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QUICK START GUIDE: LOOK UP TRAVEL AUTHORIZATION (TA) 
Summary:  You can use the Travel Authorization (TA) document to encumber planned travel expenses and process Travel Cash Advances for travelers. Use the TA Lookup to research open encumbrances and find an open TA from which to generate a Travel Reimbursement (TR). The Related Documents tab of the TA eDoc displays links to any associated eDoc(s) (TR, Disbursement Voucher (DV), etc.).
Note: The KFS Travel Authorization (TA) Lookup restricts search results to only those TA eDocs for which the user is an authorized viewer, that is, anyone who is on the route log or is an arranger.
	Steps
	What you need to do
	How to do it

	1
	Access KFS via ZOTPortal
	1. Use your UCInetID and password to log in to https://portal.uci.edu/
2. Press the Faculty and Staff tab and then select the KFS tab


	2
	Access Travel Authorization 
	1. From the KFS Travel and Event Management portlet expand the Custom Document Search bullet
2. Select Travel Authorization 

	3
	Search 
	1. Enter desired search criteria
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Note: Users can search with partial information by placing an asterisk (*) before and/or after the portion of the search criteria known. Entering “TA” into the type filed and clicking on search will expand the lookup screen to include travel specific search criteria
2. Press search button once you’ve entered your search criteria
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	Review search results
	1. Select the titles in the header to sort results
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4 items found. Please refine your search criteria to narrow down your search.

@ 4 items found, displaying

m:@ Tyse ¢

pre-

Trip Vendor Pavment
Reauisition

New Entertainment
New Reimbursement
Pre-

Trip Vendor Pavment
Reauisition

pre-

Trip Vendor Pavment
Reauisition

New Entertainment
New Reimbursement
Pre-

Trip Vendor Pavment
Requisition

22778

Travel
Authorization

Travel
Authorization

Travel
Authorization

Travel
Authorization

Title

Travel Authorization - OTERO, JENNIFER
04/11/2013 ALAMEDA COU

Travel Authorization - SCHARF, ELANA
05/06/2013 BIRMINGHAM

Travel Authorization - SCHARF, ELANA
05/06/2013 BIRMINGHAM

Travel Authorization - LESHER, LAURA
04/15/2013 FAYETTEVILLE

o

>

Document
Status

E

SAVED  InProcess

Open For

FINAL  Reimbursement

CANCELED In Process

Open For

FINAL  Reimbursement

000000072206

000000136619

000000136619

000000154459

e

o
04/10/2013
02:41 PM

04/09/2013
03:52 PM

04/08/2013
03:47 PM

04/08/2013
02:16 PM

o

OTERO, JENNIFER 04/11/2013
ALAMEDA COU

New Traveler Profile for ELANA
SCHARF

SCHARF, ELANA 05/06/2013
BIRMINGHAM

New Traveler Profile for LAURA
LESHER

37

T35

Ta3

8340

R

R

GF10220

GF12722

GF12722

Orqanizati
Code

8208

8035

8035

Ledger .
Document Typé
Ta
Ta
Ta

bbbbﬁﬁ




