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Create an OCONUS Travel Request



Quick Reference Guide
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To enter an OCONUS Travel Request:

	Step
	Action

	1. Logon to SAP
	Enter User ID & Password

	2. Open Travel transaction
	Drill-down path:

Employee Self Service Travel ( Travel Manager ( Create 1610/1164

or

Travel Management Administration ( Travel Manager ( Create 1610/1164

	General Trip Data

	3. *Enter Trip Beginning date 
	Enter manually or click the [image: image2.bmp] search button to activate the calendar (Time is an optional field)

	4. *Enter Trip End Date (will include Annual Leave)
	Enter manually or click the [image: image3.bmp] search button to activate the calendar (Time is an optional field)

	5. *Enter 1st destination
	Type City, Country AND company, office, etc. being visited

	6. *Trip Country
	Click the [image: image4.bmp] search button to find Trip Country.

All Region and Trip Country combinations will appear.

Click “Select” next to Restrictions to activate the search.

In Name of Trip Country field enter Country name with Wildcard* (ex.  Sweden*) and click the Search icon

Select appropriate Trip Country combination.

	7. *Region (for per diem rates)
	Will self-populate when Trip Country is chosen.

	8. Enter Reason for Trip
	Type reason.  (ex. Conference on Explosives)

	9. *Network/Operation
	Enter Network Code 

	10. *Network Activity
	Next to network code enter network activity

	11. Destinations
	Click on Expand Icon [image: image5.bmp] to enter additional destinations (if Traveler is going on annual leave or multiple destinations).  Note that Country and Region must be entered for all destinations.

US and PERSN must be used for Annual Leave.

	Mileage and per diem reimbursement

	12. Enter Mileage Reimbursement
	This is mileage to and from Main Mode of transportation.

Click on Expand Icon[image: image6.bmp] to change Type of Vehicle, if necessary.

	13. Reimbursement accommod by per diem
	Box will automatically be populated upon saving of trip

	Expense Receipts

	14. Exp. Receipt
	Select “CONUS & OCONUS – Travel” for all Airline and Rail estimates/costs.  Select “CONUS & OCONUS – Other” for parking, tolls, rental car, etc.

	15. Amount
	Enter Amount of Expense

	16. Reason
	Enter explanation of expense (i.e. Airline Ticket)

	17. Add Expense to Table
	Click Add to Table or Enter to add Expense Receipt Data into table (Add additional expense receipts as necessary)

	18. SAVE Travel Request
	Trip Number will appear at the top of the screen

	19. Click on User Data Icon [image: image7.png]User data




	Click on User Data Icon to enter other mandatory fields


All Mandatory fields for SAP are denoted with an *.  Users cannot save without entering all mandatory fields.

USER DATA SCREEN 
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	Step
	Action

	User Data

	20. *Has travel been approved by a supervisor?
	Answer Y  (yes) or N (no)

	21. *Enter Purpose Category
	Click the [image: image9.bmp] search to select reason for trip (same selections as E5) or enter code manually

	22. No. days of annual leave
	If taking annual leave – enter number of days

	23. *Trip report required
	Answer Y or N

	24. *Point of Origin
	Ex. “Parsippany, NJ – Residence”

	25. Passenger POC or Comm Veh?
	Select if appropriate

	26. Rental Car TDY Auth
	Select if appropriate

	27. *Mode of Transportation to the Airport, Train Station, etc.
	Click the [image: image10.bmp] search to select appropriate mode (same as E5 values) or manually enter code

	28. Check all forms of transportation being taken (Populates field 12)
	Select appropriate check boxes

	29. Trip Details [image: image11.png]Trip Details.




	Click on Trip Details Icon to enter other mandatory fields


TRIP DETAILS SCREEN (Details tab)
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(Personal Info tab)
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(PD-AEA tab)
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(Remarks tab)
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(Data tab)
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(Multiple Travelers tab)
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(TDY Detail tab)
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	Step
	Action

	Trip Details

	Details Tab

	30. Local Hotel Name and Phone No
	Enter data

	31. Rental Car Name and Phone No
	Enter data

	32. Local Rental Car at $
	Enter Daily Rental Rate

	33.  Rental Car Justification
	If Rental Car is issued – enter justification

	34. Destination, POC, Phone No.
	Enter POC data for Origin and TDY

	Personal Info

	35. Passport Info
	Enter Passport info (#, issue date, place issued, etc.)

	36. Next of Kin Info
	Enter Next of Kin Information

	37. Travel Directed by/Invitation By
	Enter name (one or both MUST be filled in)

	PD-AEA Tab

	38. Other Rate of Per Diem
	Enter Other rate if applicable (id authorized)

	39. Actual Expense Allowance
	Check either box when applicable (if authorized)

	40. Korean/MFR/Trans Statements
	Check any of these boxes, if applicable

	Remarks

	41. Remarks
	Enter any additional remarks necessary for 1610

	42. Late Justification if Under 60 Days
	Enter, if appropriate

	Data

	43. Change in Itinerary… Requested?
	Answer - Y (yes) or N (no)

	44. Standardization Group …
	Answer - Y or N

	45. Traveler will be meeting with …
	Answer - Y or N

	46. Use of govt quarters would …
	Answer - Y or N

	47. Request Blanket Country Clearance
	Answer - Y or N

	48. Request 30 day Slippage Period
	Answer - Y or N

	49. Late Justification if under 60 days
	Answer - Y or N

	50. Classified Material will be disclosed
	Answer - Y or N

	51. Travelers Security Clearance
	Enter Clearance

	52. Highest Classification
	Enter Level

	Multiple Travelers

	53. Is this multiple travel?
	Answer – Y or N

	54. Who is the Lead Traveler?
	If previous question is Yes – Enter Lead Traveler

	55. Multiple Travel Justification
	Enter Justification for Multiple Travel

	56. Name/Office Symbol/Funds
	Enter Name and office symbol of Multiple Travelers (fund information for others, if available)

	TDY Detail

	57. Answer Questions
	Answer questions as appropriate

	58. SAVE your data
	Click the [image: image19.bmp] button.

	User Data Screen

	59. Click “Copy” [image: image20.bmp] to go to main (initial) screen
	

	Optional:  To view expense report click on [image: image21.png]


 on the Toolbar (for a total estimated reimbursement amount)

	Click on the “Back” icon [image: image22.bmp] to go back to the Main Screen.

	60. SAVE your data
	Click the [image: image23.bmp] button.

	61. Go to User Data [image: image24.png]User data




	Click on User Data icon.

	62. (Note SDN Number)
	

	63. Click on “Certify Funds” [image: image25.png]@ Certify Funds




	Click on Certify Funds

	64. Answer - Are you sure you want to certify funds?
	If data is complete, click “Yes” – Purchase Requisition (PR) will be created.  The Purchase Order (PO) will be created only after approval by the Commander.

If not, click “No” and the Purchase Requisition will not be created.

	65. Click “Continue” [image: image26.bmp] to continue from Purchase Requisition message
	

	66. Click “Copy” [image: image27.bmp] to go back to main screen
	

	Transaction is complete, there is no need to save again.  Saving again will constitute an amendment.

	Click Exit [image: image28.bmp] to get out of transaction

	After saving and certifying funds, if a message appears stating “Trip data has been changed, do you wish to save?’ Click “No”.

Data has already been saved.

	Travel Request has now been routed appropriately for necessary approvals.


Expand to enter additional destinations (itineraries)





‘Results’ can be 


used to verify estimated reimbursement





Answer Yes (Y) or No (N)





To be filled out by Security Officer





Network and Activity





i.e. “Residence” AND City, State





Box will automatically be populated upon saving of trip








Enter mileage when traveler uses POC (Type of vehicle defaults to private car)








User Data button





Enter estimated costs of airfare, rental car, parking, etc. and add each to table   





Certify Funds button is


not available until request is fully saved





‘Region’ is a combination of Country and City, and 


used for per diem rates





To be filled out by Transportation Officer








Mode of Transportation to ‘Main’ Mode of Transportation
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