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Management Analysis and Reporting System

Foreign Travel Numbering Process

The MARS Foreign Travel Numbering System will assign travel numbers in proper
format and sequence for use in the CBS TRAVEL MANAGER SYSTEM. You need
Foreign Travel Access rights to use this system.

Please note that although a Travel Order number has been assigned, the travel is not
approved until it has been signed and processed by your Line Office Foreign Travel
Office.

First, choose the Line Office that the traveling employee is associated with and click on
the Travel Form Link.
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Marina Rubina - Last Login: 06/21/2010 01:02PM MARS Home  Suppot  CCR Console M@

| Home || Application || Travel Documents || Reports H Business Rules || User's Guide || Data Status |

Current Location: Travel Documents = Line Office

Line Office

Travel Report

Plese click the link below to continue:

Line Office Foreign Travel Admin
08-NOAA MARINE AND AVIATION OPERATIONS Travel Form
20-NATIONAL WEATHER SERVICE - OFFICE OF AA Travel Form Travel Approval

30-NATIONAL MARINE FISHERIES SERVICE

Then to obtain a Foreign Travel Order number, provide the following information in the
spaces provided and press the 'Submit Travel® button
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Current Location: Travel Documents = Line Office = New Travel Order

NMFS Foreign Travel Order Number Request Form

< Mew Travel Order Search Travel Documents Travel Report

In order To obtain a Foreign Travel Order number, please provide the following information and press the Submit Travel button when
finished. A Foreign Travel Order Number will be provided to you. You should then type this number in Block #2 of the CD-29.

Please note that although a Foreign Travel Order Number has been assigned. the travel is not approved until it has been signed by the
Deputy Assistant Administrator (DAA) for NMFS and processed by the NMFS Foreign Travel Office.

r— Foreign Travel Order Req Form

Travelers First Name *

Travelers Last Name *

Ofice Code

Country (Destination) * |Se|ect One V|

Departure Date *

bE bE

Return Date *

Estimated Cost *

Purpose * | Select One v

Travel Contact Person (Your Name) *

Submit Travel Reset

After the system validates entered information, Foreign Travel Order # will be provided

to you. You should then use this number as the Affected Reference Number within the
MARS Commitment process.

Marina Rubina - Last Login: 06/22/2010 10:29AM MARS Home  Support  CCR Console My Profile  Logout

[ Home ][ Application ][ Travel Documents W[ Reports ][ Business Rules W[ User's Guide ][ Data Status w

Current Location: Travel Documents = Line Office = New Travel Order = Confirmation

NMF$S Foreign Travel Order Number Request Form

MNew Travel Order Search Travel Documents Travel Report

Travel order number OFFFF0001 has been assigned to this Foreign Travel request.
Please forward the Travel Order to the NMFS Travel Office for processing once it has been approved by your office.

This is a reminder that the Travel Order has not yet been approved. If you have any questions, please contact Ann Kebeck at (301) 713-
0155. Thank You.

— Foreign Travel Request Confi

Travelers Name Test Scott
Office CIO
Country BERMUDA
Departure Date 06/22/2010
Return Date  (06/28/2010
Purpose CONFERENCE
Travel Contact Person Test

Create Another Travel Order
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Foreign Travel Numbering/Approval Process - NWS

To obtain a Single Foreign Travel Order number, provide the following information in
the spaces provided and press the ‘Submit Travel' button.

Current Location: Travel Documents = Line Office > New Travel Order

NWS Foreign Travel Order Number Request Form

Blanset Travel Request My Travel Order Travel Report

Mew Travel Order

In orde a Foreign Travel Order number, please provide the following information and press the Submit Travel button when
finished. A Foreign Travel Order Number will be provided to you.

Please note that although a Travel Order number has been assigned, the travel is not approved.

r— Foreign Travel Order Request Form

Travelers First Name *

Travelers Last Name *

FUIC Code

Departure Date * EI
Return Date * gl
Type of Trip * | Select One b

Travel Contact Person
(Your Name) *

Travel Catogory

Purpose *

Destination (Country) Estimated Cost* Project Code Gift Estimate *

Select One v

* -Numbers only... Do not enter commas or §
To enter Additional Destination Lines, Submit Travel first and then add maore lines

-ields marked with red asterisks (™) are required.

To enter more than one Destination, first submit travel information to obtain the Travel

Order number and then add more lines.
To save the Travel Order all fields have to be populated. The system will validate Project

Code against MARS Project Code Table.

When the entered data is successfully validated, Foreign Travel Order # will be provided.
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Marina Rubina - Last Login: 06/22/2010 12:10PM

MARS Home CCR Console My Profile

Support Logout

| Home || Application H Travel Documents H Reports || Business Rules || Users Guide || Data Status |

Current Location: Travel Documents = Line Office = Mew Travel Order = Confirmation

NWS Foreign Travel Order Number Request Form

Mew Travel Order Blanket Travel Request My Travel Order Travel Report

Travel order number 0WWWF0002 has been assigned to this Foreign 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
You.

— Foreign Travel Request Confirmation

Travelers Name
FMC

Departure Date
Return Date

Test Scott
20-01

06/28/2010
07/06/2010

Purpose
Travel Contact Person test

Update This Trip - Add New Destination Lines for OWWWF0002

Create Another Travel Order

After that, if you need to add more Destination Lines or make changes to the entered
information, use ‘Update This Trip’ link or use ‘Create Another Travel Order’ link to add
another Travel Order.

You can also List Existing Travel Orders and Update/Add Destination (until it is

approved) by choosing ‘My Travel Order’ Tab on the top of the Foreign Travel page. To
view the list, first enter your selection criteria (Fiscal Year, FMC).

”@\ NO AA MANAGEMENT ANALYSIS AND REPORTING SYSTEM

Marina Rubina - Last Login: 06/22/2010 12:10PM

®

MARS Home ~ Support  CCR Cansale My Profile  Logout

| Home || Application || TravelDocuments | | Reports | | BusinessRules || UsersGuide || DataStatus

Current Location: Travel Documents > Line Office > New Travel Order = Search > Search Results

Search Results

Mew Travel Order Blanket Travel Request My Travel Order Travel Report

Travel# FMC Destination Travelef Contact Status
OWWWKD049 20-01  AUSTRALIA, VICTORIA WELBOURNE TRAVELER201, TRAVELER201 MRUBINA  Approved
WWWK0002 \20-01 BARBADOS, BARBADOS TRAVELER201, TRAVELER201 MRUBINA  Submit
OWWWK0001 20\01 BARBADOS, BARBADOS TRAVELER201, TRAVELER201 MRUBINA  Submit
OWWWF0002 2041  Australia, Victoria, Melbourne Scott, Test mrupina Submit
OWWWF0001 2041  AUSTRALIA, NEW SOUTH WALES, SYDNEY TEST, TEST MRUBINA  Submit

If you have any quegionsiproblems, please contact MARS Support by Email at MARS Support@noaa.gov

Click on the Travel Order Number to go to the Edit Travel Order Screen for the selected
Travel Order to make changes.
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To create a new Blanket Travel Order, choose ‘Blanket Travel Request’ tab.
The users can either create a travel order under existing Blanket Series or create new
Series of numbers first.

To create Blanket Series, the users will need to enter requested data in the provided
fields.

The system will reserve a series with 50 travel order numbers (end in 00 to 49 or 50 to

99). The 00 or 50 numbers in the series are not used as travel order numbers
(placeholders for the series).

e
”" "3 NO AA MANAGEMENT ANALYSIS AND REPORTING SYSTEM
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Marina Rubina - Last Login: 06/28/2010 09:40AM MARS Home  Support CCR Console My Profile  Logout

| Home || Application || Travel Documents || Reports || Business Rules || Users Guide || Data Status

Current Location: Travel Documents = Line Office = New Travel Order = Blanket Order = New Blanket Order = Confirmation

Foreign Travel Blanket Series Request Confirmation

MNew Travel Order Blanket Travel Request My Travel Order Travel Report

Travel Series Numbers 0WVWWHETS0 - 200 have been assigned to this Foreign Travel request.

Blanket Series Request Confirmation
Travelers Name testnumb testscott
FMC  20-01
Departure Date 06/29/2010
Return Date  09/30/2010

Description Test series

Edit Blanket Order

Create Another Blanket Order

The series are created for one FY/FMC/Traveler.

To create a Travel Order under existing Blanket Series, go to the ‘Blanket Travel
Request’ tab and click on the ‘Create a Blanket Trip under an Existing Series’ link.
After that, you will need to select a Series that you will use to create your trip and click
on the ‘Create Trip’ link.

Foreign Travel 50f8 6/30/2010



Management Analysis and Reporting System
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Marina Rubina - Last Login: 06/28/2010 09:40AM

MANAGEMENT ANALYSIS AND REPORTING SYSTEM

MATIOMAL OCEANIC AND ATMOSFHERIC ADMINISTRATION

MARS Home  Support  CCR Console My Profle  Logout

| Home || Application || Travel Documents || Reports H Business Rules || Users Guide || Data Status

Mew Travel Order Blanket Travel Request

Current Location: Travel Documents = Line Office = New Travel Order = Blanket Order > Order List

Foreign Travel Blanket order List

Please Select the Travel Series that you will use to create your trip and click on the Create Trip button.

My Travel Order Travel Report

Travel Order # FY Series Description FMC Name

0WWWKO150 (FY2010) 150 - 199 Test series 20-01 testnumb testscott Create Trip \>
0OWWWKO100 (FY2010) 100 - 149 test 20-30 TEST TEST Create Trip d
OWWWIKO050 (FY2010) 50 - 99 Test Series for John Traveler 20-01 JOHN TRAVELER Create Trip
0OWWWKO000 (FY2010) 0 - 49 Site inspection 20-01 KENNETH ENG Create Trip

If you have any questions/problems, please contact MARS Support by Email at MARS Support@noaa.gov

[ Home ][ Application ][ Travel Documents W[ Reports ][ Business Rules ][ User's Guide W[ Data Status ]

Series

FMC Code

Travelers First Name
Travelers Last Name
Departure Date *

Return Date *

Type of Trip *

Travel Contact Person
(Your Name) *

Travel Category *

Purpose *

New Travel Order Blanket Travel Request

— Foreign Travel Order Request Form

Iy Travel Order

Current Location: Travel Documents = Line Office = Mew Travel Order = New Blanket Order = New Trip

NWS Foreign Travel Blanket Order Number Request Form

Travel Report

In order to obtain a Foreign Travel Order number, please provide the following information and press the Submit Travel bution when

finished. A Foreign Travel Crder Number will be provided fo you.

Please note that although a Travel Order number has been assigned. the travel is not approved.

OWWWIKO0150
20-01
testnumb
testscott
gl
B
‘Select Cne

Select One hd

After the system validates data provided by the user, the new Blanket Travel Order will
be created in the selected Series (designated with a K in the travel order number).

Foreign Travel
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Foreign Travel Approval Process — NWS

Users need Foreign Travel Administrator Access rights to be able to access Approval
Options.

To go to the Approval Module Select a Line Office and click on the ‘Travel Approval’®
link on the first Foreign Travel Screen.

P
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"m_“. _,mf

Marina Rubina - Last Login: 06/21/2010 01:02PM MARS Home  Suppot  CCR Console r"’“iDepartment pra—

| Home || Application || Travel Documents || Reports H Business Rules || User's Guide || Data Status |

Current Location: Travel Documents = Line Office

Line Office

Travel Report

Plese click the link below to continue:

Foreign Travel Admin

Line Office

08-NOAA MARINE AND AVIATION OPERATIONS Travel Form

20-NATIONAL WEATHER SERVICE - OFFICE OF AA Travel Form Travel Approval
30-NATIONAL MARINE FISHERIES SERVICE Travel Form

To view Travel Orders, first choose FY and FMC.

NO AA MANAGEMENT ANALYSIS AND REPORTING SYSTEM )

Marina Rubina - Last Login: 06/22/2010 12:10PM MARS Home  Support  CCR Console My Profle  Logout

‘ Home H Application H Travel Documents H Reports H Business Rules H User's Guide || Data Status

Current Location: Travel Documents = Line Office > Admin Search

Search Foreign Travel Documents

MNew Travel Order Blanket Travel Request My Travel Order Travel Report Add Destination Add Type

Plesae enter selection criteria or leave blank to return all records.

r— Foreign Travel Order Listing By FMC

Fiscal Year
FUC Code

Status Submit
[ Approved
[ Unapproved
[ Canceled
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On the Travel Order Listing page, use Approve, Un-approve or Cancel buttons to change
the status of travel requests.

Click on the Travel Order Number to go to the Edit Travel Order Screen for the selected
Travel Order to make changes.

s
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Marina Rubina - Last Login: 06/22/2010 12:10PM MARS Home  Support  CCR Console My Profile  Logout
| Home | | Application | | Travel Documents | | Reports \ \ Business Rules \ \ Users Guide | | Data Status \
Current Location: Travel Documents = Line Office = Admin Search = Search Results
Search Results
New Travel Order || Blanket Travel Request || My Travel Order | Travel Report
Travel# FMC  Destination Traveler Cost Entry Contact  Status
Estimate Date
\\
OWWWK0049  20- AUSTRALIA, TRAVELER201, 08/10/2009 12000 MRUBINA  Syfimit  Approve
01 VICTORIA, TRAVELER201 Unpprove
MELBOURNE Cancel
//
OWWWKO0002 20- BARBADOS, TRAVELER201, 08/10/2009 2300 MRUBINA  Submit Approve
01 BARBADOS TRAVELER201 Unpprove
Cancel
OWWWHKO0001  20- BARBADOS, TRAVELER201, 08/10/2009 2300 MRUBINA  Submit Approve
01 BARBADOS TRAVELER201 Unpprove
Cancel
OWWWF0002 20- Australia, Victoria, Scott, Test 06/22/2010 6000 mrubina Submit Approve
01 Melbourne Unpprove
Cancel
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