 (
Immediately Until Replaced or Superseded
) (
EFFECTIVE DATE:
) (
TM-03
) (
NUMBER:
) (
SUBJECT:
) (
New GovTrip Users (Travel Arrangers/Approvers)
) (
June 4, 2012
) (
DATE:
)






References:  
Bulletin 08-301 GovTrip Transition
[bookmark: _GoBack]GovTrip Manual Chapter 7, People Information https://govtrip.com/govtrip/GTdocs/USDA_CH7_FATA_UM.pdf
 Location Action: 
1. Travel Arrangers/Approvers are required to have USDA E-authentication with credential level (2) to create travel documents in GovTrip and a travel profile in GovTrip.  (Level 2 access allows users to enter USDA Web site portals and applications that have been determined to have the need of higher security requirements or restrictions).  
2. If the employee does not have a travel profile in GovTrip, they must complete a travel profile request form and send it to their designated Travel Specialist.  Employee must complete the AD-1143, Corporate Systems Access Request Form and send to the Travel Specialist (See attachment 1 for instructions and attachment 2 for sample copy of the form to be completed).
3. Employee and employee’s supervisor and/or Research Leader signatures are required for blocks # 35 and 42 of the form.  
Business Service Center Action:
1. Travel Specialist verifies that the Travel Arranger/Approver has a travel profile GovTrip. If not, Travel Specialist creates one. 
2. Travel Specialist searches USDA e-Authentication website for Employee’s Identification Number (EIN#).   
3. If the employee’s e-authentication is still pending agency action and no EIN# has been assigned, Travel Specialist advices the employee to contact the agency’s e-Auth Help desk to check on status of their EIN#.
4. Once the employee’s identification number (EIN) has been verified and a travel profile has been created in GovTrip, the Travel Specialist updates the employee’s profile.  The profile is marked “Group access” and the E Auth Activation process is completed.  

