Agricultural Research Service Travel Information System (ATIS)
Conferences Quick Start Guide

The Agricultural Research Service Travel Information System (ATIS) formally the Foreign Travel
Information System has been updated to now allow for the tracking of attendance at
conferences and meetings in addition to foreign travel for all of REE.

Quick Start Guide Topics

1) Accessing ATIS
2) Adding Attendees to a Conference

3) Conferences Pending Approval — “Status Screen”

4) Searching for an Approved Conference in the Active Screen

5) Viewing Current Meeting and Conference Records

6) Creating Reports

7) Accessing the Meetings and Conferences Dashboard

Accessing ATIS

To enter the ATIS system (use Internet Explorer), from the main ARIS splash screen, select the
ATIS icon.

To go back to the home page, you have to cancel out by clicking X or click on File and Exit.
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After clicking the ATIS icon on the main menu you should get a Security Level screen. Pick the



level of the organization that you want to work with. For example, below | can select
2000-00-00'".

Please Select Security Level/Modecode

Flil:|Research Doc%

Subsystem i ModeCode

_ 2000-00-00
Research Doc  FTIS_PSA 3000-00-00
Research Doc FTIS_PSA 5000-00-00
Research Doc  FTIS PSA 5030-00-00

Security Level/Modecode/Orgcode selection

You will then see the ATIS splash screen (see below):
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Active: All records that have been completed and approved — Approved Conferences
Status: All records that are currently in process, at any level. — Conferences Pending Approval
Work: All working records that have not been released for processing from your work file.
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Adding Attendees to a Conference

To add attendees to a conference, select the conference from the Conferences List screen
in the Work tab and then select the Attendee tab.
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Blank Add Attendee screen

The attendee’s name must be selected by clicking on the Add Attendee - REE or Add Attendee - Non-
REE button. A query screen is displayed.

ABBOTT, ANGELIQUE L
ABDEL-HALEEM, HUSSEIN A
ABERNATHY, JASON W
ABOLENCIA, SYLVIAD

ABRAMS, ADELAINE E
ADAIR, NANCI L
ADDINGTON, HANNAH L
ADKINS, YURIKO C
ADKISSON, EIKO
AGUILERA, MARIO R
AHMAD, MANAR A




Attendee Name Search

Scroll down the list to find the correct attendee or use the letters in the alphabet search or
search for the employee by using the “Find” option (e.g., %adams%). Once the employee is
located, click on the name. The system will automatically insert the attendee’s personnel
information.

Unpopulated fields with an * are mandatory, such as last name, first name, duty station,
position title, etc. List of Values or LOVs (= button) and search capabilities ( 2 button) are
available wherever you see these symbols.

o Complete all mandatory fields in the Attendee Form: Purpose of Attendance, Purpose
description, National Program (select from codes) if applicable, dates and time.

o Indicate whether the Attendee is in the local commuting area of the conference. If so, the
local participant box must be selected to remove the TDY travel expense fields.

o Airfare, Local Travel Expenses, Miscellaneous Expenses, Rental Car, Registration Fees,
and Soft Funds are all required fields. Enter zero (0) if any of the travel expenses will not
be incurred.

When data entry is complete, click the Save button.

If you're unable to locate a person by using the steps above, you’ll need to manually add
them.

Exit (ATIS) Conference using File and Exit. Next, select Reference Tables and Non-REE
Travelers Table.
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Next, enter the Name and Social Security Number (may be fake info, if unavailable) and Save.
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Conferences Pending Approval — “Status Screen”

All conferences that require approval are shown on the Status screen. These conferences
and their details can be viewed under Status from the main ATIS screen and Conferences.
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Status for Conferences

Conferences waiting for approval will allow for attendee information to be modified but attendees cannot
be added.

NOTE: If Total Costs < $20,000 then No Approval is Required, and conference is moved directly to the
Active screen.
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Searching for an Approved Conference in the Active Screen

Select Action, Query Screen from the menu bar. Enter the information on the query screen
to obtain the domestic conference you would like to display. Select the Execute Query icon
and a listing will be displayed for all domestic conferences that meet the search criteria.

Viewing Current Meeting and Conference Records

To display the current listing of domestic and international meetings, select Reference Tables
from the main ATIS screen and Meeting and Conference Records.
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To search for a specific meeting, year, or other criteria, select the Query icon or Action, Query
Screen and a Query screen will be displayed. Ensure that the Domestic or International field
is blank.
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Creating Reports

The following reports are available:

e List of Conferences by FY
View a listing of all conferences in a Fiscal Year within the Work screen by selecting the
Prints menu option and then List of Conferences by FY.

This report is also available under the Reference Tables menu option from the
main ATIS screen. Select Meeting and Conference Records, Prints, and then List
of Meetings and Conferences by FY.
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Accessing the Meetings and Conferences Dashboard

View the Meetings and Conferences Dashboard under the Reference Tables menu option from
the main ATIS screen.
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