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Breaking News:

Fisca Year Crossover:

When travel claims cross the fiscal year, it is not necessary to submit multiple TONOs and accounting strings. The
claim should annotate charges correctly. If travel begins in FYO4 and crosses over to FYO5, the claim needs to be
submitted using a FYO4 TONO and accounting string only. The accounting information will be converted by the software
to the correct FY. Use a FYO5 TONO and accounting string for trips that begin on or after Oct. 1. In the reimbursable
expenses, it is important to indicate the correct date of payments for a FY crossover trip. Airfare charges should be
dated according to the first day of trip; parking, rental car, and hotel should be annotated the date the cost occurred.
See FY04 CLOSEOUT INSTRUCTIONS reference http://caweb.comdt.uscg.mil/hsc_t-
[ArcommcenVARCHIVESIGENM SGZ0047AT CGFTNANCE himh for more information.

Leave Whilein TDY Status.

A member who takes leave in the middle of temporary duty will need to input leave in the itinerary per following example:
Member is TDY from 7/1/04-7/30/04 with leave charged to the dates of 7/11/04-7/15/04. Member would start the
itinerary dep 7/1/04 from PDS arr 7/1/04 TDY location, dep & arr 7/11/04 on leave (first day of leave), dep leave status
on 7/15/04 (last day of leave), arr TDY location 7/16/04 (first day back to duty), dep 7/30/04, arr PDS 7/30/04 MC.
Do not claim lodging or additional per diem for the night of 7/15/04. Reservists in a recall status will need to claim leave
lodging in reimbursable expenses. This will pay correctly when PSC imports your travel claim, even though it indicates
the 15" is a per diem day on page 2 of the UTS claim when it is printed. Do not start/stop a UTS claim in a leave status.
Always verify leave on the travel voucher summary (TVS), which is received after claim is processed, for accuracy.
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E-Travel News Continued...
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Finishing A Claim in 4 smple steps:

1.) After completing the travel claim, SAVE, SAVE, SAVE your claim. Do not submit to AO from inside the travel claim.

2.) From the main (UTS request status) screen, highlight the claim to be forwarded, click on the “Send to Auth” button.
3.) Choose the correct AO from the list by double clicking on the name and populating the AO field, then click “Transmit to AO.

4.) Type in confirmation password to transmit claim. *Failure to follow these steps will result in problems with your claim
and delay in the processing of travel claim and payment.

Updating of UTS Profiles:

It is very important for all members to update their UTS profiles when personal information changes. Unit addresses,
phone numbers, and email addresses are required. The more complete a member’s profile the better off the member is.
Authentication Information is to enable members to reset their passwords. The office email address is used to send
members information when their claims/authorizations have been moved from one status to another, and their Travel
Voucher Summary Statements once a claim is processed. The home and work addresses, phone numbers, and emails serve
as a way for PSC or FINCEN to contact the member should there be a problem with a claim. Information such as SSN,
Name, Unit, Cost Center, and Grade/Rank are loaded into UTS directly from Direct Access. Personal information, (i.e.
home and work address’, phone numbers, email addresses) are to be updated by the member.

Some common problemsthat crash claimsin the UT S system:

*Use of multiple modes of travel in itinerary - see primary mode of transportation in February & June’'s Newsletter.
*Members use POVADYV or GTR incorrectly and do not input layover points in itinerary - see GTR in June’s Newsletter.
*Input of multiple lines of accounting strings on one claim - see Accounting string errors in March's Newsletter.

*The input of more than seven legs on a single travel claim. Please limit each claim to no more than 5-7 legs per claim.
*When entering itinerary into system, member indicates they are on leave on the same day they are TDY. Be cautious
and double-check your dates. (See entering leave dates above.)

Be sure to check this site for updated information:
http://www.uscg.mil/hg/psc/utsfag.shtm

Here is where you can find other issues of the UTS E-Travel News:
http://www.uscg.mil/ha/psc/uts/index.htm

Please share this important information with all of your travelersin your unit/area so they can stay informed of important UTS changes and improvements.

Please send your suggestions for improvements to:
PSCCustomerCare@hrsic.uscg.mil

Coming next month: E-mailing of Unit UTS Status Reports....
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