Foreign Travel Support approval through GT-TRACS
Step 1: for your traveler, select an “Other” package type and click “Create New Package”.
[image: ]
Step 2: On the package info tab, select “Foreign Travel Support” from the Other Type drop down list. If this option is not selected, the package will be returned. For package name, please use “FYXX Travel Support” using the fiscal year that travel will occur.
[bookmark: _GoBack][image: ]

Step 3: Complete the commitments tab for the amount requested. The maximum amount requested is $1500. Requests over $1500 will be returned. You do not have to request these funds. This is for COE internal tracking only.
[image: ]

Step 4: When approved, the school should forward the approval notification to the traveler. School should include the COE project to charge (1501216) in the email. 

image1.png
e |[Q searcn A

& Profile

FirstName ~ Emily Faculty Status  Active

Last Name  Howell GTD 901831751
Home Department 150 - COE Employee ID 416812

# Editpr

@ PackageT.. @ Status . Committed (®  Requested Allocated Penc @ Allocated

NRE Emory
support

Other Awarded 51 50

NRE Emory
Support

50

Academic
Professioanl ME

Test

G Cost Share
Tt New Hire/Appointment

OE





image2.png
8] GT-TRACS

Howell, Emily (150 - COE) > Create Other Package v

Package Info

Other Type Status  Package Creation In Progress

ASMD (Active Senices Modified Duties) a Faculty First Name | Emiy
Package Name
Academic Faculty Leave of Absence
Project Org | Administrative & Named Appointments

Award of Emeritus Title Faculty Org | 150 - COE

Faculty Last Name | Howell

Centers

ign Travel Suppo

Institutional Commitment
Other





image3.png
GT-TRACS - Package x &

@ hitps://gtapps.gatech.cdu/gtracs/faculy/3292/packages/ 7581 e |[Q searcn
Commitment Form
Category  Travel v Funding Org Number 150 - COE

Track Independently []

Grid Controls

Use these input boxes to quickly enter data into the Commitments Grid below

StatFY 2018 v Description
EndFY 2018 v Yearly Amount 1500
Show Faculty

Show My Org Only [

Update Grid

$ Commitments Grid Zero Out This Category

@ Add new record || ® Cancel changes
FY Amount Description Org Only Show Faculty

2018 1,500 false true Delete

V save





