Trip Authorization Import Options

This companion guide summarizes the scenarios that influence how and when to best use a TA to complete a travel expense report as described in Travel SOP-TVL-12 Trip Authorization Importing Options. 
Start with the Use case column to identify the situation that applies to you. The Info reused column shows what information will carry over into your expense report, while the Outcome column explains what details you’ll need to enter manually. Refer to SOP-TVL-12 for more on the When to attach/import options.
	Info reused
	Use case
	Outcome
	When to attach/import
	Option

	Header and expenses
	Header info correct and expenses only need simple edits
	All work on TA reused and edited on expense report
	First step
	1

	Expenses
	Header contains errors, expenses only need simple edits
	Manually enter header but import expenses and edit
	After filling header
	2A

	Nothing
	Header and expenses contain errors, or “Other” expenses combined
	Manually enter all expense report info from scratch
	After filling header
	2B

	Nothing
	Header and expenses contain errors, or “Other” expenses combined
	Manually enter all expense report info from scratch
	At end
	3

	Header 
	Header info correct but expenses need significant edits, or reconciling without reimbursements, or “Other” expenses combined
	Import header details but manually enter expenses
	First step
	4



Once you have selected an Option, go back to SOP-TVL-12 to learn what steps to follow next. 
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