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Purpose of This Workbook: 

The purpose of this workbook is to provide GovTrip preparers with a step-by-step approach to creating travel 
documents in GovTrip. It utilized screenshots to walk the learner through each step of creating an 
Authorization, Voucher, and Local Voucher. This should be used in conjunction with the Northrop Grumman 
user manual, the HHS 2012 Travel Policy Manual, and the Federal Travel Regulation located on the E-Gov 
website:  http://www.hhs.gov/travel/policies/index.html. Although policy is discussed throughout this 
workbook, it is not intended to be a comprehensive representation of travel policy. It is the responsibility of the 
traveler, preparer, and Approving Official to understand and adhere to the HHS travel policy.  

Please note that parts of this presentation, specifically the 'screen shots' of GovTrip, are the intellectual property 
of Northrop Grumman Mission Systems and are provided for training purposes only, and may not be 
disseminated outside of HHS. 

 

 

 

Who Should Use This Workbook? 

All authorized travelers and preparers who require a step-by-step guide to GovTrip. 

 

 

Learning Objectives: 

Upon successful completion of this course, the learner will be able to: 

1. Understand and apply the HHS Travel Policy.  
2. Understand the process flow of GovTrip. 
3. Create accurate Authorizations that comply with the travel policy and budgets. 
4. Create accurate and timely Vouchers for reimbursement. 
5. Cancel/edit/amend an Authorization. 

 

 

 

 

 

http://www.hhs.gov/travel/policies/index.html�
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What is GovTrip? 

GovTrip is a paperless end to end travel service that allows federal employees to electronically generate travel 
orders and complete reimbursement requests. GovTrip gives travelers and preparers the ability to create 
Authorizations, make reservations, and route travel requests for approval. Upon completion of travel, travelers 
can create a Voucher that is routed to the agency’s financial system for reimbursement. GovTrip is accessible 
via the internet at www.govtrip.com. 

 

 

Who uses GovTrip? 

All HHS employees are required to use GovTrip when booking travel. Any travel that is booked outside of 
GovTrip may be in violation of policy and is not guaranteed to be fully reimbursed.  

 

 

Process Flow of GovTrip: 

1) Traveler/Preparer creates an Authorization. 
2) GovTrip routes request to TMC (Travel Management Center-Omega) for reservations. 
3) Authorization is routed to agency’s Certifier for verification of funds. 
4) Authorization is routed to Approving Official (AO) for approval of travel orders and funds. 
5) Financial system obligated funds.  
6) Upon approval, TMC completes ticketing and sends itinerary to traveler.  
7) Upon completion of travel, traveler/preparer completes a Voucher for reimbursement of travel costs.  
8) GovTrip routes Voucher to Approving Official for approval. 
9) Funds are reimbursed to traveler or agency depending on method of reimbursement.  

 

 

  

http://www.govtrip.com/�
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Lesson 1: Logging into GovTrip: 

In order to use GovTrip for travel orders, a profile for each traveler must first be created in GovTrip by their 
local Federal Agency Travel Administrator (FATA). Check with your local FATA regarding the process for 
adding a profile to GovTrip. 

 

 

                                            

 

 

First time users will be asked to update their personal information on the Profile Validation screen. 

 

Notes: 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 

Log in to GovTrip using 
your username and 
password. Your Password 
should be easy to 
remember as a high 
number of calls to the help 
desk are password related. 

If this is your first time 
logging into GovTrip, click 
on “Create an account” to 
access GovTrip.  

This image of GovTrip is the intellectual property of Northrop Grumman Mission Systems.  It is provided for training purposes only and may not be disseminated outside of HHS. 
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Lesson 2: Authorizations     

An Authorization is a travel document that captures the “should cost” information about a Temporary Duty 
(TDY) trip and is used by the Approving Official and agency’s financial system to approve and appropriate 
funds for travel.  It is also routed to the TMC for booking reservations.                         

 

 

Step 1: Traveler Lookup 

If you are preparing an Authorization for someone other than yourself, you will need to locate the traveler in 
GovTrip first. Once the traveler is located any travel documents will be associated with the traveler. Skip this 
step if you are preparing a document for yourself. 

 

                                                           

  

 

                                                                              

  

 

                                                         

 

Click on “Traveler Lookup” to 
locate the traveler in GovTrip. 

Enter the first and last name of 
traveler and click “Search.” 

A results screen will appear 
which contains the name and 
Unique ID of the traveler. By 
clicking “Proceed” you can now 
create an Authorization for this 
traveler.  
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Step 2: Create New Authorization 
Once you have identified the traveler, you can begin the Authorization.  

 

                                           

 

 

 

Notes:____________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 

             

 
 

To begin an Authorization, 
click on “Create New 
Authorization” 

This list of documents 
represents Authorizations that 
have already been created for 
this traveler. 

Note the number for the 
GovTrip Help Desk and direct 
number for the TMC. 



HHS/PSC GovTrip Preparer Training Workbook May/2012 Page 6 
 Images of GovTrip are the intellectual property of Northrop Grumman Mission Systems.  They are provided for training purposes only and may not be disseminated outside of HHS. 

 

Step 3: Enter Basic Itinerary Information 
The Authorization begins with the basic trip information including dates, trip purpose, and any details that 
explain the reason for the trip. 

                      

                                                 

 

 

When choosing a Trip Type and Trip Purpose, it is important to select the correct entry. Choosing the incorrect 
type can negatively affect reporting. If “Conference Attendance” is chosen, you will be prompted to select the 
approved conference. If the conference is not in the drop down box, please see your FATA to have it entered 
into the system. It is HHS policy to select the correct trip type and purpose so that all travel can be accounted 
for appropriately. 

 

Notes:____________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 

Step 4: Determine your Temporary Duty Location(s) and Per Diem: 

Enter the date that you will 
begin travel. Click on the 
calendar icon to locate the 
date. Use the drop down 
box to identify your 
departure location. 

Repeat the above step for your 
return date. 

Click on the drop down box 
and choose the 
appropriate Trip Type. 

Click on the drop down box and 
choose the appropriate Trip 
Purpose. 

Type in any detailed information 
regarding your travel orders that 
will assist in the approval process. 
This information will be visible to all 
routing officials. 

When finished, click 
“Next Section.”  
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This screen allows you to identify the location of your trip. The dates are pre-populated from the previous page. 
When traveling to more than one TDY location, be sure to adjust the dates before beginning your search. Note 
that this screen also identifies your Per Diem for both the lodging and meals for this location. 

 

                                                 

 

If there is a second TDY location, adjust the dates above the search field and search for the second TDY. Both 
locations will be added to the Trip Summary in the right corner of the screen. 
If a TDY location in not found in GovTrip, use the “Select by TDY Location” tab and use the drop down to 
select the state and location. The Per Diem will be set to a standard national rate. 
 

 
 
 

 
 
Step 5: Select the Types of Reservations You Require 

Search for your TDY by using 
any of the 4 tabs. Enter the 
information and click “Search 
Location”. 

The results from your search 
will populate here. Click on 
the radio button next to the 
location to choose your actual 
TDY. Then click on “Add 
Selected Location”.  

The Per Diem for any TDY 
location is established by 
county and may be seasonal. 
This chart tells you the Per 
Diem for your TDY by date. 

When finished, click 
“Next Section.”  
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GovTrip gives you the option to see only the pages you need to complete your Authorization. Checking the 
correct boxes will cause GovTrip to skip over the unnecessary pages.  

 

                                                            

 

 

 
 
 
Once the preparer clicks on “Save and Proceed”, a document has now been created in GovTrip. It will be 
assigned a document name based on the traveler’s initials, TDY location and departure date. GovTrip will also 
generate a TA (Travel Authorization) number for the document which can be used to search for the document at 
a later date. Both of these will appear at the top of the screen above the navigation bar. 

 

 

 

Notes:____________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 

 

Step 6: Search and Select Flights 

Check the boxes next to each 
type of reservation you need 
for this authorization. 

Note that your selections will 
begin to populate in the Trip 
Summary. 

When finished, click 
“Next Section.”  
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If a flight is required for this trip enter the appropriate departure and arrival airports and conduct a search for the 
best times and rates. Airport selection should be based on best value, not necessarily the location to the 
traveler’s home or office. A cost comparison may be requested by the AO to verify that the best value is chosen.  

 

                                                     

 

 

 
 
All federal government employees are required to fly coach with the following exceptions: 

1) No coach class seats are available in a reasonable timeframe that allows the traveler to complete her/his 
mission. 

2) The traveler has specific medical requirements that have been pre-approved and are reflected on his/her 
profile.  

3) You are booking an international flight of more than 14 hours including layovers and your mission 
begins less than 24 hours after arrival. 

4) Your agency has determined that exceptional security circumstances require other-than-coach-class.  
5) Other exceptions as listed in the Federal Travel Regulation 301-10.123. 

 
Government employees are expected to be prudent with regards to travel expenses and should consider 
the lowest class of travel that meets their needs. 
 

Notes: 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 

Step 7: Price Flights 

If only one TDY was entered, 
GovTrip will default to 
roundtrip. If there is more 
than one TDY location, be 
sure to enter the correct 
dates below for each “one 
way” leg. 

Enter your departure and 
arrival locations by city or 
airport code. Verify departure 
and return dates.  

Click “Search Availability” to 
search for a list of flights.  
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The results of the search will populate with the flights from the chosen airports. However, this screen will give 
the preparer the option to identify the fares for all airports within the duty station and TDY. This screen also 
allows the preparer to search for fares from non contracted carriers if applicable.  
 

                                                                                                                                                     

                                               

                                                                                                                                                                                   

 
All federal employees are required to use the GSA contracted City Pair fares. City Pair fares are a negotiated 
rate between the federal government and specific carriers that can be booked at any time, incur no cancellation 
or change fees, and are not capacity controlled. Non-contract government fares must be pre-approved and can 
only be used in the following cases: 

1) Space on a contracted flight is not available in time for the traveler to complete his/her mission or the 
contracted flight would require an extra night lodging thereby increasing the total cost of the trip. 

 

2) The contract carrier’s flight times are inconsistent with your agencies policies regarding scheduling 
travel during normal working hours. 

A list of alternative airports and 
the corresponding prices will 
populate. Please verify that you 
have chosen the most cost 
effective route. This cost does not 
include taxes and fees. 

GovTrip defaults to the GSA 
Contracted Fares tab. Click on the 
Non-Contracted Government 
Fare tab to see alternative 
choices. Choose the flight(s) that 
you want to price by clicking “Add 
to Price List.” You may price up to 
10 flights.   

Click “Price 
Flights” to 
proceed. 
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3) A non-contracted carrier offers a fare that would result in a 40% total cost savings over the contracted 
fare.  

   

 

Step 8: Select Flight 
Once you have identified the best value based on time and cost, this screen allows you to select the flight. 

 

                                             

 

As part of the City Pair program, contract carriers often offer a special lower fare called GSA Capacity Limits. 
These seats follow the same rules as the City Pair fares and do not have any restrictions. GSA Capacity Limits 
should be chosen whenever possible. However, should a change be required, there is no guarantee that a 
Capacity Limit seat will be available on another flight.  

 

 

Notes:____________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________  

 

 

Step 9: Book Flight  

Click on the blue button to make 
your flight selection. This price 
includes taxes and fees and may 
also give you a choice of a 
discounted capacity-limited seat. 

Click “Select 
Flight(s)”.   
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Once you have selected the flight, you can make a seat selection request and enter the Method of Payment   
(MOP) and the Method of Reimbursement (MOR). Throughout the Authorization you will be asked to enter the 
MOP and MOR for each expense. These 2 items should always match.  

 

 

 

    

 

 

   

 

 

 

 

 

             

 

 

The Method of Payment for airfare defaults to the government travel charge card. Any employee who travels 5 
or more times per year is required to apply for a GOVCC. If the traveler does not have a GOVCC then airfare 
must be charged to the agency’s Centrally Billed Account (CBA). At no time can a traveler use their own 
personal credit card to book airfare.  

Notes: 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________   

 

Step 10: Verify Booking Status 

Choose your seat selection. 

Select the Method of 
Payment and the Method 
of Reimbursement.   

Enter the traveler frequent 
flyer number if available. 

 
 

 

Click “Save Selected Flight.” This will route 
the document to the TMC for booking. 



HHS/PSC GovTrip Preparer Training Workbook May/2012 Page 13 
 Images of GovTrip are the intellectual property of Northrop Grumman Mission Systems.  They are provided for training purposes only and may not be disseminated outside of HHS. 

 

Once you have completed your flight arrangements, the Booking Status screen will inform you that your 
reservations have either been booked successfully or that you have entered something incorrectly and need to go 
back to make the correction.  

 
                                                                

 

 

 

 

 

 

 

Note: 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
____________________________________________________________________________________ 

 

 

Step 11: Search for Lodging 

The flight selection will now 
be placed in a queue for 
booking once the 
document is signed. 

Verify your itinerary. Click 
“edit” if changes need to be 
made. 

Click “Proceed to 
Next Section.” 
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If lodging is required for the trip, enter the TDY location in the search screen and locate the Government 
Preferred hotels for that location. If there is more than one TDY, be sure to adjust the dates before each search. 

 

                                                             

 

 

The Government Preferred hotels have an agreement with GSA to offer “FedRooms” rates. FedRooms hotels 
are FEMA compliant, are always offered at Per Diem or less, and can be cancelled up until 4pm the day of 
arrival. FedRooms are not the same as Government Rates as these may incur a cancellation fee. FedRooms 
should always be the first consideration when travelling. 

Non-Government Preferred hotels can be searched under the “Other Lodging” tab. These can only be used in 
the event that no government preferred hotels are available or a specific hotel is not listed under Government 
Preferred.  

 

Notes: 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________  

Step 12: Select Lodging 

To search for lodging, enter the 
TDY location. For the best 
choices, it is recommended that 
you know the location of the 
temporary duty station and enter 
the ZIP code. 

Click “Search Accommodations.” 
The hotel choices will appear on 
the right. 

Click “Check Availability” to 
view rates. 
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Once you have chosen a hotel, this screen will identify the types of rooms and rates that are available for that 
time period. If there are no Fedrooms available, you will need to check other hotels before choosing a different 
type of rate. This screen will also allow you to enter the MOP and MOR.  

 

 

                                        

 

 

Enter the traveler’s hotel 
reward number if applicable. 

Note the Per Diem allowed 
for lodging is listed for the 
TDY location. 

Click the radio button next to 
the desired room type. 

Method of Payment should 
be GOVCC if available. 

Method of Reimbursement 
should always match the 
Method of Payment. 

Click “Save Selected Hotels” 
to add this to the itinerary. 
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Federal employees are required to choose rates at or below Per Diem. If no Per Diem room rate is available in 
any hotel at the TDY location, the traveler may request a higher rate. These “Actual Expense” rates cannot 
exceed 300% of Per Diem and must be pre-approved by the traveler’s Approving Official. 
 

Notes: 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________  

 

Step 13: Reserve a Rental Car 

If a car is required for this trip, the Rental Car screen will search for approved vendors within that TDY. The 
pickup and drop off dates and times will default to coincide with your flight.  

 

                                                        

 

 

 

 

 

 

Verify the dates and times of 
vehicle pick up and drop off. 

Click on “Same as Pick-Up 
Location” unless you are 
returning the car to another 
location.  

Click on “Search Rental Car 
Availability”. The list of rental 
car agencies will appear on 
the right. 

Click on “Select and 
Continue” to select car. 
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When booking a rental car in GovTrip, the Method of Payment will default to the charge card reflected in the 
traveler’s profile. Make sure the Method of Reimbursement matches the Method of Payment. Federal 
employees should use an economy class car and share cars whenever possible.                                                                       

A Government Administrative Rate Supplemental (GARS) of $5 should be added to every rental car which 
provides insurance for the traveler. There is no need for the traveler to purchase additional insurance on the 
rental car. However, it is the responsibility of the traveler to ensure that the GARS was added to the agreement 
upon pickup. 

Notes: 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________  

 

Step 14: Book Rail Travel 

Booking rail in GovTrip is slightly different than the other reservations as GovTrip does not interface with the 
rail system. Reservations will only be held for a short time and the tickets will be mailed directly to the traveler 
prior to departure. There are no prices listed in GovTrip so you will need to go to Amtrak.com to identify the 
cost of the trip. There are no contracted or government rates for rail.  

                                        

 

 

   

Enter the departure 
and arrival cities or 
stations. Note that 
this is one-way only. 
You will need to 
repeat this process 
for the return trip.  

Enter the departure 
date and time.  

Click “Search.” The 
available train times will 
appear on the right. 

Click on “Select 
Amtrak xxxx” to 
choose time.  

Amtrak tickets are only held for a 
limited time. Click on 
“Reservation Hold Time” to view. 
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Add the Method of 
Reimbursement for the rail 
ticket. If the GOVCC is used to 
purchase the ticket, enter the 
CVN number from the back of 
the card as well as the Zip Code 
of the traveler. 

Delivery information must be 
added to the comments. A hard 
copy of the ticket will be mailed 
to the traveler. 

Click “Save 
Selected Train” to 
book reservation.  
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Rail tickets must be purchased with the CBA or GOVCC. They cannot be purchased with a personal credit card. 
Travelers should book the lowest class of service available. Higher service fares and the use of Acela require 
pre-approval by the AO. Rail tickets must be purchased within 7 days of the reservation date. A hard copy of 
the ticket will be mailed to the traveler.  

 

Notes:____________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
________________________________________________________________________________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 15: Book Other Transportation 
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In the rare event that transportation must be booked outside of GovTrip, the fare must still be accounted for on 
the Authorization.  In addition to bus fare, air and rail fares booked outside of GovTrip should be added to the 
“Other Transportation” section of the Authorization. Booking air and rail outside of GovTrip should only be 
used in cases of emergency travel as requested by your AO. The rate for rail booked in GovTrip can also be 
added to this screen so that the traveler’s Authorization reflects the full price of the trip.  

                                                                           

 

 

Notes:____________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 

 

 

Step 16: Per Diem Entitlements 

Select the type of 
transportation the traveler 
requires, i.e. bus, ship. 

Enter the cost of the ticket. 

Enter the date of departure, 
the date the ticket was/will 
be issued, and the date it 
was ticketed.  

Enter the Method of Reimbursement. 

Click “Save”. 
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The Per Diem Entitlements screen provides a breakdown of the Per Diem allotted to the traveler for each day of 
the trip. Note that the Meals and Incidental Expenses (M&IE) are reduced to 75% on the first and last day of 
travel.  Additionally, any meals provided by the TDY event should be eliminated from the Per Diem 
Entitlements by clicking “Edit All” and editing the next screen.  

 

 

                                               

 

 

Enter the MOR for each type 
of Per Diem. Lodging should 
always be on a GOVCC if 
available.  

Any meals that are provided 
should be deducted from the 
Per Diem by placing an X in 
the box. 

  
 Per Diem should also be 
adjusted if any leave is taken 
during this time or if lodging 
expenses are above the Per 
Diem. Check the appropriate 
box to edit the Per Diem. 

Click “Save These Entitlements” to 
make the changes. 

  

If lodging cost is above or 
below Per Diem, check the 
“Lodging” box and enter the 
amount here.  
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When leave is taken during a traveler’s TDY trip, it must be accounted for on the Authorization. No Per Diem 
will be allotted during leave. Any expense incurred during leave days are the sole responsibility of the traveler. 
Check with your OPDIV to verify the policy regarding taking leave during official travel. 

 

Notes: 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 

 

 

Step 17: Enter Non-Mileage Expenses 

Travelers may expense non-mileage items such as parking, taxis, business phone calls, etc. These are a “best 
estimate” expense for budgeting purposes. The actual expense will be added after the completion of travel. The 
TMC fee from Omega and the TAV fee from GovTrip are automatically added to this screen. 

 

                             

  

 

 

Step 18: Entering Mileage Expenses 

Enter the number of 
expenses. 

Enter the type, 
amount, date, and 
MOR (which should 
match the MOP.) 

The non-mileage 
expenses will 
populate here.  

When all of the expenses 
have been added, click “Save 
Expense.” 
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Travelers may expense mileage costs during their trip. This includes mileage to and from the airport as well as 
mileage to the TDY if the traveler chooses to drive. This does not include mileage from a rental car as that is 
included in the rental car expense.  

 

 

                                  

 

 

 

 

 

 

Notes:____________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
____________________________________________________________________________________ 

 

 

Step 19: Add Accounting Codes 

Enter the number of 
expenses. 

Enter the expense 
type, date, and MOR 
(this should always 
be Personal for 
Mileage expenses.) 

Enter the number of 
miles. GovTrip will 
calculate the cost. 

When all of the expenses have 
been added, click “Save 
Expense.” 

The mileage expenses will 
populate here.  



HHS/PSC GovTrip Preparer Training Workbook May/2012 Page 24 
 Images of GovTrip are the intellectual property of Northrop Grumman Mission Systems.  They are provided for training purposes only and may not be disseminated outside of HHS. 

 

All organizations within the federal government have accounting codes known as Lines of Accounting (LOA) 
or Common Account Numbers (CANs). Many organizations have more than one. Travelers must have an LOA 
that authorizes funds for travel. Check with your FATA if you are unsure as to which LOA to use. Additionally, 
each LOA must be associated with an Object Class that identifies the trip purpose. More than one Accounting 
Code can be assigned to a trip and the funds can be divided between them.  

 

 

                                          

 

                                                    

   

 

Click on the drop 
down box and 
choose the Line of 
Accounting (LOA) for 
your OPDIV. Click 
“Select LOA.” 

Click on view/edit 
under the Object 
Class and the screen 
below will appear.  

Click on the drop 
down box to choose 
the description. 

Click on “select” next to 
the appropriate Object 
Class.  
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Step 20: Non-ATM Advances 

A traveler may have a need for a cash advance in order to cover the cost of travel. An advance is usually limited 
to travelers without a GOVCC or travelers who have specific travel circumstances. Advances must be pre-
authorized. Advances are usually in the amount of 60% of the total reimbursable expense but agencies may set 
different amounts. An Authorization that contains a request for an advance should be submitted at least 30 days 
in advance of travel. Not all OPDIVs offer advances to their employees and advances will not be approved for 
travelers who refuse to apply for or have shown past misuse of a GOVCC. 

 

                                        

 

 

 

 

 

 

Click on the drop down 
box to select the 
Accounting Label for 
this advance. 

Note the maximum 
amount of the advance.  

If an additional LOA is added, 
click on “Allocate Expenses” 
and select a percentage for 
each LOA. 
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Notes:____________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 

 

 

Step 21: Fax or Upload Receipts and Documents 

Receipts and other types of documentation can be uploaded into GovTrip and attached to the Authorization by 
using the scan and upload or fax methods. Although most receipts will not be available until after travel, any 
attached documents will automatically carry over to the Voucher for reimbursement. Check with your local 
FATA to find out if there is specific documentation that is required by your agency. 

 

                                                

 

 

 

To fax documents to GovTrip, 
click on “Print Fax Cover 
Sheet” and print the page as 
shown below.  

Fax the cover sheet and 
documents to the number on 
the cover sheet. The 
document will appear at the 
bottom of the screen. 

To upload documents, scan 
them to your hard drive, click 
on “Browse” and locate the 
document. Click “Upload.” 
The file will appear at the 
bottom on the screen.  
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Step 22: Preview Trip 

The bar code on the fax cover 
sheet is specific to the 
attached documents. Be sure 
to print a different cover 
sheet for each fax submission. 
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The Preview Trip screen allows the traveler or preparer to view the entire Authorization before signing. The 
traveler can confirm and edit data, as well as provide comments for the AO or the TMC. 

 

                                     

 

Step 23: Pre-Audit Trip 

Any part of the travel 
order can be changed 
by clicking “edit.” 

Comments can be 
added for the TMC, 
however, these 
comments will incur 
an additional fee.  
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Any items that are considered outside the normal travel standards will be flagged and the traveler or preparer is 
required to provide a justification for the AO. 

 

 

                                        

 

Notes: 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 

 

 

 

 

 

 

 

Step 24: Digital Signature 

The final step in creating an Authorization is to digitally sign the document to begin its routing process. The 
Digital Signature page also provides anytime access to see the status of the document.  

Enter any justification 
for the AO. 
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Notes: 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 

 

 

 

Step 25: Stamp Process 

By clicking “Save and Continue”, the traveler or preparer is acknowledging that this is a legally signed 
document.  

Use the drop down box to 
choose “Signed” to finalize 
the document.  

Add any additional 
remarks that your AO 
requires to approve 
the document. 

Click on “Submit 
Completed Document” 
to begin the routing 
process.  
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Notes: 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 

 

 

Congratulations! You have successfully created an Authorization. 

 

 

 

 

 

 

Lesson 3: Vouchers 

A Voucher is a travel document that contains the “actual expenses” incurred during the trip. Vouchers are pre-
populated with information that was entered into the Authorization. Any changes to the dates or expenses 

Click “Save and Continue”  
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associated with a trip must be updated on the Voucher. It is from the Voucher that the traveler and/or the 
GOVCC will be reimbursed for expenses. The Voucher must be submitted within 5 days of return from travel. 

 

 

Step 1: Create a new Voucher 

As with the Authorization, if you are preparing a Voucher for someone other than yourself, be sure to use the 
Traveler Lookup tool to identify the correct traveler before you begin. See page 4 for instructions. Once you 
have identified the traveler, you can begin to create a Voucher. 

                                  

 

 

 

 

 

 

 

 

 

 

From the home screen 
in GovTrip, click on the 
Voucher tab. 

This list of documents 
represents Vouchers 
that have already been 
created for this traveler. 

To begin a new Voucher, 
click “Create a Voucher.” 
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Step 2: Trip Overview 

If a trip was shortened or extended from the original dates on the Authorization, use the Trip Overview screen 
to update the dates.  

 

                                                  

 

 

 

 

 

 

Notes: 
__________________________________________________________________________________________

A list of Authorizations will 
populate. Choose the 
appropriate Authorization 
for which the traveler will 
be reimbursed and click 
“Create” 

Verify that the dates are still 
accurate. If changes need to be 
made, click on the calendar icons 
to change the dates. 

If the traveler added a second 
TDY location to the trip, click on 
“Add Per Diem Location” to add 
the location and associated Per 
Diems.  

If changes have been made, 
click “Save Changes.”  
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__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 

 

Step 3: Update Flight info  

Any changes to a traveler’s flight during their trip should be arranged through the TMC. TMC will update the 
Authorization which will automatically pre-populate on the Voucher. In the event that an extra air charge of any 
type needs to be accounted for, enter the information in “Other Transportation.” Use the blue navigation bar to 
access Other Transportation. 

 

                                                                    

                                                   

                                                      

Notes: 
__________________________________________________________________________________________
__________________________________________________________________________________________

Click “Save.”  

Select the “Other 
Transportation” type.  

Enter the cost, dates, 
and MOR.  
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__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 

 

Step 4: Update Lodging and M&IE 

The preparer can update both the Lodging and the Meals & Incidental Expenses on the Per Diem Entitlements 
screen which can be accessed by using the blue navigation bar. Do not add hotels taxes to this screen. Those 
will be added to the Non-Mileage Expenses page.                            

                                                                 

                                    

 

 

 

Note the current expenses as 
reflected in the Authorization. 
One or all of these dates can be 
changed.  

To make changes to all of the 
dates click “Edit All.” For just 
one date, click “Edit” next to 
the appropriate date.  
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The traveler will be reimbursed for only the amount listed in the Per Diem Entitlements for lodging. If lodging 
charges were different from the Per Diem, check the “Actual Lodging” box. Charges cannot exceed 300% of 
Per Diem. Request for Actual Expenses to exceed the Per Diem amount must be approved in advance and will 
only be approved in limited circumstances.  

If the traveler chooses to take annual leave during the trip this must be accounted for by checking the “Leave” 
box above. The page will refresh to show no Per Diem for days of leave. 

 

Notes: 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 

 

 

Update the lodging cost 
if needed.  

Be sure that the MOR for 
the lodging matches the 
MOP. The MOR for M&IE 
should always be 
Personal.  

If any meals were 
provided during the trip, 
place an x in the box 
next to the meal type. 

If lodging charges were 
different than the Per 
Diem, check the “Actual 
Lodging” box.  Click “Save These 

Entitlements.” 



HHS/PSC GovTrip Preparer Training Workbook May/2012 Page 37 
 Images of GovTrip are the intellectual property of Northrop Grumman Mission Systems.  They are provided for training purposes only and may not be disseminated outside of HHS. 

 

Step 5: Update Rental Car 

Car rentals that were part of the original Authorization will be pre-populated on the Voucher. Changes should 
be made in the Rental Car screen. If for some reason the traveler rented a car during the trip it can be added to 
the Non-Mileage Expenses screen.  

 

                                                                

                                                                          

 

Notes: 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 

 

 

Update the cost and MOR. 

Click “Save Selected Car.” 
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Step 6: Update Train Travel 

Any changes to a traveler’s rail ticket during their trip should be arranged through the TMC. The TMC will 
update the Authorization which will automatically pre-populate on the Voucher. In the event that an extra rail 
charge of any type needs to be accounted for, enter the information in “Other Transportation.” Use the blue 
navigation bar to access Other Transportation. 

 

 

                                       

                                               

 

 

 

 

 

Step 7: Update Other Transportation 

Select the Expense Type.  

Click “Save.” 

Enter the ticket value, 
departure date, ticket 
date, and MOR. 
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Any additional transportation that was booked outside of GovTrip must be entered in the Other Transportation 
screen for reimbursement.  

 

                                                                    

 

 

 

 

Notes: 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 

 

Step 8: Update Non-Mileage Expenses 

Add the type of transportation. 

Add the cost of transportation. 

Add the dates of transportation. 

Add the appropriate MOR. 

Click “Save.” 
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Expenses such as parking, taxis, and tolls can be added or updated in this screen. Additionally, hotel taxes and 
tips should be added here. Tips of up to 15% will be reimbursed. Anything over 15% is the responsibility of the 
traveler. Tips for hotel maids and porters are not reimbursable as they are considered part of M&IE. 

 

                                                                                                                  

 

 

 

Notes: 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 

 

 

 

Step 9: Update Mileage Expenses 

Expenses that were included in 
the Authorization appear here 
and can be changed by clicking 
“Edit” or “Remove.” 

Select the Expense Type. If 
the expense is not pre-
populated click on “Enter 
your expense type” and 
manually enter the 
expense. 

Add the cost, date, and MOR. 

Click “Save Expenses”. 
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The traveler is entitled to expense any miles traveled in their personal vehicle during their trip. This includes 
mileage from their residence to the airport or TDY location. They do not need to subtract out their mileage 
traveled during their normal commute. 

 

                                           

 

 

 

 

 

 

 

Notes: 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 

 

 

 

Step 10: Verify/Correct Accounting Codes 

Expenses that were included in 
the Authorization appear here 
and can be changed by clicking 
“Edit” or “Remove.” 

Choose the Expense Type, 
date, and MOR. 

Enter the number of miles. The 
system will calculate the cost. 

Click “Save Expenses.” 
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The Accounting Code that was used in the Authorization is reflected here. It is rare that the preparer will need 
to change the LOA on the Voucher. If a change needs to be made, contact your local FATA.  

                                                               

 

 

 

                                                                            

Notes: 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 

 

 

 

 

Step 11: Add Documents and Receipts 

If an additional Line of 
Accounting is needed, use 
the drop down box to select 
the LOA. Click “Select LOA.” 

If you need to change the 
LOA that was chosen in the 
Authorization, click 
“view/edit > remove.” 
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Receipts and other types of documentation must be uploaded into GovTrip and attached to the Voucher by 
using the scan and upload or fax methods. Some documents may have been uploaded to the Authorization and 
have carried over. At a minimum, all airline, hotel, rail, personal or business phone calls, laundry, dry cleaning 
and receipts of $75 or more must be attached. Check with your local FATA to find out if there is specific 
documentation that is required by your agency. 

 

                                                

 

 

 

                                                

 

Step 12: Preview Trip 

To fax receipts, click on “Print 
Fax Cover Sheet” and print 
the page as shown below.  

The bar code on the fax cover 
sheet is specific to the 
attached receipts. Be sure to 
print a different cover sheet 
for each fax submission. 

Fax the cover sheet and 
receipts to the number on the 
cover sheet. The document 
will appear at the bottom of 
the screen. 

To upload receipts, scan 
receipts to your hard drive, 
click on “Browse” and located 
receipts. Click “Upload.” The 
file will appear at the bottom 
on the screen.  
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The Preview Trip screen allows the traveler or preparer to view the entire Voucher before signing. The traveler 
can confirm and edit data, as well as provide comments for the AO. This page also shows the total 
reimbursement to both the traveler and the GOVCC. 

 

                          

 

Step 13: Payment Totals 

To view a breakdown of the 
payment reimbursements, 
click “View Payment Totals.” 
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The Payment Totals screen allows the traveler to view the disbursement of funds.  

                     

 

 

Step 13: Pre-Audit Flags 

Any items that are considered outside the normal travel standards will be flagged and the traveler or preparer is 
required to provide a justification for the AO. 

 

 

 

 

 

Step 14: Digital Signature 

Enter any justification 
for the AO. 
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Unlike the Authorization, a Preparer cannot sign the Voucher for the Traveler. The Traveler must review the 
Voucher and digitally sign the document. 

 

                                                   

 

 

 

                            

 

 

Congratulations! You have successfully completed a Voucher! 

 

 

 

  

 

Choose “Signed” from the drop 
down box. If you are a preparer 
choose “Voucher Prepared” and 
the document will be routed to 
the traveler for signature.  

Add any additional 
remarks that your AO 
requires to approve 
the document. 

Click “Submit Completed 
Document” to begin the 
routing process. 
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Lesson 4: Local Vouchers 

A local voucher is a document used to claim reimbursement for miscellaneous expenses incurred by a traveler 
within the local travel area. Local travel is considered anything within 50 miles of the traveler’s residence or 
office. Per Diem cannot be claimed on a local voucher as no overnight stay is required. There is no 
Authorization associated with a Local Voucher. Local Vouchers can contain multiple expenses and should not 
be submitted more than once per month.  

Travelers within the local area (within 50 miles) may request Per Diem if all of the following criteria are met: 

1) The agency had no input into the site selection.  
2) The assignment will last at least 4 consecutive days and will require at least 9 ½ hours work each day. 
3) It is clearly within the Government’s interest and its mission to permit the employee to stay overnight. 
4) The employee would be required to drive at least 80 miles each way from his/her residence to the TDY. 
5) Significant safety issues are raised by the amount of work and amount of driving required of the 

employee. 

 

 

 

Step 1: Create a Local Voucher 

As with the Authorization, if you are preparing a Local Voucher for someone other than yourself, use the 
Traveler Lookup tool first. See page 4 for instructions. Once you have identified the traveler, you may create a 
Local Voucher. 

 

                                  

 

 

 

From the GovTrip home page, 
click on “Local Voucher.” 

This list of documents 
represents Local Vouchers 
that have already been 
created for this traveler. 

To begin, click on “Create a 
Local Voucher.” 
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Step 2: Enter the Local Voucher Date 

The date of the Local Voucher must reflect the day the first expense was incurred.  

 

                                        

 

 

 

 

 

 

 

Notes: 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 

 

 

 

 

 

 

 

Use the drop down box to 
select the date and click “OK.” 
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Step 3: Add Non-Mileage Expenses 

Non-mileage expenses for local travel can include a rental car, taxis, parking, tolls, etc.  As the GOVCC cannot 
be used while on local travel, the MOP and MOR should always be Personal. 

 

                                                                 

 

 

                                      

 

 

Notes_____________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 

 

Step 4: Add Mileage Expenses 

Enter the number of expense 
items. 

Enter the expense type, 
description, cost, dates 
and MOR. 

Click “Save Expenses.” 

Each item will appear in 
the Expense Summary. 



HHS/PSC GovTrip Preparer Training Workbook May/2012 Page 50 
 Images of GovTrip are the intellectual property of Northrop Grumman Mission Systems.  They are provided for training purposes only and may not be disseminated outside of HHS. 

 

Travelers will be reimbursed for the number of miles traveled in their personal vehicle minus their normal daily 
commute.  

 

                                   

 

 

 

 

 

 

 

 

Notes_____________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 

 

 

 

 

Step 5: Add Accounting Codes  

Enter the number of 
expense items. 

Enter the expense type, 
cost, and MOR. 

Each item will appear in 
the Expense Summary. Enter the number of 

miles traveled minus the 
normal commute. 
GovTrip will calculate the 
cost. 

Click “Save Expenses.” 
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It is important that the Accounting Codes are correct so that funds can be charged appropriately. More than one 
Accounting Code can be assigned to local travel and the funds can be divided between them. Check with your 
budget office, FATA, or AO if you are unsure which code to use. 

 

 

                                                       

 

                                                      

 

 

 

Step 6: Add Document and Receipts 

Click on the drop 
down box and select 
the Line of 
Accounting (LOA) for 
your OPDIV.  

Click on view/edit 
under the Object 
Class and the screen 
below will appear.  

Click on “select” next to 
the appropriate Object 
Class.  

Click on the drop 
down box to choose 
the description. 
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Receipts and other types of documentation must be uploaded into GovTrip and attached to the Local Voucher 
by using the scan and upload or fax methods. At a minimum, all rental car, taxis, and receipts of $75 or more 
must be attached to the Local Voucher. Check with your local FATA to find out if there is specific 
documentation that is required by your agency. 

 

 

                                      

 

                                      

 

 

 

Step 7: Add Comments for the Approving Official 

To fax receipts, click on “Print 
Fax Cover Sheet” and print 
the page as shown below.  

Fax the cover sheet and 
receipts to the number on the 
cover sheet. The document 
will appear at the bottom of 
the screen. 

To upload receipts, scan receipts to 
your hard drive, click on “Browse” 
and located receipts. Click “Upload.” 
The file will appear at the bottom on 
the screen.  

The bar code on the fax cover 
sheet is specific to the 
attached receipts. Be sure to 
print a different cover sheet 
for each fax submission. 
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Notes_____________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 

 

 

 

Step 8: Preview Local Trip  

If necessary, add any 
comments for you AO to 
review in order to approve 
reimbursement.   

Click “Save Comments and 
Proceed to Trip Preview.” 
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The Preview Trip screen allows the traveler or preparer to view the entire Local Voucher before signing. The 
traveler can confirm and edit data, as well as provide comments for the AO. 

 

                      

Step 9: Pre Audit Trip 

Any items that are considered outside the normal travel standards will be flagged and the traveler or preparer is 
required to provide a justification for the AO. 

Add comments for the 
Approving Official 
here.   

Click here to edit any 
of the expenses.  

The full reimbursement for 
the local voucher should go 
to traveler as the GOVCC 
cannot be used for local 
travel.  
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Step 11: Digital Signature 

Unlike the Authorization, a preparer cannot sign the Local Voucher for the traveler. The traveler must review 
and digitally sign the document. 

 

                                               

 

 

 

 

Choose “signed” from the drop down 
box. If you are a preparer choose 
“Voucher Prepared” which will route 
the document to the traveler for 
signature. 

Add any additional 
remarks that your AO 
requires to approve 
the document. 

Click “Submit Completed 
Document” to begin the 
routing process. 
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Congratulations! You have successfully completed a Local Voucher! 

 

 

 

 

 

 

 

 

Notes_____________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
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