CASMIS User Guide

Travel Worksheet 

6.4 Travel Work Sheet Explorer

The CASMIS Travel Worksheet Explorer allows you to forward your travel preferences and travel dates to your organization’s travel preparer.  The purpose of the Travel Worksheet Explorer is to speed the preparation of your TDY orders, reduce booking errors, and to allow you to create worksheets for re-occurring trips.  The Travel Worksheet Explorer is located in the CASMIS Self Service module. 

6.1.1 Creating a Travel Worksheet

You must create a Travel Worksheet before you can submit the request to your travel preparer.  Create a Travel Worksheet by right clicking in the Travel Explorer Tree View and selecting Add Travel Worksheet from the drop down menu.  Enter a worksheet name in the Add Worksheet dialog box.  Creating a worksheet establishes the form that will be sent to your travel preparer.  You may create an unlimited number of worksheets to accommodate re-occurring travel.

6.1.2 Submitting Travel Details

Submit your current travel requirements to your travel planner by either creating a new Travel Worksheet or selecting an existing Travel Worksheet from the Travel Explorer Tree View.  Add yourself and any travel companions to the traveler list by right clicking in the Traveler Section of the Travel Explorer Work Area and adding travelers from the drop down list in the Add Travel Person dialog box.  Avoid processing delays and errors by completing all travel fields in the lower part of the Travel Worksheet Work Area.  In addition to your current travel requirements, your travel preferences, completed during in-processing, will be forwarded to your organization’s travel planner.  Note, however, that preferences are not submitted if you are traveling with companions.  Select the Send button to submit your final travel plans. 
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