
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



In the Expenses Step, only enter 
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



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



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

Select ‘Modify’ on that line



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

Repeat for each day. 

 There will be an exception 
on the return travel day, it is 
locked and can not be 
changed. It will show as the 
75% of per diem allowed. 

This will change the 
amount to $0.00

Once completed all days, 
Save and Close



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

Save and Next Step



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. 



Once travel has ended, and a 
continuing resolution has 
been approved for FY25, an 
amendment will need to be 
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



On the days on Oct. 1 and 
after, select the Per Diem or 
other reimbursement type 
as applicable. 

This will bring up the text 
field under Amount and 
allowed that will need to be 
filled in accordingly. 

Repeat for each additional 
day.

Save and Close when 
complete.



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

Select ‘Modify’ on that line



On the days on Oct. 1 and 
after, select the Per Diem or 
other reimbursement type 
as applicable. 

Repeat for each additional 
day.

This will add the total 
amount back in for those 
days.

Save and Close when 
complete.



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

After the POET has been 
added use the Split Funding 
option to allocate the 
expenses according to date. 



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



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



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.
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