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PROJECT e-NOVA

Create OCONUS Travel Request…with template 
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	Perform these steps to copy a previously created Travel Request (useful with multiple travel when copying from the Lead Traveler’s order).

	
	Drill-down Path
	Employee Self Service Travel ( Travel Manager
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	Tips & Tricks
	Have the Personnel Number and Trip number of the trip you will be copying, or using as the “template”.


[image: image3.bmp]  Note that you must always indicate the personnel number of the individual for whom you are creating the travel request.  Click on ‘Change Personnel Number’ [image: image4.bmp], if you are not creating the travel request for yourself and indicate the traveler’s personnel number.  

1. Click on [image: image5.png]with template



 which appears on the Travel Manager screen in order to copy from a travel request that has already been created.  The following screen will appear.
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Template

Persannel no. 00004325
Trip number 0000001005
Beginning date 122612003
Trip location Miami, FL
Copy

Trip beginning  12128/2003




  

	Field Name
	Required/Optional
	Description

	Personnel number
	Required
	Enter the traveler’s personnel number or click the search icon [image: image7.bmp] and conduct a search using the traveler’s name.

	Trip number
	Required
	Enter the number of the trip from which you are copying, or your “template”.  If you are unsure of the trip number, click the search icon [image: image8.bmp] to conduct a search of all open trips for that traveler.

	
	
	Click the green checkmark [image: image9.bmp] to continue.


The following screen will appear.  Choose your trip schema by selecting it from the drop down menu options.
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Choose your trip schema





2. You will then be taken to the main screen, or Initial screen.  Most fields within the Initial screen will be populated since the data will have been imported from the “template” that you previously specified.  

[image: image11.bmp]  Note that you must go through each screen very carefully to be sure that all information for the “template” pertains to the current traveler, as well (i.e. travel dates, network and activity, travel expenses, etc.).  

3. Once you have reviewed all of the information contained within the Initial screen for accuracy, click ‘Save’ [image: image12.bmp] to proceed.  You will be assigned a Trip Number, or Travel Order Number, which will appear towards the top of the screen. 

4. To move to the next screen, click the [image: image13.png]User data



 icon.  You will then be taken to the second screen, or the ‘User Data Screen’.  Again, much of the information will have been imported from the “template”.  

5. Once you have reviewed all of the information contained within the User Data screen for accuracy and completeness, click the [image: image14.png]Trip Details



 icon to continue to the third and final screen.  You will be taken to the ‘Trip Details’ screen where most of the fields will have been populated with information from the “template’s” travel order.

6. Most of the fields within the various tabs of the ‘Trip Details’ screen will have been populated with information from the “template’s” travel order.  You must click on each tab within this screen as indicated below before saving this screen. REMEMBER:  MOST FIELDS WILL BE POPULATED, YET MUST BE CHECKED FOR ACCURACY AND COMPLETENESS.

	Tab Name
	Required/Optional
	Description

	‘Details’ tab
	Required
	Verify/enter information related to Hotel and Rental Car (as well as Rental Car Justification, if applicable).  Scroll down within this tab to access the POC fields and verify/enter information related to POC at origin and at TDY.

	‘Personal Info’ tab
	Required
	Verify/enter information in all fields related to passport (official) and next of kin.  Note:  Travel must either be directed or by invitation, or both. 

	‘PD-AEA’ tab
	Required
	Verify/check boxes If pre-approved or applicable.

	‘Remarks’ tab
	Required
	Enter Remarks and Late Justification, if applicable.

	‘Data’ tab
	Required
	Verify/answer questions.

	‘Multiple Travelers’ tab
	Required
	If copying from lead traveler’s order, all information should remain the same.

	‘TDY Details’ tab
	Required
	Verify/answer 3 TDY detail questions.


7. Once all tabs within the ‘Trip Details’ screen have been checked for accuracy and/or completed, click Save [image: image15.bmp] to continue.  

8. You will then be taken back to the second screen, or the ‘User Data’ screen.  Note that the Certify Funds button is not available.  Click the green checkmark [image: image16.bmp] to continue.

9. You will then be taken back to the main, or initial, screen.  Click Save [image: image17.bmp] (this third and final save will make the Certify Funds button available).  

10. In order to certify funds, go back to the User Data screen by clicking the [image: image18.png]| User data.



 button.  The Certify Funds button will now be available.  Click [image: image19.png]&  Cerify Funds



.

11. The following screen will appear:

[image: image20.png]Save changes before processing Funds Cerify.
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12. Click ‘Yes’ if you have checked your entries for accuracy and would like to continue.  By clicking ‘Yes’, your travel request will be routed to the appropriate approval stops.
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