
Conference Travel Guide
U.S. Department of Health and Human Services

BASIC FUNCTIONALITY:
The GovTrip Conference Travel feature allows an OPDIV to populate GovTrip with a list of a upcoming conferences.  The traveler will be able to select a conference from that list, within their GovTrip travel authorization.  An OPDIV will be able to manage and limit conference travel attendance with several new features.  

ADMINISTRATOR INFORMATION

Designating an ASAM to Manage A Conference
With the proper permission levels, an ASAM may designate another ASAM in the TA Maintenance Tool.  

1.  From the TA Maintenance Tool select “Conference” in the drop down.
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You have the proper permissions to access account token
You do NOT have the proper permissions to access Ethics Checklist
You do NOT have the proper permissions to access Sponsor
You do NOT have the proper permissions to edit TAID
You do NOT have the proper permissions to Refund TAV Fee
You do NOT have the proper permissions to edit expense list
You do NOT have the proper permissions to tailor perrissions
You do NOT have the proper permissions to edit ather auths
You do NOT have the proper perrissions to edit routing and audit tests
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ending dates of the conference. Traveler may search using a partial text string on the
authorization fram a list of the conferences that are available to their particular OPDIV. If
the traveler selects a conference that has already met its OPDIV attendee limit, GayTrin
will display an error message stating that the conference cannot be selected because it
has metits maximurn number of attendees, and traveler needs to contact hisfher
supervisor
« GovTrip will provide a pre-audit flag to indicate if the conference lacation does not match
the TDY location when the trip purpose is ‘Canference Attendance.” The conference
lacation must be within a systern-configurable number of miles from the TDY location
[initially setto 25], otherwise a pre-audit flag will be generated
a. Reason Flagged: CONF LOC MISMATCH
b. ltem Description: TOY location <TDY city>, <TDY statefcountry> does not match the
canference location <conf city>, <canf state/cauntry>
« GovTrip will provide a pre-audit flag to indicate if the arrival date at the canference
lacation is greater than 3 days before the start of the selected conference
a. Reason Flagged: CONF EARLY ARRIVAL
b ltern Description: The arrival date at the canference location is greater than 3 days
before the start date of the conference
« GovTrip will provide a pre-audit o indicate if the departure date at the canference
Iacation is mare than 3 days after the end of the selected canference
a. Reason Flagged: CONF LATE DEPARTURE
b lten Descriptian: The departure date from the conference location is more than 3
days after the end date of the conference
« GovTrip will provide a pre-audit to indicate that the trip dates do not match the
canference dates when the arrival date at the TDY location is after the conference end
date or the departure date from the TDY location is before the conference start date.
a. Reason Flagged: CONF DATE MISMATCH
b lten Descriptian: The trip dates, <start date> to <end date>, do not match the
canference dates of <conf start date> to <conf end date>
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2.  Click “View Conference Admin” on the Conference screen.  
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1. If an ASAM already exists, they will be listed.

2. If the ASAM does not exist, click the “Add Admin” button to create another ASAM.
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3. Select the radio button for ASAM as the Admin Type.
4. Click Search to find an ASAM.
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5. Type in the person’s SSN or their first and last name and click Search.
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6. Click Select next to the person's name.
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7. Click Save to designate this person as an ASAM.
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8. You will be taken to the Conference Admin screen and see the FATA has been saved as an ASAM.  
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Creating  a Conference

1. From the TA Maintenance Tool, select Conference from the drop down.  You must have the appropriate privileges to create a conference.
2. Click on the Create Conference link.
3. Enter the Conference Title, Location, State/Country, Start/End Dates, and the Attendee Limit for the conference.
4. Click Save
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5.  The Conference has been added to the conference list.
Making Changes or Adding an OPDIV to a Conference

1. From the TA Maintenance screen, click Conference from the drop down.
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ending dates of the conference. Traveler may search using a partial text string on the
authorization fram a list of the conferences that are available to their particular OPDIV. If
the traveler selects a conference that has already met its OPDIV attendee limit, GayTrin
will display an error message stating that the conference cannot be selected because it
has metits maximurn number of attendees, and traveler needs to contact hisfher
supervisor
« GovTrip will provide a pre-audit flag to indicate if the conference lacation does not match
the TDY location when the trip purpose is ‘Canference Attendance.” The conference
lacation must be within a systern-configurable number of miles from the TDY location
[initially setto 25], otherwise a pre-audit flag will be generated
a. Reason Flagged: CONF LOC MISMATCH
b. ltem Description: TOY location <TDY city>, <TDY statefcountry> does not match the
canference location <conf city>, <canf state/cauntry>
« GovTrip will provide a pre-audit flag to indicate if the arrival date at the canference
lacation is greater than 3 days before the start of the selected conference
a. Reason Flagged: CONF EARLY ARRIVAL
b ltern Description: The arrival date at the canference location is greater than 3 days
before the start date of the conference
« GovTrip will provide a pre-audit o indicate if the departure date at the canference
Iacation is mare than 3 days after the end of the selected canference
a. Reason Flagged: CONF LATE DEPARTURE
b lten Descriptian: The departure date from the conference location is more than 3
days after the end date of the conference
« GovTrip will provide a pre-audit to indicate that the trip dates do not match the
canference dates when the arrival date at the TDY location is after the conference end
date or the departure date from the TDY location is before the conference start date.
a. Reason Flagged: CONF DATE MISMATCH
b lten Descriptian: The trip dates, <start date> to <end date>, do not match the
canference dates of <conf start date> to <conf end date>
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2. From the Conference Screen, Click on the Search Conference Link.
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3. Type in the Conference ID, or the Location, Conference Title, Conference Date and click Search.  

4. A list of matching conferences will be displayed.  Click update to add an OPDIV or make changes to the conference.
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5. To make changes to a Conference, modify information on the Conference Update screen and click Save Changes.

6. To add an OPDIV, click Update next to the conference you want to update.  Click the “Add OPDIV” button.
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7.  You are taken to the Add OPDIV screen. 
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8.  Select the desired OPDIV from the drop down column.
9.  Assign the Attendee Max Limit for the conference.
10.  Add a Justification Note.
11.  Click the “Add OPDIV Limit.”
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12. The Conference Update screen will now display the newly added OPDIV.
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Pre-Audit Flags
GovTrip provide four pre-audits to help manage Conference Travel attendance.  If the traveler receives one of the pre-audits, the traveler will be required to provide justification.  
1.  If the Conference location is not within a configurable number of miles [default is 25], the traveler will receive a pre-audit flag.   The traveler will see Conf Loc Mismatch.   TDY location <TDY city>, <TDY state/country> does not match the conference location <conf city>, <conf state/country>.

2.  If the traveler’s arrival date is more than three days before the start of the conference, the traveler will receive the pre-audit Conf Early Arrival.  The arrival date at the conference location is greater than 3 days before the start of the conference.   
3.  If the traveler’s departure date is more than three days after the end of the conference, the traveler will receive the pre-audit Conf Late Departure.  The departure date from the conference location is more than 3 days before the end date of the conference.   

4.  When the conference dates do not match the travel dates the traveler will receive a pre-audit for Conf Date Mismatch.  The trip dates, <start date> to <end date>, do not match the conference dates of <conf start date> to <conf end date>.  

Traveler and Travel Preparer Information
Creating a Conference Travel Authorization
1. Log in to GovTrip and select the Authorizations/Orders option from the “Official Travel” toolbar.

2. Click the “Create New Authorizations/Orders” link on the Authorizations page.  

3. Create the itinerary by entering the Starting Point, Departure Date, Trip Type, and select “Conference Attendance” as the Trip Purpose.  
4. The page will refresh and a Conference Title drop down will appear in Section B. 

5. Enter in any pertinent Trip Details, Departure Date, select the Conference from the Conference Title drop down and the Per Diem location.  
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6. If the maximum number of conference attendees has been reached, an alert message will be displayed and you will need to contact your supervisor to attend.

7. Four new pre-audits have been added as well.  After signing the document you may see one of the following and need to provide justification.
CONF DATE MISMATCH- Trip dates do not match the conference dates.

CONF EARLY ARRIVAL- The arrival date is more than 3 days before the start of the conference.

CONF LATE DEPARTURE- The departure date is more than 3 days after the end of the conference.

CONF LOC MISMATCH- The conference location does not match (or is not within 25 miles from) the corresponding TDY location.
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Pre-Audit Trip

Below are any items that were "fagged" for this trip,

4 Items have been Flagged in this Travel Document

1. ReasonFlagged Hem Description * Justification to Approving Official

1 INVALID CONFERENCE 1 CONF DATE MISHATCH. The K
trip dates 08/19/08 to
09/04/08, do not match the
conference dates of
08/26/08 to 082908

2. Reason Flagged

Htem Description * Justification to Approving Official

1 INVALID CONFERENCE 1 CONF EARLY ARRIVAL: The. K
arrivaldate at the TDY
lacation is more than 3 days
before the start of the
conference.
3. Reason Flagged

Htem Description * Justification to Approving Official

1 INVALID CONFERENCE I CONF LATE DEPARTURE: The | k
departure date from the TDY
lacation is more than 3 days
after the end of the
conference.

4. ReasonFlagged

Htem Description * Justification to Approving Official

1 INVALID CONFERENCE 1 CONF LOC MISHATCH: The. K
canference location does not
mateh (oris not within 25
miles from) the corresponding
TOY location.
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RE: Conference travel
Dang, Hang B. (Mission Systerns)

Tor  Saurek, Jenrifer (Misson Systems)

e Kruse, Kelle (Mission Systems); Schmalle, Michae! (Wission Systems); Marchwick,
Holiey (Misson 5ystems); Troup, Eric (Misson ystems)

Hi Suzy,

1 was testing DOI FEMS yesterday and did not have time to check this in
EWTS unti this morming

The audit flags are working perfectly in EWTS

You can log on to EWTS and pull up authorization for Julie OHara, TA num
ONYLBI, Dot name JODENVERCODS1906_AD1

In this document, traveler selected to attend the conference in Colorado
Springs scheduled for /26 to 8/29. Traveler chose Denver as the Per Diem
location, selected to depart on 8/19 and return on S/4/08. On the pre-audit
page you will see all the pre-audit flags.

Hope this helps, let me know i you need any further info

Thanks
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Subject: RE: Conference travel

Please take a look and see if the fixes for Dev Bug 6242 and 6243 were
implemented in EWTS.
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