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Domestic Travel Process

The MARS Domestic Travel Numbering System will assign travel numbers in proper
format and sequence for use in the CBS TRAVEL MANAGER SYSTEM. You need
Domestic Travel Access rights to use this system. First, choose the Organizational Code
that the traveling employee is associated with and click on the ‘Go to the Travel Form’
button.
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New Domestic Travel Order

My Travel Order Search Travel Order

Select Organizational Code you have access o and press the 'Go to Travel Form'button fo create Domestic Travel Order.

Select Organizational Code

Select One v

Go To Travel Form

If you have any questions/problems, please contact MARS Support by Email at MARS Support@noaa gov
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Then, to obtain a Domestic Travel Order number, provide the following information in
the spaces provided and press the ‘Submit Travel® button. A Domestic Travel Order #
will then be provided to you. You should use this number as the Affected Reference
Number within the MARS Commitment process.

sssssss Rules || UsersGuide || DataStatus

Hew Travel Order || MyTravel Order | Search Travel Order

In order to obtain a Domestic Travel Order number, please provide the following information and press the *Submit Travel' butfon when
finished. A Domestic Travel Qrder # will De provided to you. You should then use this number as the Affected Reference Number within the
MARS Commitment process

Please note that aithough a Travel Order number has been assigned.the travel is not approved until it has been signed by your Approving
Official.

To select another Organizational Code for Domestic Travel Order Click here.

— Domestic Travel Order Request Form

Travelers First Name *
Travelers Last Name *
Org Code *

Destination *

Departure Date * =
Return Date * 5‘

Suomi Trael
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Confirmation

New Travel Order

You.

Travelers Name
Office

Org Code
Destination
Departure Date
Return Date

Wy Travel Order

Domestic Travel Order C

Search Travel Order

Current Location: Travel Documents > New Domestic Travel Order > Confirmation

Travel order number OFKAS8009 has been assigned fo this Domestic Travel request.

This is a reminder that the Travel Order has not yet been approved. If you have any questions, please contact MARS SUPPORT. Thank

Scott Test

0oclo

30110006

Baltimore

06/21/2010
06/22/2010

reate Another Domestic Travel Order

To create another Travel Order, click on the ‘Create Another Domestic Travel Order’ link
or click on the ‘New Travel Order Tab’.

Domestic Travel Menu Tabs:

e New Travel Order Tab

e ‘My Travel Order’ Tab to View/Update User Travel Orders

e ‘Search Travel Order’ Tab to view/update (FMC Admins) all Travel Orders for the
user Org Code.
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Mew Travel Order

Wy Travel Order

Search Travel Order

Current Locati@n: Travel Documents > New Domestic Travel Order > My Travel Order

My Travel Order(s)

Travel#

ONE150101

ONE1S0100

0FM750004

OFKFS0001

OFKAS8010

O0FKAS8009

FY

2010

2010

2010

2010

2010

2010

Office

NESDIS

NESDIS

ocIo

0ocIo

Domestic Travel

ORG

4001

4001

123

30120000

30110006

30110006

FMC

4001

4001

3021

3012

3011

3011

Name

TEST. TEST

TEST, TEST1

123, 123

Test11g, Test

Test, Scott

Test, Scott

Destination

SOMEWHERE-
ELSE

SOMEWHERE
MNICE

999

Baltimore

Baltimore

Baltimore

20f2

Departure

10/30/2009

10/26/2009

06/02/2010

06/17/2010

06/24/2010

06/21/2010

Update
Ccancel

Update
Cancel

Update
Cancel

Update
Cancel

Update
Ccancel

Update
Cancel
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