Travel with
FY24 to FY25 Crossover

Guide in how to enter and process travel that crosses
over the fiscal year. Specific for FY24- FY25 guidance.



Start the Trip Authorization as
you normally would.

For the dates include the entire
trip dates, where the start date
is on or before Sept. 30 and the
return date is on or after Oct. 1

Departing Date:* |26—Sep—2024 | =

Departing Time:* | 08:00 AM V|

Departing From: * | Washington, DC, United States | &
Going To:* |Seaﬂ|e, WA, United States | .
Arrival Dater* |26-Sep-2024 :-"

Mode of Transportation:* | Commercial Plane v

Reason For Stop:* Temporary Duty

Add Site Add Break

[Site 2] End: Seattle, WA, United States on 04-0ct-2024 to Washington, DC, United States

Returning Date:* |[]4-Dcl-2[]24 :-h

Returning From: Seattle, WA, United States

Returning To:* |Washington: DC, United States | .
Arrival Date:® |04_ch_2024 | =

Arrival Time:** | 04:00 PM V|

Mode of Transportation:* | Commercial Plane hd

*Required
**Required if trip duration is less than three days



In the Expenses Step, only ente
expenses that occur on or
before Sept. 30. The only
exception will be the Voucher
Fee.

Please note: Round Trip Airfare
and Rental Car will be included
as FY24 expenses.

Lodging and M&IE will need to
manually modified. Select
Modify on the Lodging line

Step 4 : Expenses @

Traveler Name: - Trip 1D - Authorization Status: Mew Authorizat

g Expense has been added successfully.

Expense Information

Travel Charge Card: 1266.50

Traveler:

Unassigned:

Amount:

244425
0.00

371075

w  Filter Options

Order by: Sort Ascending

Date

26-5ep-2024

26-5ep-2024
26-5ep-2024

26-5ep-2024

04-0ct-2024

Type

Airfare

Lodging

Meals and Incidentals

Rental Car

Voucher Transaction
Fee

Add New Expense

172

Sort Descending

Amount Description

(o)

50.00

o]

Lodging expense in Seattle, WA, United States
including lodging taxes

S
[ )

0

-~

720.25 MAIE expense in Seattle, WA, United States

400.00

]
[ ]

16.50 Voucher Transaction Fee

ion

Pay To Alerts

Travel Charge
Card

Traveler

Traveler

Travel Charge
Card

Travel Charge
Card

Meodify Copy Delete

Remark:"| Reduced@l



On the dates beginning
Oct. 1 and after will need
to have the
reimbursement type to
No Expense.

Repeat for each day.

This will change the
amount to $0.00

Once completed all days,
Save and Close

Lodging Expenses

~ Filter Options

w Apply to All Displayed Expenses

Lodging Site: Seattle, WA, United States

Order by: | Date v| Sort Ascending | Sort Descending
Date Reimbursement Type  Per Diem Rate Amount Allowed Estimated Tax Pay To Day Off Shared Notes Alerts
26-5ep-2024 232.00 23200 23200 | 0.00] [ Traveler vl O 0
27-Sep-2024 23200 23200 23200 | 0.00] [ Traveler v o O
28-52p-2024 23200 23200 23200 | 0.00] [ Traveler v o O
29-5ep-2024 232.00 23200 23200 | 0.00] [ Traveler ~ O 0
30-5ep-2024 23200 23200 23200 | 0.00] [ Traveler v o O
01-Oct-2024 188.00 188.00] 13800 | 0.00] | Traveler vl O 0
02-0ct-2024 | Actal 188.00 188.00] 13800 | 0.00] [ Traveler v O O
N
EXRETIYR No Expenses 188.00 188.00] 18800 | 0.00] [ Traveler v o O
Per Diem
04-Oct-2024 186.00 000 000 0.00 ] No
Reduced
— Running Totals: 1724.00 1724.00 0.00
Save and Close | Save Exit Window
i
Lodging Expenses

v Filter Options | v Apply to All Displayed Expenses

Lodging Site: Seattle, WA, United States

Order by Sort Ascending | Sert Descending

Date Reimbursement Type  Per Diem Rate Amount Allowed Estimated Tax Pay To

26-5ep2024 23200 [ 23200] 23200 | 0.00] [ Traveler |
275ep-2024 23200 [ 23200) 23200 | 0.00] [ Traveler |
285ep2024 23200 [ 23200] 232200 | 0.00] [ Traveler |
29-5ep-2024 23200 [ 23200) 23200 | 0.00] [ Traveler |
30-5ep-2024 2200 232.00) 23200 0.00] [ Traveler ~
01-0ct-2024 188.00 0.00
02-Oct-2024 188.00 0.00
03-0c1:2024 No Expenses 188.00 .00

04-Oct-2024 PerDiem 188.00 0.00

Exit Window

Save and Close Save

Day Off Shared Notes Alerts

(]

0000 0O0oOo

0OO0o0oo0oooo

z
5




Next the Meals and Incidentals
will need to be manually
modified.

Select ‘Modify’ on that line

Step 4 : Expenses o

Traveler Name: - Trip ID: - Authorization Status: New Authorization

o Expense has been added successfully.

Expense Information

Travel Charge Card: 1266.50

Traveler: 244425
Unassigned: 0.00
Amount: 3710.75
v Filter Options
Order by:| Date v| SortAscending = Sort Descending
Date Type Amount Description
26-Sep-2024  Airfare 850.00
i i ttle, WA, Uni
26-Sep-2024 Lodging 1724.00 ’.odgu?g expen_se in Seattle United States
including lodging taxes
26-Sep-2024 Meals and Incidentals 720.25 MAIE expense in Seattle, WA, United States
26-Sep-2024 Rental Car 400.00
Voucher Transaction »
04-Oct-2024 16.50 Voucher Transaction Fee

Fee

Add New Expense

Pay To
Travel Charge
Card

Traveler

Traveler

Travel Charge
Card

Travel Charge
Card

Alerts Modify Copy Delete

Modify Copy Delete

Modify Copy Delete

Showing 1-50f 5

teee

Remark:™| Reduced:@)



Meals and Incidental Expenses

Date Keimbursement lype r::;:r; Incidentals Amount Provided Provided Provided Incidentals L(J;_: bay lo Notes
O th d . b . . gip4 74,00 500 5025 (O 0 0 0 O [ Traveler v]
n the dates beginning zj_‘
Oct. 1 and after will need to = e ) LC
have the reimbursement oo e s om0 0 0 0O 0 [T 7
2024
type to No Expense. 2
Sar- 74.00 so0 7300 O O O O O [ Traveler v
2024
Repeat for each day. gp4 70 s moo O O O O O [Tavee v]
E)L;— 87.00 s00 9200 [ O O O O | Traveler v|
There will be an exception 7
. . EUM
on the return travel day, it is LGUREUE
locked and Can not be Meals(andIncidentalExpenses 1 Ceals i
changed. It will show as the AL R L B
75% of per diem allowed. T o SOOI oo o 2 S Dol
%}5'4 87.00 5.00 0.00 \:‘
This will change the . |
amount to $0.00 .
Once completed all days, N
Save and Close - .
Save Exit Window e



Once all the expenses that
occurred in FY24 only have
been entered select

Save and Next Step

Step 4 : Expenses o

Traveler Name: - Trip 1D - Authorization Status: MNew Authorization

& Expense has been added successfully.

Expense Information

Travel Charge Card: 1266.50

Traveler:

Unassigned:

Amount:

244425

371075

w  Filter Options

Order by: Sort Ascending

Date

26-5ep-2024

26-5ep-2024
26-5ep-2024

26-5ep-2024

04-0ct-2024

Type

Airfare

Lodging
Meals and Incidentals
Rental Car

Voucher Transaction
Fee

Add New Expense

Amount

850.00

1724.00

720.25

400.00

16.50

Sort Descending

Description

Lodging expense in Seattle, WA, United States
including lodging taxes

M&IE expense in Seattle, WA, United States

Voucher Transaction Fee

Pay To
Travel Charge
Card

Traveler

Traveler

Travel Charge
Card

Travel Charge
Card

Alerts

Remark:

Madify

Modify

Modify

Modify

Copy

Copy

Modify Co

Showing 1

Delete

Delete
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Reduced:g



Add the POET(s) for FY24 only.
Make sure 100% of the
expenses are allocated
accordingly, if applicable.

Save and Next Step

Complete the remaining steps

of the authorization as normal.

Submit for approval.

Step 5: Accounting o

Traveler Na me:_ Trip 1D: - Authorization Status: MNew Authorization

6 This step will be completed during the approval process by the Funds Manager

a Account Code created.

1 account code(s) added to page.

Accounting
e ) Amount Percent
Description Account Code Obligated Balance Allocated Allocated
UCGR2400823'\24DCMM 1407403000 CG PA A .
2 2870.75 100.00 %
SCHOOLAZ10023.... *0.00 | |
Total: $2870.75 00.00%
Remaining amount to be $0.00
llocated:
snearee $2870.75

Total claim amount:

Select Account Codes

Save and Next Step Save Back ta Step 4: Expenses

Add to
Favorites

Add

Delete

Delee



Trip Dashboard

Once travel has ended, and a collapse or expand all sections
continuing resolution has Authorizations ~
been approved for FY25, an egin Date e Dace o Fotal Amount Status State Show Delete
amendment will need to be 26-5ep-2024 04-0ce-2024 1254346 $2870.75 Approved - Obligation Accepted Show

done to account for the FY25

expenses prior to vouchering. | |




Once in the Expenses Step, add
any expenses that occurred on
or after Oct. 1. (i.e. fuel, return
flight baggage, tolls, POV milage
back from airport, etc)

The Lodging and M&IE will need
to be modified to add back in
the FY25 dates.

Select Modify on Lodging

Step 4 : Expenses o

Traveler Name: - Trip ID:- Authorization Status: New Authorization

a Expense has been added successfully.

Expense Information

Travel Charge Card: 1266.50

Traveler: 1704.25
Unassigned: 0.00
Amount: 2870.75

~ Filter Options

Order by: Sort Ascending

Sort Descending

Date Type Amount Description Pay To
Travel Ch
26-5ep-2024  Airfars 850.00 ' ares
Card
Lodgi in Seattle, WA, United 5tat
26-5ep-2024 Lodging 1160.00 55 SXPENSE N Seatle nitee states Traveler
including lodging taxes
26-5ep-2024 Meals and Incidentals 444.25 MAIE expense in Seattle, WA, United States Traveler
26-5ep-2024  Renral Car 400.00 Travel Charge
Card
04-Oct-2024  Checked Baggage Fes 50.00 Traveler
04-Oct-2024  Fuel 50.00 Traveler
Voucher Tr i Travel Ch
04-0ct-2024 pueEher fransactien 16.50 Voucher Transaction Fee r ares

Fee Card

Add New Expense

Alerts Modify Copy Delete

Modify Copy Delete

lodif

T .

Mod

ify;

Modify Copy Delete
Modify Copy Delete
Modify Copy Delete
Showing 1-7 of 7

Remark:

Reduced gy



Lodging Expenses

IR S .
Date Reimbursement Type  Per Diem Rate Amecunt Allowed Estimated Tax Pay To Day Off Shared Notes Alerts
26-5ep-2024 232.00 23200 | 0.00] | Traveler v O O
. 27-5ep-2024 232.00 23200 | 0.00] | Traveler v O O
_ 28-Sep-2024 232.00 23200 | 0.00] | Traveler v O O
On the dayS on Oct. 1 and 29-5ep-2024 232.00 23200 | 0.00] | Traveler v O O
after, select the Per Diem or | osep20s 23200 22200 [ 0.00] [Traveler v o o
> ; 01-0ct-2024 188.00 000 0.00 0.00 | Traveler vl OO
other reimbursement type ' 02-0ct-2024 | Actual ] 188.00 000 000 0.00 | Traveler vl o O
as a ppl|Cable ' u3-oct-2az4 — 188.00 000 0.0 0.00 | Traveler vl O O
| Per Diem I
04-Oct-2024 188.00 000  0.00 0.00 O  Ne
| Reduced
o Running Totals: 1160.00 1160.00 0.00
Th IS WI l.l b rl ng u p th e text Total Estimated Lodging: 1160.00
field under Amount and ‘
. Lodging Expenses [
allowed that will need to be e
. . . . |
filled in accordingly. pete Rembure Save  Exit Window
26-5ep-2024 | Per Diem|
27-5ep-2024 | Per Diem
Repeat for each additiona[ 285ep2024 | PerDiem v 232.00 232.00 0.00] | Traveler v O ]
da 29-5ep-2024 232.00 23200 | 0.00| | Traveler v O O
Y- 30-5ep-2024 23200 23200 | 0.00] [ Traveler v O O
01-0ct-202 188.00 18800 | 0.00] [ Traveler v O O
Save and Close when 02-0ct-202 188.00 188.00 | 0.00 [ Traveler v o o
03-Oct-202 188.00 188.00 | 0.00] [ Traveler v o O
complete.
plete 04-0ct-2024 Per Diem 188.00 000 000 0.00 O Ne
Running Totals: 1724.00 1724.00 0.00

Total Estimated Lodging: 1724.00



Next the Meals and Incidentals
will need to be manually
modified to add the FY25 dates
back in.

Select ‘Modify’ on that line

Step 4 : Expenses o

Traveler Name: - Trip ID:- Authorization Status: New Authorization

& Expense has been added successfully.

Expense Information

Travel Charge Card: 1266.50

Traveler: 1704.25

Unassigned: 0.00

Amount: 2970.75

w Filter Options

Order :r;.f: Sort Ascending = Sort Descending

Date Type Amount Description Pay To
T | Ch

26-5ep-2024  Airfars 850.00 revelLhargs
Card

Lodgi in Seattle, WA, United 5tat
26-5ep-2024 Lodging 1160.00 55 SXPENSE N Seatle nitee states Traveler
including lodging taxes

26-5ep-2024 Meals and Incidentals 44425 MAIE expense in Seattle, WA, United States Traveler

26-5ep-2024  Renral Car 400.00 Travel Charge
Card

04-Oct-2024  Checked Baggage Fes 50.00 Traveler

04-Oct-2024  Fuel 50.00 Traveler

Voucher T: i Travel Ch
04-Oct-2024 oueher fransacton 16.50 Voucher Transaction Fee revel-narss
Fee Card

Add New Expense

Alerts

Modify Copy

Modify Copy

Modify

Delete

Delete

Showing 1-7 of 7

Remark:™ Reduced:g)



Meals and Incidental Expenses

22;:- 7400 500  79.00 O O | Traveler |
2024
;:p 74,00 500 79.00 0 0 [ Traveler v
2024
On the days on Oct. 1 and or-
. Oct- 87.00 500 000 | Traveler |
after, select the Per Diem or 2004 ~=—
other reimbursement type Oct. | EUM | 700 500 o000 | Traveler vl
l' ble 2024 GMR/PMR
aS app ICa ) 5.00 0.00 |Tra\.'eler v|
Repeat for each additional 500 6900 o O [Traveler v]
day, Total Estimated M&IE: 44425
Meals and Incidental Exg
Th|S W|ll add the tOtal 22;} @ - Save Exit Window
amount back in for those =
days. ;;—Ip Per Diem V| 74.00 500  79.00 [l O ([l ([l ([l |Trave|er Vl
2024
01-
Oct- |Per Diem V| 87.00 500 f 92.00 O O O O O |Trave|er V|
Save and Close when 2024
Complete. géct |F‘er Diem V| £7.00 5.00 J 92.00 [l O ([l ([l ([l |Trave|er V|
2024
03-
Oct- |Per Diem V| §7.00 500 J 92.00 O O O O O |Trave|er V|
2024 ——
04-
Oct- |F‘er Diem V| §7.00 500  69.00 [l O ([l ([l ([l |Trave|er V|
2024

Total Estimated M&IE:  720.25



Step 5: Accounting o

Traveler Name:- Trip ID:- Authorization Status: MNew Authorization

6 This step will be completed during the approval process by the Funds Manager

a Account Code created.

1 account code(s) added to page.

Use the Select Account
Code, to bring up the dialog
box to add the FY25 POET.

Accounting

Description Account Code

UCGRZA0088'IADCMM 140703000 CG PA A
After the POET has been SCHOOL210023...
. . UCGR24009124DCMM 1409003000 CG PA A
added use the Sp“t Fu nd|ng SCHOOL\210023...
option to allocate the

expenses according to date

Select Account Codes
Split Funding

Save and Next Step Save Back to Step 4: Expenses

. Amount Percent
Obligated Balance Allocated Allocated
$2870.75 9| 2570.75 75.33 [
$0.00 | 0.00 | 0.00 6
Total: $2870.75 75.33%
Remaining amount to be £040.00
allocated: £3310.75

Total claim amount:

Add to
Favorites

Add

2=
(=5
(=%




In the Split Funding — select
the option Split by Expense
Date

The first date set will use the
first day of travel as the
beginning date and 30-Sep-
2024 as the Ending date.

Select the FY24 POET from
the drop down window.

Select Add Split Funding
button

Split Funding For Travel Between 26-Sep-2024 and 04-Oct-2024

Accounting Balances -~
Obligated Amount Pay To Pay To Pay To
Account Code Balance Allocated Trv TCC ceA
UCGR240088\24DCMM1407M03000 CG PA A S . o —_— =nrn
CCHOOL 10073, $2870.75 £2870.75 3191666  $054.00 $0.00
UCGR240091124DCMM1409\03000 CG PA A - - . U
SCHOOL\2 10073, $0.00 $0.00 $0.00 $0.00 $0.00
Total $2870.75 £2870.75 $1916.66  $054.00 £0.00
Split Funding By Expense Type
Expense Type Account Code CBA  Amount Detail
Checked Baggage Fee 00 CG PAASCHOOL'210023.TRVL_PCS_EMPLOYEE »| N 50.00 Detail
Expense Type Account Code CBA  Amount Detail
Rental Car 00 CG PAASCHOOL\210023.TRVL_PCS_EMPLOYEE »| N 400.00 Detail
Expense Type Account Code CBA  Amount Detail

Save and Close Save Exit Window

Split Funding For Travel Between 26-5ep-2024 and 04-Oct-2024

Split Funding By Expense Date

Expense Beginning: |26-Sep-2024 |1—
Expense Ending: |30—Sep-2024 |1—
Account Code: 00 CG PAASCHOOL'210023.TRVL_PCS_EMPLOYEE v

Add Split Funding

From To Account Code Amount Delete

0 No split fund date range has been entered.



Next Date set will begin with
01-Oct-2024 and end with
the final day of travel.

In the drop down select the
new FY25 POET

Select Add Split Fund
button

Review the screen to ensure
the dates are correct and all
the remaining amount to be
allocated reads $0.00

Save and Close once
complete

Split Funding For Travel Between 26-Sep-2024 and 04-Oct-2024

Split Funding By Expense Date

Expense Beginning: |U1—Dct—2D24 |""—
Expense Ending: |04—Gct-2024 |:-h
Account Code: |t]III CG PAASCHOOL\210023.TRVL PCS_EMPLOYEE

Add Split Funding

From To Account Code

UCGR240082024DCMM1 407003000 CG PA A SCHOOL\210023.

L= - e F M Can-2
26-5ep-2024  30:-5ep-2024 1y pes_EMPLOYEE

Total:
Remaining amount to be allocated:

inmount:

From To Account Code Amount Delete

UCGR240088'\24DCMM 1407403000 CG PA A SCHOOLY210023.
Sep-2024  20-Sep-20 Joc clete
26-5ep-2024  30-Sep-2024 TRVL_PCS_EMPLOYEE 2785.25USD Delete

. o . UCGR240091'24DCMM1409403000 CG PA A SCHOOLAZ10023. - = o
01-Oct-2024  04-Oct-2024 TRVL_PCS_EMPLOYEE 1025.50 USD Delete

Total: $3810.75
Remaining amount to be allocated: £0.00
Total claim amount: $3810.75

Save and Close I Save Exit Window Split By Expense Type

Amount Delete

278525 USD Delete




Continue through steps
6 & 7 as normal and
once complete submit
for approval.

Once the authorization
has been approved and
the status shows
Obligation Accepted,
voucher as normal.

Please remember
FSMS will be down

Sept. 28-Oct 15 for year

end processing. These
dates will impact the
actions in this guide.

l}""_ﬁ'

- TripID:- Authorization Status: MNew Authorization

armation - Edit Details

e of Travel: MISSION TRAVEL

secific Travel Purpose: FY24-25 crossover

Jacument Number: JOZO0TDY 24500042

Reservation - Edit Details

6 Mo reservations found.

Site Details - Edit Details
[Site 1] Begin: Washington, DC, United States on 26-5ep-2024 to Seattle, WA, United States

te 2] End: Seattle, WA, United States on 04-0ct-2024 to Washington, DC, United States

'-_\.G
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