary change(s), the travel orders must again be signed by the Requesting Official before they become available again to the Approving Official. 

· To take no action at this time: click on Exit (or press F10).  As soon as the problems or questions are resolved, the Approving Official should return to the travel orders and either approve or disapprove them.

d.  FUNDS APPROVE TRAVEL ORDERS

The D/SO (or his/her designated alternate) is the Funds Approving Official and must 

have the Travel Certify (TRV_CERT) permission in Screen 10.16.  The only travel orders available to the Funds Approving Official have been approved by the Travel Approving Official and are completely on work items on which he/she has Work Item/PR&C Approving Fiscal Manager authority.

From the main Menu (Menu ID A), select

FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)

TRAVEL  






(5, press Enter)

FUNDING APPR TRVL ORDERS



(6, press Enter)

You should be at the Travel Order Approval Screen 12.70, as shown below:
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Figure 11-29.  Travel Order Approval Screen 12.70.

Click on List (or press F4) and the cursor goes to the Travel Order Amendment List screen 12.28.1 as shown below:
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Figure 11-30.  Travel Order Amendment List screen 12.28.1

If the traveler has a different organization code than the Funds Approving Official, then click on Query All Approved Orders, enter the travel order number, and click on Execute (or press F3).  Place the cursor on a travel order and click on Select (or press Enter).  

Before signing, the Funds Approving Official should click on the View Order button to review the travel orders before approving them.  The cursor goes to the View Travel 

Order Screen 12.23.  Click on the following buttons (one at a time) and view the linked screens: View  Itinerary, View Costs, View Funding, and View Remarks.   After viewing each link, click on Exit (or press F10) to return to Screen 12.23.  Click on Exit (or press F10) to return to Screen 12.70.  

If you click on the Modify Order button, a window appears with the message “This function is only available to order authorizing officials.”  Click OK (or press Enter).

The Funds Approving Official may take one of the following options:

· To approve the use of the funds: type Y and click on Save to commit.  Click on Exit (or press F10).  After Funds Approval, the travel orders are no longer available to the Funds Approving Official (D/SO).  Instead, they become available to the Authorizing Official in the HECSA Logistics Management Office. 

· To disapprove the travel orders: type N.  The cursor will automatically advance to the required Remarks field.  Type a brief explanation.  Click on Save to commit and click on Exit (or press F10).  Contact the traveler, originator or travel approver to resolve the issue so the orders can be corrected or deleted.  Travel orders disapproved by the Funds Approving Official are available to the originator to be updated or deleted.  (See 7g(2)  UPDATE DISAPPROVED TRAVEL ORDERS.)  After making the necessary changes, the travel orders must be signed again by the Requesting and Approving Officials before they are again available to the Funds Approving Official.








  

Note:  After the Funds Approving Official approves the orders, they cannot be deleted.  To make changes later, the orders must be amended.  This is true whether the Authorizing Official signs with N or Y.

· To take no action at this time: click on Exit (or press F10).  Perform research or contact the traveler, originator or travel approver to resolve any issue.  As soon as the issue is resolved, the D/SO should return to the travel orders to either approve or disapprove them.

e.  AUTHENTICATION

The Authorizing Official will review the travel orders for compliance with the Joint Travel Regulation (JTR) and will then either approve or disapprove the orders.  If the orders are disapproved, the Authorizing Official will explain the disapproval in the Remarks section so the originator can amend the orders to bring them into compliance with the JTR. 

Travel per diem and government-purchased transportation are obligated at different times.  The signature to authenticate the travel orders immediately obligates the per diem portion of travel funds.  A separate contractual obligation occurs when the HECSA Logistics Management Office enters the purchase of transportation tickets in CEFMS.  Committed transportation amounts should only be de-committed or obligated by the HECSA Logistics Management Office.  

After being signed by the Authorizing Official, travel orders can no longer be deleted and can only be changed by amending the orders.  An amendment must be generated - even if the Authorizing Official disapproves the travel orders by entering N.  See Amend Travel Orders below.

f.  PRINT TRAVEL ORDERS

It is the responsibility of the D/SO to print the completed travel orders.

Travel orders cannot be printed until the Authorizing Official has signed.  Also, the travel advance (check or EFT amount) will not print on travel orders until the advance request has been processed by the UFC.  For invitational orders, CEFMS prints the required cover letter, which accompanies the orders.

From the main Menu (Menu ID A), select

FUNDING APPR TRVL ORDERS



(6, press Enter)

FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)

TRAVEL  






(5, press Enter)

PRINT TO/VOUCH/LOCAL VOUCH


(18, press Enter)

The cursor should now be on the Corps of Engineers Travel Print Menu, Menu ID: AAEA, as shown below:
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Figure 11-31.  Corps of Engineers Travel Print Menu, Menu ID: AAEA.

Then, from Menu ID: AAEA, select

PRINT TRAVEL ORDERS




(1, press Enter)

A window appears with the message, “Use F2/F3 to query travel order.”  Click OK (or press Enter).  You should be at the Travel Order (DD FORM 1610) Print Screen 12.2.A, as shown below:
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Figure 11-32.  Travel Order (DD FORM 1610) Print 12.2.A.

Click on Query (or press F2) and enter the Travel Order No, Employee Id No, or Employee Name.  Click on Execute (or press F3) to execute the query.  If the query fails to retrieve the desired travel orders, verify that the orders are complete to include all required signatures.  (See the last paragraph of this section.)

To view orders before printing, use the arrow keys to place the cursor on the orders to be viewed, then press the space bar or click in the first column (SEL).  This places a check mark in the first column on the correct line.  After viewing, return to the Travel Order Print Screen by clicking on Exit (or pressing F10).  To remove a check mark, have the cursor on the same line and either press the space bar or click on the check mark.

To print the orders that are selected with a check mark in the SEL column, click on Print Selected Records.  You should now be on the Report Processing screen, 11.7.1.
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Figure 11-33.  Report Processing 11.7.1.

Printer






Click on List (or press F4) to display available printers.  Arrow Down to choose the appropriate printer.  Click on OK (or press Enter).


  Press Enter.  

Print When Produced



Default is Print.  If immediate printing (when processing is completed) is not desired, click on the circle beside either one of the other 2 options: Don’t Print or View on Screen.


  Press Enter.  

Days To Retain Print File



Default is 3.  To change this number, type the correct number of days.  The print file generated will remain available to print for the number of days specified. However, to print at a later time, the user must retrieve the file (dd1610x) in Screen 11.7.



  Press Enter.

Number of Copies




The default is 1.  For more copies, enter the desired number of copies.
  Press Enter.

Banner Page





The default is blank (no banner page).  If you want a banner page, click to create a check mark in the field.  If you want to remove a check mark, click on the field.

Click on Run to generate a print file of the travel orders.  A window will appear with the message shown below, “Report processed” as shown below: 
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Figure 11-34.  Report Processed Message.

Click on OK (or press Enter) to make the window disappear.

A WinSig Print Utility window appears with the message, “You have received a print request from cpc25.usace.army.mil” as shown below:
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Figure 11-35.  Message that “You have received a print request from cpc25.usace.army.mil”.

Verify that the correct printer is selected; then Click on “Accept” (or press Enter).

Your cursor should return to Travel Order Print Screen 12.2A.  Click on Exit (or press F10) to return to the menu.

If the travel orders could not be retrieved to print, verify that all signatures have been made.  From the Travel Order Menu Screen 1.61, select Option ‑ 17 View Travel Orders, then click on List (or press F4) to display Screen 12.28.3.  Query by clicking on Query/Execute (or pressing F2/F3).  The approval boxes on the right side of the screen show the status of the orders.  The orders cannot be printed until all boxes contain Y.

g.  CompletE or revisE TRAVEL ORDERS

Travel orders can be retrieved and updated as often as necessary until being signed by the Requesting Official.  Make changes to unsigned travel orders in accordance with section 7g(1)  COMPLETE OR REVISE UNSIGNED TRAVEL ORDERS.  

A travel order remains incomplete until it is fully signed with Y on all 4 lines.  If any of the first 3 signatures is N, proceed according to section 7g(2)  REVISE DISAPPROVED TRAVEL ORDERS.

If there are 4 signatures, but the Authenticating Official signed with N, then a travel order amendment must be done using 7h.  AMEND TRAVEL ORDERS.

(1)  COMPLETE OR REVISE UNSIGNED TRAVEL ORDERS

From the main Menu (Menu ID A), select

FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)

TRAVEL  






(5, press Enter)

CREATE TRAVEL ORDERS



(1, press Enter)

You should be at the Travel Order Create/Update Screen 12.1.  To re-enter a created, but unsigned (i.e., un-requested) travel order, click on List (or press F4) and click on Query/Execute (or press F2/F3) to retrieve the desired orders.  This applies whether these are the original orders or an amendment to the orders.  The cursor advances to the Travel Order Amendment List Screen 12.28 as shown below:  

[image: image35.png]Travel Employee
OrderNo  AmendHo ldNo Hame

Select

PrevPage | Exccute | Cancel | Ouery | List | Sawe | Exit |

4

10 O O 0 O (9 o
10 0 O O 0 O 0 O (0 0 O (O
10 O 0 (0 0 O

Approvals.
q Appr Cert Auth

10 0 O O 0 (0 (0 O

el





Figure 11-36.  Travel Order Amendment List Screen 12.28.

Enter the travel order number or Employee ID No and press F3.  Move the cursor to the correct travel order number, and click on Select (or press Enter).  The cursor returns to the Travel Order Create/Update Screen 12.1

Move through the screens using the same function keys as when the orders were originated.  Make any necessary changes.  Keep in mind that making a change in one field may require additional changes in other (previous or subsequent) fields.  System edits are designed to ensure that data between fields is compatible.  

Note:  When cost amounts are changed to a lower dollar value, the revised totals will not calculate correctly until the changes are committed.  The correct totals will be displayed the next time the cost amounts screen is accessed.

To add a leg, click on the Create Leg button (or press F9).



  Note:  When updating the itinerary on a multi-leg trip, the system will place the cursor in the Cancel Leg field.  Unless this leg is to be canceled, leave this field blank (do not type N) and press Enter. Create the leg according to the instructions in 7A(2)  TRAVEL ORDER LEG ITINERARY SCREEN 12.3.  Remember to click on Save to commit each additional leg.

To delete a leg, place the cursor on the leg, press Shift‑F5, then click on Save to commit.  If a leg is deleted, it disappears from the orders and cannot be retrieved.  

To cancel a leg, type Y in the Cancel Leg field for that leg and click on Save.  A canceled leg remains part of the travel orders.  The canceled leg can be un-canceled by making the Cancel Leg field blank and clicking on SAVE.  

Warning: Do not confuse canceling a leg of the orders with canceling the entire set of orders.  If only a leg of the travel orders is canceled, the rest of the orders is still valid.  If the travel orders are canceled through the Cancel Travel Orders menu option, the entire trip is considered canceled and the orders are no longer available.

To avoid problems with filing the travel voucher, recommend not canceling the middle legs of multi-leg trips.  Instead, modify the legs to reflect the new travel itinerary.  For example, a trip with three legs is originated.  The traveler is to leave Washington, D.C. and travel to Huntsville, Alabama.  A second leg is created from Huntsville to Ft. Worth, Texas.  A third leg is created from Ft. Worth to Vicksburg, Mississippi.  If the traveler's schedule is changed requiring him to skip the second leg to Ft. Worth, the travel orders should be modified to make the second leg from Huntsville to Vicksburg.  Then the third leg of the orders can be deleted or canceled.

After making any changes to an itinerary travel leg, click on Save to commit.

Once the first (Requesting) signature has been committed, the orders are not available for update by the originator unless they are disapproved (signed with an N) by the Requesting, Approving or Funds Approving Official.  If the orders are disapproved by one of these three officials, see 7g(2) UPDATE DISAPPROVED TRAVEL ORDERS.  

On the other hand, once the travel orders are signed by the Authorizing Official, changes can only be made by amending the orders.  An amendment must be generated even if the Authorizing Official disapproved the orders by entering N.  (See Amend Travel Orders below.)  If the Authorizing Official typed N to disapprove, approval signatures will not be erased upon clicking on SAVE after the orders are retrieved.  Instead, clicking on SAVE will generate a travel order amendment.  The originator can make changes to the orders, but they will be considered an amendment instead of changes to the original.  The approval process must be completed for amended orders in the same manner as the original orders were approved.

(2)  REVISE DISAPPROVED TRAVEL ORDERS

The purpose of this paragraph is to provide a way to correct or to delete the travel orders after they have been signed at least once, but not with all four signatures.  As usual in this BPG, these procedures apply whether these are the original orders or an amendment.

If the Requesting, Approving or Funds Approving Official signs the travel orders with N, then the orders are disapproved and are not available to the next official in the signature sequence.  Instead, the travel orders are available in the screen where they were originally created, screen 12.1.

From the main Menu (Menu ID A), select

FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)

TRAVEL  






(5, press Enter)

CREATE TRAVEL ORDERS



(1, press Enter)

The originator should now be at the Travel Order Create/Update Screen 12.1.

Click on List (or press F4) and click on Query/Execute (or press F2/F3) to retrieve the desired orders.  You should be in the Travel Order Amendment List Screen 12.28.  The example shown below has an N from the Travel Approving Official:

[image: image36.png]Travel
Order H

Humphreys Eng

(HECSA) CEFMS.

Employee

Prevpage |

AmendHo ldHo Hame
Select
Prev | Mext | Query | List | Sawe | Ext |

4

1 0 0 [ 0 [ 0 O (B O O W 1
T T T T T T 0 T=]
10 0 (0 (0 (O O (|

Approvals.
q Appr Cert Auth

10 I [ ([ (0 (O O |

el





Figure 11-37. Travel Order Amendment List Screen 12.28 Showing an N from the Approving Official

After retrieving the orders, CEFMS will provide the following window message to prompt the originator to click on Save.   
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Figure 11-38.  Message that “You must press Save to erase certifications before proceeding.”

Click on OK.  Then, click on Save.  A window appears with the following message:
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Figure 11-39.  Message that “Database apply complete: 1 records applied.”

Click OK.  All signatures are now erased from the travel orders, and the originator again has access to correct or delete the orders.  

After making necessary changes, the approval process must begin again starting with the Requesting Official.  All four signatures will be needed.

h.  AMEND TRAVEL ORDERS

After being approved (signed with a Y) by the Funds Approving Official, the travel order’s funds are committed.  After that, changes to the travel order may no longer be made through the update processes in 7g.  UPDATING INCOMPLETE TRAVEL ORDERS; and the changes must be made by amending the travel orders.  

After the fourth signature (whether the Authenticator signed Y or N) travel orders may be amended.  If a travel voucher has been settled against the orders, a different procedure (see section 7h(2)  POST-SETTLEMENT TRAVEL ORDER AMENDMENTS)

must be used, and the changes are limited.  If no travel voucher has been settled against the orders, amend the orders using procedures in the next section.

(1)  AMEND unsettled TRAVEL ORDERS

After travel orders are signed by the Authorizing Official (with either Y or N), they can be modified only by amending the orders.  

From the main Menu (Menu ID A), select

FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)

TRAVEL  






(5, press Enter)

CREATE TRAVEL ORDERS



(1, press Enter)

You should be at the Travel Order Create/Update Screen 12.1.

Click on List (or press F4) and click on Query/Execute (or press F2/F3) to retrieve the orders to be amended.  Note that the New Amendment No field contains the new amendment number.  Make any necessary changes to the header screen, then click on Save to commit the amendment header.

Move through the rest of the travel orders using the same buttons or function keys as when the orders were originated.  Make any necessary changes.  Keep in mind that making a change in one field may require additional changes in previous fields. System edits are designed to ensure that data between fields is compatible.

  Note:  When cost amounts are changed, the revised totals will not calculate correctly until the changes are committed.  The correct totals will be displayed the next time the cost amount screen is accessed.

To add a leg, press F9.








  Note:  When updating the itinerary on a multi-leg trip, the system will place the cursor in the Cancel Leg field.  Unless this leg is to be canceled, leave this field blank and press Enter.  Do not type N.

An amendment can be completely deleted by the originator prior to an approval signature (signed with Y) by the Funds Approving Official.  Once deleted, the amendment cannot be retrieved. 

You cannot delete a leg once the travel orders have been Funds Approved.  You can only mark it as canceled.  To cancel a leg, type Y in the Cancel Leg field and click on Save.  A canceled leg remains part of the travel orders.  However, it may be un-canceled by making the Cancel Leg field blank and clicking on Save.

Recommendation:  To avoid problems with filing the travel voucher, do not cancel the middle legs of multi-leg trips.  Instead, modify the legs to reflect the new travel itinerary.  For example, on one set of travel orders, a three-leg trip begins with a traveler leaving Washington, D.C. and traveling to Huntsville, Alabama.  A second leg is created from Huntsville to Ft. Worth, Texas.  A third leg is created from Ft. Worth to Vicksburg, Mississippi.  (Each destination represents a TDY location where time is spent performing the leg’s mission.)  If the traveler's schedule is changed requiring him to skip the second leg to Ft. Worth, the travel orders should be modified to change the location of the second leg from Huntsville to Vicksburg.  Then the third leg of the orders can be canceled.

Warning:  Do not confuse canceling a leg of the orders with canceling the entire trip.  If only one leg of the travel orders is canceled, the other legs of the orders are still valid.  If the travel orders are canceled (through the Cancel Travel Orders menu option), the entire trip is considered canceled and the orders are no longer available

After making any necessary changes to the leg, click on Save to commit.  

Once the first (Requesting Official) signature is committed, the amendment is not available for update by the originator unless it is disapproved (signed with N) by the Requesting Official, Approving Official or Funds Approving Official.  To update an amendment disapproved by one of these officials, see 7g(2)  UPDATE DISAPPROVED TRAVEL ORDERS. 

Once the Authorizing Official signs an amendment with either Y or N, changes can be made only by creating another amendment to the orders.  If an amendment is retrieved after the Authorizing Official has typed N to disapprove, clicking on Save will not erase all signatures.  Instead, clicking on Save will generate another travel order amendment. The originator can make changes to the orders, but they will be considered part of the next amendment to the orders.  The approval process must be completed for amendments in the same manner as the original orders.

(2)  POST‑SETTLEMENT TRAVEL ORDER AMENDMENTS

Occasionally, a traveler has a need to file a supplemental travel voucher.  If the travel orders do not include a travel cost code or remark that is needed to make a claim, the travel orders must be amended.  However, once a travel voucher has been processed (settled) by the UFC, the travel orders are no longer available to be amended through the Create Travel Orders option on the travel menu.  They must be added through the Post-Settlement Travel Order Amendment Screen 12.32.

Note:  Travel orders which have had cost amount balances de-obligated to zero are not available to be amended through the Post-Settlement Travel Order Amendment Screen.  To get reimbursed, create a voucher that includes the claim in miscellaneous expenses.  Provide an explanation in the remark section.  Otherwise, new travel orders must be prepared to include the required cost code.

From the main Menu (Menu ID A), select

FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)

TRAVEL  






(5, press Enter)

POST‑STLMNT TRVL ORDER AMEND


(11, press Enter)

You should be at the Post‑Settlement Travel Order Amendment Screen 12.32.
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Figure 11-40.  Post-Settlement Travel Order Amendment Screen 12.32.

Travel Order No:



You must click on List (or press F4).  The cursor advances to Travel Order Settlement List Screen 12.33 as shown below:  
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Figure 11-41.  Travel Order Settlement List Screen 12.33.







The screen is ready to query.  Enter either the Travel Order Number or the Employee Id No.
 Click on Execute (or press F3).  If more than one line is listed, place the cursor on the correct line to select the travel orders to be amended.  Note:  De-obligated travel orders are not available to be amended.  
 Press Enter to return travel order number to Screen 12.32.



   

Click on Save to create a new amendment.

To add a Travel Cost Code, click on the Update Cost Amounts button.  The following message appears in a window: Cost amounts can only be increased through this screen” as shown below:
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Figure 11-42.  Post-Settlement Message That Cost Amount Can Only Be Increased.

Click on OK to acknowledge the message.  The cursor advances to the Post-Settlement Travel Cost Screen 12.34 as shown below:
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Figure 11-43.  Post-Settlement Travel Cost Screen 12.34.

Press F9 to create a new cost code line, click on List (or press F4), and select the code to be added.  Press Enter to return to screen 12.34 with the Cost Code and the Travel Cost Description fields populated and with the cursor in the Cost Amount column.  Enter the cost amount.  Press Enter.

After being saved in a previous amendment, no cost code may be deleted.  However, any under-used cost code may be reduced to the amount settled.

To change an existing cost amount, press Tab to move to the correct line’s Cost Amount column.  Press F6 to erase the existing cost amount, and enter the new cost amount.  Press Enter.

Once all changes to the cost codes and cost amounts are complete, click on Save.  Click on exit to return to the Post‑Settlement Travel Order Amendment Screen 12.32.

To change the Return date, click on the Update Return Date button.  The cursor advances to the travel order’s main screen.  Then you may create the next amendment, click on the Travel Order Itinerary button, arrow down to the last leg (if necessary), change the Return Date, and click on SAVE.

To add a travel remark, click on Remarks.  The cursor advances to Travel Order Create/Update Screen 12.32.1 as shown below:
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Figure 11-44.  Travel Order Create/Update Screen 12.32.1.

Press F9.  This will create a blank line.  Type the travel remark code to be added.  Typical codes are listed in the Remarks section under Create/Update Travel Orders.  A complete list is available in Appendix D, Travel Codes.  

To add a general comment, press Page Down and type the comment.  

Click on Save to commit.  Click on Exit to return to Screen 12.32.  

The post-settlement travel order amendment must be signed by a Requesting Official, Approving Official, Funds Approving Official and Authorizing Official, as described in the above sections for each type of approval.  Once signed by all responsible officials, the supplemental voucher can be prepared.  See Chapter 12 ‑ Travel Vouchers for guidance on filing supplemental vouchers.

i.  DELETE OR CANCEL TRAVEL ORDERS

There is a difference between deleting travel orders/amendments and canceling travel orders.  The stage of the approval process determines which of the following procedures must be used:  

· Orders can only be deleted when incomplete, unsigned travel orders or amendments are no longer needed.  If the approval process had begun, the Requesting Official, Approving Official or Funds Approving Official must have signed with an N to disapprove (see 7g(2)  UPDATE DISAPPROVED TRAVEL ORDERS).  When travel orders or amendments were not Funds Approved or Authenticated, no funds were either committed or obligated.  Deleted travel orders or amendments cannot be retrieved.

· The screen to cancel travel orders is used when the orders have been completely signed (including authenticated with Y) and the trip has been canceled.  Canceling travel orders results in de-obligating all cost amounts (other than government–purchased transportation) and returning the funds to the work item funding account.  If the travel orders are canceled through the Cancel Travel Orders menu option, the entire trip is considered canceled and the orders are no longer available. 

· Orders that were Funds Approved with Y but not Authenticated with Y can neither be deleted nor canceled.  The government-purchased transportation amount must be de-committed by the Travel Authorizing Official in HECSA, and all other cost amounts must be de-committed by the Funds Approver (D/SO).

(1)  Delete travel orders

From the main Menu (Menu ID A), select

FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)

TRAVEL  






(5, press Enter)

CREATE TRAVEL ORDERS



(1, press Enter)

You should be at Screen 12.1 Travel Order Create/Update Screen.  Click on List (or press F4) and click on Query/Execute (or press F2/F3) and press Enter to retrieve the orders.  

To delete travel orders or amendments that are unsigned (not even signed by the Requesting Official), click on Delete Order Amendment (or press Shift‑F5).  When the message “Press <SAVE> to commit delete, then F10 to exit.” appears as shown below, click on OK (or press Enter), then click on Save.  Even though the travel order number still appears at the top of the create/update screen, the contents of the travel orders have been deleted.
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Figure 11-45.  Message “Press Save to commit delete, then F10 to exit.

To delete travel orders or amendments after the approval process began, the Requesting Official, Approving Official or Funds Approving Official must have entered N to disapprove.  (See UPDATE DISAPPROVED TRAVEL ORDERS.) 

(2)  Cancel Travel Orders

Travel orders can be canceled only if they have been completed with Y with all four of the required signatures (Requested, Approved, Funds Approved and Authorized).  Signed travel orders can be canceled in CEFMS at any time prior to a travel voucher being prepared.  Only the traveler, Requesting Official and Approving Official may cancel the orders.  An electronic signature SmartCard is required to cancel travel orders. 

From the main Menu (Menu ID A), select

FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)

TRAVEL  






(5, press Enter)

CANCEL TRAVEL ORDERS



(7, press Enter)

You should be at Travel Order Cancellation Screen 7.53.

[image: image45.png]Travel Order Ho:
Travel Order Date:

Obligation Line Htems.

oblig
Lito

Description

Wicde EOR  Approved Amt

Period:

Obligation

Amend Amount

Advances

Ady Humber

Type  Certified? Disbursed?

5

»

T

Ady Amount

K}

PRY Recoup Amt

D

»

»

Collection Amaunt;

| ouery | wst |

swve | Enit |

KT}





Figure 11-46.  Travel Order Cancellation Screen 7.53.

Cancel?




Click on List (or press F4) to list travel orders.   (Clicking on Query/pressing F2 are not valid options.)  The cursor advances to the Cancel Travel Order List Screen 4.201.
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Figure 11-47.  Cancel Travel Order List Screen 4.201.







Only those orders that the user has authority to cancel will be displayed.


  Arrow Down (or use an F2/F3 query) to place the cursor on the orders to be canceled.

 Click on Select (or press Enter). 

The cursor returns (with the order’s information) to the Travel Order Cancellation Screen 7.53.

Cancel?




Review the information. Type Y.  Press Enter to cancel.  The following message appears:
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Figure 11-48.  Message to click on SAVE.

Click on OK. 

Click on Save to commit.


When canceling the travel orders, CEFMS de-obligates the orders’ cost amounts except for government-purchased transportation cost, Travel Cost Code 4.

 Note:  Government-purchased transportation cost, Travel Cost Code 4, is obligated and de-obligated separately from other travel costs.  Also, if those tickets were “issued” (even if they were not used), the funds must remain obligated to pay the invoice from the travel agent.  After paying for an unused ticket, a credit to the funding account will be received.  If no tickets were issued, contact the Funds Approving Official to request that any government-purchased transportation, Travel Cost Code 4, be de‑obligated.

j.  COPY TRAVEL ORDERS

To simplify the process to create travel orders, existing travel orders may be copied.  This is particularly useful when a traveler needs to take another trip to a location where travel orders have already been prepared.  The copied orders may be modified, and there is no limit to what can be changed on the copied orders to make them correct for the new trip.  

To make one copy of travel orders at a time or to copy a group of travel orders, use the appropriate one of the following two sections:

(1)  Make one copy of travel orders

From the main Menu (Menu ID A), select

FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)

TRAVEL  






(5, press Enter)

COPY TRAVEL ORDERS




(3, press Enter)

You should be at the Copy Travel Order Screen 12.29.
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Figure 11-49.  Copy Travel Order Screen 12.29.

Travel Order No:



Click on Query/Execute (or press F2/F3) to retrieve the travel orders to be copied.  Query by travel order number.  The Employee Id No and Name fields in this block automatically populate.  Press Enter to advance to the next block (below the line).

Employee Id No



Type the CEFMS ID number of the traveler who needs similar orders.  Press Enter.

 If the employee’s id number is unknown, click on List (or press F4) and enter the first characters of the employee’s last name.  Once the name is in sight, press Arrow Down to place the cursor on the name, and click on OK (or press Enter).  The cursor returns to screen 12.29 where the traveler’s Employee Id No and Name populate.  The cursor advances to the next blank line.  

Travel Order No



Query by travel order number: click on Query (or press F2), enter the travel order number to be copied, and click on Execute (or press F3).  The other 2 fields in this block automatically populate based upon the travel order query. Press Enter to advance to the next block (below the line).

Click on Save to commit.  The new travel order number is generated and displayed on the screen.  Make note of the travel order number.  Press Enter and click on Exit to return to Travel Menu Screen AAE.

Select Option CREATE TRAVEL ORDERS  (1).  Click on List (or press F4), type the newly created travel order number, and click on Execute (or press F3) to query the copied orders.  Press Enter to retrieve and to modify the orders as necessary to make them correct for the trip.  The most common data fields that will need to be changed are for dates and cost amounts.  See 7g(1)  UPDATE UNSIGNED TRAVEL ORDERS section above for specific instructions to modify copied travel orders. 

Note:  The copied travel orders must be requested, approved, Funds Approved, and authorized. 

(2)  CREATE a GROUP of TRAVEL ORDERS

When several individuals are scheduled to travel to the same location at the same time, group travel orders may be created in CEFMS.  This process allows the user to create many orders by copying from one traveler’s orders.  First, create a set of orders that include all the common elements needed on the orders of every other group member.  The initial set of orders does not have to be signed before being copied for the other group members.  However, before creating a group of orders, it may be helpful to obtain all required signatures on the first set of orders to ensure accuracy and to reduce the number of changes on all of the group orders. 

From the main Menu (Menu ID A), select

FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)

TRAVEL  






(5, press Enter)

CREATE GROUP TRAVEL ORDERS


(2, press Enter)

You should be at the Group Travel Order Create Screen 12.29.
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Figure 11-50.  Create Group Travel Order Screen 12.29.

Travel Order No:



Query by travel order number: click on Query (or press F2), enter the travel order number to be copied, and click on Execute (or press F3).  The Employee Id No and Name fields in this block automatically populate. Press Enter to advance to the next block (below the line).

Employee Id No



Type the CEFMS ID number of one of the travelers who need similar orders.  
 Press Enter.




         If the employee’s id number is unknown, click on List (or press F4) and enter the first characters of the employee’s last name.  Once the name is in sight, press Arrow Down to place the cursor on the name, and click on OK (or press Enter).  The cursor returns to screen 12.29 where the traveler’s Employee Id No and Name populate.  The cursor advances to the next blank line.  







To add other travelers to the group that will each get a copy of the orders, repeat the steps to enter or query for each additional traveler.
 Press Enter. 







Repeat the process until all travelers have been included on the list.  For invitational orders, click on Query/Execute (or pressF2/F3) without clicking on List (or pressing F4).

Click on Save to commit.  The new travel order numbers are generated and displayed on the screen.  Make note of the travel order number for each individual.  Click on Exit to go to the Travel Order Processing Menu Screen AACEA.

From the Corps of Engineers Travel Menu, Menu ID: AAE, 

Select Option 1 – Create/Update Travel Orders.  

Click on List (or press F4). 

Query the newly created travel order numbers.  

Modify each of the orders as necessary to add elements unique to the traveler, such as a rental car.  See 7g(1)  UPDATE UNSIGNED TRAVEL ORDERS section above for specific instructions to modify copied travel orders.

Note:  Each of the travel orders must be requested, approved, Funds Approved, and authorized separately. 

k.  VIEW TRAVEL ORDERS

From the main Menu (Menu ID A), select

FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)

TRAVEL  






(5, press Enter)

VIEW TRAVEL ORDERS




(17, press Enter)

You should be at the View Travel Order Screen 12.23.

Click on Query/Execute (or press F2/F3) to retrieve the travel orders to be viewed.  You may also click on List (or press F4) and query orders by travel order number or employee ID number.

Click on Travel Order Itinerary.  Click on Exit to return to the Screen 12.23.

Click on Cost Amounts.  Click on Exit to return to the Screen 12.23.

Click on Travel Order Funding.  Click on Exit to return to the Screen 12.23.

Click on Remarks.  Click on Exit to return to Screen 12.23.

Click on view approvals and display the status of the signature process. Click on Exit to return to the Screen 12.23.  Click on Exit.
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Figure 11-51.  View Travel Order Screen 12.23.

l.  Travel Order Status

(1)  Travel Order Funding Status View

The only field that can be queried is Travel Order No.  

From the main Menu (Menu ID A), select

FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)

TRAVEL  






(5, press Enter)

VIEW TRAVEL FUND STATUS



(16, press Enter)

You should be at the Travel Order Funding Status View Screen 12.4.1 as shown below (the screen is automatically in Query mode):
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Figure 11-52.  Travel Order Funding Status View Screen 12.4.1.

Travel Order No



Type the travel order number.  Press F3.  The heading and all columns of data populate.  

Employee




Automatically populates.

Travel Order Date



Automatically populates.

Type





Automatically populates.  (e.g., TDY)

Obligation




The travel order number is the obligation number for all travel costs other than the government-purchased ticket .

     The obligation number of the government-purchased ticket (for airplane, railroad or boat), typically is the letters “AIR“ plus the travel order number.

Obli Li No




Automatically populates.

Description




Either NON-GTR TRAVEL or the airline’s initials and flight number (e.g., DL999 would be for Delta flight 999).

WI Cd





The work item code automatically populates.

EOR





Automatically populates.

Approved Amount



Automatically populates.

Disbursed Amount



Automatically populates.

Travel Order Balance


Automatically populates the difference between the Approved and Disbursed amounts.

(2)  Obligation status Stat.1 

From any menu, type STAT.1 and press Enter.

You should be at the Obligation Status Stat.1 Screen.  You must click on Query (or press F2) to query a specific record.  Enter the field or fields that are to be queried.   Some of the fields that may be queried include the Obligation Number, Delivery Order Number, Obligation Description, Vendor, PRAC No, and Credit Cardholder.  Click on Execute (or press F3).
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Figure 11-53.  Obligation Status STAT.1.

The obligation number, delivery order number, obligation description, vendor code, vendor name, Assigned, Credit Cardholder description, Third Party code, and Third Party description fields may be queried.  The PR&C number no longer works to query an obligation.  Press the Page Down key.  

The obligation, receiving report and invoice amounts are shown.  To see other fields (i.e., vouchered, disbursed, refunded, and deobligated), press Enter.  After viewing the other fields, press Enter to return to STAT.1 screen.

To view disbursement information for the obligation line item on which the cursor rests, press the page down key twice.  To return to STAT.1 screen, press the Page Up key once.

To view receiving reports and invoices, click on the Line Item Status button.  The cursor advances to the Obligation Line Item Status STAT.1 screen shown below:
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Figure 11-54.  Obligation Line Item Status STAT.1.

To view records click on the appropriate button (i.e., RR for receiving reports).  After viewing the record(s), click on Exit (or press F10) to return to the Obligation Line Item Status STAT.1 screen.  Click on Exit (or press F10) to return to the Obligation Status STAT.1 screen.  

m.  REPORTS

From the main Menu (Menu ID A), select

FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)

FINANCIAL MANAGEMENT 



(3, press Enter)

TRAVEL


 



(5, press Enter)

REPORTS






(11, press Enter)

You should be at the Report Selection Screen 16.000, TRAVEL REPORTS, as shown below: 
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Figure 11-55.  Report Selection Menu 16.000, Travel Reports.

Any report on this screen (or the submenu) may be selected, generated, viewed and printed.  Select any report by double clicking or by arrowing down and pressing enter.

On the report screens, fields shaded green offer a list of values if you click on List (or press F4).  Typically, the only fields that must be entered are those that you wish to use to construct the report query and the field entitled OK to proceed? (must be Y).  This discussion will not thoroughly discuss the reports; but the screen after selecting each option is shown below, and then how to print the reports is discussed:

Status of Travel Advances, Report ID tvadstat:
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Figure 11-56.  Travel Advances Status Selection screen 11.2.3.

Travel Advance Listing – Balances Due, Report ID travladv:
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Figure 11-57.  Report Selection screen 11.7.11 (Travel Advance Listing – Balances Due).

View Status of Travel Advances, Report ID travstat:
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Figure 11-58.  View Status of Travel Advances screen 11.2.4D.

View Travel Orders and Settlements, Report ID toss:
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Figure 11-59.  View Travel Orders and Settlements screen 11.2.4B.

View Travel By Appropriation, Report ID travappr:
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Figure 11-60.  View Travel By Appropriation screen 11.2.4A.

Travelers Check Report, Report ID trvchkrp:
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Figure 11-61.  Travelers Check Report screen 11.2.4E.

Travel By Civil CCS Code, Report ID travccs:
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Figure 11-62.  Travel by Civil CCS Code screen 11.2.4C (Travel By Civil CCS Code).

After selecting (double clicking) Travel Obligations & Disbursements Reports (a submenu), Report ID 

If selecting the TRAVEL OBLIGATIONS & DISBURSEMENTS REPORTS (submenu), the following 

Menu, appears:
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Figure 11-63.  Report Selection Menu 16.000, Travel Obligations & Disbursements Reports.

On this menu, there are additional travel reports that may be generated and printed.  

· TO&D – Organization Totals Only

· TO&D – Organization Overview By Employee & Travel Order

8.  quick reference to create a travel order

The quick reference is a highly abbreviated list of steps to create travel orders.  Users should refer to the earlier, more complete descriptions of processing procedures.

a.  Before you begin the data entry
(1) Determine your work item (from Budget POC).

(2) Determine work category and work category element codes (from Budget POC).

(3) Purpose of TDY (from the traveler).

(4) Traveler needs PRC_ORIG access permission in CEFMS.

(5) Traveler needs originator permission on the work item (from the Responsible Employee).  For Invitational Travel Orders, the originator (instead of the traveler) must have originator permission on the work item. 

(6) Determine the mode of transportation.  (Example:  POV, plane, train) 

(7) If the traveler will drive a private vehicle (POV), determine the number of miles to and from the destination, then multiply the number of miles by the current authorized rate per mile.  The current authorized rate for private auto is $ 0.375 per mile.  Keep this amount for later use.  

(8) If the traveler will not drive, call Carlson Wagonlit Travel (202-882-0303) for options of flight, sailing or rail times.  After deciding on travel arrangements, ask Carlson Wagonlit Travel to make your reservations.  If rental car is needed, ask for that reservation also.  Make sure a copy of the itinerary, including costs of travel and rental vehicle, is printed/received.

(9) Ensure that the Logon Id and the Unix and ORACLE passwords are available and understood.  There are no zeros or ones in the passwords.  If a character looks like those 2 numbers, it is alphabetic.

b.  CREATE TRAVEL ORDER header

Once you log onto CEFMS, click on the screen navigation options as listed below.

FINANCIAL MANAGEMENT (1)

TRAVEL (5)

CREATE TRAVEL ORDER (1)

Note:  If creating a new travel order, skip to the Travel Order Number field.  If a travel order has been partially created or if an un-requested travel order needs to be altered, press F4, enter the order number, press F3, and click on Select.  The travel order is available to be completed or changed.  Some header fields are protected from change.

Travel Order Number


ENTER 



      Populates once you successfully 







save the first screens of data.

Type of Orders



F4 







Options are
1  Temporary Duty









3  Invitational (Non-Gov’t person)

4  Blanket (Many trips to different      locations up to amount                 approved.)

5  Repeated (Many trips to same      TDY location)







Choose correct option (Normally Temporary Duty)







ENTER

Confirmatory




Defaults to “N” for no







Only change to “Y” if you are creating the







Travel Orders after the trip







ENTER

Employee Id No



F4







Place cursor on % and backspace to remove







Type the Traveler’s Last Name







Click on “FIND”







Choos
e correct employee name.

   Click OK.  Header screen will populate with information on traveler and cursor will rest on Foreign Travel

Foreign Travel



Choices are “Y” (if traveling overseas) and blank (if not traveling overseas).  







ENTER

Advance Requested


Choices are “Y” or “N”







If “Y” is entered, system will enter today’s date for advance payment date.


Advance Payment Date


Change to date advance is needed.







ENTER

Privately Owned Conveyance

Default is blank.  If not traveling to TDY site in a Privately Owned Vehicle, press ENTER.       If traveling to TDY site in private vehicle, F4.

1  More advantageous to government

2  Mileage reimbursement and per diem  limited to constructive cost of common  carrier transportation and related per
      diem as determined in JTR.  Travel time

      limited as indicated in JTR

3 Not more advantageous to government —
 GSA rental vehicle available.

4 4  Not more advantageous to government - Agency owned vehicle available.







Enter value (in box) and press ENTER
Variation Authorized


Default is “N” Change to “Y” only if the traveler is to be authorized to travel to a TDY location not listed on the orders.







ENTER

Per Diem — JTR



Default is “Y”







ENTER

You successfully created the “header” of your travel order, and CEFMS generated a travel order number.  Make note of the travel order number.

At the bottom of the header screen, you will see 5 boxes.  Until the first approval signature (Requesting Official) is applied, the originator may click on the Travel Order Itinerary, Cost Amounts, Travel Order Funding, and Remarks buttons to complete or change the data.  Procedures to complete each of these 4 sections are outlined below.

If appropriate, the originator may click on the Delete Order Amendment, the fifth button, to delete the travel order.  

c.  create the Travel Order itinerary

Click the Travel Order Itinerary button to go to Screen 12.3.

TDY Category



F4 for the list of values as follows:








Site Visit—Operational/Managerial








Entitlement








Special Mission








Training Attendance








Information meeting








Experts/Consultants







Other








Relocation








Presentation/Speech








Conference








Emergency







Choose appropriate category. 
          ENTER

Method of Reimbursement


Default is LDP for Lodging Plus.

     Keep all receipts for lodging.

       F4 for complete list of values as follows:

AE
Actual Exp for Lodging and Meals (Keep all receipts for all reimbursable meals.)

AELP
Actual Exp for Lodging Only (Use only when hotel costs exceed Per Diem Rate.)







CEFP
COE Floating Plant







FD
Field Duty







GS
Government Onboard Ship






INP
Inpatient Station







LDP
Lodging Plus






LTT
Long Term Training / TDY







REH
Rehabilitation Center







SAE
Super Actual Exp (300% Lodging)







SAEL
Super Actual Exp Lodging Plus







SD
Sea Duty







Choose appropriate method.

 ENTER
Transportation Paid by Trvlr

Default is “N”   Only change to “Y” when traveler will pay for the ticket.  ENTER
Mode of Transportation


Default is TP for Transportation Req – Plane 

F4.   (to see a complete list of about 20 codes.) The most frequent choices are listed below: CA
Commercial Auto (Traveler pays)

CP
Commercial Plane (Traveler pays)




GP
Government Plane







PA
POC – Auto

TP
Transportation Request –Plane (Government pays)

TR
Transportation Request – Rail (Government pays)







Choose correct code.









ENTER
Leg Purpose




Type information from traveler to explain the purpose of the TDY leg.  ENTER
Depart Date




Format is DD-MON-YYYY.  

   (e.g., 03-AUG-2003)  ENTER
Time





Use 24-hour clock (e.g., 1400 for 2PM).  ENTER
Return Date




Format is DD-MON-YYYY.  ENTER
Time





If this is the last or only leg, enter the time traveler will return to residence or office using the 24-hour clock.  ENTER
Departure

CONUS



Enter C (for Continental US).  ENTER  

Code




Enter VAOTH, MDOTH or DCWAS if traveler’s residence or office is in VA, MD or DC.  There is no need to be more specific since per diem calculation is not based on departure location.  ENTER

Locality



If this is the original departure, modify the location description to add the word Residence or Office.

Destination

CONUS



Enter C (for continental US) if the TDY leg location is in the 48 states (excluding Alaska and Hawaii).


 

   Enter O if the TDY leg location is Alaska, Hawaii, or outside of the United States.  
  Enter
Code




F4.  If easier to find by state, place cursor after % and type the 2-letter state abbreviation followed by another %.  Click on FIND to see all entries for the state.  Choose correct code from the list.












Click on “OK” or press Enter.

Locality



Description of the selected code.  ENTER
M&IE Rate




Information populates based on destination.

Lodging Rate




Information populates based on destination.

Total Per Diem Rate


Automatically totals M&IE Rate plus Lodging Rate.

Click on SAVE.  

If this is a single leg trip or the last leg of a multi-leg trip, click on EXIT (to go back to the header screen 12.1).

If another leg is needed, click on the Create Leg button and create the next leg using the guidance in this section.  Once all legs are created, click on EXIT (to go back to the header screen 12.1).

d.  create the Travel Order Cost Amounts

Click on the Cost Amounts button to go to Screen 12.2.

Travel Cost Code



F4 for list of values as follows:






1
Per Diem Amount





2
Registration Amount







3
Commercial Trans Amount – Traveler







4
Transportation Amt – Govt Trans Request







5
Rental Car Amount







6
Misc Amount

7
Trans – Pvtly Owned Conveyance Mileage






8
Vicinity Mileage Amount

SELECT an appropriate cost code.

 Enter the dollar amount on the cost code line.  (Per diem is calculated to be 75% of the M&IE for the first and last TDY days plus 100% of the M&IE for the other days plus the lodging (including taxes) for each night on TDY.)

Repeat F4 and choose process until all needed cost codes and amounts are entered.







Note:  Always enter a misc amount

Click on SAVE and click on EXIT to go back to the header screen 12.1.

e.  CREATE THE TRAVEL ORDER FUNDING

Click on the Travel Order Funding button to go to Screen 12.4.

Ordering WI Code



F4







Click on the correct Work Item  - or -

Place cursor after %, enter Work Item and %  (%Work Item #%), click on FIND, click on OK.

Funding WI Code



F4 for list of Funding Work Item Codes.







If the bottom left-hand corner of the CEFMS screen reads Record: 1/1, then this is the only Funding Work Item Code.

If the Record is “1/?” Arrow Down to view and choose the correct Funding Work Item.
  Verify that enough funds are in the account.   ENTER
Work Category



F4







F2







Enter the appropriation (e.g., 2020 OMA, 3124 GE, or 4902 Revolving Fund)







Enter the Department (Usually 21, 96 or 97)






Enter work category.  (If Military Program’s appropriation2020, then use 91B%0.)
   Enter the work category element.  
         







F3




          ENTER

Percent




Enter 100 if only one work item is used for the trip.  Enter the correct percentage to be billed to this work item if more than one work item is used.  The total of all funding lines must be 100.  Do not use decimals or the % sign.

Click on SAVE.  Click on EXIT to go back to the header screen 12.1.

f.  Create Remarks

Click on the Remarks button to go to Screen 12.1.1.

Travel Remark Code


F4 for list—see separate listing for available







“Remarks.”  (Remark codes 125, 132, 134 are mandatory and exist on all travel orders.)  Click the box to the left of each standard remarks needed.  Clicking a box creates a check mark that selects that remark.   Also, placing the cursor on the remark and pressing the space bar will create or delete a check mark.







Once all needed standard (numbered) remarks are selected, click on EXIT to commit (save) the selections. 







To enter Other Remarks, press Page Down.

Other Remarks



Enter other comments in your own words.  Click on SAVE.

Click on EXIT to go back to the header screen 12.1.

g.  request travel orders

The Travel Orders have been created.  The traveler (or the person designated to request the Travel Order) must have the TRV_REQ access permission in CEFMS to request the orders using the following procedures:

Once you log onto CEFMS, click on the screen navigation options as listed below.

FINANCIAL MANAGEMENT (1)

TRAVEL (5)

REQUEST TRAVEL ORDERS (4)

The cursor in on Screen 12.71, which is already in query mode.

Enter travel order number and press F3.  Make sure this the right order.  Enter a “Y” in the blank space in front of the order number field.

Click on SAVE.  Click on EXIT to go back to the Menu ID AAE.

The travel orders must be fully approved (4 approval signatures) to be usable and printable.  After being requested, the Travel Approving Official (TAO) approves and Funds Approves the travel order.  The TAO may not be either the traveler or the Requesting Official.  The Authenticator’s signature completes the approval process on the travel orders and obligates the funds.

h.  PRINTING TRAVEL ORDERS

Once you log onto CEFMS, click on the screen navigation options as listed below.

FINANCIAL MANAGEMENT (1)

TRAVEL (5)

PRINT TO/VOUCH/LOCAL VOUCH (18)

PRINT TRAVEL ORDERS (1)

The cursor in on Travel Order (DD FORM 1610) Print Screen 12.2.A which is already in query mode.

Enter Travel order number and press F3.  Make sure this the right order.  

Click on the SEL field to the left of the travel order number field.  Clicking the field creates/removes a check mark that selects that travel order.   Also, placing the cursor on the travel order record and pressing the space bar will create/remove a check mark.

Click on Print Selected Records.

Press F4 to select the correct printer.  Click on the circle beside Print to print the report right away.  Verify/correct the number of days to retain the file and the number of copies to be printed.  Click on Run.

Report Processed – click “ok”.

Verify that the correct printer is selected; then Click “Accept” and retrieve the travel orders from the selected printer.

Fax a copy to Carlson Wagonlit Travel at 202-291-0845 with your social security number to start the process of getting a confirmation E-ticket.

Enjoy your trip. 

9.  Helpful Hints

This section includes some helpful hints to address some of the questions and comments most frequently made by CEFMS users regarding preparation of travel orders.


a.  Do I need a travel order leg for my trip to the airport?  No, never create separate legs for the time traveling to and from the airport.  A travel itinerary leg includes both the travel time and the time spent at the TDY location.  A travel order leg must include time spent at a TDY location.  If there is only one leg, the leg’s time includes both the travel to and from the TDY location.  Do not confuse travel order legs with sequences on a travel voucher.  A travel voucher may have many sequences in a leg.  An airport stop may be a separate sequence of the leg on a travel voucher.  

b. Do I need a travel order leg for my trip home?  No.  Do not create an additional leg to return from the TDY site.  CEFMS is programmed to “know” that the traveler must return to his/her office or residence to complete the TDY.  Return travel will be allowed as part of the last (or only) leg when the voucher is prepared.

c. If I am taking a Carlson-Wagonlit originated plane (GTR) to a location that is not close to the TDY site, and then taking another means of transportation to complete the trip to the TDY location, what do I show as my first TDY location on the travel orders?  Carlson-Wagonlit insists on obtaining travel orders that justify the flight ticket purchases.  Thus leg 1 will have the airport location where the means of transportation changed (e.g., to a commercial auto); and leg 2 will have the real TDY location.
d. What cost codes should I include on my travel orders?  It depends on several factors.  For the best answer, read each of the eight TDY travel cost code descriptions and consider which are appropriate for that trip’s situation, as follows:
 

· Always include an amount for per diem (lodging plus M&IE), Code 1.  CEFMS generates an estimated amount that can be changed.

· If the traveler should be reimbursed for a registration fee, include the amount in Code 2.

· If the traveler should be reimbursed for purchasing the travel ticket (e.g., commercial plane) or for using a taxi (commercial auto), include those amounts in Code 3.

· If the government travel agent (e.g., Carlson Wagonlit) will obtain the travel ticket (thus, the traveler will not pay for the ticket), include that amount in Code 4.

· If the traveler should be reimbursed for a rental car, include that amount in Code 5.   

· Always include an amount for miscellaneous, Code 6.


· If the traveler will be driving his/her private vehicle to the TDY location, include an amount in Code 7.

· If the traveler will be driving his/her private vehicle to the TDY location, then the traveler may include an amount in Code 8 to be reimbursed for using the private vehicle at the TDY site.

e. I need to pay a registration fee.  Two elements are required on the travel orders.  First, you need the registration fee remark code, 115.  Second, you must have a cost amount under the registration fee cost code (2).  If either (the remark or the cost) code is not in the travel orders, the cost of the registration fee cannot be properly claimed when preparing the CEFMS voucher.

f. I need a rental car.  Two elements are required on the travel orders.  First, you need the rental car remark code, 112.  Second, you must have a cost amount under the rental car cost code, 5.  If either (the remark or the cost) code is not in the travel orders, the cost of the rental car cannot be properly claimed when preparing the CEFMS voucher.

g. What do I need on my orders if I am driving my personal car to the TDY site?  You need six elements.

· Privately Owned Conveyance marked with Y on the first page of the orders

· Transportation Paid by Traveler marked with Y on the itinerary leg

· MODE OF TRANSPORTATION populated with PA

· A cost amount for TRANSPORTATION - PRIVATELY OWNED CONVEYANCE MILEAGE TO AND FROM TDY SITE (Code 7)

· A cost amount for VICINITY MILEAGE AMOUNT - POC (Code 8)

· The remark code 101, authorizing privately-owned vehicle.

·  The remark code 103, authorizing travel in-and-around the TDY location.

h. When should I use VARIATION AUTHORIZED on my orders?  Your D/SO determines whether or not orders should be approved with “variation authorized.”  By marking VARIATION AUTHORIZED in CEFMS, the traveler can submit a voucher with times, locations and modes of transportation other than those on the orders.  

i. What if I need to buy an airline ticket with my government travel credit card?  Make sure that you include a travel order cost amount for COMMERCIAL TRANSPORTATION AMOUNT – PAID BY TRAVELER (Code 3).  Also, on the itinerary, the Transportation Paid by Traveler block must be Y and the Mode of Transportation block must be CP.

j. I am going overseas, but I cannot find the location code in CEFMS.  Check the CONUS/OCONUS code.  Overseas locations are not listed unless the code is changed to O.  Also, remember that Hawaii and Alaska are OCONUS sites.

k. I cannot print my travel orders.  Orders cannot be printed until all signatures have been entered.  Make sure that the travel orders have been completely signed.  Of course, you may print any travel screen at anytime.

l. I cannot update my orders, but there has NOT been a settlement.  Check the approval signatures.  A new amendment cannot be started until the last amendment is fully approved.  On any amendment that has been partially signed, the originator cannot make changes until the Requesting Official, Travel Approving Official or Funds Approving Official signs with N.  Once the Funds Approving Official signs with a Y, you cannot change that amendment; so changes may only be made by creating a new travel order amendment. 

m.   I cannot update my orders after there has been a settlement.  Once a settlement has been recorded in CEFMS, instead of being able to create an amendment to the travel orders using option 1:  CREATE TRAVEL ORDERS, you must use option 11:  POST-STLMNT TRVL ORDER AMEND.  The Itinerary may not be changed, except for the return date; but cost amounts and remarks may be added.  

n. I must depart immediately for unexpected TDY.  I cannot possibly complete travel orders before I go.  No problem!  Assuming that you have been instructed by your supervisor and/or Travel Approving Official to go on TDY, just create confirmatory orders in CEFMS when you return.  However, the traveler will have to charge the airline ticket to his or her government travel credit card because the contract transportation service cannot issue tickets without hardcopy, signed orders.

o. I am having difficulty canceling travel orders.  Orders may only be cancelled if the trip will never be taken and if the orders have been fully signed with four Ys.  Only the traveler or the persons who signed the orders as Requesting Official or Travel Approving Official can cancel the orders.  Check to see that the orders are fully signed and to see who signed the orders.  Also, once a voucher has been initiated, the orders will not be available for cancellation.  If the voucher was created by mistake, delete the voucher and try to cancel the orders again.  If the voucher is legitimate, the orders should not be canceled.  Also, the person canceling travel orders must use an electronic signature card.  If there is still a problem, call the Business Systems Support Office.

p. My traveler says orders are ready for approval, but they do not appear on the Approver’s screen.  First, make sure that the Approver has TRV_APPR permission in CEFMS.  Second, make sure that the Requesting Official signed the orders.  Then, the problem is probably due to the traveler and Travel Approver having different organization codes.  After clicking on F4, the Approver should click on the Select All Orders button (or press Ctrl-F2) before clicking on Query (or pressing F2).  Then enter the travel order number and click on Execute (or press F3).

q. Travel orders are approved, but they do not appear on the Funding Approver’s screen.  Be sure that the Funding Approver has TRV_CERT permission in CEFMS and Approving Fiscal Manager authority on the work item.  Then the problem is probably due to the traveler and the Travel Approver having different organization codes.  After clicking on F4, the Funding Approver should click on the Query All Approved Orders button before clicking on Query (or pressing F2).  Then enter the travel order number and click on Execute (or press F3).

r. After traveling, my travel order number would not query to create a travel voucher.   If you printed a copy of your travel orders, then the orders were fully approved, which means that the non-GTR travel order funds were also obligated.  Check the dates on your travel orders for next month’s or next year’s dates.   CEFMS will not allow a travel voucher to be created before the starting date of the travel orders.

s. I requested an advance when I prepared my orders, but no amount shows up when I print them.  If you printed the orders immediately after authentication, HECSA F&A and the UFC may not have had enough time to process the advance request and record it in CEFMS.  The advance amount (check or EFT amount) will not print on travel orders until the advance request has been approved and recorded in CEFMS at the UFC.

t. How can I quickly identify the travel orders that are associated with my training requests?  From any menu, type AAF and press Enter.  This takes you to the Training Operations Menu AAF.  Take option 15, LINK TRAINING REQ/TRAVEL ORDER to go to the Link Training Request/Travel Order by Training Request screen as shown below and query on the Employee ID:
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Figure 11-64.  Link Training Request/Travel Order by Training Request.
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