Claims that Crossover Fiscal years

Introduction

This guide provides the procedures for processing a claim that crosses over

two Fiscal Years.

Information A travel claim that begins on or before September 30" of any calendar
year and ends on or after October 1% of that same year is considered a
crossover claim. All expenses and entitlements MUST be distributed
between both Fiscal Years (FY).

Note: Failure to follow this process could result in a delay in payment
for the claim.

Procedure See below.

Step Action
1 Here is an example of an itinerary that crosses FY’s.

What's Authorized Itinerary Constructed ltinerary Reimbursables
Duration of travel: |3'sster than or equal to 24 hours [ ]
- T Local? = _
Date Location = rans [[","wty DL | pothod | Lodging | Meals AE% Lodging Taxes Miles
85614 Topeka,
9222016 | DEP KANSAS P I:‘
Q222016 | ARR | 64150 Kansas City, AT D LDP | 1] [ ooo [ ooo ][ &7 ]
MISSOURI
arzor2016 | DER | B4 ﬁlggnosgalt"iw. ce | O O
222016 | ARR 20593 US Coss... TD LDP CaQ Chd [1] 229 DX 0.00 1]
20593 US Coas...
Iaate | Ak | 64153 Kanses Ciy, | 57 = u I | I
- MISSOURI O LOP - -
64153 Kansas City,
10/3/2016 | DEP MISSOURI PA D D
1032016 |ARR | €6614Topska, | MC | [ NLG o1
KANSAS

Continued on next page



Claims that Crossover Fiscal years, Continued

Procedure,
continued
Step Action
2 In the Reimbursable Expenses section, enter in the expenses based on the day
of the month they were charged and click Accept Changes.
HAWK; AIRFORCE Reimbursable Expenses views  Traveler
TONO: 1117 5T0CTESTO000
Date Description Claimed Split
9222016 AIRFARE-TRAIN-BUS EXPEMNSE 42500 | Edit Delete
9222016 SATO-CTO-TMC SVC PROC FEE 29.65 # Edit Delete
92212018 BAGGAGE-EXCESS ACCOMPANIED 25.00 |:| Edit Delete
TOLLS FOR ROADS-BRIDGES- -
222016 TUNMELS.FERRY 275 O Edit Delete
9222016 REMTAL WVEHICLE 22500 ] Edit Delete
10/3£2016 REMTAL WVEHICLE 75.00 ] Edit Delete
10/372016 RENTAL WEHICLE FUEL 37.50 @ Edit Delete
1043/2016 BAGGAGE-EXCESS ACCOMPANIED 25.00 O Edit Delete
104372016 PARKING-TRANSPORT HUB 140.00 O Edit Delete
TOLLS FOR ROADS-BRIDGES- ]
10¥3/2016 TUNMELS-FERRY 275 |:| Edit Delete
Was any airfare paid by a member's travel card. If paid by Government Account, do not enter
the airfare
I Accept Changes I ‘ Cancel Changes | Help ‘
- . - )
3 Click on the Computations tab to see the amounts split between FY’s.
HAWK, AIRFORCE View: Traveler
TONO: 1117 570CTEST0000 setuement ReqUESt
Type of order: | Normal | Covered from: [ 9222016 | o [__10/3/2016 |
Type of Settlement |Final . Type of Partial:
Remit To T i E | C i | Financial Remarks
Total Entitement 426223
Deseripion FY 2016 FY 2017 Total Deductions T
Memb/Emp TDY Fer Diem 2.601.75 847.75 3.248.50 .
- Partial Payments 0.00
Memb/Emp Transportation 805.13 26760 0E2.72
Memb/Emp Reimbursables 25.00 25.00 50.00 Amount Payable 4.262.23
Advances 0.00
Method of Payment [ E | Due Employee [T
Split Payment 0.00
Computed Split 0.00
Enter amount in Split Payment field to pay
GTCC
This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed
‘ Back || Next | | Manage Images | Receipts | | SAVE | | Cancel | | Help |

Continued on next page



Claims that Crossover Fiscal years, Continued

Procedure,
continued
Step Action
4 Click on the Financial tab and click on Add/Modify Accounting.
Entitlements Computations Financial Remarks
DbiCr Classification 5tring Amount
D 1117570CTESTOO0D 2 P 6012595 21 0 RA 78045 2100 4262.23
I AddModify Accounting
5 Input the appropriate code for the first FY in the APPR code field (Eg: 2016 =
601, 2017 = 701 and so forth). Complete the accounting line by filling in the
boxes until tabbing to the Amount box, which will change the screen.
HAWEK, AIRFORCE View:  Traveler
TONO: 11175T0CTEST0000 cc Accounﬂng
TONO Ag RID Appr Limit Allt Alc ProgEle CstAct Obj Amount
TOND AG RD APPR Limit ALLT ALC ProgEle Cstack Obj Amount
[frrsmeEsTioon [2 [P [2e [2r [0 [ ra [7eos | poE [Eor_]
‘ Accept Line | Cancel Line ‘
(o =]
6 Click Accept Line.
HAWK, AIRFORCE View:  Traveler
TONO: 1117STOCTE STO000 cc Accounﬂng
mﬂf 2016 2017 Total It Ale ProgEle CstAct Obj Amount
_T_‘S‘TEIEFTB?EM L $B47.75 $3.249.50 LT ALC ProgEle Cstact Obj Amount
Tomeooraton | $69513 |s26760 | see273 b o [Ra T [Tremes T [zie[e] [ om
MembiEmp | 52500 | 52500 | ssooo I P I_I_MI e i ‘
Totals Debits | $3,321.858 |594035 |54.26223
[ =]

Continued on next page



Claims that Crossover Fiscal years, Continued

Procedure,
continued

Step Action
7 Click Add.
HAWK, AIRFORCE CG Accounting View:  Traveler
TONO: 1117S70CTEST0000
TONO Ag RD Appr Limit Alt Alc  Progle  CstAct  Obj Amount
1117517CTESTOODD | 2 | P | 601 ‘ 289 | 21 | 0 | RA | 76045 | 2100 | 53.321.55| Edit Del

‘ Save ‘ ‘ Cancel ‘ ‘ Help ‘

Input the appropriate code into the APPR box for the second FY and complete

the accounting line until tabbing to the Amount box which will change the
screen.

HAWK, AIRFORCE

i View: Traveler
TONO: 1117S70CTEST0000 CG Accounting
TONO Ag RD  Appr  Limit ANt Al ProgEle CstAct Obj Amount
1117570CTESTOODD | 2 | [2 | 501 | 289 | 21 | 0 ‘ RA | 75045 | 2100 | 53.321.88|
TONO AG RD APPR  Limt AT ALC ProgEle Catact Obj Amount

[T17570CTESTO0O [z 7 2w [zi [0 [ Rra [7e0es | [2io =] om0 ]

‘ Accept Line

‘ Cancel Line

‘ Cancel H Help ‘

Click Accept Line. The remaining amount of the claim will populate on the
next screen.

HAWK, AIRFORCE

i View: Traveler
TONO: 1117570CTEST0000 CG Accounting
Limit At Al  ProgEle CatAct Obj Amount
H Element of
T =i =0 el [ 29 [21 ] o] Ra | 7mes | 2o | 53.321.8% |
I MembiEmp -
MOEMD | ohe0175 |S64775 |53.24850
TOY Per Diem - ALLT  ALC ProgEle Cstact Obj Amount
MembEmp | gros 43 (so6760 | 596273
Transportation | 21 | i | RA | 78045 |2100 B =
hemb/Emp .
MembEmD es| 52500 | s2500 | ssooo
Totels Debits |53,32188 |5940.35 | 5426223 || SEEE TR I ‘ Eacele
‘ Cancel H Help ‘

Continued on next page



Claims that Crossover Fiscal years, Continued

Procedure,
continued

Step Action

10 Note that the system should change the last digit of the TONO to a 1, if not it
will have to be changed manually. Click Save.

HAWK, AIRFORCE

i View: Traveler
TONO: 1117 570CTESTO000 CG Accountlng
TONO Ag R/ID Appr Limit Allt Al ProgEle CstAct Obj Amount
1117570CTESTODOD 2 P 601 299 21 1] R 73045 2100 $3,321.88 Edit Del
1117570CTESTODD 2 P 0 pracit] 2 a RA 73045 2100 5940.35 Edit Del

I Save ” Cancel H Help ‘
11 The Financial tab will now display the FY crossover accounting information.
Click Save.
HAWK, AIRFORCE View: Traveler
TONO: 1117 570CTESTO00D Settlement ReqUESt
Type of order: | Normal | Covered from: [ 92212016 | to: [ 10/3/2016 |
Type of Setlement |Final Type of Partial: [1ota Partia
Remit To Transactions Entitlements Computations Financial Remarks
DB/Cr Classification String Amount
Db 1117570CTESTOO00 2 P 601295 21 0 RA 78045 2100 3.321.83
Db 1117570CTESTO001 2 P 701299 21 0 RA 78045 2100 940.35
' AddModify Accounting |
‘ Back H Next ‘ ‘ Manage Images ‘ Receipts ‘ SAVE | Cancel | ‘ Help |

Continued on next page



Claims that Crossover Fiscal years, Continued

Procedure,
continued
Step Action
12 Click on the box for the TONO and select the appropriate box to end the
process.
From Date To Date Description Amount
Q2212016 1032016 Lodging at 20583 US Coast Guard, DC WASHINGTON D.C. Afl=ast 52519.00

Certify Later Cancel Help




	Claims that Crossover Fiscal years
	Introduction
	Information
	Procedure

