FTIS - Work Record Entry FTIS - Chapter 14 is located on AXON

1. Click on FTIS box

User D |WHERNICK

Apricultural Research Information System

—
POST DOCTORAL

Record: 111
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Click on Add a trip

& Agricultural Research Service - ARS

File Edit Action Record Prints Help
SR (a4 Bl D )
E_R_l_ﬁ Foreign Travel Records
I8 rraverer [maLONE |roBERT |w BeginDate [11/17/2007 EndDate [12/07/2007 I,::el 2007
List { Travellnfo ~ TripLegs  Signatures
Traveler's Hame(LastFirstMl}  Travel ¥r | Begin Date | EndDate | Modecode | PrtSt| ActCd | HPSRev
T [maLonE [ROBERT [w] [z007 [11/17/2007)[12/07/2007) [ae(2s5[1s5[os W] [ ] =)
[ |zipLER [EDWARD [77 [2007 [o9/11/2007 [09/14/2z007 [36(2z(15fo0 W [N M
I [SCHOMENERUCH|HOLGER [67 [2007 [09/z3/2007 [Doszo/zo07 [3efzs(3ofz0 W [w M
I [zuELKE [KURT [+ (2007 [0m/04s2007 [oo/o08/z007 [s6(z5f3ofio [w (w M
| \ I | HERBNEREEE
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]| \ LT [ o o o o
| [ LTI | Crrro o -
| \ LTI [ BEEERNE RN R
] \ \ [ 0o o O
r [ [ I I I
| I (] [ 7 o 0 Ce
Delete Trip | Multiple Approval |
Recnrd: 154 <050

3. Start filling out the tabs.

Travel Info Tab
a. Begin dates
b. Traveler Name
c. Title, phone
d. Mode code, project number (CRIS) and accounting used
e. Comments field:
"1 Annual Leave dates
[l Iftraveler is visiting several cities in one country, create ONE trip leg per
country and list cities and dates and brief reason for being in the city.
"1 However, if there are multiple meetings or multiple sponsors, each meeting,
each sponsor requires a separate trip leg.
"1 Do not duplicate information placed in any other field.

I T I T DL LN v L )]
_[II_§ Foreign Travel Records A
FEIN rpeter [ | | Begin Date | End Date | :,::'re' 2007
List Trave\lmfnl Trip Legs
*Traveler's Hame
(LastFirstML,Suffix) | [ ARS| Hon Govt *Travel Year [2007
Title | *Phane |
C “Duty Station [FEORTL, IL
Modecode [36 [ [ 2] *Project Ho (3501 (88888 (001 (00D (2]
*Accounting Code (000 (0000|000 Location Priority 0000 Area Priority |0000

Passport Ho. (000000000 2]
Comments E -
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Trip Legs Tab

List Travel Infg

Leg Code Beqin Date’ Td Date Country Primary OSEC Data
[ loss2ese013  [oerze/z013  [cammpa [~ |
[0 [] -+
[ | [ [ C
[0 [ [ [ b
[0 [ [ [ C
0T | [ ] £
[ [ [ [ b
[ [ [ [ C
[ | [ [ C
[ [ [ [ b
O [ [ [ =] 8
[0 [ [ C g
Detals | AddLeg | Delete Leg |
Add Leg

Create ONE trip leg per country in which official business is conducted. Do not create a leg for
transit. If there are TWO Sponsors for one country or they are attending TWO meetings in the

country, then TWO trip legs for the one country will need to be created.

When the Leg is added, fill out the Details of each Leg.

Details of Leg

20 Trip Leq Details /0]

Leg Code [! Travel Year 2014 *Primary Purpose *City |I-Ianchester

*Country [ENGLAND z]
*Beqgin Date |07,/01/2014 *End Date |07,/04,/2014 Duration (0004 days
Purpose
’Purpose|Present Paper at International Meeting ll
*Fund Source |Payment in kind or funds from Non-Government Sources ll

-

*Purpose |present lecture "Location, Location, Location, and

EEE Genetics! The Ionome is a Sensitive Indicator of a =
Est. Agy Cost £B68
international Heeting International meeting —
Intl Meeting No (0277 2| ttend f 3 g
Title |Society for Experimental Biology atten e.eS om 5 Or more
Begin Date |07,/01/2014 End Date [07,/04/2014 countries.
Contrib Organ [gniversity of Nottingham
Organization Type |Foreign University 2] Contributed Travel
Funds Contributed $4,500 Est LegCost $5,365  Action Section
Save Cancel
LEG — Dates

Enter the dates for this portion of travel. Do not overlap dates on two legs

23




LEG — Purpose
If International Meeting is chosen, a meeting number must be added to FTIS.

LEG — Purpose Narrative — TRAVELER’s BENEFIT/GAIN
This section needs to explain what the traveler will GAIN or LEARN from this trip. The lecture
title is placed at the end of this section, if space, or in Remarks section.

LEG — International Meeting
If the traveler is attending an international meeting (scientific public is invited), make a request
via AFMCSP (Travel Portal) to have the meeting added to FTIS. Provide:

a. The official name of the meeting (no acronyms)

b. The official dates of the meeting

c. The city/state/country

d. The website if available

LEG — Contributing Organization
Enter the name of the outside funds sponsor and use accurate estimates for funds contributed.
The record will be returned if this section is not completed.

Funding Source Text:
e | — ARS appropriated funds

e 2 — Reimbursements from other USDA agencies When the Work
¢ 3 — Reimbursements from other federal agencies Record has been
e 4 —Payment in kind or funds from non-government sources signed at the location
e 5 —PASA funds (aid projects) and needs to be edited,
Contributing Organization Table it must be returned
e 1 - Other USDA agency from the level the
2 — Other federal government agency document is waiting
3 — Foreign government organization for approval.

4 — International organization/association

5 — Foreign university

6 — American university

7 — American non-profit organization/association
8 — Personal funds

9 — For profit organization/association

Purpose Text

AMENDMENT:

If the Work Record is
approved, open the
document in Active
and create a Work
Record for the

e | — Present paper at international meeting document.
e 2 — Attend international meeting without presenting paper

e 3 —Training

e 4 — Support ARS research program

e 5 —Travel of foreign based personnel to support ARS programs

e 6 — Support other USDA agency

e 7 — Support other federal agency

e 8 — Requested by non-government organization (presenter, chair, etc)

e 9 —Requested by international organization (presenter, chair, etc)
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Signature Page Comments
Each signature level has the ability to enter comments into FTIS. Select the “Comments” button
(next to your level) to display the Signature Remarks window.

Eile Edit Acion Becord Prints Help
[ Z B AP OF #2?

.g:ll?!‘s Foreign Travel Records
B

i
L Trawcler fuoRbLUND  (botiALD  [a BeinDme [05/15/2002  EndOate [05/23/2002  yeer 12002

Lst [Toawelinto|  Tiplegs  Signatures

Mame(l ast First i Suffix) Date Ao | Disapp Comments
Reansarch Leador E

COLDDAD -, r M

I rrorw Comments

i B Available

Thsg 1765

If a file is returned for any reason, check the comments section for information. The comments
will be displayed in a window. Once comments have been read, select “Close”.

28 TRSB Remarks :

Signature Remarks

|"Benefit to USDA” statement is insufficient, please correct
and resubmit.

[Trip departure date is within 4Sdays. Please upload a Late
|Justification memo signed by the AD {or equivalent) and
|resubmit.

FTIS - Trip Report (Final Step)
The trip report is the final step in the foreign travel process and is created in FTIS after the
traveler has returned. Copy and paste the text from MSWord.

In the ACTIVE Menu:

- Choose Trip Report

- Search for traveler by name,

- Choose the trip and check the box to left
- Choose Action Menu

- Create Work Record

- Click Continue

- Open the Work Menu

- Open Trip Report

- Paste information in the report.

- Sign the document approved and it will route to the Area office

FTIS — Locate Status of Record
There are various submission levels, this information can be viewed under “Status”, “Foreign
Travel Records”.
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RL Level - Original point of entry and/or waiting approval by RL
CD/LD/DAD Level - Original point of entry and/or waiting on approval
Area Level - Waiting approval by Area Director, and TS stamp

TRSB Level - waiting on HQ (NCR) stamp

L]
L]
L]
L]

File Edt Action Record Prints Help
Sl llaarpiy g2l

1S Foreign Travel Records End Dae [08/10/2010

= Travelor (5015 TER CARL H  BaginDate [07/31/2010  Trsvel Year (2010

[ER T

Travlors HamofLastFirsg | Trowel¥e | BeginDate  EndDate Modecode | SubmissionLevel  Mamo
T JBoLITER CARL 2010 [07/31/2010 [08/10/2010 [64(45[05[00 [Rpproved rowE
I ls1eNn DONNA 12010, |0B/01/2010 |08/28/2010 |64|02(50/00 (Rrea Level w 'ii
T {noams DOMALD 2010 [05/30/2010 (06/05/2010 [64[02[10[00 [Rrea Level v #
I RBBRS HAMED |2008 |08/23/2008 |09/04/2008 |64|02]15/00 |Area Level I3 _ﬂ
™ JLOUGHRIN __[JoHN 2010 [07/31/2010 (08/07/2010 [64[45[05[00 [Area revel |
T dcook KIMBERLY gm 06/18/2010 (06/26/2010 EEEE Area Level W :j
T IDAVIS JR _|KENNETH 2010 [07/31/2010 [08/07/2010 [64[02[35[00 [Rrea Level T
T lovany NANH 12010, {07/31/2010 (08/03/2010 [64(45(05/00 [Rrea Level L il
T JLOVARH WANH 2010 [03/05/2010 [09/14/2010 [64[45[05[00 [Area Level r
" JARIRS DE ARE|RENEE |2010 |06/20/2010 |06/25/2010 |64|02/50/00 |Area Level r _!j
T [neeas HAMED 2006 [07/29/2006 [08/02/2006 [64[02[15[00 [Area Level r#
I 1SISTANE KARAMAT 2010 [0B/15/2010 |08/21/2010 164(45(05(00 |TRSB-Sent to GSEC W i!'-
| Record: 1112 =7} = T «08C»

To determine the status or Submission Level of your travelers, select “Status”, “Query Screen”.

TR ST DGR B

i

Thsans r aj
7 TR T (eI v %l
T I [oonALD 2010 [05/20/2010 !Bs/wzm [6al: o =
. TR OV CSETRR e r 8
 [onater (TE Fotn [o7/31/2010 [os/10/2010 |
wa [KaMpERLY (2010 [06/18/2010 [06/26/2010 [64/35(05(00 [Acea Level o ®
DAVIS OR _ [KENNETH 2010 [07/31/z010 [08/01/2010 [54[02(35/00 [area Level (|
e E TR U /EVES R cea Level r ]
T JLovaNE [HARH /31/2010 [08/03/2010 1 r .
i T e /08/2010 09/14/2010 1 C e
© fszom, oo fﬁ (13/01/2010 [n8/28/Z010 [Apea Tavel L]
" J3TsTART foRRT 2010 (09/15/2010 108/21/2010 64143 05100 frRam- sent to osEc @ (@l
s 113 o

You can query for an individual traveler, or for a period of time. If searching for a travel period
enter into the “Begin Date” field the date of travel you are looking for (ex. 6/1/14:12/31/14) and
enter.
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Enter a NON-Government - Foreign Traveler FTIS Record

[0 Reference Table

"1 Non-ARS Travelers Table (top option in drop down)

- gl My taby=sin basiiiil [V .o - WTbe
s t Befeencs Tovles el

e b G Werk Basspon

Add Traveler Record

Eile gt gdion Fecord Help

Lo A O RS 3
i Noo-ARS Traveler Records
ust | Doty
RamedLustFirsL M, Suffn} s | Status Date
CNHWIT UDITH ) Active 04/27/2006 |5
[ [aeperwzmes [HoHMED 3 Azt ivn 11
T [anams |auetan Retive
I larmie renilsaceia [ [hesive
I [arzaz [HTHAHMAD Retive 13/ 5
L FTTTTTY [ampers. M| Rctive a6/08/3000
I [ampEeey [aaonT [hczive 22/06/2003
r [arina HaEY Aetive [Ge/10/7008
I [atazerso actave a4 /0772004
e Mscave [03/14/2603
e 13/373/3008
06/ 02/2004 %

Eile Edt Acton Becord Hep

d-;_}: Mz Bl a arn SN
@}3 Noa-ARS Traveler Records

[T Dats|
"M [ [
Hancrific Last, Fint liddbe Suffix)
s5n
SwewaCode [active B

Choose from the Non-ARS traveler list when creating the Work Record.

Search for the name you entered.

eal & Nlg el g 2

E‘“%E i3 Traveler|

Query l

Foreign Travel Records

[~ BeginDate [

Travel

End Year [

Traveler Hame
(Last,First,MI,Suffix),
Traveler's Title |

Duty Station |
p—

[ des) [wonans |

Action| N\ New [ Cancel/[ Revision |

Du lioﬂl

—

Travel Year
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