Early Ticketing

Because the MWA and the Management Units are conscious of the ever rising price of airfare,
the fund holder (RL), in agreement with the traveler, authorizes restricted airline tickets to be
purchased. In most cases the restricted airfare must be paid for well in advance of

departure.

When airfare is charged to the Corporate Billing Account (CBA), two authorizations have been
used to process the travel which allows a voucher to be processed for airfare. To do this, one
authorization lists the airfare, TMC fee, and TAV fee only. The other authorization lists the
general expense, per diem, and another TAV fee. To connect both documents, the associated
authorization number is listed in the Trip Details section. A voucher is created on the airfare
authorization in the same month the airfare is issued. The expense voucher is created after the
trip.

When airfare is charged early to the Individual Billing Account (IBA), the traveler must agree to
pay their travel card charges prior to the trip to prevent delinquency.

The following instructions, if followed closely, will allow an interim voucher to be processed
immediately, the additional work involved in creating a second authorization will not be
necessary, and the traveler will not be required to use personal funds to pay the travel card
prior to travel.

Aslong astheticket hasNOT been issued, the Arranger can amend the Authorization and
change the advanceticketing date.

1. Inthe authorization, make sure the ticket date is changed to the early date on the Trip
Summary (screen prints 1, 2, 3).

Change the ticket date on the signature page (screen print 4).

Authorization is stamped Signed, and Approved.

Create the interim voucher (screen print 5)

Check the Preview Screen Running Totals (screen print 6)
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Change the Authorization for early ticketing airfare.

1. Change the ticketing date in the Authorization --

After making all of your air selections, select the "edit" links in the “Air” section of the reservation module.
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weeks later. (Ex: Ticket issued 5/11, due on USBank account on 6/28)

If the ticket is issued after the 10th of the month, it will not be due on the USBank account until 5- 6
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2. Select the “Change Ticket Data” for each flight segment.
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3. Change the “Ticket Date” to today’s date....or the date you want the ticket issued.
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4. Signature Page: “Advance Ticketing Date” should be changed to today’s date....or date you want the
ticket issued. Stamp the document “Signed” by selecting the “Submit this Document” drop down button.
Route the document and have the Approving Official approve it.
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5. VOUCHER: The day after the Authorization is approved, AND the ticket has been issued, navigate to
"Vouchers from Authorizations/Orders" and select the create new voucher link.

The Interim Voucher link should appear (1). Select the “Interim” link and enter today’s date
in the pop-up box and click the “OK” button (2).
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The interim button automatically appears when:
1. The voucher spans 14 days from beginning to end of travel.
2. Expenses have been incurred already.
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6. Interim Voucher - Preview Screen - Running Total page. Each time a voucher is processed the $ gets larger.
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	p262 text box: If the ticket is issued after the 10th of the month, it will not be due on the USBank account until 5- 6
weeks later.  (Ex:  Ticket issued 5/11, due on USBank account on 6/28)
	p266 text box: The interim button automatically appears when:
1.  The voucher spans 14 days from beginning to end of travel.
2.  Expenses have been incurred already.
	warning box: WARNING:
Even if SATO put the early ticket date into the legs, you must go into the legs and type over the date with the early ticket date.
	Signature Page Warning: WARNING:

Even if SATO plugged in the advance ticketing date, you must type OVER THE TOP of that date and stamp the authorization SIGNED.


